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Defense Travel System

What is DTS

The Defense Travel System (DTS) is a fully automated travel request, authorization, reservation,
and reimbursement system that replaces the current process of travel orders, requests, paper
travel orders, paper travel vouchers, and manual reimbursement. The DTS allows the traveler
that has a common access card (CAC) reader, to work in a paperless environment 24 hours a day.

Travelers will request trip authorizations, reserve their own airline tickets, hotels, and rental cars,
and request reimbursement online. The DTS will store all documentation online for the required
six years and three months; thereby eliminating the need to file paper copies.

DTS Requirements

e Common Access Card (CAC)
e CAC Pin
e CAC Reader
e Software dbsign — from DTS website — in Ohio, you must have administrative
rights to load dbsign. Submit a help desk ticket to request it be loaded on your computer
e Website: http:www.defensetravel.osd.mil

DTS Business Rules

e All routing list personnel notified by email

e Traveler can check status of trip request at any time

e Traveler can print approved authorization/order or voucher

e Traveler can request airline tickets, hotel, and/or rental car through DTS

e You must digitally SIGN your authorization/order or it will not process through DTS

e If you change organization, please let your Lead DTS Administrator (LDTA) know. Your
profile must be updated in the DTS by your LDTA.

e If your banking information changes please let your LDTA know. We must
update your profile in the DTS. DTS is not connected to MyPay.

e If your Government Travel Card has expired you must contact your LDTA as
soon as you get your new Government Travel Card.

e If you receive your initial Government Travel Card after self-registering in DTS, contact
your LDTA to update your profile.

¢ Ensure your Government Travel Card is turned on at least three business days prior to
your trip
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Defense Travel System

Log On to DTS — Self Reqistration

o Insert the CAC into the reader.
o Access the DTS Home page: http://www.defensetravel.osd.mil.
e Click LOGIN TO DTS (green button center of page).

o Click Accept on the DoD Privacy & Ethics Policy. The digital signature window opens. Enter your PIN
and click OK.

o First-time users will see the User Activation screen. Enter your SSN in both fields.
o Click Submit. Your User Welcome screen opens.

e Mouse over Administrative on the menu.

o Select Self Registration from the drop-down menu.

o Complete the Basic and Additional Information screens

o Click Submit Self-Registration on the last screen.

e Log off DTS. You will receive an e-mail when the registration has been accepted.

e Log back on to DTS to create your travel documents.

See Step-By-Step instructions following page(s)
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Step-By-Step DTS Self Registration Instructions

File Edit VWiew Favorites Tools Help

@Back - e m @ _:'\ /..7" Search \‘;’:\/Favorltes {

Address :g http: s, defensetravel .osd . milfdes) site findex. jsp Links 2%
— ~
- Defense Travel System SearchDts | | 6o
A New Era of Government Travel Web Acces: y | Privacy and Security Hotice | Site Map
U tame Welcome to DTS!! :
- DTMO Website
DTMO Wehbsite Welcome to the new era of government travel that can really take you
laces. DoD Center
Hews & Events =} or Trawal j
Training Featuring the best practices inindustry and plug-and-play components, Excellence CI Ick on the g reen
- Defense Travel System streamlines the entire process involved in gobal Sl Soure
Qs Department of Defensze (DoD) travel. Information e LOG I N TO DTS”
Travel Elick
Center {TAC] =
E Login to the Defense Travel System
Document Library 1 9
Click on the button below to begin using the Defenze =
Ccontacts System Status
DTS
1 l 1 = || ©TS s Awailable.
‘ e | T —
: ‘J] r—i First Time Users Training |:| EWTS
Click. below to learn more about Click below to learn how to use EWTS iz Awailable,
Provide Feedback Here! | D75 and the tools required for 0TS and for additional training, L
use, resources,
. ; Recent Updates
: an wore Crmami | P
~- L 'l | + Click here o submit
comments an the Defenze
i Trawvel System
pistance SLearning Notices + More DTS Training Classes -
i Awailable!
51 Traveler's Unused Ticket Responsibility el
41 Twa Days Priar to Travel,
<t Two Days Prior to Trawvel, Check for CTO Ticketed Check for CTO Ticketed
o]

& Internet

‘2 Defense Travel System - Microsoft Internet Explorer

Filz  Edit  View Favorites Tools  Help

. Y BER AIPe U = ;

@Back > | | kh - search S Favorites {fj 4'| ﬁ

fddress | @] hitps:idtsproweb. defensetravel osd. milfwi/sitefindes. jsp v B Lk >
‘ TS TITCTH T SE OO Ty e TOES TS S CETTTS, T T By ST O T T T2 e TS B a T T TS TS T s ST ST T —

regulations, to deter criminal activity, and for other similar purposes, &ny user of a DoD interest computer system should %
be aware that any information placed in the systemn is subject to manitoring and is not subject to any expectation of
privacy.

If monitoring of this or any other DoD interest computer systern reveals possible evidence of criminal statutes, this
evidence and any other related inforration, including identification information about the user, may be provided ta law
enforcernent officials. If monitoring of this or any other DoD interest computer systern reveals any violations of security
regulations or unauthorized use, employees who violate security regulations or rmake unauthorized use of DoD interest
computer systems are subject to appropriate disciplinary action,

ETHICE=

Travelers must comply with the Federal and Departmental ethics rules when accepting travel benefits {i.e, goods,
services, or payment) from non-Federal sources. For Dol personnel, see Joint Ethics Regulation, DoD 5500.7-R, Chapter
4, Travelers may keep items of nominal value {as defined in applicable ethics regulations). Travelers may also keep
benefits received for valuntarily vacating a seat on an over-booked flight, but are not to vacate their seat if the
Government would incur additional costs or if it would affect the mission.

PRIVACY ACT

AUTHORITY: 5 U.S.C 57, Travel, Transportation, and Subsistence; 10 W.S.C. 135, Under Secretary of Defense
{Comptroller); 10 U.S.C, 136, Under Secretary of Defense for Personnel and Readiness; 10 U,S.C, 3013, Secretary of
the Arrny; 10 U.S.C. 5013 Secretary of the Navy; 10 U,S.C, 8013 Secretary of the Air Force; DoD Directives 7000,14-R;
and E.2, 9397 (SSEN)., PRINCIPAL PURPOSE(S): To obtain inforrnation for processing a request to travel at Government
expense on official Departrnent of Defense business and for processing a claim for reimbursement of authorized and
legitirate expenses incurred as a result of such travel.

ROUTIME USE: For Federal and private entities providing travel services for purposes of arranging transpo

Gowvernment expense for offisial business. " CI |Ck Accept

DISCLOSURE:! Voluntary, however, failure to provide all of the requested information may the pro
both the travel request and the claim for reimbursement.

DEPARTMENT ©OF DEFENSE: Departrnent of the Army Marrative State
Act of 1974,

a Mew Systern of Records Under the Privacy

fccept Decline
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/2 Self Registration and First Time Login to DTS - Windows Internet Explorer

NCLASSIFIE]

_1=]x
=1 & [ }[ x| [Lve searen £+

) =[] httos:tiwwme. defensetravel. dod.miljwbtrainingl AuthDemof First TimeLiserLoginToDTS, htm?td—-{t.

File Edit View Favorites Tools  Help

% @ @8 seff Registration and First Time Login to DTS | |

3 - B - = - [nbPage v (O Tools
=y
=
“a Defense Travel System
A New Era of Government Travel
nt Login 2|
Actividentity
ActivClient
Please enter your PIN.
PIN || |
oK Cancel
The Digital Signature Login dialog opens
You need to insert your Common Access Card (CAC)
Personal Identification Number (FIN) in the PIN field Enter yOur CAC PIN
Click in the PIN field
- - - =
= ol L s D E3 BB reosecremnre
I
Done

[T T [ [ & mneemet [®io0% -

@)start| (@ @ (O =] W] [2] > O] inbox - Mirosoft... | [#] Microsoft access | @ Demonstrations (... | &8 #app=41888ech...|[ @8 self Registrati.. | 1] Document1 - Micr...| office [O] (3 e Ml & D. B & < B 508 AM

2 Defense Travel System - DTS - Microsoft Internet Explorer

File Edit View Favorites Tools Help

@Eack ~ e @ @ ::j /7\‘ Search ‘{'\?Favontes @ e

| =

fiddress (€] https:ffctsproweb. defensatravel.osd.milfulsite/ndex. jsp v| B o

Logged In Asi  JAMES LAY Help for this screen 2

Defense Travel System
A ew Era of Government Travel

| Administrative ¥/

My Signed Documents
Welcom AES LAX

Current Departure
COrganization:

Status Date

Document Hame Type
org Access:

Mo documents found.
Group Access:

Permission:

Click on Administrative then
click on “Self Registration”

Message Center

ACTUALS is the term used to describe a lodzing £ hotel

daily room rate that exceeds the published per diem

amount, The actual cost iz entered in Per Diem for the

appropriate days, and the Actuals radio-button must be =2
used. This trggers a pre-audit because the AOQ must

approve reimbursement for lodzing F hotel above the per

diem amount, Thiz should always be recorded on the

authorization, Mote: Actuals should not be selected

when the lodging f hotel daily room rate is less than the

per diem amount, This is an inapproprate use of the

[E3

2 @ Internet
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A hitps: Hdtsproweb. defensetravel.osd.mil - BO00.1 - Microsoft Inter|

File Edit Wiew Favorites Tools Help

Logged In As: JAMES Lax
Screen (Dt &000.1

A New Era of Government Travel

Welcome to the Self Registration Tool.

Click on Basic
Information to start the
self registration process

raveler profile for acceptance.

Ition profile.

This is where wou enter the data that goes inta your DTS Personal Profile,

order to submit your self registration:

= E-mail Address
& Mailing Address (Street, StatejCountry, and ZipfPostal Code)
& Organization

Cloze Window
Help for this screen

m Defense Travel System M Basic Infor mation Additional Infor mation Submit Self-Registration

serftraveler profile has been started but not completed; please finish prior to submitting the

already hawe an existing user profile, and inadvertently created a self registration record, then
ere to delete wour staging profile. You will then be able to re-login and activate wour

In the Sasic Saformation seckion, the Following fields are mandatory findicated by an asterisk) and must be provided in

Current Date: 02-23-2008

|

3

desproweb. defensetravel.osd. miljdeploymenttonls{Seff Registration/Recommended

File Edit  Wiew Favorites Tools Help

=) @ Internet

.ﬁl’.‘

Fizld with ' ="' iz a required field when you submit on the BASIC INFORMATION page.

Start fl”lng out s with a bolded Field Hame are required to save data on the BASIC INFORMATION page.

your information

ATORY IHFORMATION

GENERAL IMFORMATION
First Mame» JAMES
Lazt Mame » L&X
Ariddle Initial v |:|
Use your AKO or appropriate SSM b 2oEE2I0ZZ
“.mil” email account

QL

* Email Address » |

MAILING ADDRESS

|

* Mailing Street 1 | |

Mhziling Street 20 | |

s ity ] —
Lg

* State [ Country »

A Click on the icon to select & walus

* Zip / Postal Code » :

When a magnifying glass icon is
present, you must click on it to
search for the information to fill
that field.

& Yes

Is this the same as Residence Address? »

REQUIRED WORK INFORMATION

Civilian / Military » | Clvilian v

@ Ma (If not, we'll ask you for it on the Additional Information pazs.)

=
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When you click on the magnifying glass above, this window will open.

FIELD |okup - Microsoft Internet Explorer

A htt ps:Hdtsproweb. defensetravel.osd. milfde ployment-tools/SelfRegis

| ‘State/Country Si arch |

&) UNITED STATES O FOREIGN DALl
CCONUS Only
C OCONUS & US Territories
Enter either a code or name to search for the state/country code:

Coder | |

Mame > | |

Enter in the
— two letter state
code and then
click “OK”

&) Done = @ Internet

2 http.

FIED |okup - Microsoft Internet Explorer

Cade Type Definitian Canus Flag

aH us QHIO c

Click on underlined
state code

&) Dane = & Internet

R Micr... X Def... i 2R http... 2R http...
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<A https:/dtsproweb. defensetravel.osd.mil - 8001.1 - Microsoft Inter

Gender » | NS4 S

File Edit ‘ew Favorites Tools Help

|

* Email Address » | 2l

MalLinG ADDRESS

* Mailing Street 1 »

Mailing Street 2+ | |

*Cityr | i

a

A Click on the icon ta select & walue

“Zip fPostal Code » [

O es =
@ Mo (If not, we'll ask you for it on the Additional Infarmation page. )

* State / Country »

NDS & DS technicians
select “civilian” and
then select pay grade

= as Residence Addresste

INFORMATION

| “Tech Status”
Civilian £ Military » | Civilian %
b [civiin ] should ALWAYS
2000 be NO
O ez
2) Mo

rik »

AGR select “military”
and then select pay grade

ech Status »

* Oreganization »
A Click on the icon to select a value

Service § Agency of Assignment »

Office Street 1 | |

Click on magnifying glass

Office Street 22 | to find your Organization

State / Country s EQ

A Clisle an tha deon o salact

| m |
@ é i Internet

[E3

<3 https:/fdisproweb. defensetravel.osd.mil/deployment-tools/SelfRegi FIED |okup - Microsoft Internet Explorer

Service £ Agency s | United States Army - ARMT ~|

Twper |US -- LS V A

state s [OHIG [
AN

Site »

OHIO NATIONAL GU»’-\RD( V|

CAMCEL

Use the drop down arrows to
select the appropriate service,
State, and Site

Click OK

&) Done =) @ Internet

B micr... 3 http... 3 http...
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== =]
Edit Organization Mame Setvice / fgency Site State
Select 147th Regiment (RTI) ARMY QHIO
Select 147th TRAIMING REG. ARAMCT OHIO
Find your organization. This
Select 16th ENGINEER BM AR CHIO . . ays
— is your full time position
Select | 174th ADA BOE AR OHID organization. Not your M-
Day organization. Once you
Select 371ST SUS BOE AR m——— ) .
find it
Select M— ARALT OHID click select
Select A2nd WD AR OHIO
Select 52nd WALD AR QHID
Select F3rd TROOP COMMAND AR OHIO
Select AVIATION OFFICE ARAT CHIO
Select CO5, 1G AR OHIO
Select COUNTER DRUG OPERATIONS ARALY CHID
Select DIRECTORATE OF IMFORMATION MGT AR OHIO
Select DIRECTORATE OF LOGISTICS ARAT OHIO ;I

[&7 Done [T T 5 8 mternet
ltlstartl & (2} @ Defense Travel Syst... I | @] Microsaft PowerPain. . I 48 Defense Travel Syst. . | 48| https: f{dtsprowstid. .. "@ https://dtsprowe... EE @ e B 11058

% 5elf Registration and First Time Login to DTS - Windows Internet Explorer RS
NCLASSIFIED =181z
= 1.

ey - 8] defensetravel.dod emofFirstTimellserLoginToD TS, htm?td={t FID=0641548CFTOKEN=55164936 +2|| | [Live Search Falid

File Edit View Favorites Tools  Help

W @ (@ sof Registration and First Time Login to DTS | | v B - gm - srPage - (0 Took - 7

1=

Emergency Contact Phone Number, [T ] =

ELecTrRONIC FUNDs TRANSFER DaTa

Account Type+ @ Checking 7 Saving {7 Mone

Account Routing Number » I:IQ
—
Account Number »

TRAVEL RESERVATION INFORMATION

Govennent s Cam (GOVCO) EFT Data is mandatory in DTS.
savance authorizmion » [caro oL Select either Checking or Savings and

Account umber [ | enter your account and routing
GOVCC Exp. Date » : numbers,

2 Format is m

ADDITIONAL INFORMATION

Printed Organization » [DTMOCSD
Present Duty Station »

Miles from Office to Airports l:l
Office Phone, 1111111111

Office Fax »

Organization Email» [email@email.com

Unit ID (UIC/RUC/PASSCODE) » (12345

FOREIGN TRAVEL INFORMATION

OFFICIAL (NO-FEE) PASSPORT INFORMATION

al I .ILI

J A ) ADOBE"CAPTIVATE

|

Done [T [ [@internet
ostart| (@ @ o (=] W] @] > O] inbox - Microsoft. . | [ ] Microsoft Access | @ Demonstrations (... | @ #app=415tsech... |[@ self Registrati.. B Documentt - Hicr... | Office ‘@GQ@.@O % =Py oisam
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istration and First Time Login to DTS - Windows Internet Explorer (=]
N SSIFIE
T PUCFID=3641 548 CFTOKEN=55164336 42| x| JLive search 2|~

~ [g] defensetravel,dod.mi i emojFirstTimeUserLoginToD T3, htm?td=1{t:

File Edit View Favorites Tools  Help

| | Bt - ) - doh - [y Page - G Took -+ Z
- =

W @i @ self Registration and First Time Login to DTS

Emergency Contact Phone Mumber » [ 11T TTTT 7

ELECTRONIC FuNDS TRANSFER DaTA

Account Typer % Checking © Saving € None

sesonssosios taners LIRS 160 have 3 GOVICC, select CARD
account Humber » [101010101_| HOLDER. If you are not a card holder,
secount onber, (LOEIEL_J select ADVANCE AUTH. You will then be
Financisl Institution - considered “Exempt” in the system.

TRAVEL RESERVATION INFORMATION

GOVERNMENT CHARGE CARD (GOVCC)

Advance Authorization » | CARD HOLDES

Account Number » | s pyance auTl

GOVCC Exp. Date » [FJL| ADVANC

NO ADVANCE
ADDITIONAL INFORMATION

Printed Organization s [DTMOCSD
Present Duty Station »

Miles from Office to Airport |:|
Office Phone, [L1T1T11T11

2 Format: 595555

offcerr L]

Organization Emsil» [email@email.com

Heit 10 riuc e /passeoner s [192am . I
.

ADOBE"CAPTIVATE

pore T @ [Foow -
@istart| [ &€ ©] =] ] & @lnbnx'Mlcmsnftml | 2] Microsoft Access | @Dsmnnstratmns(...l @#app:4lﬂ&ﬂacbm| @ Self Registrati,. 8] pocument - micr... | offics (O] (3 Ml =9 & & =B seam

NOTE: If you are NOT a GOVCC holder when you self register but later become a card holder, you must contact
your Approving Official in order to have your GOVCC information updated in your profile.

> self Registration and First Time Login to DTS - Windows Internet Explorer =12 x|
NCLASSIFIED
% S PRCFID=084 1848 FTOKEN=S5 164936, G | #2| x| uive search o|-

- |el defensetravel.dod emojFirstTimeUserLoginToDTS. htm?td={t

File Edit  View Favorites Tools  Help

1=

| | -8 - ~ rPage v (i Tooks -

5% 2ff (@8 self Registration and First Time Login to DTS

Emergency Contact Phone Mumber, 77 TTTTTT ] =]

2 Format:

ELecTRONIC FUNDS TRANSFER DaTA

Account Type» ¥ Checking ' Saving ¢ None

Account Routing Number » | 114000653 Y

E

Account Number» |101010101 Use the calendar tool to identify your card's
12

@ expiration date. Select March 31, 20
Account Number , (101010101 on the calendar
E J

x o

Select the double arrow (»>) to move
to the next year.

