CHAPTER 4: VOUCHERS FROM AUTHORIZATIONS

The Defense Travel System (DTS) uses vouchers from authorizations (vouchers) to record the actual
expenses that a traveler incurred during a trip. In order for DTS to reconcile estimated expenses with
actuals, a traveler submits a voucher. The voucher is prepopulated with data that was entered on the
authorization; therefore, the traveler must have an approved authorization in DTS before creating a
voucher. A traveler can add to and update this data. DTS allows a traveler to create a voucher prior to or
during temporary duty (TDY) travel, but does not allow it to be signed until after the trip is complete. Like-
wise, this restriction prevents the Authorizing Official (AO) from approving the voucher until the trip is com-
plete. A voucher cannot be stamped APPROVED until DTS receives positive acknowledgement from all
accountable stations. This status indicates that the Global Exchange (GEX) accounting system has
received and accepted the obligation. It is recommended that vouchers be submitted within five days of
returning from travel.

This chapter covers the following topics:
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Chapter 4: Vouchers From Authorizations

4.1 Log In to DTS

To create a voucher in DTS, access the DTS Home page by entering URL www.defensetravel.osd.mil and
follow the below instructions to log in to DTS:

1. Select the green LOGIN TO DTS button located near the center of the DTS Home page.
The DoD Privacy and Ethics Policy statement displays.

2. Select Accept. (Selecting Decline will return to the DTS Home page.)

The Choose Signing Certificate screen opens if more than one certificate is available.

3. Complete the correct certificate and select OK.

Note: Based on middleware and local network security policy, login and signing procedures may vary.

4.2 Create a Voucher

Once logged in to DTS, the User Welcome screen opens. Follow the below steps to create a new voucher:
1. Mouse over Official Travel on the menu bar.

2. Select Vouchers from the drop-down list.

The Vouchers screen opens (Figure 4-1). All existing vouchers display on this screen. The column headers
may be selected to sort the authorizations by document name, departure date, status, or Travel Authoriza-
tion Number (TA Number). The appropriate link may also be selected to view, edit, print, remove, or amend

a voucher. Use the View Authorizations/Orders, View Local Vouchers, and View Group Authorizations
buttons to open the list of documents of that type.
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Chapter 4: Vouchers From Authorizations

Defense Travel System

Eesdasa o

View -Authorizations / Orders View Local Vouchers View Group Authorizations

Below is alist of your vouchers. Please select the appropriate function which corresponds to the Voucher with which you wish to work

+ Create Mew Voucher From Authorization/Order

Existing Youchers

—._E:Zl:u:!ent e ' . ﬁv T.\!S.Zlﬁ;ier View/Edit | Print Remove Amend
KCFTCARSONCOT31O10 VO 10010710 CREATED ONYBJS > edit > print | = remove
KCPATRICKAFEFO51410_ M1 0541410 SIGNED ONYBIS » wiew/edit | = print
KCODENVERCOC43010_V11 04430710 POS5 ACK RECEIVED ONYEHH > MIEwW » print » amend
KCCARLSBADCAD41910 Vi1 04419410 ADJUSTED ONYBEL » viewledit | » print

Figure 4-1: Vouchers Screen

The purpose of each link is explained below:

3.

Edit. Select to edit information in an existing voucher. This link changes to view/edit after the voucher
has been signed. After selecting view/edit, remove the checkmark from the VIEW-ONLY box to allow
changes to be made. If the box is cleared, DTS will prompt the user for a digital signature. Once a
voucher has been approved, the link displays as view and the amend link (see below) must be used to
make changes to the voucher.

Print. Select to print an overview of the itinerary, including per diem rates and entitlements. The
voucher displays on a new screen, from which it can be printed.

Remove. Select to delete a document that is in the status of CREATED. This link is no longer available
after the voucher has been signed.

Amend. Select to make changes to an APPROVED voucher. This link will only display after the AO
has stamped the voucher APPROVED. DTS creates a new document that must be signed and routed
through the entire routing list.

Select Create New Voucher from Authorization/Order.

The Voucher from Authorization/Order screen opens. It lists the authorizations from which vouchers can
be created. Select the column headers to sort the authorizations (Figure 4-2).
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Chapter 4: Vouchers From Authorizations

Below is a list of your authorizations. Click "Create” next to the travel authorization for which you want to create a

oucher.
Document Hame Departure Date Status TA Humber Create
ECRALEIGHNC111510_AD 11415410 POS ACK RECEIVED 000NZC » create
ECSANANTONIOT1104110_AM1 11/01/10 POS ACK RECEIVED OO0N2ZE * create

Figure 4-2: Voucher from Authorization / Order Screen

4. Select Create next to the authorization from which to create a voucher.

The Trip Overview screen opens (Figure 4-3). The itinerary appears on the right side of the screen in the
Trip Summary box. The itinerary displays the information that was entered in the authorization.
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Chapter 4: Vouchers From Authorizations

'ﬁ Defense Travel System Mr&wel Expenses  Accounting  Additional Options  Review/Sign
A New Era of Government Travel  _ A
Rer Diem Loctl

Overall Starting Point
Booking Travel using the Defense Travel System requires that you first provide
information about your starting and ending locations (usually your home or
duty station) and your T /TAD Locations for per diem purpeses. You wil be
able to request bookings for transpertation (e.g.,air,rail) and lodging after Location 1: SAN ANTOMIO, TX
these initial steps are complete.

Leave From: Warrenton, VA Edit
Leave: 31-Mov-10

Leave From: Warrenton, VA Edit
TOY/TAD Loc: SAH ANTOMNIO, TX

Overall Starting Point Information Arrive: 01-Mov-10
Leave: D6-Mov-10

£ Note: A { * ) indicates a reguired figld. TR " s
Please Mots: A Red Star ( * ) indicates a required figl Carrier/Fight: | United Airtines

*=select a Location: -OR-  * Enter a Starting Point: (UA} 395
T Conf/PMR: 123456
v|iRE5: Warrenton | |\;‘A | Search i
Depart: 01-Mov-10
T : |AD-Washingten, OC
£ i fanrs 01,2010 L4 o
*Start Date{mm/dd/yyyy): |11r\.1u€»1L | (USA) (Dules Apt)
Arrive: 01-Mow-10 D4:13PM
Owverall Ending Point Information ORD-Chicage, IL {USA)

{O'Hare Apk)
Please Mote: ARed Star | * ) indicates a reguired fisld. T = =
Carrigrs/Flight: | United Airlines

*5elect a Location: -OR-  * Enter an Ending Point: (LAY 428
T Conf/PNR: 123456
~ ||RES: Warrenton Search
. Cepart: 01-Mov-1008:05PM
s Tt aresintes ORD-Chicage, IL (USA)
* End Date{mm/dd/yyyy): |11/06/2010 [OFHare Apk)
Arrives 01-Mov-10 10:51PM
Other Trip Information SAT-San Antonio, TX
(UsA)
Please Mote: ARed Star | * ) indicates a required field.
Rental Car: ALAWD Edit
*Trip Type: Trip Description (optional): Reie
A-ROUTINE TDY T Airport: SAT - San Antonio
: t
*Trip Purpose: Internaticnal Apt, TX
= I Confirmation: ABCD1234678-
SITE VISIT .
Cropoff: 06-Hov-10 11:30AM
Pickup: 01-How-10 11:30PM
*Trip Duration: Lodging: Hallmark Inn & Suites Edit
) 12 Hours or Less (O 12 - 24 Hours - With Lodging
Confirmation: 12345678-
() =12-Z4 Hours- No Lodging () Multi-Day Checke-lns 01-Hov-10 11:59PM
Check-Out: Oh-How-10 10:304M
r Overall Ending Point
Authorization Mumber: |DOONZE
L Leave From: SAM ANTONIO, TX Edit
: || Return Loc: Warrenten, VA
rizat te: o o -
Authorization Date [10/25/201 |:| s Sk
(mm S dd/ yyyy) Carrier/Flight: | United Airlines
[ (LA 412
Trihumber: ! | Conf/PNR: 1234586
Comments for Travel Order: Depart: 06-Nov-10 11:54M4
SAT-5an Antonio, TX
(UsA)
Arrive: O6-Mov-10 04:15PM

|AD-Washington, DC
(U5A) (Dulles ApE)

Proceed to Per Diem Locations I

Figure 4-3: Trip Overview Screen
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Chapter 4: Vouchers From Authorizations
Return To List - A Return to List button displays in the top left corner of each screen. This closes the
current document and returns to the traveler's document list.

The following sections provide guidance for changing the voucher, if any part of the trip (e.g., dates, travel,
or lodging) differs from the authorization.

4.3 Update Itinerary

If the dates or location have changed during the travel, the itinerary can be updated when creating the
voucher. The following sections describe how to change the dates and locations.

4.3.1 Change the Dates of a Trip

To change the date(s) of a trip, begin in the Trip Summary box on the right side of the Trip Overview
screen. Follow the below steps to change the date(s) on an itinerary:

1. Select Edit for the Overall Starting Point or Overall Ending Point, depending on the date that
changed.

The Trip Overview box on the left side of the screen displays a Start Date field and an End Date field.
Each field has a pop-up calendar from which to select the correct travel date.

2. Complete the Start Date field or the End Date field (as needed) with the correct date(s) or select
the calendar icon to select the date(s).

3. Select Proceed to Per Diem Locations at the bottom of the screen.

A pop-up message displays to remind the traveler that the per diem entitlements will be updated for
the document.

4. Select OK.

The Per Diem Locations screen opens (Figure 4-4). The itinerary displays in the Trip Summary box on
the right side of the screen.
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1% Defense Travel System Mravel Expenses  Accounting Additional Options  Review/Sign
A New Era of Government Travel
i W Per Diem Locations

vet using the Defense Travel System reguires that you provide Owverall Starting Point
infermation about your TD'/TAD locations for per diem pur|
able to request beokings for transportation (e.g., air,
these steps are completed.

=Y be LeaveFrom:  RES: WOODDBRIDGE, VA Edit
and lodging after

Leave: 05-May-10

Location 1: SAN ANTONIO, TX
Leave From:  RES: WOODBRIDGE, VA
TOV/TAD Loc: SAN ANTONID, TX

Ovweral Starting Point: RES: WOODBRIDGE, VA

DOveral Start Date: 05-May-10

Click Here to Add a Destination in Betw

Arrive: 08-May-10
ooy SAN ANTONIO.T
Location 1: SAM ANTONIO,TX Leave: 09-May-10
Arrival Date:  08-May-10 Ry Carrier/

. American Airlines (AA) 2203
Fight:

Conf/PNR: 123456

11:45AM - 08-May-10
Adda TDY/TAD Location Depark: DCA-Washington, DC (USA)
(Mational Apt)

Ceparturs
Date:

Click on a button below to select your TOV/TAD Location. Uss "Search 2:00PM - DB-May-10
Location® to search for the per diemlecation. Use "TDY/TAD Location Arrive: CFW-Dallas / Ft. Worth, TX
Lookup® to select from a list of per diemlocations.

Carrier/
ates a required field. Flight:

Canf/PNR: 123456

. - American Airlings (Al
Please Mote: ARed Star (") i 2

Search by:

Location | State/Country - Location | Depart:
(USA) (Intl,
Zip Code | County Lookup | e 4:00PM, - 08-May-10
- SAT-San Antonic, TX (USA)
=N -] T, Edit
Location: Use Location Tools Above i atat PIINCE T

SAT - San Antonio Remove

Arpork: e =
Arriving On: J05/08/2010 'I International Apt, T
Confirmation: ABCD1234678-

Ceparting On: |05/09/2010 Pick-Up: 08-May-10 4:30PM
Drop-Off: 09-May-10 10:00Am
Overal End Point: DODERIDGE, VA Lodging: Comfort Suites Horth th
Overal End Date: y-10 Confirmation: | 12345678-
Check-In: O8-May-10
Save Location Check-Dut: 09-May-10

Overall Ending Point

Leave From:  SAN ANTONIOD, TX Edit
Peturn Loc: RES: WOODERIDGE, VA

Arrive: 09-May-10

Can American Arlines (A4} 1739
Fight:

Conf/PNR: 123456

M - 09-May-10

Depark:

09-May-10
Arrive: as / Ft. Worth, TX

Carrier/
Flight:
Canf/PNR: 123456

12;45PM - 09-May-10

Cepart: DFwW-D: FE. - Worth, TX
(USA) (Intl,
4:40PM,

Arrive: bC ashing! L)
{Mational Apt)

Figure 4-4: Per Diem Locations Screen - Change Date for Location 1

5. Select Edit for Location 1 in the Trip Summary box.
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Chapter 4: Vouchers From Authorizations

The Edit a TDY/TAD Location screen opens.

6. Complete the Arriving On or Departing On field(s) in the Per Diem Locations box. The calendar
icon may be selected to choose the date.

7. Select Save Changes.

A pop-up message displays to remind the traveler that the per diem entitlements will be updated for
the document.

8. Select OK.

The Per Diem Locations screen refreshes with the new date(s) (Figure 4-5).

% Defense Travel S?Stem M{av&l Expenses Accounting Additional Options Review/5ign
= A Mew Era of Government Travel i

Booking Travel using the Defense Travel System reguires that vou provide Overall Starting Point
infermation about your TOY fTAD locat per diem purpeses. vou wil be
able to reguest bookings for transportation (e.g., air, rail} and lodging after
these steps are completed.