Financial Institution »

TRAVEL RESERVATION INFORMATION

GOVERNMENT CHARGE CARD (GOVCC)

Advance Authorization» |CARD HOLDER ~

Account Number » [4242424242424242
GOVCC Exp. Date » ]

ADDITIONAL INFORMATION <] < Today > [ =
Sun Mon Tue wed Thu Fri sat

Printed Organization » 1 2 3 4] 5 & 7
5 9 10 11 12 13 14
Present Duty Station» | 15 15 17 18 13 20 21
22 23 24 25 2% 27
Miles from Office to Airports | 2 30 31

Next year (hold for menu)
Office Phone »

2 Format: 5%5-599-599% x3999; up s racters

Office Fax» L

2 Format: 595.555.595%; up to

Organization Email» [email@email.com

Linit 10 0 C/RIC/PASSENDF s (12245 . =~

ADOBE”CAPTIVATE ™

naracters

Dane [T T [ [&internet
Wistart| (@ @ O (=] W] l@] > |0 inbox - Micrasat,.. | 2] Micrasoft Access | @ Demenstrations (... | @5 #app=4188gech... |[@ Self Registrati.. | ] Documentt ~Micr... | offics (0] 13 » Ml 2@ B € < B si6am
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==ix]
(CFID=2641548CFTOKEN=55164936 =10 & [ #2 )] | Juive searcn Pl i

File Edit View Favorites Tools  Help

¢ @F @ self Registration and First Time Login ko DTS | | [ - feh - |k Page v (0f Tools + 7
Tast Name v = =l
Middle Initial» ||
Birth Date »

2 Format is mm/

PassportNumberr [ |
Issuing State / Country » Q

2 Click on the icon to sslect a valus

Expiration Date »

X Format is o/

REGULAR (TOURIST) PASSPORT INFORMATION
First Name »

Last Name »

Middle Initial »

Birth Date » Select the SAVE AND PROCEED buttan

2

Passport Number »
Issuing City »
Issuing State / Country »

Expiration Date »
= Form

SAVE AND PROCEED CANCEL WITHOUT SAVING

al I .

S L ) L LD EJ B avoeecapmivate™

Done [T T [ [ [@ntemet

E
@ stare| (2 @ (O] =] ] @] * [S]nbox - Microsoft | | 2] Microsoft Access | € Demonstrations ... | & #app—41888sch... | @ Self Registratio... 8] bocument1 - Micr.., | offics [[5] (5 Lo [M] =@ 8 & & B a7 am

licrosoft Internet Explorer

Favorices  Tools

a of Governmen

Current Date: 02-27-2008

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

RESIDENCE ADDRESS

* Residence Street 1+ [1393 Scenic Club Drive

Residence Street 20 | |

* Residence City » |Wester:

ille Enter your residence phone
oH @,

A Click on the icon ta selact & walue

Residence Zip ¢ Postal Code s __43081 - - i
i Do not give an airport

L e preference or it will limit
* Residi OINE ¢ i
Ph 2 Format: 999-999-9999 =599%; up to 20 characters your_ ChOIces Wh_en
making reservations

* Residence State f Country »

Residence Fax
A Format; 99%-399-9999; up to 20 charactars

Aar TRAVEL PREFERENCES

Airport s | o
AClck on the icon to select a walue

Preferred Seating » 'l

Special theals » | =

Special Meeds » ‘ |

=
Eioare T

ﬂstartl @ (B} &) DFas - HOME - Mic... I | @] Microsaft PawerPoin. . I 2] Defense Travel Syst. . ”@ https://dtsprowe... & | myPay Web Site - Mi... I MBS s(ve B 1109 aM
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Edit  Wiew Favarites

dtsproweb.defensetravel.osd.mil - 8001.2 -

Tools

icrosoft Internet Explorer

Help:

_—

Special Meeds»

FREQUENT FLYER

-fdd

I1f you have frequent
flyer numbers, you
can add these here

Edit Delete Frequent Flyer Mo

Airline Member Mo Member Status

Mo data in query results.

LoDGING PREFERENCES

™

Preferred Lodging » I

Lodging Special Meeds » ‘

REMTAL CAR PREFERENCES

Do not give lodging
or rental car

preferences or it will
limit your choices
when making
reservations

Preferred Rental Care I

Rental Car Special Needs » ‘ |

Perzonal Remarks » ‘ |

SHOKING PREFERENCES
Smokers 0 MNa € Yes

EANCEL WITHOUT

AMD PROCEED

Click Save and Proceed

S B e e
B s B t0am

@ Done
ﬂstartl a8 @ @ DFAS - HOME - Mic. .. I @ Microsoft PowerPaoin, . I @ Defense Travel Syst. .. ”a https:/ /dtsprowe... @ ryPay Web Site - Mi.. | E‘}

tsproweb.defensetravel.osd.mil - 8003.1 - Microsoft Internet Explorer o = |§|
| File Edit View Fawvorites Tools  Help | ?f |
Logzed In As: KRAIG Ha L LAk Close Window =]

Screen D F003.1 Help for this screen

Defense Travel system Home Basic Information Additional Information

A New Era of Government Travel = .
Current [ ate: 02-27-2008

You are going to submit the traveler profile to DTA,

Click “Submit” button

=]
[&] bone [T | |5 [ mnkernet
E‘Startl & (2} £7DFAS - HOME - Mic. ., | |&] Microsaft PowsrPoin, . I | Defense Travel Syst... ”@ https://dtsprowe... & ] myPay Wsb Site - Mi,., I ME® @ B8 10am
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disproweb.defensetravel.osd.mil - Submitted confirmation - Microsoft Internet Explarer 18] =i

|Fﬂa Edit  Wiew Favorites  Tools  Help | '?F|

Close Window :I

Defense Travel System

A New Era of Government Travel -
'Your self registration has been submitted. A DTA will review your registration and a notice will be sent to you either by email (if organization email is
set) or by phone to let you know if your self registration is approved or rejected.

You have now completed the self
registration process. An email will
be sent to you confirming your
registration. Once you receive this
email, log back into DTS.

=
@ Done ’7 ,7 ,7 ’7 ﬁg & Internet
ﬂstartl @ [ & DFAS - HOME - Mic... I |@] Microsaft PowerPoin. .. I | Defense Travel Syst. . ”@ https://dtsprowe... & | myPay Web Site - Mi... I B8 v BE 1AM

2l Defense Travel System - Microsoft Internet Explorer

File  Edit Miew Favorites Tools  Help iz‘
@ Back ~ ) x| |7 73 ) Search < Favarites {-‘t = ] ﬁ
o’ = Ll | A s & e #
https:/fdtsproweb . defensetravel. osd. milfwlisitefget_ssn.jsp v| [=te] Links 2>
=

Defense Travel System

A New Era of Government Travel

User Activation

Your user account needs to be activated

If vou would like your account activated, complete the
form below. The form reguires that you enter your social
security number twice, Please enter your 55K
exactly as it appears in your profile, including any
trailing characters {i.e. 123456789 or
98T654321R)

Enter Social Security | ]
Murnher:

G A ~ | The User Activation screen will
appear after you log into DTS.
If the values entered match an accountin D Enter your SSN and CIICk
automatically be logged in. “Submit”_

Selecting the "Cancel" button will terminate
process.

@Duns é i Internet
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=181%]

|| x| fuve search £~

/2 Self Registration and First Time Login to DTS - Windows Internet Explorer
—_— UNCLASSIFIED

)~ |g https: {jwwen. defensetravel. dod.miljwbtraining/AuthDemo,First TimeUserLoginToDTS. htm?td=-{t

(=1 ="} (CFID=954184RCFTOKEN=55164956 j
il e/

File Edit Wiew Favorites Tools  Help

W% @k @ sef Registration and First Time Login to DTS | | - B - b v orPage - Tools <

Logged In As:  Terry T Carson Help for this screen il

Defense Travel System

A New Era of Government Travel

Logoff
Official Travel ¥ Official Travel - Others ¥ Traveler Set. Administrative V|
My Signed Documents
Welcome Terry T Carson
D - Current Departure T
Organization: TDZDTMOCSD oeument Hame Status Date vpe
Org Access:

Na decuments found.

Group Access:

permission: Congratulations!

You can now begin using the
system to input your travel

ieteome to BT requirements.

Message Center

Back to Top

B [l e e N (o =

4 LU bl Ll e L_J L_J [l  ADOBECAPTIVATE"

-

[pene [0 T T T T 6 eemet [Hoee -
J;t,»startl @ @ O = W @ * O mbox-Merosoft... | [5] Microsoft Access | @ Demenstrations (... | & #app=41888ach... |[ & self Registrati... | #]Document: - picr...| office [LE G aMED R & By sz
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Understanding the DTS Home Page

Defense Travel System - Welcome to DTS - Microsoft Internet Explorer

File  Edit  Wiew Favorites Tools  Help a

@Ba:k - ad |ﬂ @ _h /._" Search 5 7 Favorites .f _‘_l ﬁ

Address 1@ hitkp: f fvwews  defensetravel, osd.milfdts/sitefindex, jsp Links 2>
-~

i Defense Travel System

A New Era of Government Travel

S Welcome to DTS!!

DTHO Website

Welcome to the new era of government travel that can really take vou

i “ H ”
Hews & Events places. BobD Cantel Click “Login To DTS”.
for Travel
e . . s Excellence . -
Training Featuring the best practices inindustry and plug-and-play components,
FAQs Cefense Travel System streamlines the entire process involved in global Sagle Souia Thls wi ” take you to the
Department of Defense (DoD) travel. Information H H
Travel Assi Click ver Privacy and Ethics

Center (TAC) Pol ICy page.

Login to the Defense Travel System
Document Library

Click on the button below to begin using the Defense

Contacts System Status

| DTSz Available

Notice “System Status”.

First Time Users Training

1A

D EWTS Do NOT login unless

Click below to learn more about Click. below to learn how to use EWTS iz Awailable, -

Provide Feedback Here! DTS and the tools required for DTS and for additional training L ] DTS StatUS IS GREEN
use, resources.

#1 Click here to submit
comments on the Defense
Trawvel System

pistance Learning Notices More DTS Training Classes |

o A ailable!

- W | Recenttpaates
d |

+

= Traveler's Unused Ticket Responsibility

¥

Two Days Prior to Travel,
= Two Days Prior to Travel, Check for CTO Ticketed Check for CTO Ticketed

£

& Internet

A Defense Travel System - M

rosoft Internet Explorer

File Edit  Wiew Favorites Tools Help ﬂ“‘
" . j :"ﬂ ) =y o Y |1
@ Back > o <] _h 7 Search L. Favorikes {‘f} | (=1 __| ﬁ
Address i@ https:fidtsproweb . defensetravel.asd. milfwlfsite findex. jsp v| Eo Links 22
T TETTTE T SECar Ty EwIoes armg TETTTS, (0 OFEvelT OrTauuor 280 Os e g v 0T IoTTs O Staiates a1y SECarT T -

regulations, to deter criminal activity, and for other similar purposes. Any user of a DoD interest computer systern should i
be_ aware that any information placed in the system is subject to monitoring and is not subject to any expectation of
privacy.

If rmonitoring of this or any other DoD interest computer syster reveals possible evidence of criminal statutes, this
evidence and any other related inforrmation, including identification information about the user, may be provided to law
enforcerment officials, If monitoring of this or any other DoD interest computer systern reveals any violations of security
regulations or unauthorized use, employees whao violate security regulations or make unauthorized use of DoD interest
cormputer systems are subject to appropriate disciplinary action.

ETHICS

Trawvelers must comply with the Federal and Departmental ethics rules when accepting travel benefits {i.e. goods,
services, or payment) from non-Federal sources. For DoD personnel, see Joint Ethics Regulation, DoD S500.7-R, Chapter
4, Travelers may keep items of nominal value (as defined in applicable ethics regulations). Travelers may also keep
benefits received for woluntarily wacating a seat on an over-booked flight, but are not to vacate their seat if the
Government would incur additional costs or if it would affect the rission.

PRIVACY ACT

AUTHORITY: 5 U.S.C 57, Travel, Transportation, and Subsistence; 10 U.5.2, 135, Under Secretary of Defense
(Comptroller); 10 U.5.C. 138, Under Secretary of Defense for Personnel and Readiness; 10 U.5.C. 3013, Secretary of
the Army; 10 U.S.C. 5013 Secretary of the Mavy; 10 U.5.C. 8013 Secretary of the Air Force; DoD Directives 7000.14-R;
and E.0. 9397 (SSM), PRINCIPAL PURPOSE(S): To obtain information for processing a reguest to travel at Government
expense on official Department of Deferse business and far processing a claim for reimborsement of authorized and
legitimate expenses incurred as a result of such travel.

ROUTIME USE: For Federal and private entities providing travel services for purp
Government expense for official business.

Click “Accept”.

DISCLOSURE: Voluntary, however, failure to provide all of the request forrmation may preclude the processing of

both the travel request and the claim for reimbursement.

DEPARTMENT ©F DEFENSE: Department of the Army Marrativ

Act of 1974,
Accept| D e]

sternent on a New Systern of Records Under the Privacy

(£

&) Done 2 @ Internst
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) Defense Travel System - DTS - Microsoft Internet Explorer

File  Edit iew

@ Back -

Favorites  Tools  Help

il

<) |ﬂ @ h:} /_\' Search }:3 Favarites {-ff *

Address :@ https:ffdtsproweb, defensetravel.osd.milfwlfsitefindes. jsp V| Go Links ®
Logged In As: DAVID A. DELAUTER Helo far this screen it
This is the navigation bar. Each bar
has a drop down menu that will give If you are a Reviewer,
= you additional options i
Defense Travel Sys you can view the
A New Era of Governmenjg@avel it documents awaiting
your action.
|official oOfficial Travel - ‘,' Traveler " .Repurts ¥ Administrative \DMM. V|
Travel | Others | Setup | :
Documents Awaiting Your Approval -->  Click Here
Welcome DAVID A.DELAUTER
Organization:  DA1800HAHRO My Signsd-Documents
Org Access: Da1800HA
SR Halis Current Departure Type
Group Access: OHAa Status Date
Pertrission: 0,1,2,3,56
el o VOUCHER
TGE032005_L041.1 SLUBMITTED 03/20/08 LWicH
TCHAMPTONHAMPOSIZ0E 401 CTOBOOKED  OR/02/08  ALTH
Message (=atas
This area shows the organization b0s Ak
Plesse remg  to Which you are assigned. It also | TSoAMUHNARGADE1705_AD1 RECEIVED  CET7/0E AUTH
attained frof - shows your permission levels if
when dialing oy are a Reviewer or Approver
other subst
This area shows your signed documents for
travel. Check often to see the status of your
document. For a detailed explanation of status
codes, refer to “Understanding Stamps and
Status Codes” in the Table of Contents. 3

@ D75 - apen document: TEHAMPTONHAMPOSOZ0S_A01

=] W [nrernet
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Navigating through DTS — Using the Navigation Tool Bar

Use the Navigation Tool Bar at the top of the DTS screen to Navigate through DTS. When you are
creating an authorization for orders, a voucher or local voucher, you will always have a navigation bar at
the top of the page. The top light blue bar is the main navigation menu. The dark blue bar is the sub-
navigation.

When you click on a light blue top navigation tab the top tab turns dark blue and opens sub navigation

tabs on the dark blue bar below. This is the easiest way to move around in DTS. Below are pictures of
the navigation bars and what you can find in each one.

Mravel Expenses Accounting Additional Options  Review/Sign
-Trip Overview FPer Diem Locations

Itinerary Tab: When you click this tab you are able to view the following sub-tabs:
o The trip overview screen
e The Per Diem locations screen

Itinermepenses Locounting  Additional Options  ReviewsSign

Rental Car  Lodging  Other Transportation STNESP

Travel Tab: When you click this tab you are able to view the following sub-tabs:
e Air or Rail travel reservations

¢ Rental Car reservations

e Lodging reservations

e Other transportation

e Summary of travel itinerary

Itinerary Travewcmunl_!ng Additional Options Review/Sign

' Mon-Mileage Mileage Per Diem Entitlements Substantiating Records

Expenses Tab: When you click this tab you are able to view the following sub-tabs:

¢ Non-Mileage expenses (for hotel room tax, travel agent fee, parking TDY etc.)

o Mileage expense: This is where you will claim your mileage for driving your POV (if
authorized).

¢ Per Diem Entitlements: Identifies what the Per Diem rate is for your travel location.

¢ Substantiating Records: This is where you upload your receipts and any other documentation needed to
justify your trip expenses.

Created by the Ohio National Guard 18



itinerary  Travel EnpenﬁeMddmnnaleunns Review /Sign

Accounting (odes Trip Totals

Accounting Option Tab: When you click on this tab you are able to view the following sub-tabs:

e Accounting Codes: This section of the authorization provides the ability to select a Line of
Accounting (LOA).

e Trip Totals: quick check of the projected total trip cost in this section.

Itinerary Travel Expenses An:cﬂunt!n?weﬁem&gn

AU | Payment Totals Partial Payments Advances

Additional Option Tab: When you click this tab you are able to view the following sub-tabs:
e Profile: you can make changes to your profile information here.

e Payment totals: Provides the opportunity for you to direct additional funding be applied to your
Government Travel Card (split disbursement).

e Partial Payments: View partial payments made during extended TDY trips (over 30 days)
e Advances: Advances are used for individuals that do not have a Government Travel Card

itinerary Travel Expenses Accounting Add{[iﬂnal{]pumM

AEENENYW Other Auths,  Pre-Audit Digital Signature

Review/Sign: When you click this tab you are able to view the following sub-tabs:
® Preview: Preview your trip.

® Other Auths: Complete list of other authorizations available for selection (variations,
excess baggage etc.)

e Pre-Audit: Validates information and identifies any potential problems with the authorization or
voucher that may need justification

® Digital-Signature: This is the final step where you “digitally sign” (or submit) your
authorization or voucher.

Created by the Ohio National Guard 19



Setting Form Defaults in DTS

Setting the form default will allow the user to print various documents in the government format
(i.e.; orders — DD 1610 // travel vouchers — DD 1351-2 //local vouchers — SF 1164 )

Your default form setting only need to be established once!

f_ Defense Travel System - DTS - Windows Internet Explorer _|& |£|

@: - IE, attps: fjcteproweb defencetravel .osd mil fwl/fzize findex jsp j| E || [ % | |L" re Search e '

File =dit Vew Favortes Tools Hzlp

- P >
‘i:? ﬁ'ﬂ? @DefenseTra\rel System - DTS | | fi}' - m v |.-_.-_,]°PagE - :Q}‘I’oos -
Locged In As:  DAVID A DILAUTCR Help fur Lhis sure=n 2

Click on traveler setup, then
form preferences

Defense Travel System

A New Era of Gevernment Travel

Official Travel ¥ Official Travel - Others Y.-Administraﬁv

. : | Available Routing Lists igned Documants
Welcome DAVID A DELAUT, .., preferences
| Current Deoarture

Crganization:  DA1B0OHAHERatesioakun [Ratiees Stalus Date  1VF®

Crg Access:
| | NV, 5
CDARLINGTONVAIOOEOS M- o oo o0 /08009 AUTH

Group Access: a1
Permission:
LIDAHLENG | DNVAIDUEDY VU1 HAIL WWUBIUY VA
OS5 ACK
COMEWORLEANSLT 11509 _AD1 11,1509 AUTH
Meszage Center R T B P T T RECEIVED

Effective immediately, Budzet Rert-A-Car is no longer

NOTE: Use the next three screen shots as an example of how to correctly set your form defaults.