Leave From: RES: WOODBRIDGE, VA

m
5
;

Leave: 0h-May-10

Location 1: SAN ANTONIO, TX

Overall Starting Point: RES: WOODEBRIDGE, VA
Overall Start Date: 05-May-10 Leave From:  RES: WOODRBRIDGE,VA Edit
TOV/TAD Loc:  SAH ANTOMIO, TX
Click Here to Add a Destination in Between e 05-Mag-10
i . v =1
Location 1: SAN ANTONID, TX femvet 09-May-10
Arrival Dake:  05-May-10 Remove Carrier/ Edit
et F‘_,al;‘:r American Alrlines (A&) 2203

Departurs 05-may-10 P
Cate: Confi/PHR: 123458 Remove

11:454M - 03-Mav-10

Figure 4-5: Per Diem Locations Screen (Date Changed)
9. Review the Trip Summary box to confirm that the change has been made to the trip date(s).

In order to have a valid voucher in DTS, a per diem location must be selected.

4.3.2 Update a Location

To add or change a location, begin in the Per Diem Locations box on the left side of the Per Diem
Locations screen (Figure 4-4).

The below information explains how to update the location:

e Click Here to Add a Destination in Between. Use to add a new location to which travel
occurred before the traveler arrived at Location 1.
* Remove. Use to remove the location from the itinerary.

» Location, State/Country — Location, ZIP Code, and County Lookup. Use to add another
TDY location to which the traveler will travel after traveling to Location 1.
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4.3.2.1 Add a Location

Beginning in the Trip Summary on the left side of the screen, follow the below steps to add a
location to an itinerary:

1. Select Edit in the Overall Ending Point box.

The Trip Overview screen opens (Figure 4-3).

2. Select the calendar icon to change the End Date.
3. Select Proceed to Per Diem Locations.

A pop-up message displays with a reminder that the per diem entitlements will be updated for
the document.

4. Select OK.

5. Select Click Here to add a location at which the traveler arrived before the location in the
authorization.
-OR-

Select one of the Search by: buttons to add a new location as Location 2.
6. Enter the Arriving On date.
7. Select Save This Location.

A pop-up message displays to remind the traveler that the per diem entitlements will be
updated for the document.

8. Select OK.
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The Per Diem Locations screen refreshes with the new location (Figure 4-6).

% Defense Travel System Mtav@t Expenses  Accounting  Additional Options. Review/Sign
A Ncw Era of Government Travel : : -

Bocking Travel using the Defense Travel System reguires that you provide Overall Starting Point
infermation about vour TOY/TAD locations for per diem purposes. You will be Letive Froane RES: WOODBRIDGE. VA Edit
: : , Edik
able to reguest bookings for transportation (e.g., air, rail) and lodging after
Leave: 05-May-10

these steps are completed.

COrverall Starting Point: RES: WOODBRIDGE, YA Eoation g Suths ARUHC R

Leave From:  RES: WOODERIDGE, VA Edit
TOW/TAD Loc:  SAH ANTONIO, TX

Overall Start Cate: 05-May-10

Click Here to Add a Destination in Between

Arrive: 05-May-10
catio . Eabl ANTOMIO.T
Location 1: SAN AMTONIC,TX Lo 09-May-10
Arrival Date:  05-May-10 Bemove Carrier/ Edit
e Fiight: American Afrlines [AA)
Departure 09-May-10 g
Date: Conf/PHR: 123456 Remove
- 1454 - 08-May-10
Click Here to Add a Destination in Between 1aae 2 e, et
=7 Depart: CA-Washington, DC (USA)
Location 2: SHEPPARD AFB,TX (Mational Apt)
Arrivat Date:  10-May-10 Remove 2:00PM - 08-May-10
Arive: CFW-Dallas / FL. Worth, TX
Departure 14-May-10 USA) fintL.
Date: c ..... R TITITERt R AL TR TSt 8
arriers
Fi hl" American Airlines (AA) 578
Add a TOY/TAD Location e
Conf/PHR: 123456
Click on a button below to select your TDOY/TAD Location. Use “Search Z:55PM - 08-May-10
E W-Dalas f & Warkh. T
Location® to search for the per diem location. Use "TDY /TAD Locakion BEpEtEy 2180 I:ada.: RE WG A e
Lockup® to select from a list of per diem locations. (UsA] fintl.
4:00PM - 08-May-10
: Arrive: e S s .
Please Note: A Red Star (') indicates a required fistd. SAT-5an Antonio, TX (LSA)
Rental Car: ADVANTAGE Edit
Comai i
Bearch by: s SAT - San Antonio
Location | State/Country - Location | 1k International Apt, TX
Confirmation: ABCD1234678-
Zip Code | County Lookup | = - a
Pick-Up: QB-May-10 4:30PM
Crop-Off: D9-May-10 10:004M
Location: Use Location Tools Above Ledging: Comfort Suites North th

Confirmation: | 12345578-

Arriving On: |C-5f‘.4,"2010 :l Check-In: 0E-May-10
eck-Out: | 09-May-10
* Departing On: I:-S-‘14r'2’\1-:- 'l Chesk Ou oo B

Location 2: SHEPPARD AFE,TX

Dveral End Point: RES: WOODBRIDGE, VA e B ONET e
Overalibad Bate: Fadag 40 TDY(TAD Loc:  SHEPPARD AFB,TX
Arrive: 10-May-10
Save This Location | Leave: 14-May-10
Doy iay ) i=F.51]

Figure 4-6: Per Diem Locations Screen, Location 2 Added
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4.3.2.2 Change or Remove a Location

If the TDY changes to a different location, the location that was populated into the voucher
from the authorization must be removed and the actual TDY location must be added. Begin-
ning on the left side of the Per Diem Locations screen (Figure 4-6), follow the below steps to
change a location:

1. Select Remove next to the arrival date.

A message displays, asking for confirmation to delete this location.

2. Select OK.

A message displays stating that the per diem entitlements for this trip have been updated.
3. Select OK.

The screen no longer displays the removed location.

4. Select one of the Search by: buttons to add a new location.

5. Select Save This Location.

A pop-up message displays to remind the traveler that the per diem entitlements will be
updated for the document.

6. Select OK.
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The Per Diem Locations screen refreshes with the new location (Figure 4-7).

% Defense Travel system Mravel Expenses Accounting Additional Options  Review/Sign
A New Era of Government Travel .
s AT

Booking Travel using the Defense Travet System reguires that you provide Overall Starting Point
information about your TDY /TAD locations for per diem purpeses. You wil be Leave From: RES: WOODBRIDGE VA Eait
: : % dit

able to reguest bockings for transpertation (e.g., air, rail) anc lodging after

Leave: 05-May-10
these steps are completed. ¥

Location 1: SAN ANTONIO, TX

Oreerall Starting Point: RES: WOODBRIDGE, VA
. . . dit
Gveral Start Date: 05-May-10 Leave From:  RES: WOODBRIDGE, VA Edit
TOY/TAD Loc: SAN ANTOMIO,TX

Click Here to Add a Destination in Between 7 05-May-10
Location 1: SAN ANTONIO,TX Leave: 08-May-10
Arrival Gate:  05-May-10 Pemaove Carriers Edit

= Flight: ! American Ajrlines (AA) 2203

Departure 09-May-10 AL
Date: Conf/PHR: 123456

14 ARE (AR r- 30
Click Here to Add a Destination in Between SRR Tl

Depart: CCA-Washington, DC (USA)
Lecation 22 CALLAS,TX (Mational Apt)
Arrival Date:  09-May-10 Remove 2:00PM - D8-May-10

Arrive: CFWw-Dallas / Ft. Worth, TX
Departure 14-May-10 (USAY fIntL.

Date:

American Afrlines [AA) 578

Add a TDY/TAD Location
Conf/PHR: 123456 Remove
Click on a button below to select your TDY/TAD Location. Use "earch 2:55PM DE-Ma'_.--.‘IO 3
Location” to search for the per diem location. Use "TDY/TAD Location Depart: OFW-Dallds 7 £ Yorthy Ti
Lookup" ko select from a list of per diem locations. (USA} tintl.
4:00PM - 0B-May-10
. Arrive; o Jiris i =
Please Note: ARed Star (*)indicates a required field. SAT-5an Antonio, TX (USA)
Rental Car: ADVANTAGE Edit
search by: A SAT - San Antonio REmove
Lecation | State/Country - Location | PRIEk: International Apt, TX
Confirmation: ABCD1234678-
Zip Code | County Lookup | 3
Fick-Up: DB-May-10 -4:30PM
Crop-Off: 09-May-10 10:00AM
* Location: Use Location Taols Above Lodging: Comfort Suites Morth [h

Confirmation: | 12345678-

wrivingon:  [osrierzore| [T '

Arriving On 051472010 Check-In: 08-May-10
Check-Out: 9-may-10

Departing On: iC-Er'Hf'?NC- ' ek o L

Locaticn 2: DALLAS, TX

Owveral End Point: RES: WOODBRIDGE, VA —
Leave From:  SAN ANTONIO,TX Edit
Owveral End Date: 14-May-10 TOY/TAG Loc: | DALLAS,TX
Arrive: f9-May-10
Save Thiz Location | Leaye: 14-May-10
Carriers Egit
Figure 4-7: Per Diem Location Screen — Location 1 Changed
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Chapter 4: Vouchers From Authorizations

4.4 Travel

The Travel module of DTS is a tool that allows a traveler to update certain travel costs on a voucher. It is
not used to make reservations; its purpose is to update some of the costs for reserved travel. The ticket
type cannot be changed using this process. Section 4.4.5, Add Other Ticketed Transportation provides
instructions on how to add new ticketed transportation arrangements.

When Travel is selected from the navigation bar, the Air Travel screen opens by default (Figure 4-8). The
right side of the screen is the Trip Summary. The Trip Summary displays the itinerary and the links used to
edit the voucher on all the screens in the Travel feature.

% Defense Travel System iﬁnerarﬂm'xpenses Accounting  Additional Options  Review/Sign

A New Era of Government Travel

| RETURN TO LIST AEXF lodging Rental Car Rail Other Trans.

ase select a flight from the tripsummary on the right to edit air Overall Starting Point
reservations. Leave From: RES: WOODERIDGE, V& Edit
Leave: 05-May-10

Location 1: SAH ANTOHIO, TX
Leave From:  RES: WOODEBRIDGE, VA Edit
TOV/TAD Loc: SAN ANTONIO,TX

Arrive: 05-May-10

Leave: 0%-May-10

'Ellagrrr:':err American Arlines (AA) 2203 e

Conf/PHR: 123454 Remove
11:45AM - 08-May-10

Cepart: DCA-Washington, DC (US4}

{Mational Apt)

2:00FM - 08-May-10

Arpive: CF#-Dalas ¢ FE. ‘Worth, TX
{USA) (Intl.

Carrier/ : :

= American Airlines (AA] 578

Flight:

Conf/PHR: 123454 Remove
2:55PM - DB-May-10

Cepart: CFW-Dallas ¢ Ft. Worth, TX
{USA) (Intl
4:00PM - 08-May-10

Arrive: el T
SAT-San Antonio, TX (LSA)

Rental Car: ADVANTAGE Edit
SAT - 5an Antonia Remove

Airport: e

International Apt, TX
Confirmation: ABCD1234678-
Pick-Up: D8-may-10 4:30Pm
Crop-Ofi: 09-May-10 10:00AM

Figure 4-8: Air Travel Screen
Note: If a CTO fee is not included with the air fare, the traveler must include the CTO fee by using the

Other Trans. screen in the Travel module. The traveler should select CTO Fee from the drop-down list on
the Other Trans. screen (Figure 4-9). They should enter “890” and the ticket number in the Ticket No. field.
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Chapter 4: Vouchers From Authorizations

% Defense Travel System It'ineralWExpenses Accounting  Additional Options — Rewiew/Sign
A New Era of Government Travel
| RETURN TO LiST | Air  Rail  RentalCar  Lodging N CTMRENEIMEETSEgP  Surmmary
Owverall Starting Point
Use this screen to enter Other Ticketed Transportation information. -
Leave From: SAN DIEGO,CA Edit
Leave: 22-Jul-10
Dol mandates split disbursement for transportation, lodging and rental car
expenses. Click here for memorandum Location 1: PHOENIX, AZ
Leave From: PHOENIX,AZ Edit
ADD Ticket Information TOY/TAD Loc: | PHOENIX,AZ
Arrive: 22-Jul-10
Leave: 20-Aug-10
Enter or select the required data.
Carrier/Flight: | US Airways Edit
(US) 549
Bl e blobes A D H(ru-:*uinrir—— fisldic reouirad
Conf/PHR: 123456
" Type: [ €70 Fee tnaiv 5wy 2 Depart: 22-Jul-10 12:40PM
SAM-San Diego, CA(USA)
* Description: IC'C Fee (Indiv Bill) (Intl. Apt)
e mioet o [Remoroocon Arrive: 22-Jul-10 01:57PM
icket Mo: IE-;.:KKKKKKKK PHx-Phoenix, AZ [USA)
(Sky Harbor Apt)
* Ticket Value: 0.00
Overall Ending Point
Cost: -~
‘_'Q"_' u Leave From: PHOENDAZ Edit
(If different from Return Loc: SAN DIEGO, CAN
ticket value) Arrive: 20-Aug-10
* Departure Date 07/22/2010 v Carrier /Flight: | Continental Airlines Edit

Figure 4-9: Other Trans. Screen

4.4.1 Update Air Travel

Follow the below steps to update air travel:

1. Select Travel from the navigation bar.

The Air Travel screen opens by default (Figure 4-8). The Trip Summary box is located on the right side
of the screen. It displays the itinerary for the entire trip and the links that enable the traveler to edit the
voucher.