= | https: H/dtsproweb. defensetravel.osd.mil - Defense Travel System - e 3 [soft Internet Explorer

File Edit Wiew Favorites Tools Help

Following information represents the type of form andfor attachment that will print for the various document types (Woucher,
#uthorizations, Cash Advance).

Authorizations f Orders

select all forms that apply. When printing a document, see footnote (%) below for explanation.

TN

— Authorizations:
() Default @ Gowt+Form O Govt

Cash Advance: The radio buttons should reflect
() Default @) Gowvt+Form () Gowvt ) None >— )
what is shown

~ Group Auth;
) Summary (& Summary & Individual

Itinerary Lizting (Check thiz box if wou want to print itinerary information for reservations. )

Voucher

Select all forms that apply. Whsn printing a document, ses footnote (*) below for explanation.

Woucher:
() Default (& Govt+ Form ) Gavt

[E3

&) Dore 2 @ mnternet

" Tl DEFENSE TRA. .. X https: " o 0L R w0
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el https:/dtsproweb. defensetravel.osd.mil - Defense Travel System - soft Internet Explorer

File Edit View Favorites Tools Help

Waoucher:
) Default & Govt+Form () Govt

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

The radio buttons should reflect
what is shown

Attachments

Following represent a specified section (block ) on the corresponding form listed, to print the document name. Check all that apply,

D Document History (Prints the electronic history of a document and shows each step in the electronic approval andfor processing of
the document. )

Accounting Detail (Prints the subtotals of a document s expenses by accounting code and expense category. )

D Privacy Act (Prints the Privacy Act Statement.)

Print Document Hame
Folowing represent "attachment" or additional pages that will print with the document.

D Block 3 of SF1012 (Prints the document name on block 3 of form SFA012.)

Block 2 of 5F 1164 (Prints the document name on block 2 of form SF1164. )
D Block 22 of DD1610 (Prints the document name on block 22 of form DD1610.)

D Block 1 of GSAS7 [Prints the document name on block 1 of form GS487 )

Morfaiab Duirde ol 4o ool Aok o i o e b in et b enmd Sk

@ Done

£

é 0 Internet

e | https:Hdisproweb. defensetravel.osd.mil - Defense Travel System - oft Internet Explorer

File Edit View Fawvorites Tools Help

[]Document Histary {Prints the electronic history of a document and shows each step in the electronic approval andfor processing of
the document. )

accounting Detail (Prints the subtotals of a document™s expenses by accounting code and expense category. |

D Privacy Act (Prints the Privacy Act Statement.)

The radio buttons should reflect
what is shown

Print Document Hame

Folowing represent "attachment"” or additional pages that will print with the document.

D Block 3 of SF1012 (Prints the document name on block 3 of form SF1012.)

lock Z of 5F 1164 (Prints the document name on block 2 of form SF1164. )
[[]Block 22 of DD1610 (Prints the document name on block 22 of farm DDA610.)

[[]Block 1 of GSAST (Prints the document name on block 1 of form GSAS7.)

Defautt—Frints all the travel data in a comprehensive, easy-to-read format,

Govt+Form—Frints the document information and government travel form on plain paper. The type of government travel forms printed vary
from agency to agency.

Govt—Prints the document on a pre-printed government form, Insert a government form into wour printer and DTS "fills out" the form blocks,
Hone-""Cazh Advance settings only, Turns off the printing of a cash advance,

Summary —Prints the group authorization and one cash advance summary,

Summary & Individual—Prints the group authorization, one cash adivance summary; and a separate autho o cach ad e 5

travelsr in the group authorization, Click “Save Form Defaults”

Hote: You must choose a form type in the Cash Advance field for a cash advance to print for each tra:

Save Form Defaults

[l

@ Done

2 & Internet
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Understanding Terms, Stamps and Status Codes

Your authorization/order and voucher goes through many different processes. Below are the
stamps and status codes to help you understand where your document is in the process:

CTO: Commercial Travel Office. Carlson Wagonlit, Ft Campbell KY. 1-800-296-2959

AO: Approving Official. The person designated in DTS to approve travel.

PNR: Passenger Name Record. Reference code assigned to an individual’s travel document.

LOA: Line of Accounting.

STAMP: Represents document status.

CREATED: New document had been generated. No actions will occur until it is digitally signed.
SIGNED: Used by the traveler to initiate a document. Makes the document a permanent part of the DTS
database for 15 months and initiates routing of the document following the specified routing list in the

traveler’s profile.

T-ENTERED: Similar to “Signed” except used exclusively by the Non DTS Entry Agent (NDEA) when
signing voucher claims for a traveler.

CTO SUBMIT/CTO BOOKED: Conditional for all routing of authorizations that use the reservation
module and needing travel counselor action to make reservations and provide “should cost data.”

CTO AMENDMENT: Identifies that a travel document has been changed after it has been approved.
CTO CANCELLED: Identifies that a travel document has been cancelled and queued back to DTS by the CTO.

REVIEWED/AUTHORIZED: Used by various routing officials, such as supervisors and clerks, to
indicate a document has been opened and examined for accuracy and completeness.

POS-ACK RECEIVED: Acknowledgement that an obligation of funds has been submitted for this document.
CERTIFIED: Typically used by budget officials to indicate a document has been opened and some
offline (outside DTS) action has occurred such as line of accounting selection, certification of funds

availability in a separate system, etc.

APPROVED: Must be used for each document type to indicate the document has been approved for final
processing

RECONCILED: Indicates that a voucher has been processed against an approved authorization.

RETURNED: Used by various routing officials to send a document back to whomever assigned the stamp “Signed”
to the document, for lack of information or other problem. The document can be resubmitted, once necessary
changes are made, by re-signing the document starting the routing process over again.

CANCELLED: Used by routing officials or travelers to terminate a travel authorization.

ARCHIVE IMAGE ACCEPT: All actions are complete and the document has been archived.
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Creating an Authorization for Orders (DD 1610)

An Authorization for orders is a request for approval to travel.
Important points about certain aspects of authorizations:

e Do not use quotation marks (“.*) in the comments fields and do not copy and paste text from a
word document into the authorization. This sometimes enters unusual text characters that can
cause problems.

¢ Be sure to look carefully at the Trip Summary. If a reservation is missing from the summary,
then it will not be booked by the Commercial Travel Office (CTO).

o If you do not digitally sign your authorization within 24 hours of selecting reservations for air
travel, hotel or rental car, the reservations will be cancelled and must be selected again. To verify
that you have digitally signed the authorization, the status code will change to one of three
different codes: “Signed” or “CTO Submit” or “CTO Booked”.

e Three business days prior to travel, you should receive an email informing you that you have
been ticketed by the CTO. If you do not receive an email by this time, contact your LDTA.

o DTS is a paperless process therefore, the Comments/Remarks block should be used as a
communication tool between the traveler and the Approving Official (AO). Comments/Remarks
should be made by the traveler to the AO when an entry on the Authorization may be questioned
or require clarification by the AO prior to approval.

SEE STEP-BY-STEP INSTRUCTIONS ON THE FOLLOWING PAGES
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Create an Authorization for Orders — Step-by-Step

A Defense Travel System - Welcome to DTS - Microsoft Internet Explor:

File  Edit View  Favorites Tools  Help

@Back ol > @ @ k:'j /._" Search ‘i‘"\?Favorltes £

.*"n

Address | @] hetp: . defersetravel.osd, milfdts/site/index. jsp v B o tnks >»
——— =
K Defense Travel System SearchDTs | | 6ol
Ablor Era ot Governme st Brat
Home Welcome to DTS!!

DTMO Website

DTHMO Website Welcome to the new era of government travel that can realy tske you

places. DoD Center
Hews & Events for Travel
Training Featuring the best practices in industry and plug-and-play components, Excetiadel

Single Sour LY pey

Defense Trawvel System streamlines the entire process involved in global for Trawel

Filles epartment of Defense (DoD] travel. Informaticn ] . .
el epartment arBefense o) el cucenere | LOg 0N by clicking the green

Sonter (FAC) Login to the Defense Travel System

“LOG ONTO DTS”

Document Library

Click on the button below to begin using the Defense Travel System.
= = £ System Stati

Contacts ? us
| | DTS
I | ! .| (M| 07 i Available.
. First Time Users Training IEI EWTS
Click below to learn more about Click below to learn how to use EWTS is Awailable.
Provide Feedback Here! DTS and the tools required for DTS and for additional training L
use. resources.
s i Recent Updates
: LEaN wORE [ rraminG | ‘
— L | | + Click here o submit
comments on the Defenze
[ Trawel System
pistanee  Learning Notices

# More DTS Training Classes -

Ml Availabis!
s Traveler's Unused Ticket Responsibility on oyalanle

+1 Two Days Prior to Travel,
1 Two Days Prior to Travel, Check for CTO Ticketed Check for CTO Ticketed

[

& Internet

Defense Travel System - DTS - Windows Internet Explorer
6\:_—_;‘ - |g, https: fidtsproweb.defensetravel. osd.milfwlfsite findex.jsp
File Edit View Fawvorites Tools Help

e b €& Defense Travel System - DTS I I

Logged In As: DAWVID A DELAUTER Help for this screen

Defense Travel System
A New Era of Government Travel
=
Official Travel W Official Travel - Others W |Traveler Sety Administrative v

My Signed Documents
Welcome DAVID A DELAUTER

Current Departure T
Organization: DA1B80OHAHRO . Status Date vpe
Org Access: The welcome screen will
Group Access: appear. This is the main RECONCILED  10/08/09 AUTH
Permission:
screen. PAID 10/ 08709 VCH
POS ACK
DDHEWORLEAMSL111509_AD1 11715709 AUTH
Message Center RECEIVED

Effective immediately, Budget Rent-A-Car is no longer
operational in Germany. Current government car rental
reservations with Budget will be honored through Avis
Rent-A-Car in accordance with the terms and conditions
of the U.5. Government Car Rental Agreement. Budget
Rent-A-Car is in the process of removing their locations
in Germany from the Global Distributon System (GDS),

| although they are still being displayed in the Defense
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Defense Travel System - DTS - Windows Internet Explorer - | ﬁ'|5|

T https://dtsprows setravel. osd. milfnl fsite findex . jsp
—

File Edit Wiew Favorites Tools Help

|| % ILi'.eSeal'ch L~

o (& Defense Travel System - DTS | | - - e - sk Page - () Tools - 7
Logged In As: DAVID A DELAUTER Help for this screen =
“a Defense Travel System
A e Eraof Government Travel
[BFRESITENEIL] ofricial 1ravel - Others ¥ Traveler Set| Administrative . ..
ot /ortes Click on Official Travel -
Vouchers ny o then —
A DELAUTER At
Local Vouchers Authorizations/Orders
Group Authorizations/Orders 1A 1S8300HAHRO Document] pe
QOrg Access:
CLAALING Oy ALLEUE A1 RECOMNCILED 10/08/09 AUTH
Group Access: o
Permission:
DDARLINGTOMNYA1 00809 W01 PAID 10/08/09 VCH
POS ACK
DDMEWORLEAMSL111509_AD1 11/15/09 AUTH
Message Center - RECEIVED
Effective immediately, Budget Rent-A-Car is no longer
operational in Germany. Current government car rental
reservations with Budget will be honored through Avis —
Rent-A-Car in accordance with the terms and conditions
of the .5. Government Car Rental Agreement. Budget
Rent-A-Car is in the process of removing their locations
in Germany from the Global Distribution System (GDS),
although they are still being displayed in the Defense
Travel System (DTS). For questions regarding the
program, contact the Travel Assistance Center (TAC) by
calling 1-888-Help1Go or by submitting a help desk ticket LI
|https: fyettspr setravel.osd.miljwlfsite faccess.jspPmenu =Authorizations % 2FOrdersdmenu_id=1 | ||| |7 Trusted sites | Protected Mode: Off [=wow -
-L"startl m e @ ArmyHome ... | @ DvD RW Dri... | DTS Manual.... | £21] seff registra... | @8 DefenseTra... |[ @ Defense Tr... @_]DEFENSETR...' « Gy WY 12:31PM
- S https:/ /dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - =
File Edit View Fawvorites Tools Help
Logged In As: DAVID A DELAUTER Screen ID: 1001.1 Close Window | —
Traveler Mame: DAVID A DELAUTER Document Type: Authorization Help for this screen
"
| Defense Travel System
A New Era of Government Travel
bl
View Vouchers View Local Youchers View Group Authorizations
1
g —
{ Below is a list of your existing authorizations/orders. Please select the function (edit, print, etc.) corresponding to the appropriate
authorization/order.
£ I
Click on Create New
5 = Create New Author‘izationﬂ)rder< . T = NEXT 25
Authorization/Order
Existing Authorizations/Orders
L Sort by Sort by Sort by Remowve /
Wiew/Edit Print A d
Document Hame Status TA Humber rn Trip Cancel men
9 DOUNKO41109-02 HiA CREATED = edit = print > remove
n
3
W DDNEWORLEANSL111509_A01 11/15/09 POS ACK RECEIVED OWTHTE = view = print = trip cancel > amend
1
€ DOARLINGTONVATB09_ADT-01 10708./09 RECOMNCILED OWOG3M = viEw > print
a
3 DODLOSANGELESCO91109_AD-02 0911509 RECOMCILED OVMHJIL = wiew = print
Pl
t =]

Note: If you are using DTS for the first time, you will be prompted to review or update your
Profile information. Make necessary changes and click Update Personal Information.

You CANNOT make changes to your EFT or Government Travel Card information. Contact your LDTA!
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A https:/dtsproweb. defensetravel.osd.mil - Defense Travel System - § |/} |FIEL: [soft Internet Explorer

File Edit Vew Favorites Tools Help

.zr

Booking Travel using the Defense Trawvel Swstem requires that wou first prowvide information about your starting and ending locations (usually
wour home or duty station) and your TOY Locations for per diem purposes, You will be able to request bookings for transportation (e.2., air
cat, tail) and lodging after these initial steps are complete,

Please Mote: & Red Star (™) indicates a field is required.

-~

Select your departing location

Select your departure date

| am leaving from - (Select from Hst or enter below): Starting Locatight@in Profile:
: v - T EFmh .
sStarting Point:  [RES: COLUMBUS |« o | searen | RESIDEMCE using calendar tool
— - DUTY STATION
*Departing on; n2/26 /2008 | <
(mmfdd dyey)
“Trip Type: | a4-ROUTINE TOV/TAD vi < “Trip Purpase: | SPECIAL AMISSION TRAVEL  ~ | ALWAYS select

Trip Description:
DTS COMFEREMCE

For Trip Purpose and Description, see
NOTE below.

AA-ROUTINE TDY/TAD

| will be traveling to my TDY location by - [Select from the list below|

Commercial

If you are travelling by POV or
GSA, select “Other”

Air Rail Rental Car Other
® o o © ¥

{Claim Private Wehicle Transportation in Expense-Mileage. Use of Government Wehicle iz non-reimbursable, show this in Expense-ton-Mileage. )

Mde s T femmimn i PO e (L g e e

£

@ Dione

a é ‘ Inkernet

74 start CfepmBEe B

BER® AR - e

NOTE: A complete description of the purpose of your TDY must be entered under “Trip description”. If you
are attending a centrally funded course at PEC, you MUST list Course Number, Course Name, Class

Number, and the PEC Line of Accounting Label.

= 1 htips:ffdtsproweh. defensetravel.osd.mil - Defense Travel System -

File Edit View Favorites Tools Help

wS3S|FIED [soft Internet Explorer

Commerc1al Rail Rental Car
Air
® L] i)

I will be traveling to my TDY location by - (Select from the list below]

Other Time:

o [1400 7

“Location 1: Use Location Tools at Right] retiirn datp

My TDY tocation is - (where | will be wor]  CHICK ON Calendar
bOX tO Se|eCt yOUI’ ocation Tools:

rch by:

Location

=Arriving on: EDZ.-‘ZEJZDDS | 'I
.(mmfddfyyy»’] /
*Departing On: h Wiil YI

(mm fdd ey )

Click on rental car, bling to another TDY Location?

At this location | will need - [Select all that apply from the list

Rental Car Lodging
/ /

|

“Time” is used to find airline flight
departures

{Claim Private Wehicle Transportation in Expense-Mileage. Use of Government Vehicle is non-reimbursable, show this in Expense-tlon-Milsage. )

Use the location tool bar to
4| search for your TDY

StatesCountry - Location

Zip Code

County Lookup

| .

| location
|

|

If you have made lodging reservations,
including group or pre-designated

lodging, do NOT click “Lod

gingu

if needed at your ves | Ne
TDY location

If you are travell

Created by the Ohio National Guard
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2 hitps: Hdtsproweb. defensetravel.osd.mil - Per Diem - Microsoft Inte

diem location, Mote: A match may not be found for the information you enter, Tou may change your search criteria or use | ~
one of the other search options,

Search Term: (TOV/TAD Location)

SAINT LOUIS Search Location I —

Type in the city and state code of your TDY
location and click “Search Location”

Search Results:

"SAINT LOWS" produced & results, If the location you typed (example: Mew York City) does not appear in this result list, try
typing in a more specific area [ example: Manhattan ) and search again, | you still cannot find the desired location, you may
use one of the other search options,

TOY Location(s):

Statef Conuss  DOD Bases Seasonall

G et | regia ="1 Select the required location radio button

Select Location County

SAINT LOUIS (5T,

[} LOUIS CITY) ST, LOUIS Cf 01401 - 12731 70,00 39.00
@ Lowis) 5T, LoUls MO C 01401 - 12731 106.00 59,00
3 SAINT LOUIS PARK HERMNEP M MR c 01401 - 12531 121.00 &4.00
() SAINT LOUISWILLE LICKING oH c 01401 - 12531 70,00 35.00
O SAIMT LOUIS GRATIOT whl fos 01501 -12/31 F0.00 39.00
£ SAIMT LoUIS POTTAWATOMIE O c 01401 - 12731 70,00 39,00
[} SAIMT LOUIE MARIOMN OR C 0101 - 12731 70,00 39.00
£} SAIMT LOUIS SMITH T c 01401 - 12531 F0.00 39.00

Click “Select

Add to the location, a "Specific Place" to further define the TDY location, and CIOSE”

Specific Place (Optional) |

Select and Close

If the desired location is not listed, please use one of the search tools below by selecting the link.