2. Choose Edit next to the flight for which the information will be changed.

-OR-
Choose Remove to delete a flight.
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Chapter 4: Vouchers From Authorizations

The screen refreshes (Figure 4-10). It displays the original flight information from the authorization.

"% Defense Travel System Itlnerarﬂwxpenses Accounting  Additional Options ~ Review/Sign

A New Era of Government Travel

AW Lodging Rental Car Rail Other Trans.

Overall Starting Point

"Change Ticket Data" to edit flight reservation information.
Leave From:  RES: WOODBRIDGE,VA Edit
Flight Selected to Edit ey L =D
Location 1: SAN ANTONIO, TX
$206.40
Leave From:  RES: WOODERIDGE, VA Edit
A!A American Airlines (A4) Flight: 2203 TOY/TAD Loc:  SAN ANTONIO,TX
Arrive: 05-May-10
Depart: DCA-Washington, DC At 11:45 AM On Sat 08-May-10 Leave: 29 May-10
Arrive: DFW-Dallas / Ft. Worth, TX At :00 PM On Sat 08-May-10 = Smae
5 Carrier/ dit
Clas: GCADCA -G arrer American Airlines (AA) 22 Edit
Canfirmation Number: 123456 Flight:
Ticket Mumber: See Attached Ticket 1 Conf/PNR: 123456
SOOKED 11:45
Pieat Depart: DCA-Washington, DC (USA}
Information {Mational Apt)
Arrive:
n A e 0.0 b
s Fee - Carrier f
Flight:
Conf/PNR:
Flight Details Entered:
Depart:
Fregquent Flyer:
Comm Air (Indiv Bill) - Arpive: 3-May-10
B e SAT-San Antonio, TX {USA)
Method of Reimbursement:  GOVCC-Individual Rental Car: ADVANTAGE Edit
CBA Label: e SAT - 5an Antonio Remove

International Apt, TX
Confirmation: = ABCD1234678-

Pick-Up:
Drop-Off:
Lodging: Comfort Suites North Ih
Change Ticket Data Confirmation: | 12345678-
Check-In
Check-0ut: 09-May
Location 2: DALLAS,TX
Leave From:  SAM ANTOMIO, TX Edit
TOY/TAD Loc: DALLAS,TX
Arrive: 09-May-10
Leave: 14-May-10
Carrierf Edit
Fl?gr;l_-:r American Airlines (A4) 1739 !
Conf/PHR: 123456
Depart:
11:40AM )
Arrive: CFw-Dal ¥orth, TX
Carrierf
Flight:

Conf/PNR:

Depart:

ington, OC (USA)
(National Apt}

Arrive:

Overall Ending Point

Leave From:  DALLAS,TX Edit
Return Loc: RES: WOODERIDGE, VA
Arrive: 14-May-10

Figure 4-10: Edit Air Travel Screen

3. Select Change Ticket Data.

DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10 Page 4-15

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



Chapter 4: Vouchers From Authorizations
The Other Trans. screen opens. The left side of this screen displays editable fields in which to enter
the correct flight information.
4. Update the fields with the correct information.

5. Select Save.

4.4.2 Update Lodging

If the lodging used on the trip differs from the lodging that was approved on the authorization, the
traveler must adjust the voucher accordingly.

Lodging updates will be entered on the Per Diem Entitlements screen. Changes can be made that
apply to one day or to a range of days. Do not add hotel sales taxes or room taxes in the Lodging
section for continental United States (CONUS) locations. These should be entered in the Expenses
section.

Follow the below steps to change the dates for lodging:

1. Select Travel from the navigation bar.

2. Select Lodging from the subnavigation bar.

The Lodging screen opens. The Trip Summary box is located on the right side of the screen. The itiner-
ary displays for the trip and links are available to allow the traveler to edit the voucher.

3. Choose Edit next to the lodging for which the dates will be changed.
-OR-
Choose Remove to delete the lodging.

The Lodging screen refreshes (Figure 4-11). If Edit was selected, the left side of the screen displays
editable fields where the lodging dates can be updated.
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Chapter 4: Vouchers From Authorizations

% Defense Travel System I11nerar@pens€s Accounting  Additional Options  Review/Sign

A New Era of Government Travel

ir Rental Car Rail Other Trans.

Use th ommodations. Overall Starting Point
Leave From: RES: WOODBRIDGE, VA Edit
TOV/TAD Location: SAN DIEGO,CA T 29-Apr-10
Check-In Dats: 29-Apr-10
Check-Out Date: 07-May-10 Location 1: SAH DIEGD,CA

Leave From:  RES: WOODERIDGE, VA Edit
TDY/TAD Loc: | SAN DIEGO,CA

Accommodations Selected to Edit

Arrive: 29-4pr-10
Howard Johnson Express | Leave: 07-May-10
Howard Johnsen Express | Carrier/ United Airlines Inc. Edit
oward Johnsen Express Right: NEE
521 Roosevelt Ave
MATIONAL CITY, CA 91950 Conf/PHR:

Phene: 619/474-6517 Depart: hington, DC {
Fax: (Mational Apt)

Tol Free: 5:50P) -Apr-10
Web Site: Arrive: DRD-Chicags, IL (USA)
FEMA Approv

Carrier/ United Airtin

Flight: (UA) 651

Conf/PNR: 123456
8:15PM - 29-Apr-10

itional Hotel Information
Supplementary Information

Lodging Per Diem Allowed: 5147.00 o
Depart: ORD-Chicaga, IL (USA)

(O'Hare Apt)
A A A MEMBERS DISCOUNT::NON SMOKING 10:49PM - 2
ROOM/1 KING BED/::FREE RISE AND DINE CONT Arrive:
+ Room Type:
BREAKFAST/::FREE WIRELESS HIGH SPEED t.
INTERMET:: Rental Car:  ADVANTAGE
+ Room Rates: 553.9% / might  0.00% Tax (T S =T IR AELLIE
International, CA (Unite
# Total Room & Tax 553.9% / night excluding additional fees. Confirmation:  ABCD1234678-
Pick-Up: 29-Apr-10 11:30PM
For property check in/check out times, view Additional Hotel Drop-Off: 07-May-10 11:00AM
Infarmation ar property website Lodging: Howard Johnson Expre:
Confirmation: | 12345678-
Mote: Cancellations not received according to hotel policy may Check-In: 29-Apr-10
rezult in financial obligation such as cancellation penalties. For Check-Out: 07-May-10
cancellation policy, view Additional Hotel Information or property :
website. Overall Ending Point
Leave From:  SAM DIEGO,CA Edit
1 Check-n Date: Return Loc: RES: WOODERIDGE, VA
Arrive: 07-May-10
# Check-Out Date: Carrier/ United Airtines Inc. Edit
Flight: (UA) 845

Method of Reimbursement:|

Conf/PNR:

Enter Actual Lodgin

Depart:

Commen

the Travel Agent: 5:22FM - O7-May-10
"' Arrive: ORD-Chicago, IL (USA)

Save Selected Accommodations

(UA) 624
Conf/PNR: 123456

6:05PM - O7-May-10
Depart: ORD-Chicago, IL (USA)
(O'Hare Apt)

- 07-May-10
hington, DC (USA)
(Mational Apt)

Arrive:

Figure 4-11: Edit Lodging Screen

4. Complete the Check-In and Check-Out fields to reflect the correct dates and times.
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Chapter 4: Vouchers From Authorizations

5. Select Update Actual Lodging Cost if the lodging costs require updating.
The Per Diem Entitlements screen opens.
6. Select Edit for the date on which changes are necessary.

-OR-

Select Remove to delete the lodging entry.

The Per Diem Entitlements screen displays fields where the traveler may enter changes to dates, per
diem rates, duty conditions, meals, and other per diem entitlements.

7. Update the fields as necessary.
8. Select Save These Entitlements.

-OR-
Select Cancel These Entitlement Changes and Return, if no changes are necessary.

4.4.3 Update Rental Car

If it is necessary to change information about a rental car that was included in the authorization, use
the Rental Car screen. If a rental car was booked outside of DTS and was not included in the authori-
zation, use the Non-Mileage Expenses screen to enter the rental car costs.
Follow the below steps if rental car information needs to be updated:
1. Select Travel from the navigation bar.
2. Select Rental Car from the subnavigation bar.
The Rental Car screen opens.
3. Select Edit next to the car rental that requires changes.
-OR-

Select Remove to delete the car rental entry.

The Rental Car screen refreshes. If Edit was selected, the left side of the screen displays editable
fields in which to enter the correct rental car information (Figure 4-12).
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A New Era of Government Travel

Use this screen to save the sslected rental car. Overall Starting Point
Leave From: RES: WOODERIDGE, VA
TOY/TAD Location: SAN ANTOMIO,TX Leave: 05-May-10
08-May-10
4:530PM Location 1: SAN ANTOMIO, TX
Drop-Off Cate: 09-may-10 Leave From:  RES: WOODEBRIDGE, VA
Brop-Off Time: 10: 0040 TOY/TAD Loc:  SAN ANTONIO, TX
Arrive: 05-May-10
Rental Car Selected [T (ER) En Route Leave: Gtav10
Carrier/

B American Airlines (AA) 2203
$23.17 Flight: : "

Conf/PHR: 123456
11:4540 - 08-May-10

Rental Car: ADVAMTAGE
Car Class:  Compact Car

ShbE \CA-Washington. DT (USA
o SAT - San Antonio International Y Cepart: iu‘t "aa;h;n?-an DC (UsSA)
cation: b Tx £ (National 4pt)
Rental rate is estimated and does not include the 2:00PM - 08-May-12
Government Admi fve Supplemental fee of S5 Arrive: BEwf-Dellas /L MWorkn 1)
pel A (Intl.
Rest ons:  Week End 516.44, Extra Day 518.81, E Carrier/ —— -
Unti i Flight: American Airlines (AA) 578
= OSt-Other Suppiementa Conf/PHE: 123458
Enter the following details: 2:55PM - 08-May-10
Cepart: CFw-Callas / Ft. Worth, TX
(USA) (Intl.
Pick-Up Date: 05/08/2010 [l
Arrive: A:00PM - 08-May-10
Pick-Up Time: 12:004M |z e S4T-5an Antonio, TX (LUSA)

Drop-Off Date: 05/0%/2010 Rental Car: ADVANTAGE

i Tera | A I SAT - San Antonio
Drop-Off Time: 12:00 AW % & t
e International Apt, TX
I23.1? - 5
Confirmation: ABCLOZ34678-

Method of
Pick-Up: D8-may-10 4:30PM
Reimbursement: P v 4 -
Drop-Off: 09-May-10 10:00AM
Comments to the Travel Agent: Location 2: DALLAS, TX

= Leave From:  SAN ANTONIO,TX

TOY/TAD Loc:  DALLAS,TX

Save Selected Car Arrive: 08-pay-10

Leave: 14-May-12

‘% Defense Travel S)rstem itinemrMpenses Accounting  Additional Options  Review/Sign
o e

Figure 4-12: Rental Car Screen

4. Update the fields as necessary.

5. Select Save Selected Car.

4.4.4 Update Rail Travel

The below steps serve as a guide to updating rail travel:
1. Select Travel from the navigation bar.
2. Select Rail from the subnavigation bar.

The Rail Travel screen opens.
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Chapter 4: Vouchers From Authorizations

3. Select Edit next to the rail travel that requires changes.
-OR-
Select Remove to delete the rail travel.

The Other Trans. screen opens.

4. Update the fields as necessary.

5. Select Save.

4.4.5 Add Other Ticketed Transportation

Ticketed transportation arrangements, including air and rail, that were booked outside of DTS will need
to be added to the voucher. Follow the below steps if new ticketed information need to be entered:

1. Select Travel from the navigation bar.
2. Select Other Trans. from the subnavigation bar.

The Other Trans. screen opens (Figure 4-13).
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@ Defense Travel System

A New Era of Government Travel

| RETURN TO LIST

=
L2
-

ck here for memorandum

ADD Ticket Information

Enter or select the required data.

creen to enter Other Ticketed Transportation information.

Dol mandates split disbursement for transportation, lodging and rental car

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

(If different from
ticket value)

Departure Date

y, add comments to the travel agent:

* Type: I--Ssls:' =
* Description: |
* Ticket No: [se attached Ticket 3
* Ticket Value: 0.00
Cost: 000

Itinerar, Expenses  Accountin Additional Options  Review/Si
i P = P n
ir i Lodging Other Trans.
Overall Starting Point
Leave From:  WOODERIDGE, VA Edit
Leave: 05-May-10
Location 1: SAH ANTOMIO, TX
Leave From: SAN ANTOMNIO, T Edit
TDY /TAD Loc: SAN ANTOMIO, TX
Arrive: 05-May-10
Leave: 09-May-10
Carrier/Flight: | American Airlines Edit
(AL} 2203
Conf/PHR: 123456
Depart: 08-May-10 11:454M
DCA-Washington, DC
(USA) (Mational Apt)
Arrive 08-May-10 02:00PM
CFW-Dallas / Ft. Waorth,
TX (USA) (Intl
Carrier/Flight: | American Airlines Edit
(A4} 578
Conf/PHR: 123456
Depart: 08-May-10 02:55PM
CFW-Dallas / Ft. Waorth,
TX (USA) (Intl
Arrive 08-May-10 04:00PM
SAT-San Antonio, TX
(USA)
Rental Car: ADVANTAGE Edit
Airport: SAT - San Antonic
International Apt, TX
Confirmation: ABCD1234678-
Dropoff: 09-May-10 10 \
Pickup: 08-May-10 04:30PM
Location 2: DALLAS,TX
Leave From: DALLAS, TX Edit
TOYV/TAD Loc: | DALLAS,TX
Arrive: 09-May-10
Leave: 14-May-10
Carrier/Flight: | American Airlines Edit
(AR} 1739
Conf/PHR:
Depart:

Figure 4-13: Other Ticketed Trans. Screen

3. Select the Type drop-down list and select the type of travel.

The Description field populates automatically.

4. Complete the Ticket No. field.

5. Complete the Ticket Value field.

6. Complete the Ticket Cost field, if different from ticket value.

7. Complete the Departure Date field.
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Chapter 4: Vouchers From Authorizations

8. Complete the Issue Date field, if known.
9. Select Save.
10. Confirm the information in the Ticketed Transportation Saved box.

The information updates and displays in the Trip Summary box. It can be edited or removed.

4.5 Expenses

The Expenses module allows travelers to record mileage and non-mileage expenses, as well as edit per
diem entitlements. Expenses that are not on the drop-down list must be entered manually or may be
selected from a list of transactions made on the Government Travel Charge Card (GTCC). Mileage
expenses include mileage rates for various modes of transportation. DTS calculates the Per Diem Entitle-
ments based on the allowed amounts for the TDY location.

4.5.1 Update Non-Mileage Expenses

Follow the below steps to add and edit non-mileage expenses:
1. Select Expenses from the navigation bar.

The Non-Mileage Expenses screen opens by default (Figure 4-14). This screen will only display as
shown if no expenses were added to the authorization.
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m Defense Travel System

A New Era of Government Travel
Per Diem Entitlements

Non-Mileage SNEEEE]

en to enter non-milsage expenses for your travel document
<, enter a description in the box provided. You may also
tion’ link to create an expense from current charge card transact
document.

m from a governmel

Travel Charge Card (IBA).

# create an expense item from a government :r‘al'gg— card transaction

Leave: 05-May-10 Return: 14-May-10

Hon-Mileage Expense #1

Select Expense

" to save the expen

Itinerary TraveMccounting Additional Options  Review/Sign

Substantiating Records

e, or, if you cannot find the appropriate

harge card
ses5 to the travel

Yeminder: CTO Fees are a reimbursabls expense to the travelsr when the transportation costs are charged to your Individual Government

Method of
Reimbursement:

Hon-Mileage Expense 2

Select Expense Type: I j

-oR-|

Method off—
Reimbursement:

Mon-Mileage Expense #3

t Expens

Hon-Mileage Expense #4

Method off—
Reimbursement:

Mon-Mileage Expense #5

Select Expense Type: I j

Date: |05/05/2010

(mm/ddJyyyy)

Method
Reimbursement:

II -- Fleas

Figure 4-14: Non-Mileage Expenses Screen
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Chapter 4: Vouchers From Authorizations

If expenses were added to the authorization, the screen will display an Expenses Summary on the

right side of the screen (Figure 4-15).

% DEfense Travel SYStem Itinerary TraveMccounting Additional Options Review/Sign
A New Era of Government Travel

RETURN TO LIST Non-Mileage Mileage Per Diem Entitlements Substantiating Records
Expense Type Date Cost E/R
creen to enter non-mileage expenses for your travel document.
Taxi - Terminal 05/18/10| 575.00

pe.
ription in the box provided.

transportation costs are charged to your Individual Government Travel

Charge Card (IBA).

#1 create an expense item from a government charge card transaction
Leave: 21-Feb-10 Return: 27-Fsb-10 Add Expense
Expense Typs: I d

-OR-|

1 view expense details / currency calculator

Save Expense

tem from a government char Registration Fees 05/18/10
an & € from current charge card transactions. 5
tosa el to the travel document.
e re a reimbursable expense to the traveler when the Total Expenses:

Figure 4-15: Non-Mileage Expenses Screen With Summary

Remove may be selected to delete an expense if it was not incurred, or Edit may be selected to

change the expense amount or the date when the expense was incurred.
2. Select the Expense Type drop-down list arrow and select the type.
-OR-
Complete the -OR- field with the type of expense.

3. Enter the Cost of the expense.

4. Enter the Date of the expense. Use the calendar icon if necessary.

5. (Optional) The Method of Reimbursement field fills based on the expense type. Change if neces-

sary.

6. (Optional) Select view expense details/ currency calculator to view expense options or to

convert a foreign currency into a U.S. dollar amount.

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

example, if 15 foreign units were spent on a taxi, enter 15.
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Click anywhere on the screen.

Complete the Exchange Rate field with the official exchange rate for the date on which the cur-
rency was spent. The official exchange rate is the foreign units per U.S. dollar amount, e.g.,
0.74794.

The screen refreshes. The amount displayed in the Exchange Rate field shows that 1 Euro is equal to
1.33689839572 U.S. dollars. DTS multiplies the amount of foreign money by the rate to populate the
Expense Cost field (Figure 4-16).

Defense Travel System

e

Use this screen to

t the expense details.

rsement for transportation, lodging and rental car
mEMorandum

Cost Options

Expense Type: Taxi - TOY/TAD
Expesnse Cost: 20.05
Reimbursabis: =

Expense Catsgory: | OTHER -I
Methed of Reimbursement: IFsrsanal

Foreign Currency Calculator

Foreign Currency: |1 5.00

Exchange Rate: 748 [Foreign Units/US §)

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

1.3368083957 {US 5/Foareign Units)

Figure 4-16: Expense Details and Currency Calculator Screen

8. Select Save Expenses.

9. Repeat steps 1 through 8 for all non-mileage expenses.
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4.5.1.1 Edit an Expense

Follow the below steps to edit an expense:
1. Select Edit to the right of the expense in the Expenses Summary.
2. Make the necessary changes on the left side of the screen.

3. Select Save Expense.

4.5.1.2 Remove an Expense
Follow the below steps to remove an expense from the voucher:

1. Select Remove to the right of the expense in the Expenses Summary.

2. Select OK when the confirmation box opens.

4.5.1.3 Add Authorized GTCC Transactions

Beginning on the Non-Mileage Expenses screen (Figure 4-14), the below steps are a guide if
adding GTCC transactions incurred on the trip to the Non-Mileage Expenses Summary:

1. Select create an expense item from a government charge card transaction.

DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10

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

Please check revision currency on the Web prior to use.
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The Charge Card Transactions screen opens (Figure 4-17).

Defense Travel System

AewtrmetGoemnentter S

Use this
expense on the travel document. Choose a charge card

screen to turn a charge card transaction into an Description Date Amount

Pvt Auto-Terminal 05/05/2010 |5 10.00 Remove
tion on the left an t the d” link to create an ——

swpense, C scard & s without an "Add” li . o
expense. Charge card transactions without an “Add" ink Put Auto-Terminal 05/14/2010|510.00 | Remove
cannot be expensed. Select "Save Expenses” when finished.

Parking - Terminal 05/05/2010 |5 57.00 Remove
The checkbox to the left of each transaction is marked when
the transaction has previously been used for vouchering. Registration Fess 05/05/ 2010 |5 25.00 Remave
Meote: The charge card transactions presented are the
current transactions available in DT5. Some of the more LALINDRY fDRY CLEANING 05/05/2010 5 7.23 Remove

recent charge card transactions may not appear.

Total Expenses: 5 109.23

CITI
[ cocx
Cescription Date Amount
[F #amo Rent-A-Car (3387} 1272542006 | 5 197.35 Add =
F Taxi(4121) 12/23/2006 | 5 24.35 Add =
[E shel 0il (5172) 12/22/2006 | 5 26.20 Add =
[¥ Us 50 Toll Booth (4784) 127212006 | 5 6.50 Add =
GreyHound Busline 21307300 ag At
= @131) 12/20/2006 5 99.31 Add >
[T wal-Mart (1234) 12/19/2006 | S 1,226.60
[T Cheers Pub (1234} 1271842006 | 5 35.00
Figure 4-17: Government Travel Charge Card Transactions Screen
2. Select the Add > link to the right of the transaction to add it to the Expense Summary.
A pop-up window opens, prompting the traveler to select an expense type from the drop-down
list (Figure 4-18).
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Defense Travel System

AentrsiCoemmentie!

creen to turn a charge card transaction into an Description Date Amount
a charge card

on the travel document. Choo

ion on the left and sele he "Add” link to create an Pt Auto-Terminal S LI
expense. Charge card transactions without an "Add” link . - . AE e feeA .

. Parking - Terminal 05/05/2010 |5 57.00 Remove
cannot be expensed. Select "Save Expenses” when finished. -
The checkbox to the left of each transa ﬂ Remove
the transaction has previol been use Remove
Mote: The charge card transactions pre Pick an Expense Type for your charge card transactien. If none of the
current transactions available in DTS. & below Expense Ty em appropriate, sels he "Other’ Expense Type.
recent charge card transactions may n MNote: When "Other elected for the Expe Type, it is subject to be

flagged in the pre-audit.

o s __|

Pick an Expense type for: USPS - Postage (9402)

Description Cate Expense Type: I d
[F Mamo Rent-A-Car (3387)  12/25/2( -CIF‘.-I
¥ shel Ol (5172) 1242272
[¥ Us 50 Toll Booth (4784) 1242172006 | 5 6.50 Add >
B ?;15;"1HI°L": Busline 12/20/2006 | $99.31 Add >
[T Wal-Mart (1234) 1241972006 | 5 1,226.60
Figure 4-18: Select an Expense Type Window
3. Select the Expense Type drop-down list arrow and select an expense type.
-OR-
Complete the -OR- field with the expense type.
4. Select OK.
The expense is now listed in the Expense Summary (Figure 4-19).
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Defense Travel System

AenmetGoemmentier A

Use this screen to turn a charge card transaction into an Cescripticn Date Amount
expense on the travel document. Choose a charge card

i . e 5 Pvt Auto-Terminal 05/14/2070 |5 10.00 Remave
transaction on the left and select the link to create an

sxpense. C e card = 5 without *Add™ bi . — mE

SEEIED s R e g IS LI & ) .l|nk Parking - Terminal 05/05/2010 |5 57.00 Remove

cannot be expens t "save Expenses” when finished. -
Registration Fees 05/05/2010 |5 25.00 Remove

The checkbax to the left of each transaction is marked when

the transaction has previously been used for vouchering. LAUNDRY fDRY CLEANING 05/05/2010 |5 7.23 Remave

Mote: The charge card transactions presented are the
current transactions available in DTS, Some of the more LUSPS - Postage (9402) 12/16/2006 5 6.40 Remave
recent charge card transactions may not appear.

Total Expenses: S 105.63

CITI
Description Date Amount
[F MamoRent-A-Car (3387}  12/25/2006 S 197.35 | Adds
W Taxi (4121) 12/23/2006 | §24.35 Add -
[# shel O (5172) 2/22/2006 $26.20 | Add:
[¥ US50TclBooth (4784) | 12/21/2006 §6.50 Add >

GreyHound Busline
(4131)

=

9

Wal-Mart (1234) 12/19/2006 | 5 1,226.60

Figure 4-19: Transaction Saved to Expenses Summary

5. Select Save Expenses.
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The Non-Mileage Expenses screen refreshes with the expenses saved (Figure 4-20).

% Defense Travel S?Slem Itinerary  Tra veMccounling Additional Options  Review/5ign
A New Era of Government Travel
[ Mileage  Per Diem Entitlements  Substantiating Records

Expense Type Date Cost E/R
Use this screen to enter non-mileage expenses for your travel document.
Select an ex , or, if you cannct find the appropriate expense USPS - Postage (9402) |12/16/06| 56.40
type, enter a description in the box provided. You may also use the ‘create
an expense item from a government charge card tra on' link to create Parking - Terminal 05/05/10 $57.00
an expense from current charge card transactions. Select "Save Expense”
to save the expenses to the travel document.
Reminder: CTO Fes re a reimbursable expense to the traveler when the Registration Fees 05/05/10 525.00
transportation costs are charged to your Individual Government Travel
Charge Card (IBA).
LAUMDRY /DRY 05/05/10| 57.23 Edit
. L : ! N i e CLEAMING Remove
+ create an expense item from a government charges card transaction —
Leave: 05-May-10 Return: 14-May-10 Add E)(pense otal Expenses: 395.63
Expense Type: I j
-0R I

Methad of Reimbursement: I -- Please Select -- j

+ vigw expense details / currency calculator

Figure 4-20: Non-Mileage Expenses Screen - Transaction Saved
6. Select Edit to change an expense.