K3

&) Done 2 @ Internet

SO
C

File Edit View Favorites Tools Help

My TDY location is - [where | will be working]: Kdd New Perbem location
Location Arriving On Departing On Edit Delete .
: Select your return travel location,
Insert 1 SAIMT LOUIS (ST, LOUIS) M0 0Z729/03 03704505 Edit Celete

transportation, and time.

| am returning to: [Select fram list ar enter below):

*Ending Paint: |RES: COLUMBUS ||oH | searen ]
“Arriving On: |03 /04,2008
(mmdd )
“Trip Duration: (12 Hours or Less 3 #12 - 24 Hours - With Lodging

(3 »12 - 24 Hours - No Lodging & Multi-Day

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

Comr:i?raal Rail Rental Car Other Time:
® [3) o] o [EEmM |f you made your travel arrangements directly

with CTO (via phone) check this box. You
will be prompted to enter your ticket info

(Claim Private Wehicle Transportation in Expense-tileage. Use of Government MWehicle is non-reimbursable, show this in Expense

Check this bowx if wou have other ticketed transportation not Hsted above: .l

4— Click “Save and Proceed”.

[

@] Done & &) @ Internet
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This screen will appear while DTS is searching for travel information.

/' https:/ /dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer

File Edit View Favorites Tools Help

Defense Travel System

Welcome to the DTS re-designed
reservation system.
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Booking Air Travel

/= https:/ /dtsproweb.defensetravel.osd Defense Travel System - Welcome to DTS - Windows Internet Explorer = | = il
File Edit View Favorites Tools Help
Logged In As:  DAVID ADELAUTER Document Name: DDBORDENMTOWHMNN12150% V01 Screen 1D: 1043.1 Close Window

Traveler Name: DAVID A DELAUTER

‘ﬁl Defense Travel System

A New Era of Government Travel

| RETURN TO LIST

Document Type:  Vioucher

Other Tt

You can change the
departure or arrival

Hodityaseich location and/or time

k flights for CMH - Columbus Port
Apt to STL - St Louis Lambert Intl

Help for this screen

Itinerar\Mxp enses  Accounting  Additional Options  Review/Sign

GSA Contracted fares must be used
first. If the available flights do not
meet mission requirements, you can

2kip This Fli

Please Hote: A Red Stal
a field is required.

Apt
arting on 02/2%/2008

here if needed

other gov’t airfare with justification

RESERVATIONS SUMMARY:
AIR:  $0.00

" Departyps KPSl

use the other GSA contracted airfare or

G5A Contract w
Limited Availability

[ Other Govt | Dther Airfare
Airfare.

] Al G5 |

“arrteal or Departure: Sort By {) Departure Time O arrival Time O Elapzed Time O Price & Default

! Departure

$94.50 Total Estimated Airfare {Including Taxes and Fees) G5A Contract wilLimited

|z r79 rznns 'I Availability
| 01:30 PR 5 ‘ Class: GCA Fare Rules Wi hvailable Seats

Shows Alternate Airports: O 12:15 PM Depart CWH - Columbus Port Fri 29-Feb-08 Flying Time: \

Select flight

Ah Columbus Intl Apt 1h 30min
i 12:45 PM Arrive STL - 5t Louis Lambert Intl Hon-Stop Flight
Search American ipt
5293

Equipment ERD

$94.50 Total Estimated Airfare {Including Taxes and Fees) GSA Contract wilimited
Availability

https:/ /dtsproweb.defensetravel.osd.:

- Defense Travel System - Welcome to DTS - Windows Internet Explorer

File Edit View Favorites Tools Help

Lopged In As:  DAVID A DELAUTER
Traveler Mams: DAVID A DELAUTER

=

Document Mame: DDARLINGTOMWA122400_AD1
Document Type: Authorization

Screen ID: 1503.1 Close Window

Help for this screen

Defense Travel System
S

Seat Selector
Flight: US 3573 CMH -> PHL 12/24/2009 15:45 Select a seat
. according to
ac oF ® oo chart. 1f no
2] unzvvailzable
B selected seats are
g oking available, a
prermium / seat will be
% blocked assigned
exit rowy
e boslkhendt automatically
P gatey when you
Fi mvatory check in
ac DF B stairs
handiczp

If a specific seat can not be selected, please choose which type of seat you prefer:

Seat Selection: IA\sIe vl Seat Number: | mnel —

Advance seat selections are not guaranteed and are subject to change by the airline(s).

Click “Done”
to proceed

i7start| @ & @amyH...| #owr.. | Totsma..| Esefre.. | @ pefens... | &) perens...| @8 pefens... ”@:m:pg_l_ Er] Present... || « Gy ®RIE) 1:54PM
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After you select your flight to your TDY location, the following screen appears.

Enter your Birth Date info and click *“Save”

7 https:/ /dtsproweb.defensetravel.osd.

- Defense Travel System - Welcome to DTS - Wi

File Edit Wiew Fawvorites

Tools Help

* Last Mame:

* First Hame:

Middle Hame:

* DOB: (MMSdDS YY)
* Gender:
Redress Humber:

Known Travelsr Humber:

i"startl moE

TSA Secure Flight Information

IDELALITER

|[:-,w| D

ja

MHame

|o4r02/1942

o pm F

I save changes to permanent travelsr information

I Mo Midde

The Transportation Security Administration of the U.5. Department of Homeland
Security requires us to collect information from you for purposes of watch list
screening, under the authority of 49 U.5.C. section 114, and the Inteligence
Reform and Terrorism Prevention Act of 2004, Providing this information is
wvoluntary; however, if it is not provided, you may be subject to additional
scresning or denied transport or authorization to enter a sterile area. TSA may
share information you provide with law enforcement or intelligence agenciss or
others under its published system of records notice. For more on TSA Privacy
policies, or to view the system of records notice and the privacy impact
assessment, please ses TSA s Web site at www.isa.gov.

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

Click “Save TSA Information “ to
proceed

/

Save TSA Information

& Army Ho... I I DVD RW ... I 'z'.']DTSManu...I Iil_’]self_regis...l & De

Follow the same procedures to select your return air travel.
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Booking a Rental Car

If you indicated in the Trip Overview that you will need a rental car, the Rental Car screen displays.

2 https:Hdtsproweb. defensetravel.osd.mil - Defense Travel System - ¥ [/} SS|FIED [soft Internet Explorer
File Edt ‘“iew Favorites Tools Help ':,"-'
STL - St Louis Lambert Intl Apt, MO (United : i
Skip This Car

Flease Mote: 4 Red Star (%) States)
indicates a field iz required, from 02/29/2008 through 03/04/2008
" Pick-Up Date: ) RESERVATIONS SUMMARY:
[02/29/2008 B AIR:  $189.00
* Pick-Up Time: CMH 10 STL ¢ 022905 1215 PM Arrive: 12:45 Ph Cancel Flight  Change
'E{Eﬁ}h"""j‘l STL to CMH : 03/04/08 01:45 PR Arrive: 015 Phb Cancel Flight  Change

REMTAL CAR: 50.00
* Drop-0ff Date:

|03/04/2008 | B

| Gowernment Fates | Hon-Gavernment Rates |

_'E?_D-Offﬁme:__

01:30 FM v_l Dental rates shown do not include the & dministrative tal fee of =
Compact is the default. If you select

One-ay Rental: O any other size, you will be prompted el et it

ik irport or oy, state): to provide justification later in the fdceo:fniruaii ;ne t::v :?;t;dfm

ESTL - 5t Louis Lamberté prOCGSS. If yOU need to request a fent of an accident with one

5 larger sized vehicle, select type and by the tental company,

Clwpe H e purchased in . . .

| then click search. e "l Rental Cars will display in cost order.

car is rented, Travelers are reimbursed for mandatory rental car insur.

required in foreign countries,
Search

If you do NOT select the least
expensive, you will need to provide
justification.

{ER} En Route:
£93.56 [Estimated Total Cost Including Taxes & Fees]
ENTERPRISE ‘ieek End Rate: Extra Hour: $3.76
IM TERMIMAL SSHUTTLE T CAR | $15.00 Extra Day: $15.00
Compact Car Unlimited Miles fiilometers
T Air Conditioning
Automatic
.
< "
&) Dore &l E @ Internst

[ — - . r [ . r . [ i -
4 start sl i < o] e & mbog - ... 3 Defense ... R Defernse . | [ Microsoft... R hittpsiid... "EE A e 2 G e 00

NOTE: Compact car is the default. You will be prompted for justification in a later screen if
you change to a larger car or vehicle.

NOTE: You DO NOT have to book your rental car through DTS, however, you must book
through the Commercial Travel Office (CarlsonWagonlit/SATO) in order to meet the
government rental car policy requirements.
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Booking Lodging
If you indicated in the Trip Overview that you will need lodging, the Lodging screen displays.

Note: For lodging at a military installation, eligible travelers must contact the installation directly to make
reservations.

Note: If rooms are blocked for reservations for an event, travelers should NOT use DTS to book lodging.
Contact hotel directly with group reference information.

A https: Hdtsproweh. defensetravel.osd.mil - Defense Travel System - M [ |} ; 7 [soft Internet Explorer

File Edit ‘ew Favorites Tools Help

Modify Search Select Lodging for SAINT LOUIS T —
from 02/29/2008 through 03/04/2008

Please Mote: A Red $tar (")

RESERYATIONS SUMMARY:
indicates a field is required.

AlR: $189.00
* Checkoi Date: CMH to STL ¢ 0242906 12:16 P Arrive: 12:00 CancelFlight  Change
YT STL £o ChH @ 030408 01:45 PM Arrive: 04:15 PM Cancel Flight  Change
|0z/s29/2008 = -

REHTAL CAR: $93.56
HEneCk outhater ENTERPRISE 5TL - St Lauis Lambert Intl Apt, MO (United States) Cancel Car  Change
Pickup: D2/29/08
EH

Select By Bropoff0aBa/08 When selecting a hotel, ensure that it
! O Location v

(O 58 M falls within the allowed per diem rate.

i‘tﬁ' £ Lnestion: Gowt Safety Compliant Lodging [ Oiher Published Rates |
|SAINT LOUIS Ls] |
."Distanca:. Sort By: ) mistarce & Rate Range ) Hotel Mame:
10 | iles
: Lodging Per Diem Rate Allowed is $106.00 in SAINT LOUIS {5T. LOUIS),M!

Search = Hext 10

540,49 - $79.99 Rate Range Additional Hotel Infarmation
Phone: FEMA& Approx.
Super 314/291-8845 | Approved D?;:ance‘ 4 diles
Bridgeton/Airport/$t Louis Faxi 34/291-
Area G545
12705 5t Charles Rock Rd
Toll Free:

Bridgeton MO, 63044

800 /800-5000

| &

|

@Dona a é ‘ Inkernet

‘4 start CE BB S [ @mbe-.. | Adeferse.. | ADefensa.. | BB Mictosoft., 2 hitpsyid... BEE® v e nstam
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‘| hitps:/disproweb.defensetravel.osd.mil - Defense Travel System -

FIED [soft Internet Explorer
File Edit Vew Favorites Tools Help

________ Accommodations Selected

Super 8 Bridgeton fairport S5t Louis Area
12705 5t Charles Rock Rd

Eridgeton M, 63044

Phone: 314/291-8845

Fawx: 314,/291-8845

Toll Free: 800.,/300-3000

ieh STte: win, SUperS, com

‘ 10 ‘Miles

Return toHotel Listing J

Additional Hatel Information

For property check inscheck out times, view '4dditional Hotel Information’ or the property
wehsite.

cancellation penalties. For the hotel cancelation policy, wiew ‘ddditional Hotel Information' o
property website,

Stateflocal rates may not apply to Federal Government Travelers

BEST AVAILABLE RATES

BEST AVAILABLE RATE

MOMNSMOKING ROOM WITH 1 QUEEN BED e

$44,99 fmight

FREE WIRELESS HI SPEED INTERMET (2
BEST &WAILAELE RATE e
SMOKING ROOM WITH 1 QUEEN BED: 544,99 night 175 Select Room

FREE WIRELESS HI SPEED INTERMET

BEST AVAILABLE RATE
MOMSMOKING ROOM WITH 1 KING BED
FREE WIRELESS HI SPEED INTERMET

4 Tax
§49,99/night -

BEST AVAILABLE RATE
MOMSMOKING ROOM WITH 2 QLIEEN BEDS
FREE WIRELESS HI SPEED INTERMET

-
$em.99/might

Select Room

BEST 4VAILAELE RATE

LA RIS MWL T D O IECR DT EA O Friab

Cancellations not received according to the hotel policy may result in financial obligations such as

Select a room within the per diem
rate.

| £

@] Done

e = <] % B mboz- ... [ B8 microsort. ..

f 3 Deferse ..

é & Internet

3 https:fid...

"BE R € e a3 s 10m a0

Note: If you are required to stay at a hotel in which the per night cost exceeds the per
diem rate, an Actual Expense Allowance letter must be submitted to the United States
Property & Fiscal Officer for approval. Failure to obtain approval will result in not being

reimbursed for the amount exceeding the per diem rate.
**For sample letter, see Reviewer section of this manual

Other Transportation:

If traveler arranges airline transportation directly with Carlson Wagonlit / SATO, the airline
ticket information must be entered under “Other Transportation”. For assistance, contact your

Lead DTA.
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Travel Summary

FIED [soft Internet Explorer

File  Edit  Miew Favorites Tools  Help
Adr Travel Payment Summary: Add Mew Flight —
%$189.00 Total Cost {Including Taxes & Fees) Miew Flight Details \
Cancel Change
Depart: 12:15 PM CMH-Columbuz, OH (US4) (Int'l, 4pt)
* Arrive: 12:45 PM STL-5t. Louis, MO (USA) (Lambert Int'l K =
American Freguent Flyer & + Special Requests Fri 0272972008 SEAT: Window
5293 | american Airlines - 61dbkié v
Cancel Change
) Depart: 01:45 PM 5TL-5t. Louis, MO (USA) (Lambert Int'.
AR Arrive: 04:15PM  ChH-Columbus, OH (LSA) (Int'l, Apt) . e 030412008 SEAT: 05C
- X P REUEStS,
American Freguent Flyer & SRR e {changed)
5370 | American Airlines - 514bkle | _
. Verify your
*Type: {(Required) | Comm Air {Indiv Bil) o #Method of Reimbursement: GOWCC
e travel
Rental Car Payment Summary: Add Mew Rental Car Se|ECtI0nS
.56 E: al Co: axes & Fees: eek En e: $15. iew Rental Car Dietails
%$93.596 i Total Cost T & F ¥ Week End Rate: $15.00 M Rental Car Detail
EHTERPRISE
STL - 5t Louis Lambert Intl Apt, MO (Uni ¢ ol Reuete Pick-up Date: Drop-off Date: S | —
s p q R
|Ffe°"-'e"t Renter #: Fri02/29/2008 | Tue D3/04/2008 e
Type: | . !
B GOWCOC W #ethod of Reimbursement: GOWCIT =
(Required) ————
Lodging Payment Summary: Add Mew Lodging
$179.96 Esti Total Cost (E: Taxes & Fees) Rate: $44.99 f Hight Misw Lodging Details
Super 8 Bridgeton/Airpor
Frequent Guest #: = Check In: Check Qut:
aptiatheauests
e Fri0z/29/2008 | TueOdsodszoos —oncEl Change

cedmEe B

&) @ Internst

R SN

For travelers WITHOUT an individual Government Travel Card, proceed to

next page for procedures.

For travelers WITH an individual Government Travel Card, scroll to the
bottom of “Trip Summary” screen and select “Save and Continue”.
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Centrally Billed Account (CBA)

If you do not have an Individual Government Travel Card, you will need to pay for your flight
using a Centrally Billed Account (CBA).
NOTE: The Centrally Billed Account can only be used for the airfare ticket cost.

& https:H/disproweb. defensetravel.osd.mil - Defense Travel System - 3 [soft Internet Explorer

File  Edit  Miew Favorites Tools  Help

Air Travel Payment Summary: Add Plew Flight
$1,170.50 Total Cost {Including Taxes & Fees) \fiew Flight Details

Cancel Change

A Depart: 09:45 AM CLE-Cleveland, OH (USA) (Hopkins Apt)
Arrive: 11:36 AM  ATL-atlanta, G& (USA) (Hartsfield Int'l.

Delta Frequent Flyer #:

4865 [-Ploase Select~ ~ |

Depart: 01:30 PM ATL-4 Verify “Comm Alr

A Arrive: 02:11 PM  C3G- . . £
s Freaquent Flyer #: (Central BI I I)” IS ial Requests Mon 037312008 SEAT: 148

4573 F*F‘Ieasa Select:ijl

* special Reguests Mon 0373172008 SEAT: 144

listed Tancet [Changd

! Depart: 02:40 PM C506
Arrive: 03:31 PM ATL-Atlanta, Ga (USA) (HagEfisld Int,

Detta Frequent Flysr # = pecial Reguests Fri 0470452008 SEAT: 00

4334 [ —-Please Select— v -

e firtsiiois oo, Click CBA Accounts
i LI5A) (Hopkins Apt) . _

Delta = special Reguests Fri 0470452008 SEAT: 0D

4250 /

*Type: {(Required) !CDmm Air (Central Eill) v| Method of Reimbursement:  CERTRAL BILL /
CEBa Account: = CEBA Accounts

Add Mew Rental Car

CBA Label:

Rental Car Paymspt Summary:

Lodging Payment Summarys Add Mew Lodging

Rail Payment Summary: el Mew Rail

Add Mew Ticketed Transportation

Other Ticketed Transportation:

&) Dore S @ Internet

/= https:/ /dtsproweb.defensetravel.osd.milf - Defense Travel System - Welcome to DTS - Windows Internet Explorer

File Edit View Favorites Tools Help

Logged In As:  DAVID ADELAUTER Document Name: DDBORDENTOWRMNN121509_ V01 Screen ID: 1043.1 Close Window -
Traveler Name: DAVID A DELAUTER Document Type: Voucher Help for this screen

‘% Def Travel Sy ItineranpEnses Accounting  Additional Options  Review/Sign
A New Era of Government Travel y -

Bielow is a list of CBA accounts for your organization. Please select one of them for your trip document to use.
Master CBA Accounts for organization DA1800HAHRO
Select Account Label CBA Account Expiration Date

= selsct MGHQ OHIC 4486 160000227626 30-Apr-09

Cancel

Click Select

2y & mmternet

&) Done
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A https:H/disproweb. defensetravel.osd. Defense Travel System

oft Internet Explorer

File Edit Wew Favorites Tools Help
Cancel Change i
A Depart: 09:45 AM CLE-Cleveland, OH (US4) (Hopkins Apt)
= Arrive: 11:36 AM ATL-atlanta, GA (USA) (Hartsfield Int'l.
Gaits  [BreientEiee i *Special Requests | Mon 03/31/2008 | SEAT: 14A
4868 |-Please Sekect— v |
! Depart: 01:30 PM ATL-Atlanta, GA (US&) (Hartsfield Intl,
Arrive: 02:11 PH  C5G-Columbus, GA (USA)
Detta Frequent Flyer #: = Special Requests HMon 0373152008 = SEAT: Window
4579 [ -Pease Select- v |
Cancel Change
! Depart: 02:40 PM CEG-Columbus, GA (USA)
Arrive: 03:31 PM  ATL-Atlanta, GA (USA) (Hartsfield Intl.
Detta Frequent Flyer #: = ipecial Reguests Fri 04/0452008 SEAT: 00
4334 --Pleasze Select—-
! Depart: 04:14 PM ATL-atlanta, GA (US&) (Hartsfield Intl,
Arrive: 06:07 PM CLE-Cleveland, OH (US4) (Hopkins Apt)
Detta Frequent Flyer #: = Special Requests Fri 0470472008 SEAT: 00
4250 -Please Select— |
*Type: (Required omm Air (Central Bill) Method of Reimbursement:  CEMTRAL BILL
CBA Label: MGHG OHIC CBA Account: HHRAKEEH R 7E26 = CBA Accounts
Rental Car Payment Summary: Add Mew Rental Car C I Ick Save
Lodging Payment Summary: Add Mew Lodging, and Contl nue
Rail Payment Summary:
Other Ticketed Transportation: dd Mew Ticketed Transportation
Change T Locati
L
| &

7/~ https:/ /dtsproweb.defensetravel.osd.milf - Defense Travel System - Welcome to DTS - Windows Internet Explorer

2 @ Internet

File

Edit View Favorites Tools Help

Logged In As:
Traveler Name: DAVID A DELAUTER

!