-OR-
Select Remove to delete an expense from the Expenses Summary.
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4.5.2 Update Mileage Expenses

Follow the below steps to add or edit mileage expenses:

1. Select Expenses from the navigation bar.
The Non-Mileage Expenses screen opens by default.

2. Select Mileage from the subnavigation bar.

Chapter 4: Vouchers From Authorizations

The Mileage Expenses screen opens (Figure 4-21). The Mileage Expense types are described in

Table 4-1.
@ Defense Travel System Itinerary Trave@ccwmlng Additional Options  Review/Sign
ANewkEra of Government Traved J
Non-Mileage JITIEEFTW” Per Diem Entitlements  Substantiating Records
Expense Type Date Cost E/R
Use this screen toenter mileage expenses for your trip. Click on the "Save o= . e S
Expense” button to save these expenses. Pvt Auto-Terminal ba/05/10 5310.00
Leave: 05-May-10 Return: 14-may-10 Add Expense Pvt Auto-Terminal 05/14/10, 510,00 | Edit
Remave
Expense Type: I _v!
Total Expenses: S20.00
Date: |-C-5r'14;"2€-13 d :|
(mm/dd/vyyy)
Method of Reimbursement: | Please Select -- j
" Miles | » Rate = Cost 5
+ View This Expense Type's Defaulls
Figure 4-21: Mileage Expenses Screen
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Chapter 4: Vouchers From Authorizations

Table 4-1: Mileage Expense Types

MILEAGE EXPENSE TYPES

EXPENSE TYPE DESCRIPTION

POC Use — Dedicated Gov

Select if a privately owned conveyance (POC) is used for the traveler's con-
venience instead of an available Government vehicle dedicated for the trav-

Veh , ) .
eler's use, such as a commander’s car.
Select if a POC is used for the traveler's convenience instead of an available
POC Use — Gov Vehicle Government vehicle. Example: A fleet of vehicle has been procured for the
Avail traveler's use and one of the vehicles is available, but the traveler uses a
POC.*
Private Plane Select if a private plane is used for TDY travel.

Pvt Auto-In/Around

Select if a privately owned vehicle is used for official business while at the
TDY location.

Pvt Auto-TDY/TAD to and from the TDY location. When selected, miles cannot be entered.

Select if a POC is used for travel from the traveler’s duty station or residence

Instead, use of the DoD Table of Distances (DTOD) is mandatory.

Pvt Auto-Terminal

Select if a POC is used for travel from the traveler’s duty station or residence
to and from the airport.

Pvt Motorcycle-In/Around

Select if a privately owned motorcycle is used for official business while at the
TDY location.

Pvt Motorcycle-TDY/TAD duty station or residence to and from the TDY location. When selected, miles

Select if a privately owned motorcycle is used for travel from the traveler’s

cannot be entered. Instead, use of the DTOD is mandatory.

Pvt Motorcycle-Terminal

Select if a privately owned motorcycle is used for travel from the traveler’s
duty station or residence to and from the airport.

*No POC reimbursement is allowed if an available Government vehicle was used by other travelers to com-
plete the TDY mission and space was available for the traveler, but the traveler chose to use a POC for per-
sonal convenience.

3.

Select the Expense Type drop-down list arrow and select the expense type to add.

Note: When Pvt Auto-TDY/TAD or Pvt Motorcycle-TDY/TAD is selected, the DTOD link displays. Miles
cannot be entered and use of DTOD is mandatory. See Section 2.7.2.1.

4. Complete the Date field with the date of the expense.

5. (Optional) The Method of Reimbursement field fills based on the expense type. Change it if nec-
essary.

6. Complete the Miles field when selection is other than Pvt Auto-TDY/TAD or Pvt Motorcycle-TDY/
TAD.

7. (Optional) Select Edit this Expense Type’s Defaults to view cost options or to convert a foreign
currency into a U.S. dollar amount.

8. Select Save Expenses.

9. Repeat Steps 1 through 8 until all mileage expenses are updated.
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4.5.2.1 Edit a Mileage Expense

Follow the below steps to edit a mileage expense:
1. Select Edit to the right of the expense in the Expenses Summary.
2. Make the necessary changes on the left side of the screen.

3. Select Save Expense.

4.5.2.2 Remove a Mileage Expense

Follow the below steps to remove a mileage expense from a voucher:
1. Select Remove to the right of the expense in the Expenses Summary.

2. Select OK when the confirmation box opens.

4.5.2.3 Defense Table of Official Distances (DTOD)

The DTOD should be used when driving to a TDY location, driving to a Permanent Change of
Station (PCS), or during other travel outside the duty area. It is not used for local travel or mis-
cellaneous travel (personal travel on duty).

After selecting an expense type on the Mileage Expenses screen (Figure 4-21), follow the
below steps to use the DTOD:

1. Select DoD Table of Distances.
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The DTOD screen opens (Figure 4-22).

% Defense Travel System Itinarary Trave@a:aunting AdditionalOptions  Review/Sign
A New Era of Government Travel

DOIEEREY™ Per Diem Entitlernents  Substantiating Records

ing a personally
ding location

{POV). Enter
ate/country and
mileage expense. Use the Oconus check box to indicate Oconus/Conus.

Traveling From:

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

Oconus: O

* Citys |

State/Country: | » Lookup State and Country Codes

County: |

Search |

Traveling To:

Oconus: I

* City: |

Stats/Country: |  Lookup State and Country Codes

County: |

veting From® and "Traveting To" information {above) is required for
the calcuation to work properly.

Calculate Total:

Calculate Mileage

Total Miles: ¢

Figure 4-22: DTOD Screen

Check the OCONUS box in the Traveling From section if the traveler drove from an OCO-
NUS location.

3. Complete the City field in the Traveling From section.

4. Complete the State/Country field.
-OR-

Select Lookup State and Country Codes if the state and country are unknown.

5. Select Search.

The DTOD screen refreshes. It displays the list of locations (Figure 4-23).
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Mon-M

AITEEY per Diem Entitl

Use OTOD to calculate mileage when traveling to a location using a personally
owned vehicle (POV). Enter (or search for) a starting and ending location

it ate the mi
mileage expense. Use the Oconus check box to indicate Oconuss Conus. folowing:

and state/

ntry and/or county) to calc

Traveling From: City/Location

Picase Note: ARed Star ( * ) indicates a field is required.
20190 Reston

Oconus: |l
2019 st
* City: |Reston e
State/Country: |ua » Lookup State and Country C 20192 Reston
County: | 20194 Reston
Search |
201196 Reston
Traveling To:
8 20598 Reston
Oconus: |
27095 Reston
* City: |
22096 Reston
State/Country: | * Lookup State and Country Codes
County: | fieston

Search | Reston Gardens

I= 3 1. i 3 = == = Reston Hospital Cir
Use this section to calculate the mileage for the locations sntered above.

The "Traveling From® and "Traveling To" information (above) is required for

the calculation to work property. Reston Industrial
Venture Ipk
Calculate Total:
Reston
International
Soltiate top | Total Miles: 0 e
Lancel | Save Total and Continue Reston Town
Center

or this Search Results for Reston, va.

State

VA

VA

Substanti:

Traveling From Search Results

'ﬁl Defense Travel System |tinerary  Tra ve@cﬁ:ounﬁng Additional Options ~ Review/Sign
e A New Era of Government Travel

Select one of the

County

Fairfax

Fairfax

Fairfax

Fairfax

Fairfax

Lowdoun

Fairfax

Fairfax

Fairfax

Fairfax

Fairfax

Fairfax

Fairfax

Fairfax

Figure 4-23: DTOD Search Results Screen

6. Choose Select next to the desired location in the Search Results column.

7. Complete the County field (optional).

8. Check the Oconus box in the Traveling To section if traveling to an OCONUS location.

9. Complete the City field in the Traveling To section.
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10. Complete the State/Country field.
-Soei-ct Lookup State and Country Codes if the state and country are unknown.
11. Select Search.
The DTOD screen refreshes and a list of locations displays (Figure 4-23).
12. Complete the County field (optional).
13. Select Calculate Mileage.
14. Select Save Total and Continue.

-OR-
Select CANCEL to return to the Mileage Expenses screen without saving.

4.5.3 Per Diem Entitlements

The Per Diem Entitlements screen displays the amount to be reimbursed to the traveler for every date
and location of travel. The information on the screen results from the TDY destination entered on the
Itinerary screen and the lodging selected in the Travel module.

Follow the below steps to view the per diem entitlements for the voucher:

1. Select Expenses from the navigation bar.

2. Select Per Diem Entitlements from the subnavigation bar.

The Per Diem Entitlement screen opens (Figure 4-24). The information displayed on the screen is
filled automatically from the information entered in the trip itinerary.

Page 4-36 DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10

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



Chapter 4: Vouchers From Authorizations

@ Defense Travel System Itinerary Traveﬂmmounting Additional Options  Rewiew/Sign
A New Era of Government Travel
Non-Mileage  Mileage TTINMERDAMCHEMEY substantiating Records

Following is a list of per diem allowances for ledging and meals/inci
information (e.g. i
to the default rates for that date and location.

=< you to change the

itions, meals provided, etc.) for a specific per diem information

GSA State Tax Exemption Listing

Date Location Edit Reset Ldg Cost Ldg Mlowed | M&IE Mllowed | Per Diem Rate | Code | B |L |D | Qtrs

g 49 80

04/30/10 | RALEIGH,NC » Edit | »Reset 592.00 ore 549.50 92/ 66 HONE
- Personal Personal
592.00 566.00

05/01/10 | RALEIGH,NC = Edit * Reset 592.00 92 / 66 MONE
- Personal Personal
566.00

05/02/10 | RALEIGH,NC » Edit * Reset 592.00 92 /66 MONE
- € Personal
592.00 566.00

05/03/10 | RALEIGH,NC = Edit * Reset 592.00 92 / 66 MONE
- — Personal
566.00

05/04/10 | RALEIGH,NC » Edit * Reset 592.00 92/ 66 NONE
- € Personal
592.00 566.00

05/05/10 | RALEIGH,HC = Edit = Reset 592.00 92 / 66 NONE
- Personal Personal
592.00 $66.00

05/06/10 | RALEIGH,NC » Edit * Reset 592.00 92 /66 MONE
- € Personal
592.00 566.00

05/07/10 | RALEIGH,NC = Edit * Reset 592.00 92 / 66 MONE
- Personal Personal
0.00 <49 850

05/08/10 | RALEIGH,NC » Edit * Reset se00 | T 54950 92 /66 MONE
- Personal Personal

Reset Al | Edit Al |

Figure 4-24: Per Diem Entitlements Screen

Lodging costs and other information (e. g. duty conditions and meals) entered on the authorization can
be changed using this screen. Changes can be made for a specific date or for a date range.

3. Select Edit next to the date and location to be changed.
4. Select Reset next to any date(s) and location(s) that need to be reset to the original value(s).

Note: The Edit All button allows the traveler to edit all of the dates at once. The Reset All button allows
the traveler to reset all of the dates at once.

Warning: Only use the Edit All function when Meals Available (for a military location) and other edits
have not already been made. This feature resets any Meals Available that have been selected to Full
Meals and clears all previous edits.

The Per Diem Entitlements Detail screen displays editable fields where the traveler may update costs
as necessary (Figure 4-25).
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@ Defense Travel System Itinerary Tra\te@mounting Additional Options  Review/Sign
A New Era of Government Travel
Mon-Mileage i Per Diem Entitlements SETIEENTERGEL T

uired to change
tribute cost”

by medifying the "Values Apply Through™ date. If reg
t to change the distribution method. Then, select the "dis
G54 State axE-\er“p ion Listing

Location: RALEIGH,NC
Values Apply From Date: 05/04/2010
Values Apply Through: 05/04/2010 E 'l

Per Diem Rates

Costs are total for all travelers. You may change your lodging costs below. Use the "View Expense Details / Currency Calculator” link for

Per Diem Rate: 92 f 66
Lodging: 5 |92-3'3' » view expense details / currency calculator
ME& IE: 5 |55 00 » view expense details £ currency calculator

Duty Conditicns

Check all of the following that apply:

[ Field Conditions

se Effects/Commercial Quarters

Dty Training (Local Commuting Area)
[T Permissive TDY

- Hospital Stay

[l Quarters Available

- Group Travel

[ Essential Unit Messing

[T Aboard U.5. Vessel

[T Authorized Trip Home

o)

Mane
[ Annual Training (Quarters and Meals Availables)
0 annual Training (Quarters Available/Meals Not Available)
& Annual Training (Commercial Quarters)
7 Active Dut y Training (Quarters and Meals Availabls)
0 Active Dut y Training (Quarters Available/Meals Not Available)
0 pctive Dut v Training (Commercial Quarters)
7 Jnactive Dty Training Mon-Local Commuting Area (Quarters and Meals Available)
7 Jnactive Dty Training Mon-Local Commuting Area(Quarters Available/Meals Mot Available)
© Inactive Dty Training Mon-Local Commuting Area (Commercial Quarters)

Figure 4-25: Per Diem Entitlements Detail Screen (Edit Lodging and Duty Conditions)

5. Enter the date in Values Apply Through field if changes are for multiple consecutive days.

6. Enter lodging cost in the Lodging field, if different than the lodging rate from the authorization.
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7. Select view expense details / currency calculator to change the payment method or calculate
the currency exchange rate.
8. Check the Duty Conditions boxes for any duty conditions that apply.

9. Select the correct meal code and meal(s) for this date or date range, if applicable
(Figure 4-26).

Meals

If you would like to make changes to meals, select the appropriate meal code and applicable meal(s) for this date or date range:

& Full Rate

 Elected

' Available
0 provided
% Occasional

& Special Rate

Other Per Diem Entitlements

vilian enly), authori
¥ be applied to a spe

voucher only), or have any

If you need to claim actuals for lodging, take leave, specify

y, non-duty
. Only one opt

fo Mo Other Per Diem Entitlements

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

[l Sick Leave - Ho Per Diem
Check here if you are taking Sick Leave without Per Diem for the above date or date range.

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

[l Cuty DavisliMo Per Diem)
Check here if you need to use Duty Day(No Per Diem) for the above date or dats rangs.

[l Hen-Duty Dayis)
Check here if you need to use Nen-Duty Day for the above date or date range.

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

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

[l OCONUS Incidental Amount - | to reduce the daily ental rate to the minimum.)
Checl here if your AD determines the minimum default in tal rate applies for the above date or date range, instead
of the applicable locality rate included in the daily amount for Meals and Incidentals.

f travel)
€ your permanent duty station.

ed to increase the M&IE amount to 100% on first or last
el at a TOY locatiol

[l In Place - |
Check here if you are beginning or ending your t

| Cancel These Entitlement Changes and Return I Save These Entitlements |

Figure 4-26: Per Diem Entitlements Detail Screen (Edit Meals and Other Per Diem Entitlements)

Note: The Other Per Diem Entitlements screen shown in Figure 4-26 is for a civilian employee. Sick
Leave will not display as an entitlement for Military members.
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10. Select the radio button under Other Per Diem Entitlements that describes the per diem entitle-
ments for this date or date range.

a. Use the default choice, No Other Per Diem Entitlements, when no other options apply.

b. Select Leave if taking leave. Military personnel use Annual leave. Civilian employees
may choose either Annual or Other. Civilian employees may enter the number of hours they
wish to use.

c. Select Sick Leave - No Per Diem if a civilian employee has been granted sick leave, but
per diem has not been authorized.

d. Select Sick Leave - Per Diem if a civilian employee has been granted sick leave, and per
diem has been authorized.

e. Select Duty Day if a military member and the AO did not approve excess travel time as
official (when trip is extended beyond official travel date).

Leave should not be charged because the return travel occurred on a duty day. No per
diem reimbursement is allowed and the day is not charged as Leave.

f. Select Non-Duty Day if a civilian employee and the AO did not approve the excess travel
time as official.

Leave should not be charged because the return travel occurred on a non-duty day. No
per diem reimbursement is allowed, and the day is not charged as Leave.

g. Select Authorized Delay for a date if the AO approved additional travel time because of
an unavoidable delay.

Full reimbursement is allowed for per diem entitlements.

h. Select Actual Lodging if the traveler is to be reimbursed for spending more than the per
diem rate on lodging.

Note: Additional lodging costs must be authorized by the AO. The Actual Costs Limited field
displays the maximum actual lodging amount the AO may authorize.

i. Select OCONUS Incidental Amount if the incidental rate will be limited to the minimum
allowable OCONUS rate.

j. Select In Place for either the first or last day of travel if there are two back-to-back TDYs
without returning to the permanent duty station. This will increase the M&IE amount to 100
percent for the selected day.

11. Select Save These Entitlements.
-OR-
Select Cancel These Entitlement Changes and Return to return to the Per Diem Entitlements
screen without making changes (Figure 4-24).
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4.6 Substantiating Records

Substantiating Records are proof of expenses incurred on official travel. Travelers are required to store
digital images of receipts.

Travelers can load images of receipts and other supporting documents into DTS by either faxing, or

scanning and uploading these documents. See Document Processing Manual, Chapter 2 for instructions
on adding substantiating records.

4.7 Update an Accounting Code

If no payment has been made on an LOA, the LOA may be changed. An LOA should never be removed or
changed if any payment has been made. For example, if a non-ATM advance, scheduled partial payment
(SPP), or voucher settlement has been paid using an LOA, the LOA that was used should not be removed
or changed. If a change must be made, it must be done manually outside of DTS.

Follow the below steps to update the LOA on a voucher:

1. Select Accounting from the navigation bar.

The Accounting Codes screen opens (Figure 4-27).
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% Defense Travel System Itinerary Travel Expensewdditienal Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Accounting Codes

Select the appropriate accounting cede for this trip. If there are multiple

accounting codes that are required for this trip, please select all that 10 CONFERENCE

apply. Category Alowed Actual
COM. CARR.-| = S412.80 5412.80

i A counb
Start Date:  05-May-10 ?I_aFtr: R LODGING 50.00 $0.00
' MEIE: 50.00 50.00

End Date: 14-May-10
REMTAL CAR : 523.17 523.17

e o

SR setect- = From TDZDTMOCSD

Label: 10 CONFERENCE R .
Sub Total: 5435.97 5435.97

Shared LOA: I---Ssls:: to Add--- d sub Total

Cross Org I

---Select to Add--- d
A 1
LOA: Calculated Trip 435,57 £435.07

Cost:

Selected Accounting Code(s)

To remove an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be removed.
Please make sure the LOA's assigned have costs allocated to it.

Accounting Label Organization VLTI Remaowve
3 5 Acctg Code
10 CONFERENCE TOZDTMOCED = view/edit > remove

Figure 4-27: Accounting Codes Screen

2. Select the Accounting Label, Shared LOA, or Cross Org LOA drop-down list arrow and select the
accounting label. (See Section 2.8 for an explanation of shared LOAs).

3. Select Additional Options, if necessary.

-OR-
Select Review/Sign on the navigation bar.

4.7.1 Update Multiple Accounting Codes

When using more than one accounting code on a voucher, the traveler must identify how to allocate
the expenses to each. Beginning on the Accounting Codes screen (Figure 4-27), follow the below
steps to add multiple accounting codes to one voucher:

1. Select the Accounting Label drop-down list arrow and select all accounting labels that apply.

A pop-up window displays the following message: Please remember to allocate expenses to the LOA
that was just added.

2. Select OK.

The Accounting Codes Screen refreshes. The How to Allocate drop-down list appears (Figure 4-28).
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% Defense Travel sysmm Itinerary  Travel Expensewddmonal Options  Review/Sign
A New Era of Government Travel
Accounting Codes

Expense allocated by Expense Category
there are multiple

elect all that 10 CONFERENCE
Category Alowed Actual
X COM. CARR.-I : 5412.80 S412.80
Start Date:  O5-May-10 1 Find Accounting
Start Date:  05-May-10 Label LODGING :

End Date: 14-May-10 MEIE:

REMTAL CAR @

Accounting
F TDZDTMOCSD
Labet: o 10 CONFERENCE
P 5435.97 5435.97
shared LOA: [~ | sub Total:
Cross Org E
Lo I---:els_. to Add--- j 10 CSD
Category Actual
Selected Accounting Code(s) LODGING :
MEIE :
To remove an acceunting code that does not apply to this tr t the OTHER : 50.00 50.00
remove link corresponding to the accounting label to be rem
Please make sure the LOA's assigned have costs allocated to it. 10 CSD Sub Total: 50.00 50.00
Viewe/Edit Edit
= iz ok Calculated Tri
Accounting Label =~ Organization Acctz Code  Allocation Remove cost: P 5435.97 5435.97
10 CONFERENCE TDZDTMOCSD o » edit > remove
10 CsD TDZDTMOCSD » Vi » edit * remove

Multiple accounting
accounting co
"Mlocate Expe

on a trip require alocation of e to the
how you wish to alecate. Then click
with allocations.

to prof

How to Allocate:

Allocate Expenses |

Figure 4-28: Accounting Codes Screen - Allocate Expenses

3. Select the How To Allocate drop-down list arrow and select an allocation method.
4. Select Allocate Expenses.

5. Select the Accounting Code to use for each allocation.

6. Select Save Allocations.

The Expense Summary displays a breakdown of the expenses applying to each LOA.
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4.8 Additional Options

The Additional Options module allows the traveler to view and edit additional entries in the voucher.

4.8.1 Profile

The Profile screen allows the traveler to update personal profile data using the links displayed near the
top of each of the Profile screens. Non-DTS Entry Agents (NDEAs) are able to update profile data for
travelers in the groups to which they have group access (Figure 4-29).

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

% DEfEI’ISETI’ﬂ'o‘BlS)’Stem Itinerary  Travel Expenses  Accounting

A New Era of Government Travel

| RETURN TO LIST Partial Payments Advances

Additional Options

Rew e Sign

= My Preferences. = My Additional Information * My Account Information = My T5A Information

Figure 4-29: Profile Menu/My Profile Screens

Personal Profile information is divided into five screens for review and update. Use the links on each
screen to open the next.

Note: EFT data on the My Account Information screen is mandatory.
My Profile screen. Use this screen to review and update the below information:

«  Name

* Mailing and Residence Addresses
* Phone Numbers

* Emergency Contact

Note: The Dependents and PCS Info buttons are currently not used.
My Preferences. Use this screen to review and update the below information:

» Air Travel Preferences

* Lodging Preferences

* Rental Car Preferences

» Passport Information

* Miscellaneous

» Rewards Programs (frequent flyer, rental car, and hotel accounts)
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My Additional Information screen. Use this screen to review and update the below information:
» *Title/Rank, Service/Agency, Unit
*  *Organization, *Routing List, Duty Station Address
»  *Self AO Approval, *Advance Authorized, *“Mandatory use of GTCC (GOVCC)
*Contact the DTA to update these fields.

Note: DTAs cannot update Self AO Approval, Advance Authorized, and Mandatory use of GTCC
(GOVCC) in their own profiles.

My Account Information screen. Use this screen to review and update the below information:
»  Default Accounting Code Label
+ Credit Card Account Data
* EFT Account Data (mandatory)

My TSA Information. Use this screen to review and update the below information:
* Last Name
* First Name
* Middle Name/No Middle Name
« DOB
+ Gender
* Redress Number
*  Known Traveler Number

Follow the below steps to update personal profile data:

1. Select Additional Options from the navigation bar.

The Profile screen opens by default.

2. Select the correct link for the screen to be updated.

3. Enter or update data.

4. (Optional) Check the Save changes to permanent traveler information box to save these
changes for use in all future documents. Leave the box unchecked to apply the changes to the
current document only.

5. Select Update Personal Information.

Note: Electronic Funds Transfer (EFT) data on the My Account Information screen is mandatory. If

the radio button is Yes with no EFT account data, the document cannot be signed, and the traveler will

be returned to this screen. The No radio button is only an option if the traveler does not have access to
an account at a financial institution that can receive EFT transmissions.
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4.8.2 Payment Totals
The Payment Totals screen allows for the review of calculated trip expenses, disbursements, credits,
and traveler entitlements. The traveler may make an additional payment to the GTCC or record
payments previously made to the GTCC. Any amount entered in the Add GOVCC ATM or Add’l
GOVCC Amt fields will decrement the Net to Traveler distribution.
Follow the below steps to review the payment totals for the voucher:
1. Select Additional Options from the navigation bar.
2. Select Payment Totals from the subnavigation bar.
The Payment Totals screen opens (Figure 4-30). This screen is divided into the following four sections:
* Expense Summary
+ Disbursement Summary
*  Credit Summary
*  Entitlement Summary

If there were any expenses, there will be a Total Expenses link in the Expense Summary section.

See Table 4-2 for a description of the fields on the Payment Totals screen.
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% Defense Travel System

A New Era of Government Travel

Expense Summary

Total Ex) 50.00
5547.80

Reimbursable Expel 5-542.80

Disbursement Summary

Gov't Advance Paid: 50.00

cheduled Partial Pmts Paid:

Voucher Paymen

Total Prior Payments: 50.00

Credit Summary

Het To Traveler: 50.00

Balance Due US: 334280

Entitlement Summary

Personal(5)

Total Expen 5-542.80

Le

Priar Pmts: S0.00

Plus Colections:

Itinerary  Travel

Individual GOVCCIS)

50.00

Profile

Following is the calculated totals for the voucher - Voucher Payment Totals

Total(s)
5-542.80
5

[

Expenses  Accounting JEGGIISLOEIRS LA Review /Sign

Payment Totals Partial Payments Advances

Overall Starting Point
Leave From: RES: WOODERIDGE, VA
Leave: 20-Apr-10

Location 1: PATRICK AFE,FL
Leave From:  RES: WOODBRIDGE, VA
TOY/TAD Loc:  PATRICK AFB,FL

Arrive: 20-Apr-10
Leave: 30-Apr-10
Carrier/ Deita Air Lines Inc.
Flight: (DL) 1959

Conf/PNR:

Depart: shington, DC (USA)

(National Apt}

Arri

Carrier/ Delta Air Lines Inc.
Flight: (DL) 5323
Conf/PNR: 123456

Depart:

Arri

Rental Car: ALAMD

MLB - Melbourne, FL

HTEIRE (United States)

Confirmation: ABCD1234678-

Met to Traveler: 5-547.80

Prev Pmt Adjustments: S5542.80
Final DistributioniMet to traveler)

Met Distribution: 50.00

5-547.80

5-542.80

Pick-Up: 20-Apr-10 P
Drop-Off: 30-Apr-10 10:304M
Lodging: Motel 6 Palm Bay
Confirmation: | 12345678-
Check-In: Apr-10
Check-0ut: 30-Apr-10

Overall Ending Point
Leave From:  PATRICK AFB,FL
Return Loc: RES: WOODERIDGE, VA

Arrive: 30-Apr-10
Carrier/ Deita Air Lines Inc.
Flight: (DL) 5562

Conf/PNR: 123456

11:03AM - 30-Apr-10

Depart:

? MLB-Melbourne, FL (USA)
Arrive:
Carrierf Deita Air Lines Inc.
Flight: (DL) 1964

Conf/PNR: 123456

Depart:

7
=

Remove

Figure 4-30: Payment Totals Screen
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FIELD OR OBJECT

Table 4-2: Payment Totals Screen Description

PAYMENT TOTALS SCREEN DESCRIPTION
DESCRIPTION

Expense Summary

Total Expenses

Adds the reimbursable and non-reimbursable expenses claimed on the travel document. If
available, use the link to view supplementary information on each separate payment.