DAVID ADELAUTER

Defense Travel System
A New Era of Government Travel

RETURN TO LIST _

Document Name: DDBORDENMTOWHMNN12150% V01

Screen ID: 1043.1 Close Window

Document Type:  Voucher Help for this screen

Itineranpenses Accounting  Additional Options  Review/Sign

Print thiz Itinerar

Email this Itinerar:

Trawel £ TOY Information:
Trip Type: Ad-ROUTINE TOY
Trip Purpose:
Trip Dezcription: DTS TRAIMING
Location - 1 SAINT LOUIS (ST. LOUIS
Leawve From:
Arrive:
Leawve:

DTS Detailed Travel Hinerary for TAMARA L GERARDI

RN sl Microsoft Internet Explorer

Final Trip Itinerary

DTS Document Hame TGSAINTLOUSS022908_AD1
DTS 7 £TO Confirmation: CYLKMP
{Please Reference this number when contacting the CT0.)

L] Your confirmed travel reservations will be cancelled in 24 hours if your authorization remains unsigned,
=Y

29-Feb-08
Air:

American - Flight: 5293
12:15 PM CMH-Columbus, OH (LUsé)
{Int'l. Apt)

12:45 PM STL-5t, Louis, MO (USA)
[Lambert Intl,

Car:
ENTERPRISE

[

Depart: Hon-Stop Flight Seat: #Air Confirmation: CYLKMP
Fri 29-Feb-08 Elapsed Travel Time: Window Frequent Flyer: 514bklé
Arrive: “1h 30min Special Reguests:

Fri 29-Feb-08&

If you fail to
DIGITALLY SIGN
this Authorization
within 24 hours, your
reservations will be
CANCELLED!

%

Opening page https:ffdtsproweb. defensetravel, osd. milfcgi-binfwspd_cgi.shiWService=dts PRODO1_ws_d/nu-preview wivsess=c

2 @ mnternet
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Non-Mileage Expenses

<R https:/Hdtsproweb. defensetravel.osd.mil - Mon-Mileage Expenses -

@Back - g M @ _:| /._\' Search ‘:}"‘T\?Favontes {‘fj = ] - _'J ﬂ ":t

~
& -
ﬁ Defense Travel s)'Stem Itinerary Travel Accounting Additional Dptions  Review/Sign
A New Era of Government Travel - ’
| RETURN TO LIST Non-Mileage Mileage Per Diem Entitlements Substantiating Records
Usze this screen to enter non-mileage expenses for your travel document, Select an expense type, or, if you cannot find the appropriate
expense type, enter a description in the box provided, Select "Sawve Expenses” to save the expenses to the travel document.
Reminder: CTO Fees are a reimbursable expensze to the traveler when the transportation costs are charged to wour Individual
Tratvel Chargs Card (IBA), Use the drop down arrow to
Leave: 23-Feb-05  Return: 24-Feb-08 view most commonly used
Hon-Mileage Expense #1 expensesl
* Select Expense Type: | *Cost: § |
_ OR’i wiew expense details £ cufrency calculator
! =Date: [02/23/2008 | r
(mim fdd Ay
Method of]
-- Pleasze Select - b,
Reimbirsement: l / ‘ |
TR You must enter data in
S these areas.
* Select Expense Type: | w ! *Cost: Si |
_ 0R-| wisw expense details £ currency calculato
*Date: EDZIZSIZDDS
{mm Add A
= T
Mathed 01| -- Please Select -- v |
Reimbursement:
Hon-Mileage Expense #3
= Select Expense Type! | w I *Cost: SiL il
T 1 wirmt enense details §onrrency calnlatar ]

@] é ‘ Internet

Note: It is important to identify as many projected expenses as you may
anticipate. Costs should be estimates ONLY.

REMEMBER this helps establish dollar amounts to be reserved for your trip.
Actual costs will be entered when you file your Voucher.

Created by the Ohio National Guard 37



(= Defense Travel System - Welcome to DTS - Windows Internet Explord

& | https:/fdtsproweb defensetravel,osd.milfcgi-binfwspd_cgi.shiwService=dts_PROD20Z_ws_d/nu-start-gj-fs.w hd

File Edit ‘“iew Favorites Tools Help

Logged In As:  DAVID ADELAUTER Document Name: DDARLINGTONVA12Z2409_AD1 Screen ID: 1037.1 Close Window »~
Traveler Name: DAVID ADELAUTER Document Type: Authorization AE DU E SlEEr
’ﬁ Defense Travel System Itinerary  Travel Accounting  Additional Options  Review/Sign
ANew Era of Government Travel 4 R

RETURN TO LIST Non-Mileage JEUNMEEE er Diem Entitlements S

Use this screen to enter non-mileage expenses for your travel document. Select an expense type, or, if you cannot find the appropriate Expenses not I|Sted in the
expense type, enter a description in the box provided. Setect "Save Expenses” to save the expenses to the travel document. B
Reminder: CTO Fees are a reimbursable expense to the traveler when the transportation costs are charged te your Individual Government DrOp DOWn bOX (|e;

U CETE ST Internet access fees) should
be entered manually in the
“OR” box

Leave: 24-Dec-0%  Return: 25-Dec-0%

Hon-Mileage Expense #1

* Select Expense Type: | v

VIEW EXPENSE

-0OR -|Internet Access Fee

When entering a manual
expense, you will be given
the option “Govt Funded /
Contract”. This option is
ONLY used when the

cF Taculator expense is contracted as
part of an event. Normally
NOT selected by traveler!

GOVCC-Individual
Govt Funded/Contract
Persanal

Hon-Mileage Expense #2

*Select Expense _5-pe:| v|

-oR-| |

* Date: | 12/24/200

{mmnd dd lyyyy)

* Methed of

-- Please Select -- L
Reimbursement: | >

Mon-Mileage Expense #3

Done & mternet H100% v

<2 https:Hdtsproweb. defensetravel.osd.mil - Defense Travel System

File Edit WView Favorites Tools Help

= Select Expense Type: | Taxi - TDT/TAD v | | *Cost: 320,00

oft Internet Explorer

- OR - [Tt - TOTAD | wiew expense details / currency calculatar
= Date: 02/29/2008
(mm dd Ay
* -
, iethod o Parsonal ~
Reimbursement:
Hon-Mileage Expense #4
= Select Expense Type: | Hotel Room Tax - | *Gost: 445 00 J
- O - [Hatel Foom Tax | wiew expense details £ currency calculatar
= Date: |02 /2972008 |
(mm dd A
* Wethad of
GOWCC-Individusl ~
Himbarsemente nanadus |
Hon-Mileage Expense #5 K
) Click Save Expenses
= Select Expense Type: | Parking - Terminal = | =Cost: $eg oo

wiew expense details calculator

* Date: IDE!Z‘?IZDDS

-0OR - |Parking - Terminal

Praceed ta the following pags: -

|

S @ Internst
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Mileage Expenses

¢ PVT AUTO - Terminal — when you drive your car to the airport

¢ PVT AUTO - TDY/TAD — when POV use is approved to drive to your TDY location. Expense
CANNOT exceed the Constructive Cost of Airfare (see Instructions for completing Constructed Cost

Worksheet section of this manual).

e PVT AUTO - IN and AROUND - Must be identified as required along with POV Usage
Approval (from supervisor). POV Approval must be annotated in Remarks to Approving Official (see

page 41 of this manual)

e You must keep a daily log of each segment of mileage. The written approval and mileage
log must be uploaded with your substantiating documents when processing your VVoucher
upon return (See Log Sheet for In and Around Mileage in Reviewer section of this

manual)

<2l hitps:Hdtsproweb. defensetravel.osd.mil - Mileage Expenses - Microd (|

@Back - |ﬂ @ _:l /._\' Search ‘if':"‘\/Faantes {E‘f ‘. re M - :__.’j ﬁ "F
~
Vm Defense TravEISYStem Itinerary TraveMccaunting Additional Options  Review /Sign ;
A New Era of Govemment Travel -
[ rerurn o st | Non-Mileage ITIICEFER”. Per Diem

Leave: 23-Feb-08 Return: 24-Feb-08

Hileage Expense #1

*Experze Type: | NSNS @A o]

Lze thiz screen to enter mileage expenses for your trip. Click on the "Save Expffizes” button to save these expenses,

mileage from residence to
_______ | *Date: i02 12472008 v al rpo n
(mm.fdd fyryy )

Use Drop Down menu to
select type of expense

When expense type is Pvt
Auto - Terminal, enter

*Method of Rewmhursement:i Personal / w |

#iles required to be obtain

Defense Table of Dist; = Dol Table of Distances

e B : CO:\ When expense type is Pvt

Auto - TDY/TAD, you
MUST use DoD Table of

Distances
Mileage Expense #2
*Expense Type: v : *Data: IPEEE?E .l
[mm.fd Fiy)
* Method of Reimbursement: | -- Please Select -- L4
* Mhiles % Rate = Cost §
! N
@ Dane S Internet

/4 start

c€ 6@
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When you select DoD Table of Distances, the following window opens:

/2 https:/ /dtsproweb.defensetravelosd.milf - Defense Travel System - Welcome to DTS - Windows Internet Explorer =
File Edit View Favorites Tools Help
Lopged InAs:  DAVID ADELAUTER Document Name: DDARLINGTONVA122409_AD1  Screen ID: 1020.1 Close Window 4]
Traveler Name: DAVID ADELAUTER Document Type: Authorization Help for this screen
'@ Defense Travel System Itinerary Tra\rWucounﬁng Additional Options  Review/Sign
A New Era of Government Travel
Non-Mi [MEEEEY Per Diem Entitlements S iati cords
Use DTOD to calculate mileage when traveling te a location using a personaly
owned vehicle (POV). Enter {or search for) a starting and ending location
(city and state/country and/or county) to calculate the miles for this
mileage expense. Use the Dcenus check box to indicate Oconus/Cenus.
Traveling From:
Please Note: A Red Star (* ) indicates a field is required.
Oconus: r TN
* City: [43016 Dubtin R
Enter departure Clty, state
State/Country: IOH + Lookup State and Country Codes >— code, and county
County: I Franklin
[ N L
Traveling To:
—
Oconus: -
* City: Jartington Enter destination city, state
C— code
State/Country:  |va » Lookup State and Country Codes >_
County: I
Search
L N
Click Calculate Mileage
Use this section to calculate the mileage for the locations entered above.
The "Traveling From™ and "Traveling To" information (above) is reguired for
the calculation to work properly.
Calculate Total: / Oﬂ:ICIaI mlleage will appear
LorlHeiTEsR | Total Miles: 414
/ Click Save Total and Continue
Cancel | Save Total and Continue |
Proceed to the following page: Ikcuunhng Codes -
I~
start| W & @amyto... | #ovorw... | ToTsManu... | 6 seif regs... | @ Defense ... | 5] perensE ... | EI_']Presemat...||§https:n_ [« %y mUG) 252PM
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I/ - Defense Travel Syste

View Favorites Tools Help

Welcome to DTS - Windows Internet Explorer

=18] =]

Leave: 24-Dec-0% Return: 25-Dec-09
Mileage Expense #1

Mileage Expenses

Use this screen to enter mileage expenses for your trip. Click on the "Save Expenses” button to save these expenses.

* Expense Type: | pyt Auto-TDY /TAD

*Date: [12/25/2009 vI

(mm/dd/yyyy)

L]

Once populated, you can
have the system enter the
return trip mileage by

* Method of Reimbursement: | Personal

Miles reguired to be obtained from
Defense Table of Distances DoD Table of Distances

*Miles |#14.0 x PRate .550 =

Cost  5127.7

=

clicking here

Create separate mileage expense for return trip mileage: [

/

Mileage Expense #2

* Expense Type:

* Date: [12/25/2009

(mm/dd/yyyy)

* Method of Reimbursement: I -- Please Select --

Cost &

* Miles x Rate =

1
/
=

ostart| &

/~ https:/ /dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer

File Edit Wiew Favorites Tools Help

=
DTSMaI Es] self re... | € Defens... | @DEFENsl %Present‘..”@hﬂ-psf_ € Defens... ||« Gy BRIR) 3:02PM
=& x|

Logged In As:  DAVID ADELAUTER
Traveler Mame: DAVID A DELAUTER

Defense Travel System
A New Era of Government Travel

RETURN TO LIST

Expense” button to save these expenses.

Leave: 24-Dec-0% Return: 25-Dec-09

Document Mame: DDARLINGTONVA122409_AD1
Document Type: Authorization

Mileage Expenses

Use this screen to enter mileage expenses for your trip. Click on the "Save

Screen ID: 1035.1

Expenses Summary

Date Cost
12/25/09 5227.70

Expense Type
Pvt Auto-TDY/TAD

Add Expense PVt Auto-TDY/TAD 12/25/09 5227.70

* Expense Type: I

|1212512009

(mm/dd/yyyy)

* Date:

Total Expenses: 5455.40

Close Window
Help for this screen

Itinerary vaeanﬂng Additional Options Review/Sign

E/R
Edit
Remove

Edit

* Method of Reimbursement: I Please Select --

x Rate

* Miles I

+ ¥iew This Expense T s Defaults

Cost 5

Click Save Expense

Proceed to the following page: Per Diem Entitlements

ol co

Start| B &
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This screen will appear when “Pvt Auto-TDY/TAD” is selected.

¢~ Defense Travel System - Welcome to DTS - Windows Internet Explorg

File Edit ‘iew Favoribes  Tools

Help

Thleage Expense #1

* Expense TYPe! | pyt Auto-TOY/TAD

9 | o i

Mileage Expense #2

* Expense Type:

(mm/ dd/yyyy)

* Method of Reimbursement: | Personal

Miles reguired to be obtained from
Defense Table of Distances DoD Table of Distances

* Miles |427.l] % Rate 500 = Cost 5213.5

Create separate mileage expense for return trip milsage:

Windows Internet Explorer

%

‘fou have selected a transportation mode that may require a Construcked Trawvel Cost-Comparison Worksheet to be
completed and included with the document: via Fax or scanning. The Worksheet is located at
http:f s, defensetravel, dod. milfcnsttvl) ar within DTS under Review)Sign =Pre-aAudit,

Do you wish to continue?

Proceed to the following page: Per Diem Entitlements v|

s start ~ €& BT [+

See “Pre Audit” Section for instructions on completing the Constructed Cost Worksheet.

Inh... o BK.. /= Def... /7 Def.. = Def... T Doc...

NOTE: Travel within the state does NOT require a Constructed Cost Worksheet.

Created by the Ohio National Guard
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Per Diem Entitlements — Lodging and M&IE (Meals & Incidental

EXxpenses)

(= Defense Travel System - Welcome to DTS - Windows Internet Explorg

£ | https:/fdksproweb defensetravel,osd.milfcgi-binfwspd_cgi.shiwService=dts_PROD20Z_ws_d/nu-start-ej-Fs,w

File Edit “iew Favaorites Tools Help

5creen ID: 1022.1 Close Window

Document Name: DDARLINGTONVATZ2409_AD1
Help for this screen

Logged In As:  DAVID ADELAUTER
Traveler Hame: DAVID ADELAUTER Document Type: Authorization

vﬁnf‘-‘f‘mse Travel System Itinerary TraveMccountlng Additional Options ~ Review/Sign

Per Diem Entitlements Su

A New Era of Government Travel

| RETURN TO LIST

Per Diem entitlements are the
lodging and M&IE rates for your
Following is a list of per diem allowances for lodging and meals/incidgentals for each day of your trip. The "edit” link allows you to change the TDY location. The System
information (e.g., duty conditions, meals provided, etc.) for a specific date or date range. The "reset” link changes the per diem infgy . - -
automatically populates this
based on your TDY location.

to the default rates for that date and location.

Cate Lecation Edit Reset Ldg Cost Ldg Alowed MEIE Allowed | Per Diem Rate | Code |B | L | D | Qtrs
207.00 59.75
12/24/09  ARLINGTOM,VA » Edit | > Reset 207.00 GOVCC- Perr;onal 207 /71 MONE
Individual
R - P 53.25 P
12/25/09  ARLINGTOM,VA » Edit 0.00 GOVCC- W77 MONE
- - Personal
Individual
Click Continue
Reset All Edit Al |
Proceed to the following page: | Accounting Codes L4 |
IFi] & Inkernet 100 v

Done
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Accounting

This section identifies the Line of Accounting (LOA) that will be used to pay for your TDY.

Leave this area blank and the proper LOA will be entered by your Approving Official.

(= Defense Travel System - Welcome to DTS - Windows Internet Explord

& | https: ffdesproweh. defensetravel.osd. milfcgi-binfwspd_cgi.shivwService=dts_PRODZ02 _ws_d/nu-start-gj-fs.w

File:

Edit View Favaorites Tools Help

A New Era of Government Travel

Logged In As:  DAVID A DELAUTER Document Name: DDARLINGTONYA1ZZA09_AD1
Traveler Name: DAVID A DELAUTER Document Type: Authorization

’% Defense Travel System

RETURN TO LIST Accounting Codes

Select the appropriate accounting code for this trip. If there are multiple
accounting codes that are required for this trip, please select all that
apply.

Start Date: 24-Dec-09 » Find Accounting Label

End Date: 25-Dec-09

o
Label: From DA1300HAHRO

shareg LOA: | -~-Seiect to Agg-- ~|
Cross Org
Lon [ --setect to Ada- |

Selected Accounting Code(s)

There are no accounting codes assigned to the trip, please select from the
above list of labels.

Screen 1D: 1067.1 Close Window

Help for this screen

Itinerary  Travel ExpenseMddﬂlonalOptlons Review /Sign

Trip Totals

Expenses Summary

Mo Accounting
Information Available.

Proceed to the following page: Preview

v| Continue

Click Continue

Dane

7 start regm «
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Preview

(= Defense Travel System - Welcome to DTS - Windows Internet Explord

& | hitps: ffdsproweh, defensetravel,osd, milfcgi-binfwspd_cgi.shivwService=dts_PRODZ02 _ws_d/nu-start-gj-fs.w b

File Edit ‘“iew Favorites Tools  Help

Logged In As: DAVID A DELAUTER Document Mame: DDARLINGTONVA1ZZ2409_AD1 Screen 1D: 1064.5 Close Window ~
Traveler Name: DAVID A DELAUTER Document Type: Authorization Help for this screen

Pﬁ Defense Travel System Itinerary  Travel Expenses  Accounting  Additional Dpﬁch
A New Era of Government Travel !