Non- Reimbursable
Expenses

This totals the expenses for which the traveler cannot be reimbursed: Includes Centrally
Billed Accounts (CBA) and Air Mobility Command (AMC), Government Transportation
Request (GTR), and Government Funded (GOV FUND) expense type codes (expenses) on
the travel document.

Reimbursable
Expenses

This totals the expense for which the traveler can be reimbursed: Includes all expenses with
a Per Diem expense type code including personal and GOVCC (also referred to as GTCC)
expenses.

Disbursement Summary

Gov't Advance Paid

Total of disbursements from Government non-ATM advances, paid or submitted for pay-
ment. If available, use the link to view supplementary information on each separate pay-
ment.

Scheduled Partial
Payments Paid

Total of disbursements from Government from SPPs, both paid and submitted for payment.
If available, use the link to view supplementary information on each SPP.

Previous Voucher
Payments

Total of disbursements from Government from previous vouchers. Amount is zero until the
initial voucher is paid. If available, use the link to view supplementary information on each
separate payment.

Total Prior Pay-
ments

Total disbursement: sum of the Government advances, SPPs, and voucher payments that
have been paid to a traveler.

Credit Summary

Collections

For Due U.S. documents. Collections received and posted for amount of Due U.S. collected
back from traveler. If available, use the link to view supplementary information on each sep-
arate collection.

Waivers and
Appeals

For Due U.S. documents — Cumulative amount of approved waivers. If available, use the
link to view supplementary information on each separate payment.

Net To Traveler

Cumulative amount of reimbursable expenses minus the total amount of previous payments
with the resulting amount greater than or equal to zero (due traveler).

® Authorizations use the estimated reimbursable expenses on the current adjustment
level of the authorization for the reimbursable expense amount.

® Vouchers use the actual reimbursable expense amounts claimed on the voucher or
local voucher for the reimbursable expense amount.

Balance Due US

Cumulative amount of reimbursable expenses minus the total amount of previous payments
with the resulting amount less than zero (Due U.S.).

® Authorizations use the estimated reimbursable expenses on the current adjustment
level of the authorization for the reimbursable expense amount.

® Vouchers use the actual reimbursable expense amounts claimed on the voucher or
local voucher for the for the reimbursable expense amount.

Entitlement Summary

Total Expenses

Sums the reimbursable expenses claimed on the travel document. The amounts are broken
down into charges against the traveler’s personal bank account, individual GOVCC account,
and the sum of both.
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Chapter 4: Vouchers From Authorizations

Table 4-2: Payment Totals Screen Description (Continued)

PAYMENT TOTALS SCREEN DESCRIPTION
DESCRIPTION

Entitlement Summary

Less Prior Pay-
ments

This is the total reimbursable trip expenses minus any prior payments. Prior payments
include Government advances, SPPs, and voucher payments that have been paid to a trav-
eler. The amounts are broken down into charges against the personal bank account, the
individual GOVCC account, and the sum of both.

Plus Collections

This is the total reimbursable trip expenses plus collections. Collections include amounts
received and posted for any Due U.S. debt collected from traveler. The amounts are broken
down into charges against the personal bank account, the individual GOVCC account, and
the sum of both.

Net to Traveler

Cumulative amounts of reimbursable trip expenses minus the total amount of previous pay-
ments, plus the total amount of any debts already posted as collected from the traveler. The
amounts are broken down into charges against the personal bank account, the individual
GOVCC account, and the sum of both.

Add GOVCC ATM

If there are any additional ATM expenses against the individual GOVCC account, enter them
in the field provided. Select Calculate to display a recalculated Net to Traveler amount.

Additional GOVCC
Amount

If there are any additional non-ATM expenses against the individual GOVCC account, enter
them in the field provided. Select Calculate to display a recalculated Net to Traveler
amount.

Less Previous Pay-

If the traveler made additional payments to the GOVCC account, enter them in this field.

ments to GOVCC Select Calculate to display a recalculated Net to Traveler amount.

(By Traveler)

Previous Payment |This is the subtotal of any payments from the traveler's personal bank account to the
Adjustments GOVCC account, or from the traveler's GOVCC account to the personal bank account.

Refresh this amount by selecting Calculate.

Final Distribution (Net to Traveler)

Net Distribution

This is the final net distribution to the traveler: the total expenses, less any prior payments,
plus any collections, plus any additional ATM or non-ATM advances, less any previous pay-
ments from the traveler's personal bank account to the GOVCC account.

Note: When a Foreign Military Sales (FMS) LOA is used in the voucher, a Transaction Control Number
(TCN) displays in the TCN column. The TCN is received when disbursements have been made from
FMS funds (Figure 4-33).

3. Select Total Expenses.

The Payment Totals Expenses Summary screen displays (Figure 4-31).
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Defense Travel System
S |

Expense Summary

Expense Category Accounting Label RET;;I:::ME HDn-F‘;\e;rglzl:;sable Total Amount
COM. CARR.-I 10 5IFDTSDH 5h80.00 50,00 5h80.00
LODGING 10 SIFDTSDH 57150.00 50.00 57150.00
MEIE 10 SIFOTSDH 58613.00 50.00 58613.00
OTHER 10 SIFCTSDH 520.00 50.00 520.00
REIM EXP 10 SIFOTSDH 53.50 50.00 53.50
Total Expenses: 516366.50 SO.00 516366.50

Return |

Figure 4-31: Payment Totals Screen - Expenses Summary

The Accounting label, the reimbursable amount, the nonreimbursable amount, and the total amount
display for each of the expense categories.

4. Select Return to return to the Payment Totals screen.

The Gov't Advances Paid link will display if there was an advance (Figure 4-32).
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% Defense Travel System Itinerary  Travel Expenses Accuunﬁnw
A New Era of Government Travel s

Profile Payrment Totals Fartial

Owverall Starting Point

Leave From: RIO DE JANEIRO,BRA Edit
Leave: 19-Apr-10

Fallowing is the caiculated totals for the voucher - Voucher
Payment Totals

Expense Summary Location 1: CARLSBAD,CA

Leave From: CARLSBAD,CA Edit
Toltal Expe 52,433.50 TOV/TAD Lac:  CARLSBAD,CA
Arrive: 19-Apr-10
Hen-Reimbursabls Expenses:  50.00 Leave: 30-Apr-10
Reimbursable Expenses: 52,433.50 Overall Ending Point
= Leave From:  CARLSBAD,CA Edit
D e SRy Returnloc: | RID DE JANEIRO, BRA
Arrive: 30-Apr-10

vance Paid: 51,946.80

Scheduled Partial Pmts Paid:  53.00
Gov't Advance Paid: 50.00

Total Prior Payments: 51,946.80

Credit Summary

Het To Traveler: 5486.70

Balance Due US: S0.00

Figure 4-32: Payment Totals Screen - Links
5. Select Gov’t Advance Paid.

The Government Advances Paid section displays under the Expenses Summary section (Figure 4-33).
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Defense Travel System

Aot Goemment T

Expense Summary

Expense Category Accounting Label RBTH'_JI;I:;ELDIE Hon-ie;rgl:unisable Total Amount
LODGING 10 WASDTSDFARIN 51617.00 50.00 51617.00
MEIE 10 WASDTSDFASIN 5816.50 50.00 5816.50
Total Expenses: 5814.50 S0.00 52433.50

Government Advances Paid

Transaction ID Accounting Label Date Paid DSSH Dov & TCH Amount
ON'YBBLOOZ 10 WASDTEDFASIM 04715710 51,946.80
Total Advance Paid: 51,946.80

Return |

Figure 4-33: Payment Totals Screen - Advance Paid
6. Select Return to return to the Payment Totals screen.
The Collections and Waiver/Appeal links display windows that are populated only if a Due US condi-
tion exists (Figure 4-32). Use of these links allows the traveler to view debt and collection information
and the history of appeals.
Follow the below steps to add a GTCC ATM advance:
1. Enter the total amount of the advance(s) into the Add GOVCC ATM field (Figure 4-31).

The amount entered in the Add GOVCC ATM field will redirect money that was originally to be sent to
the traveler's account and send it to the traveler's GTCC account instead.

2. Select Calculate next to the Less Prev Pmts to GOVCC (By Traveler) field. The specified
amount will be decremented from the Personal Net Distribution field.

Follow the below steps to add an additional payment to the GTCC:
1. Enter the amount of the additional payment to the GTCC into the Add’l GOVCC Amt field.
The dollar amount entered in the Add'l GOVCC Amt field will redirect money that was originally to be

sent to the traveler's account and send it to the traveler's GTCC account instead.
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2. Select Calculate. The specified amount will be decremented from the Personal Net Distribution
field.

Follow the below steps to enter an amount paid by the traveler to the GTCC account before the DTS
disbursement was paid.

1. Enter an amount into the Less Prev Pmts to GOVCC (By Traveler) field.

If the traveler made a payment to the GTCC account before being reimbursed, the traveler can enter
an amount that was originally to be sent to the GTCC account and redirect it to their personal bank
account instead. For example, if the split reimbursement to the GTCC account is supposed to be $400,
and the traveler made a $200 payment to the GTCC account before being reimbursed, then the
traveler will want $200 of the payment from DTS to go to their personal bank account.

2. Select Calculate. The specified amount will be incremented to the Personal Net Distribution
field.

Note: Use the Non-Mileage Expenses screen to enter any ATM processing fees associated with the
GTCC.

4.8.3 SPPs and Advances

The traveler must always create a voucher to record actual expenses incurred on a trip. If the trip
document contains paid or submitted SPPs, the amount owed to the traveler will be reduced by the
amount previously disbursed.

Note: If a debt is caused by a non-ATM advance that is requested on an LOA other than the LOA that
was used to create the obligation on the authorization, the traveler must add an overpayment expense
prior to signing the voucher. This is to allow DTS and the accounting systems to account for the
separate obligation and disbursement. At approval, the voucher will show a zero balance and account-
ing and disbursing will be reconciled. Once the voucher has been approved, the Debt Management
Monitor (DMM) or traveler will have to amend it to remove the overpayment expense. This will change
the voucher status to DUE U.S., and allows the DMM to track the debt.

If there are SPPs scheduled for submission when a voucher is approved, DTS will delete the unsub-
mitted SPP(s) from the Payment module.

4.9 Review/Sign

The below subsections guide the user through the Review/Sign process.

4.9.1 Preview Trip

The Preview Trip screen provides a general overview of the trip. Follow the below steps to edit the
data on this screen:

1. Select Review/Sign from the navigation bar.
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The Preview Trip screen opens by default (Figure 4-34). The Print Document button at the top of the
screen opens a text-only version of the document on a separate screen.

'ﬁ Defense Travel System |tinerary  Travel Expenses  Accounting Addit‘ionalopt'innw
A New Era of Government Travel

M QOther Auths, Pra-Audit Digital Signature

Print Document

ils for this trip below. To make edits, click on the links at the left to return to thak section. If you have no changes proceed to

Review the det

Other Authorizations.

DoD mandates spiit disbursement for transportation, lodging and rental car expenses. Click here for memorandun

Reference Information

Reference:

Document Comments

Comments to the Approving Official: None

Comments from the Travel Agent:

i

The use of a Government-Contractsd Commercial Travel Office(CTO) to arrange official travel is mandatory. If the contracted CTO is not

used to make of al travel arrangsments, the travsler must provide a statement in detaill as to exactly why the CT0 15 not available or

otherwise not being used.
Other Trip Information

Trip Type: AL-ROUTINE TOY / TAD
Trip Purpose: SITE VISIT

Trip Description:

Overall Starting Point Time Zone: EST (08)

Itinerary:

Leave From: WOODBRIDGE, Y

Edit

Leave: 28-Apr-10

Location 1 -5AN DIEGO,CA Time Zons: PST (091

IEmEtALY: Leave From: SAN DIEGO,CA

TOY/TAD Location: SAN DIEGOD,CA

Figure 4-34: Preview Trip Screen

2. Complete the Reference field if necessary. This field is for the entry of data that allows administra-
tors to track spending by audit case number, Budget Category Codes, legal case number, war
fighting missions, and similar.
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3. Review all data.
4. Select Edit next to any items that need to be changed.
5. Make appropriate changes.

6. Select Save and Proceed to Other Auths at the bottom of the screen.

4.9.2 Other Authorizations

The DTS Other Authorizations screen is used to display and print remarks on travel documents. If the
traveler selects an item that may need an explanation to be considered for approval (e.g., leave in con-
junction with TDY, rental car other than compact, and meals provided); DTS will automatically flag it as
an Other Authorization.

For more information on the Other Authorizations screen, refer to Document Processing Manual,
Chapter 2.

4.9.3 Pre-Audit Trip

The Pre-Audit Trip screen displays the items, if any, that DTS has flagged in the document. DTS
requires that certain items be justified. Examples of these items include expenses that exceed DoD or
service thresholds, or have had the method of reimbursement default value changed. A flagged item
does not stop a traveler from requesting certain expenses, or obtaining lodging that is not within the
per diem rate. Comments must be entered for items that have a Justification to Approving Official
text box.

Other flagged items are merely advisory and require no action. An example of an advisory notice is an
alert that the information in the traveler’s profile differs from that which is entered on the document.

DTS automatically preaudits a voucher when the traveler attempts to sign it, but the traveler can
preaudit a document any time during its creation. Comments must be entered for each item requiring
justification before the authorization will be routed for approval.