RETURN TO LIST

Print Document

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

Review and
validate your
travel selections
Reference Information and entitlements

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

Reference:

Document Comments

Use this block to provide specific
information to your Approving
Official (ie. Clarification and
justification for POV use, GSA
Comments from the Travel Agent: use, reason for not using GSA
contracted airfare, etc)

Comments to the Approving Official: <

The use of a Government-Contracted Commercial Travel Office(CTO) to arrange official travel is mandatary. If the contracted CTO is not
used to make official travel arrangements, the traveler must provide a statement in detail as to exactly why the CTO is not available or

otherwise not being used.

Other Trip Information

Trip Type: AA-ROUTINE TDY/TAD
Trip Purpose: EMERGENCY TRAVEL
Trip Description: Package Delivery for high ranking customers!

Overall Starting Point Time Zone: EST (06)

Itinerary:
Edit

Leave From: DUBLIN,OH

Leave: 24-Dec-09

Location 1- ARLINGTOM,VA Time Zone: EST (06)

'E“”f“‘”-“ Leave From: ARLINGTON, VA
TOY/TAD Location:  ARLINGTON,VA
Arrive: 24-Dec-09
Leave: 25-Dec-09

Overall End Point Time Zone: EST (06)

Itinerary: Leave From: ARLINGTON,
Return Location: CUBLIN, OH
Arrive: 25-Dec-09

v

i Inkernet # 100% T
l @

74 start FE&Em -
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(= Defense Travel System - Welcome to DTS - Windows Internet Explord

& | https: ffdesproweh. defensetravel.osd. milfcgi-binfwspd_cgi.shivwService=dts_PRODZ02 _ws_d/nu-start-gj-fs.w v %
File Edit View Favorites Tools  Help
~
LODGING: 5207.00 =
M&IE: 5106.50
OTHER: 520.00
5ub Total: 5333.50
Accounting Code: NO ACCTCODE  Edit
MILEAGE: 5455.40
MO ACCT CODE 5ub Total: 5455.40
Calculated Trip Cost: 5788.90
Document Totals
Actual/Estimate Me Accounting Information Available.
LODGING: 5207.00 Click Save and
HEIE: $106.50 Proceed to Other
MILEAGE: 5455.40 Auths
OTHER: 520,00
Calculated Trip Cost: 5788.90
Advances and Scheduled Partial Payments Summary
Mo Advances requested.
Trip Length does not allow Scheduled Partial Payments.
Save And Proceed To Other Auths |
Proceed to the following page: Other Authorizations s
-
7 & mternet E 100% v
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Other Auths

(= Defense Travel System - Welcome to DTS - Windows Internet Explord

& | https:)fdtsproweb, defensetravel. osd, milfcgi-binfwspd_cai.shiwService=dts_PRODZ0Z_ws_d/nu-start-gj-fs.w w %

File Edit Wiew Favorites Tools Help

Logged In As: DAVID A DELAUTER Document Mame: DDARLINGTOMVA1ZZ409_A01 Screen ID: 1040.1 Close Window
Traveler Mame: DAVID A DELAUTER Document Type: Authorization Help for this screen

,ﬁ Defense Travel smem Itinerary  Travel Expenses  Accounting  Additional Dpﬁcnw
A New Era of Government Travel

Other Authorizations

The following are the additienal authorizations that were selected based on the trip details. Enter comments to your Approving Official in the
"Remarks” boxes provided.

* Add Additional Authorizations For This Trip ﬁ Click on “Add Additional
Authorizations for this trip
Other Authorizations . .
to see list of options.
Other Authorization Remarks Remove

Reimbursement claimed for manually entered expenseis): Internet

Access Fee. Authorizing Official has specificaly approved

1 MAMUALLY ENTERED EXPEMSE | poimbursement for the manually entered expenses(s).

(=)

Save and Proceed to Pre-Audi

Proceed to the following page:

Dione

& Internet & 1o0% v
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{= Defense Travel System - Welcome to DTS - Windows Internet Explora

& | https:/fdtsproweb defensetravel,osd.milfcgi-binfwspd_cgi.shiwService=dts_PROD20Z_ws_dnu-start-gj-fs.w

File Edit Wiew Favorites Tools  Help

Logged In As:  DAVID ADELAUTER Document Name: DDARLINGTONVA122409_AD1
Traveler Name: DAVID ADELAUTER Document Type: Authorization

RETURN TO LIST

Screen ID: 1025.1 Close Window
Help for this screen

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

Following is a master list of Other Authorizations you can add to your travel authorizatios

Other Authorizations Available

Select Other Authorizations

Check the appropriate
authorization(s) that is/are
relevant to your trip.

D AL TERMATE/DESIGNATED LOCATION
[0 | ATM Advance Authorized

E-INVITATIOMAL (selection not alowed, reguires E-INVITATIONAL
trip)

EXCESS BAGGAGE

EXTRA AR OR RAIL FARE

F6-RENEWAL AGREE LV SUPPORTING DOCUMENTS
Fiscal Year Funds

GOVT-OWHED VEHICLE AVAILABLE

HOM COMPACT CAR AUTHORIZED

NON-CONTRACT AIR FARE

ooooooon.

Maon-ATW Advance Authorized

PER DIEM LOCATION FOOTHOTES

PERSOMAL DEVIATION-ITINERARY /TRANS MODE

Nen-Gavt Funded Permissive TDY (selection not allowed, requires NOTE: “Other” should be used for
permissive trip) registration fee authorized for
OFFICIAL CTO HOT USED reimbursement or other

OTHER (5ee remarks below] authorizations not listed.

PERSTEMPO CODE A (Operation)
PERSTEMPO CODE B (Exercise)
PERSTEMPO CODE C (Unit Trng)
PERSTEMPO CODE D (Mission Support TO)
PERSTEMPO CODE E {Individual Trng)
PERSTEMPO CODE F (Home Station Trng)
PERSTEMPO CODE G (Duty in Garrison)
PERSTEMPO CODE H (Hospin area of POS)
PERSTEMPO CODE | (Disciplinary Event)
PERSTEMPO CODE J (Inactive Duty Trng)
PERSTEMPO CODE K (Muster Duty)

PERSTEMPO CODE L (Funeral Honors Duty)
PERSTEMPO CODE Z (Unknown)

POV USE HOT ADVANTAGEQUS TO GOVERNMENT
RAT TRAVEL I5 FOR A DEFENDENT
RENEWAL AGREEMEMT TRAVEL
TRAVEL I5 FOR A FAMILY MEMBER

TRAVEL I5 FO

Oooooooooogooooooooomoaono:co:ao

VARIATIONS AUTHORIZED

Proceed to the folowing page:

Variations Authorized is
commonly used to safeguard
against delays in travel due to
weather or mechanical problems.

|«

b

Drone

@ e Internet

L 100%
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/= Defense Travel System - Welcome to DTS - Windows Internet Explorer U CLASSIFIED
File Edit ‘iew Favorites Tools  Help

Logged In As:  DAVID A DELAUTER Document Name: DOSAVANNAHGADS0110_ADM Screen ID; 1040.1 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Authorization Help for this screen

"ﬁ Defense Travel System Itinerary  Travel Expenses  Accounting  Additional Opt‘ionM
A New Era of Government Travel

RETURN TO LIST Preview M Pre-audit

The following are the additional authorizations that were selected based on the trip details. Enter comments to your Approving Official in the
"Remarks" boxes provided.

* Add Additional A uthorizations For This Trip

‘Other Authorizations
Other Authorization Remarks Remove Enter remarks for each
authorization selected.
Reimbursement claimed for manualy entered expense(s): Internet
access fee. Authorizing Official has specifically approved
1 MAHUALLY ENTERED EXPENSE | cimbursement for the manually entered expenses(s).
5)
) Require internet access for work.
El
2 OTHER (See remarks below) Reimburseable registration fee of ;I > remove
£50.00. =
3 VARIATIONS ALUTHORIZED Incidental to severe weather or ;I ¥ remove
plane delays. =l

Click “Save and Proceed”.

Save and Proceed to Pre-Audits 47
Proceed to the folowing page: [re-Audit =
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Pre-Audit the trip
Defense Travel System - Welcome to DTS - Windows Internet Explorer

R e UNCLASSIFIED
File Edit Wiew Favorites Tools  Help

Logeed In As:  DAVID ADELAUTER Document Mame: DODSAWAMMAHGADS0110_AM Screen ID: 1043.1 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Authorization Help for this screen

r@ Defense Travel System Itinerary  Travel Expenses  Accounting  Additional OpﬁnnM
A New Era of Government Travel

Preview Other Auths. Pre-Audit Digital Signature

Help for this screen

Below are any items that were "flagged” for this trip. You must provide comments in the "Justification to Approving Official’ text field for
flagged items. When you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”

The Pre-Audit screen will
identify any items that
Constructed Travel Worksheet require correction or

1 Items have been Flagged in this Travel Document additional information.

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

The following are provided for advisory purposes only

1. Advisory Advisory Description =Help>
+ N0 ACCT CODE ASSIGMNED # WO LINE OF ACCOUNTING (LOA) HAS BEEN SELECTED ON THIS DOCUMENT. THIS

DOCUMENT CANNOT BE APPROVED UNTIL AT LEAST OMNE LOA HAS BEEM SELECTED AND ALL
EXPENSES HAWE BEEM ALLOCATED TO AN LOA.

Click “Save and Proceed”.
Save And Proceed To Digital Signature |

Proceed to the following page: I Digital Signature j

NOTE: This is an Advisory Notice. No action is necessary by the traveler.

Created by the Ohio National Guard 50



Instructions for Completing Constructed Cost Worksheet

File Edit  Wiew Favorites  Tools  Help

Logged In As:  Dana A Pharis Document Name: DPARLINGTONVAD32210_AD1 Screen 1D: 1043.1 Close Window
Traveler Name: Dana A Pharis Document Type: Authorization Help for this screen

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

RETURN TO LIST

When Pvt Auto TDY/TAD
is the mode of travel, you

must submit a Constructed
/el Cost Worksheet. Click ON [ty sgeaes o e e texereaer
this link

disbursement here for memorandum

Help for this screen

Below are any items that
flagged items. When yo

Dol mandates

Constructed Travel Worksheet

1 ltems have been Flagged in this Travel Document

1. Reason Flagged Item Description * Justification to Approving Official <Help:
+ COMSTRUCTED TRAVEL =+ Atransportation mode of other
WORKSHEET than Commercial Air or Government

Transportation may reguire a
constructed travel cost-
comparison worksheet to be
completed and included with the
decument via fax or scanning.

save And Proceed To Digital Signature |

Proceed to the following page: | Digital Signature ¥ |

/= DTS Constructed Travel Worksheet - Windows Internet Explorer

i & hetpsiipuen. defensetravel.dod. milfCrstTvlf ~ & |[#2][x] [Live search [[=]-

— —

Fil= Edit Wiz Favorites Tools Help

w4 [@DTS Constructed Travel Waorksheet ] ] G- B8 dmh - [k Page -~ ¥ Tools -

% Defense Travel System
ey
Constructed Travel Worksheets

1. Select the appropriate workshest from the list below.
2. Instructions for completion of the worksheets are included with the respective worksheet.

Description

Constructed Travel Worksheet - Se
Authorization DTf authorization. Unless your business rules dictate otherwise, the workshest is required for
fi-route transportation mode(s) other than Commercial Air or Government transportation. Your
AQ will determine whether travel by other than Commercial Air or Government transportation is
authorized and if you will be subjected to a limited reimbursement.

ct this worksheet to provide your AO with cost comparison information when creating your

Constructed Travel Workshest - Select this warkshest if you completed travel using an en-route transportation modeis) that was

Voucher from Authorization not approved by the AQ on your authorization. Your AQ will determine whether the change in
transportation mode(s) was the best way for travel to be performed ar whether your
reimbursement for transpartation-related expenses will be limited to the originally authorized
mode(s).

Done % | ocal intranet 100% -
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/f DTS Constructed Travel Comparison Worksheet - Authorization - Wi

98]

@,:) - ‘@, https: | v defensetravel. dod. milfCnst Twlfauth.cfm

[2]-

File Edit Wiew Favorites Tools  Help

fi- B

i:f *{fi} [ @DTS Constructed Travel Compatison Workshest - Aut,.. ] I

= -

ljpage - _’]} Toals =~

L Defense Travel System Worksheet Instructions

A New Era of Government Travel

>

DTS Constructed Travel Comparison Worksheet - Authorization
(refer to the worksheet instructions for completion guidance)

Name: l:l Locations and Dates of Travel: ‘

nses for the Standard Mode {Commercial Air):

Transportation Exg

Contact CTO to
determine airfare cost.
1-800-296-2959

Commercial Air Costs (see worksheet instructions for additdonal information):

a. What it would cost to travel by commercial air:

Related Expense Cost Factors:
b. If applicable, enter the additional fee normally charged by vour CTO:

Enter CTO fee. Ask
CTO for current charges.

c. Cost for transportation to and from all airports:

Total Expense Cost Factors (lines bsc):

Per Diem cost factors required by your AQ:

d. Per diem amount for the allowable travel days for your preferred transportation mode(s):

e. Per diem amount for the allowable travel doys for travel by commercial air:

Enter normal costs for
round trip mileage to
and from airport.

Note: If you are also planning to provide transportation for other passengers on official government travel, refer to thi
special instructions and add the necessary comments below.,

Add additional comments as needed:

If applicable, contact
your AO.

[ Save To File for Upload to DTS

|

(this will take a few minutes)

Click here to save as a
.pdf file to your
computer.

~

‘a Local intranet

H100% <

fegomeEeo

» Start
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{2 Defense Travel System, - Welcome to DTS - Windows Internet Explor

File Edit View Favorites Tools Help

Document Mame: DPARLINGTONVAD3ZZ10_AD1
Document Type: Autherization

Logged In As:  Dana A Pharis

Traveler Mame: Dana A Pharis
?ﬁl Defense Travel System
A New Era of Government Travel

RETURN TO LIST

Itinerary  Travel  Expenses

Preview Other Auths.

Help for this screen

Below are any items that were "flagged” for this trip. You must provide comments in the "Justifi
flagged items. When you are finished, or if there are no flagged items, click "Proceed To Digital

Constructed Travel Worksheet

1 Iltems have been Flagged in this Travel Document

Reason Flagged Item Description * Justificatio

Screen ID: 1043.1

Aocounting  Additional Op ﬁonM

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

Close Window

Help for this screen

Pre-Audit

Enter “Worksheet
attached” in the
Justification block.

Return to Expenses
Tab and upload
completed
worksheet under
Substantiating
Documents.

n to Approvige Official <Help>

+ COMSTRUCTED TRAVEL
WORKSHEET

+ A transportation mode of other
than Commercial Air or Government
Transportation may reguire a
constructed travel cost-
comparison worksheet to be
completed and included with the

document via fax or scanning.

save And Proceed To Digital Signature

Proceed to the following page: |

g co- |

Digital Signature

"EBDTmECS

Inb...

Note: After you have uploaded your worksheet, return to t
authorization.
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/=) Defense Travel System - Welcome to DTS - Windows Internet Explorer UNCLASSIFIED

File Edit Wiew Fawvorites  Tools  Help

Logged In As:  DAVID A DELAUTER Document Name: DDSAVANMAHGADS0110_a01 Screen I1D: 1059.1 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Authorization Help for this screen

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

Preview Other Auths, Pre-Audit Digital Signatura

YOU MUST DIGITALLY SIGN THE

Click below to stamp and submit this trip authorization for routing and approval. H

AUTHORIZATION!
Document Action ) A A

The document is NOT signed until you
* Submit this document as: ISIGHED vI click “Submit”
Routing List: HRO - e EsTTmat

and reimbursement may be reduced if
avel is completed using a different
transportation mode than authorized by your

Additional Remarks:

AD.
Submit Completed Document
Pending Routing Actions
Awaiting Status Change To By Level
SIGNED DAVID A DELAUTER 1]
Document History
Status Date Time Hame Remarks

CREATED 021710 0915 DAVID A DELAUTER

* View Reasons for Audit Failures

Proceed to the following page: I Preview j

You have now digitally signed your authorization. You will receive an email letting you know when it
has been reviewed and approved. Once it is approved, you can print your order (DD Form 1610) from the
Authorization section under Official Travel.

Remember to do your voucher within 5 business days after you return from your trip!
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Adjustments and Amendments to Authorizations

An adjustment/amendment should only be done BEFORE travel begins!

NOTE: For assistance with processing an adjustment or amendment, contact your Approving
Official.

To create an ADJUSTMENT - BEFORE the authorization for orders is APPROVED
* Mouse over the Official Travel tab on the menu bar

e Select Authorizations/Orders

¢ Click View/Edit next to the document to adjust

o Clear the View-Only check box

o Enter your CAC PIN

o Preview Trip screen opens with a reminder to stamp SIGNED after changes. Click OK

o Click edit next to item(s) that need to be changed or use the navigation bar to access the area that need
adjusted

¢ Click Review/Sign tab on the navigation bar

¢ You will be prompted to provide justification for any changes made
¢ Click Save and Proceed to Digital Signature

o Select SIGNED on the Digital Signature screen

o Click Submit Completed Document

e Enter your CAC PIN and click OK
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To Create an AMENDMENT — AFTER the authorization has been APPROVED

An adjustment/amendment should only be done BEFORE travel begins!

NOTE: For assistance with processing an adjustment or amendment, contact your Approving
Official.

e Mouse over the Official Travel tab on the menu bar

e Select Authorizations/Orders

¢ Click Amend next to the desired document

e Click OK

e Enter reason for edit in the Comment box

e Enter CAC PIN and click OK

e Preview Trip screen opens with a reminder to stamp SIGNED after changes. Click OK

o Click edit next to item(s) that need to be changed or use the navigation bar to access the area that need
adjusted

o Click Review/Sign tab on the navigation bar

¢ You will be prompted to provide justification for any changes made
¢ Click Save and Proceed to Digital Signature

o Select SIGNED on the Digital Signature screen

o Click Submit Completed Document

e Enter your CAC PIN and click OK
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Create a Voucher (DD 1351-2)

In DTS, your Travel Voucher is called a Voucher. A voucher is a request for reimbursement of expenses incurred
during travel. This is your DD Form 1351-2.

After the trip the traveler must:
e Submit a voucher within 5 business days

¢ Provide receipts for:
e Lodging
Airfare (see FAQ 15 in Reviewer section of this manual on how to obtain e-invoice)
Rental car
Registration fees
Baggage fees
Single expenditures of $75 or more

o Digitally sign the voucher

See Step-By-Step instructions on the following page(s)
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Create a VVoucher (DD Form 1351-2)

/— Defense Travel System - Welcome to DTS - Windows Internet Explorer

6{;} - |§. http: /v . defensetravel . osd. mil fdts fsite findex. jsp [=1[#2 || >

File Edit Wiew Faworites Tools Help

o ofr &2 Defense Travel System - Welcome to DTS I | f

% Defense Travel System Search DTS | Go!

A Mew Era of Government Travel

Web Accessibility | Privacy and Security Hotice | Site Map

Home Welcome to DTS!! -
g == DTMO Website
DTMO Website welcome to the new era of government travel that can really take you
Hews & Events places. R
Training Featuring the best practices in industry and plug-and-play cony Clle On the LOG I N TO DTS Button
- Defense Travel System streamlines the entire process involy
Q= Department of Defense (Do) travel.
L ey
ST Login to the Defense Travel Syste,
Document Library
Click on the button below to begin using t ense Travel System. System Status
Contacts ¥s
| [y
ravel Assistance Center DTS is Available
o R First Time Users Training D EWTS
Click below to learn more about Click below to learn how to use EWTS is Available.
DTS and the tools required for DTS and for additional training
use. resources.
Recent Updates
LEARN MORE “rramivg
= GSA Announces 2010

Milcage Rates

z +  Registration How Open
Notices for 2010 DTA Seminar -

Mexandria, WA

+ Budget Rent-A-Car Ends
=1 GSA Announces 2010 Mileage Rates Service in Germany

-+ Registration How Open for 2010 DTA Seminar - Alexandria, VA

+1 DTS Status Update - EWTS Software Patch Schedued for 2/19

-

N T +1_Fv10 Per Diem Rates
[ -/ Trusted sites | Pr
{"smrtl | ol ¥ DVD RW Drive {D:) 1... | Exl] DEFEMSE TRAVEL SY... | DTS Manual.pdf - Ad... || & Defense Travel Sy... & Defe

Defense Travel System

DTS - Windows Internet Explorer = =1 x|

@:_:;a' |g, https:/fdtspr 1setr |, osd. mil fwlfsite findex.jsp j 9 *2 || % ILI'--‘ESEaIEh 2

File Edit View Favorites Tools Help

v dfe € Defense Travel System - DTS | |

Logged In As: DAVID A DELAUTER Help for this screen —

Defense Travel System . ..
A New Era of Government Travel C||Ck on the OfflClaI Travel, then
BRI ovvixt Temvei - Others. V| Travetor Setd Adminicteatis e UISING the drop down menu, select
Authorizations/Orders “N/olichers”
Vosehers e My Signed Documents
Local vouchers A DELAUTER
Current Departure
Group Authorizations/Orders 12 1300HAHRO Document Name Status Date Type
Org Access: DDREMONY(43010_ADM CTC BOOKED 04/30/10 AUTH
Group Access:
Permission: DDRENONWO50110_AD1 CAMNCELLED 05701710 AUTH
Message Center
Please be advised that the following new mileage
reimbursement rates for official travel will go into effect
on January 1, 2010: privately owned automobiles (POA):
50.50; motorcycles 50.47; and airplanes 51.29. Any
voucher from a document created in 2009 with mileage
will need to be updated. Remove the mileage expense in ||
the voucher and then add it back in. DTS will update the
cost appropriately. If you have any guestions, please
contact your Defense Travel Administrator or the Travel
Assistance Center.
=
http: setravel.osd.milfwl/site/access. jsp?menu=VouchersBmenu_id=2 =1 |7 Trusted sites | Protected Mode: OFf [# 100% -
Lroar| B @ # DVD RW Drive (D) 10... | 1] DEFENSE TRAVEL 5¥5 DTS Marual.pdf - Ado... | 8 Deferse Travel Syste... |[/& Defense Travelsys. [« RID) 2:24aM
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_

from

A New Era of Government Travel

View Authorizations / Orders

Defense Travel System )

Wiew Local Vouchers

et Four vouchers, Please select the appropriate function which corfes

There are no Authorizations/Orders available to create Vouchers

meRds to the Voucher with

If this notice appears, your
authorization is either:

Created” but not signed

OR

It has not been reviewed/approved.

Contact your Approving Official
for further guidance.

Sort by Sort by sort by - .
Document Hame | Status Tiamntics | SEdR
SEAUSTINTX 110607 _V01-01 11706707 CREATED ORMEQA » edit

+ SBALSTINTH 110607 w01 ARCHIVE |MAGE ACCEPT swiew | print

@ Daong

S @ Internst

f‘ https:/ /dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer |2 Iﬂ
File Edit View Favorites Tools Help
Logged In As:  DAVID A DELAUTER 5creen 1D: 1001.3 Close Window =
Traveter Name: DAVID A DELAUTER L Type: Voucher Help for this screen

Defense Travel System

Atewrmeioemmenter S

View Authorizations / Orders View Local Youchers View Group Authorizations

Click here to view approved
authorizations available to create
your voucher.

0 the Voucher

appropriate function which cg

of Four vouchers. Please seleC

+ Create New Voucher From Authorization/Order

Bxisting Vouchers

n"startl mE

Sort by Sort by Sort by . . .
Document Hame = Status TA Humber View/Edit | Print | Remave | Amend
TGSAVANNAHGADE 1708 _VD1 DB/7I05 | CREATED DSF3EL sedit  »print » remove
DDARLINGTONVAD1 1410_V01 01/14/10  ARCHIVE IMAGE ACCEPT OXVRDQ | view
DDBORDENTOWNN121509_v01 12/15/09 | ARCHIVE IMAGE ACCEPT OXVE1 | aview |+ print
DDNEWORLEANSL111509_V01 11/14/09  ARCHIVE IMAGE ACCEPT OWDXTE | & viey
- “=|f you have already created a
h I' k 113 d' 7
DDARLINGTONVA100809_V01 10/08/09 | ARCHIVE IMAGE ACCEPT wosan | =viel VOUCNHEr, click “edit” to resume
completing your voucher.
DDLOSANGELESCO91109_vD1 09/11/09  ARCHIVE IMAGE ACCEPT OVMHIL = viey
DDCRYSTALCITY082409_V01 08/25/09 | ARCHIVE IMAGE ACCEPT OWOOPA | nview | » print + amend
DDARLINGTONCO072009_V0? 07/20/09  ARCHIVE IMAGE ACCEPT OVRWGX | »view s print + amend

El
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Fil= Edit View Favorites Tools Help ir
Logged In As: DAVID A DELAUTER Secreen |D: 10101 Close Window
[ Document Type:  Woucher Help far this screen

Traveler Mame: DAVID ADELAUTER

Defense Travel System
A New Era of Government Travel

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

Document Hame

Status TA Humber Create

TGHAMPTOMNHAMPOBOZ0S_A01 O6/0Z/05 POS ACK RECEIVED OSHRES zcreate

Click here to create your voucher.

&) pone S & Internet

2 https:Hdtsproweb.defensetravel.osd.mil - Defense Travel System -

File  Edit View Favorites Tools  Help #‘
Logged In As:  DAVID A DELAUTER Document Name: TGHAMPTOMNHAMPOR0205 W01 Screen Dy 10391 Close Window "~
Traveler Mame: DAVID A DELAUTER Document Type:  Voucher Help far this screen

Accounting  Additional Options  Review/5ign

‘ﬁl Defense Travel System M"“ﬁ Eepeas
A New Era of Government Travel o

Per Diem Locations

Booking Trawvel using the Defense Travel System requires that you first provide Overall Starting Point
information about your starting and ending locations {usualy your home or Leave From: RES: COLUMBUS,0OH Edit - - -
d:ltytstatwnn] in;:l yiltlr TDfo':\\D ana:in'?s fn(r per. l?iem ??;_lrpgslez. T(Du h::" be st e % i Th | S IS your Trl p
able to request bookings for transportation (e.2.,air,rail) and lodging atter O -
it verview page. If
SR R L Location 1: HAHPTON (HAMPTOM CITY), VA pag
LeaveFrom:  RES: COLUMBUS,OH Edit your travel dates or
Overall Starting Point Information -
TO/TAD Loc: | HarP TON (HAHPTOM location Changed )
CITY),VA
) i ; : -
Please Mate: 4 Red Star uired field. e 02-May-08 make any adj ustments
*Select a Locgon: -OR- *Enter a Starting Paint: Leave; 03-May-05 here
| ( vl |RES: COLUMBLS EOH' | searcn | Carrier/ Delta Air Lines Inc. Edit '
g k)= Once changes are
Conf/PhR: DED*P3VIZF Remove -
S S — | made or if there are no
Depart: ChH-Columbuz, OH (LUS4)
Overall Ending Point Information {Int'l. Apt) Changes’ SeIeCt
13 7
1009 - 02-Hay-08 Expenses” from the
Please Mote: 4 Red Star (* ) indicates a required fisld, Arrive: ATL-Atlanta, G (LISA) | ) b
(Hartsfield Int'l, .
NP ey o [ o st . navigation bar
Cartier/f Delta Air Lines Inc. Edit
/v| |RES: COLUMBUS OH Search Flight: (DL} 1564
e —— ConffPrR: DCOUPIVIZFE Remove
+End Date(mm /ddMwgyy): |15/09/2008 =) 1220 - 02-ay-08
Depart: ATL-Atlanta, G4 (USA)

(Hartsfield Int'l,
1355 - 0Z-May-08
Arrive: PHF-Mewpaort Mews, Wi o

é‘l Dane é Q Inkernet

Other Trip Information

‘4 start
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e | https:/disproweb.defensetravel.osd.mil - Defense Iravel System - § | % soft Internet Explorer

File  Edit ‘View Favorites Tools  Help

Edit or remove any
non-mileage expenses
to reflect actual costs
incurred during your
trip.

Expense Type Date C
Use thiz screen to enter non-mileage expenses for your travel document, T

Select an expenses type, or, if you cannot find the appropriate expense
type, entet a description in the box provided, You may also use the 'create
an expense item from a government charge card transaction' fink to create
an expense from current charge card transactions, Select "Save Expenze"
to save the expenses to the travel document,

Reminder: CTC Fees are a reimbursable expense to the traveler when the Hotel Room Ta 050208 $§0.00
transportation costs are charged to your Individual Government Trawvel
Charge Card (IB&).

Gasaline-Rental /Govt, 06/02/08 $2¢.00
Car

Parking - Terminal 050208 $p0.00

Tatal Expenses: §1
* create an expense item from a government charge card transaction

Leave: 02-May-08 Return: 09-May-08 Add Expense
Expensa Types | 7 Add any additional
o | — non-mileage expenses
e N in_curred during your
- trip.

*Date:
(mm fdd fey )

o5 /092008 |

* Miethod of Reimbursement: | - Please Select -- - i

Make sure you SAVE

| # wiew expense details & currency calculator / after eve ry acti On !

Procesd to the following page: Expense - misage e

|

@ Done é i Internet
— = =

CEFEM. ., Bl tH 1:11 P

,-’_.; https:/ /dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer

File Edit view Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Name: DDMEWORLEANSLO12010_ W01 Screen 1D: 1035.1 Close Window
Traveler Name: DAVID A DELAUTER X Type: Voucher Help for this screen

»ﬁ Defense Travel System Itinerary TraveMccounung Additional Options ~ Review /Sign Edit or remove any

mmenlhm' Hon-Mileage JINIEEFER” Per Diem Entitlements Substantiating Records mileage expenses to
reflect actual costs

incurred during your

Expense Type Date Cost ER

Use this screen to view mileage expenses for your trip. H
Pvt Auto-Terminal  01/20/10 $10.00 | View tri p.
Leave: 20-Jan-10 Return: 21-Jan-10 Pvt Auto-Terminal 01/21/10 510.00 | View
Expense Type: =l Total Expenses: 520.00
* Date:
* Method of Reimbursement: I -- Plea ;I

Use PVT Auto-
mtes [T pae - cost $ Terminal for mileage
1 View Ths Expense Type's Defauits to and from the airport.

Proceed to the following page: I Per Diem Entitlements LI

Make sure you SAVE
after every action!

Oostart| B @ # DVD RW Drive (... | G DEFENSE TRAV... | ) DTS Manual.pdf... | @ Defense Travel ... | @8 Defense Travel ... |[ /@& https//dtspr... |« %y WYL} 10:29AM
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/,': https:/ /dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer =1
File Edit WView Favorites Tools Help
to the default rates for that date and location. ;I
G5A State Tax Exemption Listing If your IOngng h
expenses are over the
Date Lecation Edit Reset Ldg Cost Ldg Alowed M&IE Mlowed | Per DiemRate Code B L -
o per diem rate, contact
. 42.00 H
05/01/10 SAVANMAH,GA = Edit | » Reset 106.00 Iﬁz::(‘;ial Personal 106 f 56 MONE your Approvl ng
106.00 Official for guidance.
05/02/10  SAVANMAH,GA = Edit 106.00 GOVCC- 56.00 106 f 56 MONE
- Personal
Individual
106.00 -
05/03/10 SAVANMAH,GA = Edit | » Reset 1 GOVCC- ey 106 f 56 MONE If your IOdglng
Individual Personal |t
expenses are equal 1o
56.00 H
05/04/10  SAVANMAH,GA = Edit | » Reset 106.00 Personal 106 f 56 MONE the per dlem rate’ you
’
don’t need to make
05/05/10 SAVANMAH,GA = Edit | » Reset 106.00 106 f 56 MONE
o Individund any changes.
106.00
05/06/10  SAVANMAH,GA = Edit | » Reset 106.00 GOVCC- 106 f 56 MONE
Individual H
o If your lodging
05/07/10 | SAVANNAH,GA » Edit | = Reset 106.00 IG‘?VEL ng;‘g:ﬂ[ expenses are IeSS tha_n
ndivi R
000 e the per diem rate, you
05/08/10  SAVANMAH,GA = Edit | » Reset 0.00 GOVCC- 3 106 f 56 H
: Edit | ¢ Resat povee  Persona need to edit the
lodging rate by
= H H 13 HE L]
Resct A e - clicking on “Edit” or
“Edit All”
Proceed to the following page: IAccounling Codes j q
f'startl m e # DvD RW Drive (... | (5] DEFENSE TRAV.... | =) DTS Manual.pdf... | & Defense Travel ... | (@ Defense Travel .. |[/& https://dtspr.. |« 'y ®YIp) 10:52am
ff https:/ [dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer - |5|5|
File Edit WView Favorites Tools Help
Logged In As:  DAVID A DELAUTER Document Name: NDSAVANMAHGANSD 10_AD1 Screen ID: 1021.1 Close Window

Traveler Name: DAVID A DELAUTER

% Defense Travel System

A New Era of Government Travel

[ cerurn o usr

Document Type:

Non-Mileage

Voucher

Help for this screen

Itinerary Trave@ccwnling Additional Options  Review/Sign

Mileage Per Diem Entitlements Substantiating Records

“You may apply changes on this screen to a certain date or
the distribution te travelers, use the distribution methed 5
link te distribute appropriately to travelers. GSAState T|

Location: SAVAMMAH,GA

Values Apply From Date: 05/01/2010

IOE 10172010 '

Values Apply Through:

Per Diem Rates

Change the Lodging
cost to reflect the
actual cost of ROOM
RATE ONLY. Do
NOT include taxes in
this cost.

ate. If reguired to change
Hect the “distribute cost”

Costs are total for all travelers. You may change your lodging
expense details such as payment methed, reimburseable, e

Per Diem Rate:

s below. Use the "View Expense Details / Currency Calculator” link for

=

the radio button for

Diem Entitlements
section below.

Attach an approved
Actual Expense

your receipts under

When lodging is over
the per diem rate, click

Actual Lodging located
under the Other Per

Allowance Letter with

Lodging:

MaIE:
Duty Conditions

Check all of the following that apply:

" Field Conditions

[T Adverse Effects/Commercial Quarters

:'Startl m A

= view expense details / currency calculator

= view expense details / currency calculator

Substantiating Records.

Click “Save These
Entitlements” at
bottom of screen.
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If‘ https:/ {dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer

File Edit View Favorites

Tools  Help

== x|

Logged In As:

-

RETURN TO LIST

Existing Receipts

DAVID A DELAUTER
Traveler Name: DAVID ADELAUTER

Defense Travel System

A New Era of Government Travel

To fax in your receipts click "Prin
transmission is complete click "Re
selecting the scanned file click "U)j
column select the field you would |

= Print Fax Cover Sheet

= Upload Scanned Receigtsl

Document Type: Voucher

cover sheet here

Document Name: DDBORDENTOWNN1Z1508_V01
Itinerary Tra\reﬂwczounting Additional Options  Review/Sign

i e Per Diem Entitlements 4 A

You can prlnt a fax

if you

are going to fax your
documents to DTS.

Screen ID: 1148.1 Close Window

Help for this screen

the fax
and after
the "Motes”

pwer sheet. Then five minutes af
you have scanned, click "Browse,
e notes on an existing receipt, und
button.

Browse

Date CTw

22-Dec-2009 | [T

If you scan your

documents, save them
to your computer as a
.pdf file and then you
can upload them here.

ng page:

View Remove

* View

After uploading your
receipts, select
“Additional Options”
from the navigation

IAccuunhng Codes YI

-f"startl mE & DVD RW Drive ... | E%1] DEFENSE TRAV... | 77| DTS Marual.pdf.... | (& Defense Travel ... | (& Defense Trave] |
f https:/ /dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer — | = |1|
File Edit View Favorites Tools Help
Logged In As:  DAVID A DELAUTER D Name: DDBORDENTOWHNM121509_V01 Screen ID: 1063.1 Close Window =
Traveler Name: DAVID ADELAUTER Dy t Type: Voucher Help for this screen

=

| RETURN TO LIST |

Expense Summary

Total Expenses:

Gov't Advance Paid:

Taotal Prior Payments:
Credit Summary

Collections:

Waiver / Appeals:
Het To Traveler:

Balance Due US:

Entitlement Summary

:"Startl m e

Defense Travel System

A New Era of Government Travel

MNen-Reimbursable Expenses:

Reimbursable Expenses:

Scheduled Partial Pmts Paid:

Previous Voucher Payments:

Itinerary  Travel

Profile

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

5865.23

50.00

5865.23

Disbursement Summary

50.00
50.00
50.00

$0.00

50.00
50.00

$865.23

50.00

Personal(5) Individual GOVCC(5) Total(5)

% DVD RW Drive (... | E¥1] DEFENSE TRAV...

Expenses Accounting Rewview /Sign
Payment Totals Partial Payments Advances

| ﬁ DTS Manual.pdf. .. | (€ Defense Travel ...

In “Additional
Options”, select
“Payment Totals”.