Follow the below steps to preaudit a voucher:

1. Select Review/Sign from the navigation bar.

The Preview Trip screen opens by default (Figure 4-34).

2. Select Pre-Audit from the subnavigation bar.
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The Pre-Audit screen opens (Figure 4-35). Any items that appear on this screen are flagged for this
trip. A flagged item indicates that DoD or service standards have been exceeded for normal Govern-

ment travel.

Constructed Travel Worksheet

% Defense Travel System Itinerary  Travel Expenses  Accounting .&ddiﬁunalﬂpt‘ionw
e A New Era of Government Travel

Betow are any items that were "flagged” for this brip. You must provi
flaggsd items. When you are finished, or if there are no flagged items

Lol mandates split disbursement for transpertation, lodging and rental car expenses. Click here for memorandum

] Reason Flagged

+ POSSIELE EXCESSIVE
EXPENSE

e Advisory

+  PERSOMAL INFO HAS
CHANGED

2 Items have been Flagged in this Travel Document

The following are provided for advisory purposes only

Preview Other Auths. Pre-Audit Digita

comments in the “Justification to Approving Official’ text field for
bick "Procesd To Digital Signaturs.”

Iltem Descripticn * Justification to Approving Official =Help>

' THIS EXPENSE EXCEEDS THE 1=
STAMDARD THRESHOLD AMOUNT -=
Taxi - Terminal » 50.0

Advisory Description =Help=

+ PERSOMAL PROFILE INFORMATION HAS CHANGED FROM WHAT I3 IN THE PERMANENT
PROFILE. PLEASE EMSURE ALL INFORMATION IS CORRECT. -- EMAIL ADDRESS, CHARGE CARD

Save And Proceed To Digital Signature |

Figure 4-35: Pre-Audit Trip Screen

Note: The <Help> link above each flagged item opens to a fuller explanation of the selected flag. See
Appendix K, Table K-5, for a description of all flagged items.

Note: The Help for this screen link (on the left-hand side of the screen below the Pre-Audit Trip title)
opens a table of preaudit codes used in the Reason Flagged column and a description of why this item

was flagged.

Follow the below steps to justify the flagged items:

1. Complete Justification to the Approving Official field(s) with an explanation for the request.

2. Select Save and Proceed To Digital Signature at the bottom of the screen.
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4.9.4 Digital Signature

The final step in a creating a voucher is to digitally sign the document. This begins the routing process.
Follow the below steps to digitally sign a voucher:

1. Select Review/Sign from the navigation bar.
The Preview Trip screen opens by default (Figure 4-34).
2. Select Digital Signature from the subnavigation bar.

The Digital Signature screen opens (Figure 4-36).

..-.% Defense Travel System Itinerary  Travel Expenses  Accounting  Additional Dptic-nM
A New Era of Government Travel

Freview Other Auths, Pre-Audit Digital Signature

Click below o stamp and submit this tripavtheorization for routing and approval. By submitting you are legally signing this document.

Document Action

* Submit this document as: |5IF_-NEI3 -.-|
Routing List: |ESI3 -.-|

Additional Remarks: _ﬂ completed using a different
Eransportation mode than authorized by your
Al

=
Submit Completed Document

Pending Routing &cticns

Awaiting Status Change To By Level

SIGMED Carson, Eric T. 0

Dacument History

Status Date Time Hame Remarks

CREATED 0412410 1458 Eric T Carson

= View Reasons for Audit Failures

Figure 4-36: Digital Signature Screen

3. (Optional) Select the Routing List drop-down list arrow and select a routing list, if the document
requires a routing list that is different one from the default.
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A message displays to inform the traveler that the document must be stamped SIGNED to initiate the
new routing list.
4. Select OK.
5. Select the Submit this document as drop-down list arrow and choose SIGNED.
6. Complete the additional remarks field (optional).

Note: If at any point in the document history the voucher failed a DTS audit, the reason for failure may
be viewed by selecting the View Reasons for Audit Failures link (Figure 4-36).

7. Select Submit Completed Document.

The Stamp Process screen opens. It confirms that all expenses claimed are honest and accurate
(Figure 4-37).

o

ﬁ Defense Travel System

This trip record is accurate and represents a legal claim for reimbursement. | understand there are severe criminal and civil penalties
for knowingly submitting a false, fictiious or fraudulent claim. (18 USC Sections 287 and 1001, and 31 USC Section 3719)

Unused electranic or paper tickets have a monetary value and belong to the US Government. All unused tickets must be reported and
returned to the CTO as soon as possible for the applicable credit. Instructicns may be found at www.dtic.militravelink

Cancel i Save and Continue |

Figure 4-37: Stamp Process Screen
8. Select Save and Continue.
The Choose Signing Certificate screen opens if more than one certificate is available.
9. Choose the correct certificate and select OK.

The document is now signed. The Vouchers screen opens, displaying the list of existing vouchers
(Figure 4-1).

Note: When the traveler signs a voucher containing an FMS LOA, a message displays notifying the
traveler of a possible delay in reimbursement due to the use of FMS LOAs.
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4.10 Due U.S. Vouchers (Overpayments to Travelers)

When the balance on a voucher indicates that advances, SPPs, or other payments paid to a traveler
exceed the expenses recorded on the voucher, a Due U.S. situation exists. This means that the traveler
owes money to the Government.

This situation may occur when a traveler incurs a debt due to one of the following reasons:

* An overpayment was made for a voucher in which the traveler's entitiements were less than the
amount paid

* Anineligible travel expense was paid erroneously and was later discovered

« Atrip was cancelled after the traveler received a non-ATM advance or SPP

Travelers must satisfy the debt within 30 days or request a waiver or cancellation of the debt. In cases
where a trip was cancelled after the traveler received a non-ATM advance or an SPP, civilian travelers
have 15 days to repay the debt and military members have 30 days to repay the debt. The traveler can see
the amount of the Balance Due U.S. on the Payment Totals screen (Figure 4-38).
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% Defense Travel 5}'5“’1"‘ |tinerary  Travel Expenses  Accountl nw
# A New Era of Government Travel

ATTIENRREDY  Partial Pay

Orverall Starting Point
Following is the calculated totals for the voucher - Voucher =
“H. Leave From: RIO DE JANEIROD,BRA View
Payment Totals ==
Leave: 30-Apr-10
Expense Summary Location 1: DENVER,CO
Leave From: DENVER,CO View
5953.00 TOY/TAD Lec: | DEMVER,CO
Arrive: 30-Apr-10
50.00 Leave: 08-May-10
e Overall Ending Point
Leawe From: DENVER,CO View
Return Loc: RIO CE JAMEIRO, BRA
Arrive: 08-May-10

51,850.00
Scheduded Partial Pmits Paid:  50.00
Previous Voucher Payments: 50.00

Total Prior Pavments: 51,860.00

Credit Summary

50.00

000
Het To Traveler: 50.00
Balance Due US: 5907.00

Entitlement Summary

Personal(s) Individual GOVICC(S)  Totalis)

Total Expenses: S953.00 S0.00 5953.00
Less Priar Pmits: 51,860.00 50.00 $1,860.00
Plus Collsctions: S0.00 $0.00 $0.00

Het to Traveler: -5907.00 50.00 -5907.00
Add GOVCC ATM: 50.00

Addl GOVCC Amt: 50.00 200

Less Prev Pmis to

GOVCCIBy Traveler):

Prev Pmt Adjustmenks: S0.00 S0.00

Final Distribution{Met to traveler)

Het Distribution: -5907.00 50.00 -5907.00

Figure 4-38: Payment Totals Screen Indicating Balance Due U.S.
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If the traveler is overpaid, they will be informed of the excess payment(s) and will see the Notification of
Payment Due Government screen (Figure 4-39). This screen indicates that the traveler owes money to the
Government.

Defense Travel System

HenEmetfoennentter S

NOTIFICATION OF PAYMENT DUE GOVERMMENT DUE TO OVERPAYMENT

Your voucher, KCDENVERCO043010_V01, indicates a debt may be owed to the Government if approved as submitted. After the
Authorizing Official approves your voucher, you will receive an electronic netification indicating the amount of your debt, if any,
and further instructions. If your voucher is approved with an amount owed to the Government, you will have 30 days from the date of
electronic netification to make payment or submit a request for waiver, remission, or cancellation of the debt. Contact your Debt
Management Monitor to discuss or initiate a waiver of indebtedness. If a waiver of indebtedness is not recorded in DTS within 30 days,
action will autematically be taken to collect the debt via payrell deducticn.

Cancel | 5ave and Continue |

Figure 4-39: Notification Of Payment Due Government Screen

The traveler should review the Notification of Payment Due Government screen and select Save and Con-
tinue.

Note: Selecting Save and Continue serves as the traveler's acknowledgment of the initial notification of
debt owed to the Government in the Due Process regulatory requirement. Selecting the Cancel button will
return to the Digital Signature screen.

If a NDEA creates and signs the Due U.S. voucher, DTS will generate and send an e-mail to the traveler.
This advises that the traveler may owe money to the Government. The DTS-generated e-mails can be
found in Appendix E.

When a Due U.S. voucher is approved, DTS submits the appropriate transactions to adjust obligations (if
necessary) and transmit a settlement voucher to disbursing that shows no payment due to the traveler.
After 96 hours, DTS submits the appropriate transactions to set up the accounts receivable (A/R) in the
applicable accounting system(s). DTS then generates an e-mail that is considered to be the Due Process
Notice. This is sent to the traveler, AO, and DMM to advise them of the debt.

Note: If the debt is because of a non-ATM advance or SPP before a trip cancellation, a service member
has 30 days and a civilian traveler has 15 days from the day the debt e-mail notification was sent to repay
the debt. If the debt amount is not paid in full, involuntary payroll deduction actions can begin 30 days after
notification of the debt for military members and after 15 days for civilians.
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4.11 Using FMS LOAs in a Voucher

The Government uses the term Foreign Military Sales (FMS) as an identifier when selling defense items
and services to a foreign country or international organization. When a travel document is created for such
a purpose, DTS uses the prefix FMS in the LOA label.

DTS processes a voucher that has an FMS LOA in a way that is similar to the way that it processes other
vouchers, with the following exceptions:

*  When the voucher is signed, the traveler sees a DTS screen alert about payment delay due to external
processing associated with the use of FMS funds

* When the voucher is signed, the traveler receives an e-mail notification about payment delay due to
External processing associated with the use of FMS funds

*  When the voucher is paid, the Defense Finance Accounting Service (DFAS) returns a TCN that will be
displayed in DTS

The FMS prefix makes FMS LOAs easy to identify. They are selected from the LOA drop-down lists the
same way as other LOAs in DTS (Figure 4-40).

% Defense Travel System Itinerary  Travel ExpenseMdditienal Options  Review/Sign
A New Era of Government Travel

RETURN TO LIST Accounting Codes Trip Totals

Select the appropriate accounting code for this trip. If there are multiple

accounting codes that are required for this trip, please select all that 10 CONFERENCE
apRly. Category Mlowed Actual
COM. CARR.- & S470.00 5470.00

+ Find Accountin

Start Date:  30-Apr-10 LODGING = 54,582.00 54,682.00

Label
MEIE : 51,947.00 51,947.00
End Date: 29-May-10
MILEAGE : 520.00 520.00
Accounting - R A A
---Select--- - r il OTHER : 5250.00 5250.00
oo Sel =] From TDZDTMOCSD
Select--—-
Shared LOA: |10 CROSSOVER vl 10 COMFERENCE <7.289.00 $7.269.00
10 €50 Sub Total: SoreTee S
Cross Org o
Lo 1\, CIFF | vl
10 FMS TRAIMING
10 LOCAL Calculated Trip $7.789.00 £7.760.00
Selected Acc|10 MEDICAL Cost: S S
10 PER DIEM
_ 10 PERDIEM L
O rEMOVE AN 3,405 ooy apply to this trip, select the

label to be removed.
costs allocated to it.

remove link co
Flease make §

10 TRAVELTEAM1
12 Cs0
12 Delta Team
12 LOCAL

View/Edit

A ting L4 11 €50 R
ccountng 11 Detta Team Acc,tg Code emaove

10 coNFEREN[TT LOCAL » vie

= remove

Figure 4-40: Accounting Codes Screen (LOA Selection List)
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During the voucher signing process, a message displays informing the traveler of a possible delay in reim-
bursement for a voucher that contains an FMS LOA (Figure 4-41).

Defense Travel System

AewEmetGoemment i

MOTIFCATION OF POSSIELE DELAY IN PROCESSING / PAYMENT

Your voucher, ECSAHANTOMIOTO50810_V01, indicates travel performed on Foreign Military Sales (FMS) funds. Use of FMS funds require
prior appraval from the Defense Integrated Financial Svstem (DIFS), DFAS-JAXBA/IN and may take up to 7 business days to process.

Contact vour Finance Defense Travel Administrator (FDTA) if vou do not receive pavment within this time.

Proceed |

Figure 4-41: FMS Notification Screen
When an NDEA signs a voucher on behalf of a traveler, and the voucher contains an FMS LOA, DTS

sends an e-mail naotification to the traveler that reimbursement may be delayed due to processes (outside
of DTS) that are involved in the approval and use of FMS funds.

DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10 Page 4-63

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



Chapter 4: Vouchers From Authorizations

This page is left blank intentionally.

Page 4-64 DTS Release 1.7.10.2, Document Processing Manual, Version 1.3.32, Updated 11/3/10

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