Overall Starting Point
RES: DUBLIN,OH
15-Dec-09

Leave From:

Leave:

Location 1: BORDEMTOWHM,MJ

Leave From: RES: DUBLIN,OH View
TDY/TAD Loc: BORDENTOWM,MJ
Arrive: 15-Dec-09
Leave: 17-Dec-09
;?;;ﬁ” US Airways (US) 3573 Yiew
Conf/PNR: DCUS*GMPRDT
3:40PM - 15-Dec-09
Depart: CMH-Columbus, OH (USA) p
{Intl. Apt)
5:05PM - 15-Dec-09
Arrive: PHL-Philadelphia, PA (USA)
................... (ntL 2Bt} b
’El?é:le” US Airways (US) 3573 AL
Conf/PMNR: DCUS*GMPRDT
1:40PM - 17-Dec-09
Depart: PHL-Philadelphia, PA (USA)
(Intl. Apt)
3:14PM - 17-Dec-09
Arrive: CMH-Columbus, OH (USA)
(Intl. Apt)
Rental Car: Enterprise Rent-A-Car View LI
| (€ Defense Travel . “ (& hittps:/ dtspr... |« @[{})} 11:15 AM
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File Edit View Favorites Tools Help

Logged In As:  DAVID A DELAUTER D Name; DDBORDENTOWRNMN121509_V01 Screen ID: 1063.1 Close Window I
Traveler Name: DAVID A DELAUTER o t Type: Voucher Help for this screen
% Defense Travel SYStem Itinerary Travel Expenses Accounting ALtNIRLNEIREIEIEP Review /Sign
A New Era of Government Travel
Profile Payment Totals Partial Payments Advances
Folowing is the calculated totals for the voucher - Voucher Payment Totals Overall Starting Point
Leave From: RES: DUBLIN,OH View
Expense Summary Leave: 15-Dec-09
Total Expenses: 5865.23 Location 1: BORDENTOWN,HJ
: Leave From: RES: DUBLIN,OH View
Non-Reimbursable Expenses:  50.00 I
TOY/TAD Loc:  BORDENTOWN,N.J
Reimbursable Expenses: S865.23 e 15-Dec-09
Leave: 17-Dec-09
Disbursement Summary . .
Carrierf - View
Right: US Airways (US) 3573 b
Gov't Advance Paid: 30.00 Conf/PNR:  DCUS'GMPRDT
Scheduled Partial Pmts Paid:  50.00 3:40PM - 15-Dec-09
Depart: CMH-Columbus, OH (USA) s
Previous Voucher Payments: 50.00 (Int1. Apt)
Total Prior Payments: 50.00 5:05PM - 15-Dec-09
Arrive: PHL-Philadelphia, PA (USA)
Intl Apt)
B I | O | netapy
Carrier/ i
H?gr;ler US Airways (US) 35 e
Colections: 50.00 i If h Vi I I r
Waiver / Appeals: 50,00 Conf/PNR: DCUS*GMPRDT yOU ave a la ge
1:40PM - 17-Dec-09 balance on vour
Net To Traveler: $865.23 Depart: PHL-Philaelphia, P y
Balance Due US: $0.00 (Int1. Apt) GOVCC than the
3114PM - 17-Dec-09) -
_ wme: owcaunns,on| CalCulation shows, you
Entitiement Summary

(Int1. Apt)

Rental Car: Enterprise Rent-A C?'n requeSt addltlonal
woors Pieeiceena | disbursement be made

Total Expenses: 5182.50 5682.73 5865.23 International Airpol

s to your GOVCC by

Personal(5)  Individual GOVCC(5)  Total($)

Less Prior Pmts: 50.00 50.00 50.00

Plus Colections: 50.00 50.00 50.00 ::kaugﬁ 17 enterlng the reqUESted
amount here and select
Net to Traveler: $182.50 $682.73 $865.23 = Endine Point “Calculate”.

Leave From:  BORDENTO

Return Loc:
Arrive; -Dec-09

Add GOVCC ATM: 50.00

Add1GOVCC Amt: 5-98.87
Less Prev Pmts to l—
GOVCC(By Traveler): 0.00

Prev Pmt Adjustments: 50,00

» Calculate

Final Distribution{Net to

st 41 NE @MOUNt requested
cannot exceed the
amount identified as
“Net to Traveler. page:  [Preview Sl conine |

-

f'startl m e & DVD RW Drive (... | i41] DEFENSE TRAV... | | DTS Manual.pdf... | (& Defense Travel | (& Defense Travel ... || (& https:/ [dtspr... |« Gy mIP) 11:17AM

NOTE: Split Disbursement is used in DTS to assist cardholders with timely payment of travel
card accounts. Split Disbursement is MANDATORY for all DoD travelers. When preparing
your voucher using DTS, you need to review the Split Disbursement amounts to ensure money is
being disbursed to completely pay all charges made to the travel charge card.
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File Edit View Favorites Tools Help

Logged In As:  DAVID ADELAUTER Document Name: DDEORDENMTOWRNN121509_W01 Screen ID: 1064.2 Close Window -
Traveler Name: DAVID A DELAUTER Document Type: Voucher Help for this screen

’ﬁ Defense Travel System Itinerary  Travel Expenses  Accounting  Additional OpdonM
A New Era of Government Travel

W Other Auths. Pre-Audit

Print Document

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

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

Review the Preview
Trip page to ensure
Reference: you have made all the
necessary adjustments.

Reference Information

Document Comments

Comments to the Approving Official: CTO Generation - AMENDMENT

Comments from the Travel Agent: Air Comments: CTO BOOKED-PLS REVIEW SEGMENT DATES AND TIMES C I iCk “Save and

The use of a Government-Contracted Commercial Travel Office(CTO) to arrange official travel is mandatory. If the contracted bE)
used to make official travel arrangements, the traveler must provide a statement in detail as to exactly why the CTO is not avaj P roceed a-t bOtto m Of

otherwise not being used. page,

‘Other Trip Information

Trip Type: AA-ROUTINE TDY/TAD =l
[ostart| & £ DVDRW Drive (... | ] DEFENSE TRAV... | = DTS Manual.pdf... | @ Defense Travel ... | @ Defense Travel ... || @ https:/[dtspr.. |« iy EYIP) 11:10 AM

* https:/ [ dtsproweb.defensetravel.osd.m Defense Travel Syste 'elcome to DTS - Windows Internet Explorer - |ﬁ' |5|

File Edit Wew Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Mame: DDBORDEMTOWMM1Z1509 V01 Screen ID: 1040.1 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Voucher Help for this screen

% Defense Travel SySiem Itinerary ~ Travel  Expenses  Accounting  Additional Opﬁnnw
A New Era of Government Travel

RETURN TO LIST Preview PFother auths 4 Pre-Audit

The following are the additional autherizations that were selected based on the trip details. Enter comments to your Approving Official in the
"Remarks" boxes provided.

= View Unselected Authorizations For This Trip

Click Continue.

o

Other Authorizations for this trip do not exist. /

Proceed to the following page: I Pre-Audit l

Iostart| B @& # DVD RW Drive (... | (/] DEFENSE TRAVE... | ) DTS Marual.pdf ... | 8 DefenseTravel .. | @8 Defense Travel .. |[ @ hitps://dtspro.. [« B} 11:31aM
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ittps:/ fdtsproweb.defensetravel.osd.i - Defense Travel System - Welcome to DTS - Windows Internet Explorer = |5|

File Edit WView Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Name: DDBORDENTOWNN1Z150%9_ V01 Screen ID: 1043.1 Close Window =
Traveler Mame: DAVID A DELAUTER D Type: Voucher Help for this screen

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

RETURN TO LIST Preview Other Auths. Pre-Audit

Below are any items that were "flagged™ for this trip.

Make sure that you
have addressed any
items that require
justification.

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

3 Items have been Flagged in this Travel Document

1. Reason Flagged Item Description * Justification to Approving Official <He]

* ADD GOVCC-INDIVIDUAL * Add GOVCC-Individual Amount To cover meals and other expen on GOVCC.
AMOUNT

2. Reason Flagged Item Description * Justification to Approving Official <Help>
+I HIGHER RENTAL CAR RATE +I The rental car rate selected Included pre paid gas charge to total cost. Actual cost is
CHOSEM 5148.44 is higher than the lowest on receipt.

rental car rate available 5106.04
for the selected rental car type by
542.4

Enterprise Rent-A-Car

1271572009 - 35:00 PA Click “Proceed to

PHL Philadeiphia International

spore " Digital Signature” at
- bottom of page. |

The following are provided for advisory purposes only

3. Advisory Advisory Description  <Helps
+ NO GAS FOR RENTAL CAR + YOUR VOUCHER INDICATES ARENTAL CAR EXPENSE, BUT YOU HAVE NOT ENTERED A
CORRESPONDING GAS EXPENSE. =l
."‘startl moE # DVD RW Drive (... | £41] DEFENSE TRAVE. .. | .| DTS Manual.pdf ... | & Deferse Travel ... | & Defense Travel ... || (€ https:/[dtspro... <« ERIP) 11:33AM

< https: fdtsproweb. defensetravel.osd.mil - Defense Travel System - 3 [soft Internet Explorer

File Edit  W%iew Favorites Tools Help

Logged In As:  DAVID A DELAUTER, Document Name: TGEAWVANNAHGADS 1708 W0 Screen ID: 1059.2 Close Window ~
O — : Help for this screen
Traveler Name: DAVID A DELAUTER BocUment TYae Sy oathen
£ 3
D Travel s; Itinerary Travel Expenses Accounting Additional GptionM
A New Era of Government Travel
Preview Other Auths. Pre-Audit

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

Document Action Make sure the drop
i s> [l down box shows the
Routing List: IM| “SIGNED” Stamp-

Additional
Remarks:

Transportation relsted
expenses and actual
reimbursement may be
reduced if travel is
completed using a different
transportation mode than
authorized by your AO.

Submit Com

Pending Routing Actions

Click “Submit
Completed Document”.

Awaiting Status Change To By

SIGNED GERARDH, TAMARA L. o

Document History

®

&) Dors = @ Internet

You have now digitally signed your voucher. You will receive an email letting you know when it has

been reviewed and approved. You can print your voucher (DD Form 1351-2) from the Voucher section
under Official Travel.
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Create a Local Voucher (SF 1164)

A Local Voucher SF 1164 is a document submitted to claim reimbursement for miscellaneous
expenses incurred while conducting official business in the locality of the permanent duty station
(PDS). Examples of such expenses might include parking, toll charges, or privately owned
vehicles (POVs) mileage. Normally, a Local Voucher is used when the travel is for a period of
less than 24 hours and no lodging or air transportation is used.

Government transportation (GSA or military vehicle) is the preferred method of transportation.
When government transportation is not available, travel by POV must be approved, IN
ADVANCE, by the organization’s senior full time supervisor.

Note: You may claim expenses for multiple dates on one local voucher as long each expense
precedes the local voucher date.

Step By Step Instructions below and on following page(s)

/= Defensc Travel System - Welcome to DTS - Windows Internct Explorer
@: -~ [&] httpijjunmw. defensetravel . osd. mil/dis fsite index. jsp = |*»|| x

File Edit View Favorites Tools Help

?2? f{ﬁ @ Defense Travel System - Welcome to DTS I I ﬁ
‘"% Defense Travel System Search DTS | Go!
A New Era of Government Travel

Web Accessibility | Privacy and Security Motice | Site Map

Home Welcome to DTS!! DTMO Website
DTMO Website Welcome to the new era of government travel that can really take you

R PR Click on the LOGIN TO DTS Button

Training Featuring the best practices in industry and plug-and-play comy
Defense Travel System streamlines the entire process inwvoly
Department of Defense (DoD) travel.

FAQS

Travel Assistance

fr— T [ I o T, =]
enter =
JE] Login to the Defense Travel Syst
Document Library .
Click on the button below to begin using t ense Travel System. Syst Stat
Contacts ystem Status
LOGIN TO DTS _I DTS
S is A
First Time Users Training El
Click below to learn more about Click below to learn how to use EWTS is Available.
DTS and the tools reguired for DTS and for additional training
use. resources.

q Recent Updates
Srrammg

+ GSA Announces 2010
. Mileage Rates
N + Registration Mow Open
Notices for 2010 DTA Seminar -
Mexandria, WA

=+ Budget Rent-A-Car Ends
=1 GSA Announces 2010 Mileage Rates Serwvice in Germany

+1 Registration Now Open for 2010 DTA Seminar - Alexandria, VA

=+ DTS Status Update - EWTS Software Patch Scheduled for 2719

=1 Fr10 Per Diem Rates

[ [ [ [ [ [ Trustedsites I/

.."'st.artl - & DVD RW Drive (D) 1... | E¥1] DEFEMSE TRAVEL SY... | T | DTS Manual.pdf - Ad. .. || #= Defense Travel Sy... = Defe
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Defense Travel System - DTS - Windows Internet Explorer - | = il

@;}v |g, https: //dtsprow: setravel.osd.milfwlfsite index.jsp j @ |4 || % ||_i-._.E Search o~
File Edit Wiew Favorites Tools Help

i:? “1"3-? @Defenseﬁave\ System - DTS | | E} - o QE; - Iijage - @Tools - ®

Logged In As: DAVID A DELAUTER Help for this screen —

Defense Travel System
St  ooorr |

- Official Travel - Others ¥ T setup W po ¥ Administrative ¥

Authorizations/Orders

Vouchers Documents Awaiting Your Approval --> Click Here

tocalVouchers AiL'-AUTER
Group Authorizations/Orders }A 18 DOHANNG e ———cia._| | 0T the Official Travel section,

Org Access: DA1800HA o SE'ECt “LOC&l Vouchersu

Document Hame

Group Access: OHA st
Permission: 0.1,2,3,5,6 DDRENONV043010_A01 REVIEWED  04/30/10  AUTH
DDRENONV050110_AD1 CANCELLED  05/01/10  AUTH

Message Center

Please be advised that the following new mileage
reimbursement rates for official travel will go into effect
on January 1, 2010: privately owned automobiles (POA):
50.50; motorcycles 50.47; and airplanes 51.29. Any
voucher from a document created in 2009 with mileage

will need to be updated. Remove the mileage expense in
the voucher and then add it back in. DTS will update the
cost appropriately. If you have any gquestions, please
contact your Defense Travel Administrator or the Travel
Assistance Center.

=
http setravel. osd.mil/wl fsite access jsp?menu =Local +Vouchersamenu_id=3 [ [ [ [ [ [& Trustedsites | Protected Mode: Off [®100% ~ 4
Jstart| B & # DVD RW Drive (D3] L... | £4 DEFENSE TRAVEL S¥... | ) DTS Manual.pdf - Ad... | & Defense Travel Syst... || @ Defense Travel Sy... |« 'y WYIP) 12:08PM
/= https:/ [ dtsproweb.defensetravel.osd.: - Defense Travel System - Welcome to DTS - Windows Internet Explorer - |5‘|5|

File Edit Wiew Favorites Tools Help

Logged In As:  DAVID A DELAUTER Screen I1D: 1001.4 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Local Voucher Help for this screen

Defense Travel System
St |

View Authorizations / Orders View Vouchers View Group Authorizations

H 13
Below is a list of your existing local vouchers. Please select the function (edit, print, etc.) corresponding to the apy CIICk On Create NeW

7
+ Create New Local Youcher 47 Local VOUCher
Existing Local Vouchers

Sort by Sort by Sort by - N N

Document Name Status TA Humber Vi fEdrt Print Re Amend
DD062309_L01.3 06/23/09 ARCHIVE ACCEPTED OQVM3CP = view = print » amend
DD040509_L01.2 04/05/09 ARCHIVE ACCEPTED ov1A27 > view » print > amend

Lostart| M & # DVD RW Drive (... | ) DEFENSE TRAV... DTS Manual.pdf.. | &8 DefenseTravel ... | @& Defense Travel ... |[ @ https://dtspr. |« s BRI} 12:15PM

Created by the Ohio National Guard 68



/= https://dtsproweb.defensetravel.osd. - Defense Travel System - Welcome to DTS - Windows Internet Explorer — |ﬁ'|£|

File Edit WView Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Name: DDUMNKOZZE10 Screen |D: 1024.1 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Local Voucher Help for this screen

Defense Travel System
Sl ]

Enter the local voucher date and click OK or Return to Document List to abort.

Enter your travel date
and click “OK”

* Local Voucher Date: I02f24|,(2010 ||

{mms ddiyyyy)

| Return to Document List |

{‘5tart| mE # DD RW Drive (... | ] DEFENSE TRAV.... | ) DTS Manualpdf... | @ Defense Travel ... | & Defense Travel ... |[ @ https://dtspr.. |« oy UL} 12:17PM

/= https://dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer - |ﬁ'|5|

File Edit WView Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Name: DDO22410_L01.4 Screen ID: 1217.1 Close Window =
Traveler Name: DAVID A DELAUTER Document Type: Local Voucher Help for this screen
Defense Travel SYStem Mﬁmcmnﬁng Additional Options  Review / Sign
A New Era of Government Travel
Non-Mileage Mileage Substantiating Records

Use this screen to enter non-mileage expenses for your local travel. Select an expense type, or, if you cannot find the appropriate expense
type, enter a description in the box provided. An event purpose is required to describe the reason for local voucher travel. You may also use
the ‘create an expense item from a government charge card transaction® link to create an expense from current charge card transactions.
Select "Save to save the to the travel document.

 create an expense item from a government charge card transaction

Mon-Mileage Expense #1

* Select Expense Type: * Cost: SI + currency calculator
- - * Date: IOZJ‘ 2472010 ™
oR Auth. Business Call [E— _I .
* Event Purpose: |Cancel Fee - Rental Car =
Gasdline - Rental/Gov Car * Method of Reimbursement: I -- Please Select -- j Enter any non mi Ieage

Gasoline/Oil - Private Vehicle
GOWVCC ATM Advance Fee
GOVCC ATM Service Fee
Meal

* Select Expense Type: |Parking - Local

Parking - Recruiter/Trainer
Public Transit

expenses and click
“Save Expenses”

Mon-Mileage Expensq

* currency calculator
-OR-

* Event Purpose: |Registration Fee

Rental Car * Method of Reimbur TV T ”

Sctornes Payment Select “Mileage” from

Snack - Recruit . . .

TI;:':- Luce:lrm < Save Expenses the naVIgatlon bar If

Taols (highway bridge etc) .

Traveler's Check Fee you have mileage L

) - expenses.
Proceed to the following page: Iﬁa:counllng Codes j
=]
[ostart| B & # DVD RW Drive (... | (5] DEFENSE TRAV... | ) DTS Manual.pdf... | @ Defense Travel ... | @ Defense Travel ... |[ /@ https://dtspr... |« % EHIP) 12:18PM
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3 https:/ [dtsproweb.defensetravel.osd.i

- Defense Travel System - Welcome to DTS - Windows Internet Explorer — =] x|
File Edit Wew Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Name: DDOZZ410_LO1.4

Screen ID: 1219.1 Close Window
Traveler Name: DAVID A DELAUTER

Help for this screen _

% Defense Travel System Mccwnﬁng Additional Options  Review / Sign
A New Era of Government Travel

Non-Mileage IEYFEYP”  Substantiating Records

Document Type: Local Voucher

Use this screen to enter mileage expenses for your trip. The In-and-around expense is used to record miles driven while at USI ng drop down bOX'
lecation. An event purpose is reguired to describe the reasoen for local voucher travel. Click on the "Save Expenses” buttg

e select applicable
Mileage Expense #1 expense type.

* Expense Type: | =l "Date: [02/24/2010 =
(mm/dd/yyyy)
* Method of Reimbursement: Personal

* Event Purpose:

In-and-Arcund Mileage - Private Auto
In-and-Around Mileage - Private Motorcycle
POC Use - Dedicated Gov Yehlcte + Miles I_ x Rate - Cost ¢
POC Use - Gov Vehicle Available

Private Auto Mileage - Owner/Operator

Private Motorcycle Mileage - Owner f Operat:

Mileage Expense #2

* Expense Type: | =l * Date: |02;24;201o v|
(mm/dd/yyyy)
* Event Purpose:
IS\te visit * Method of Reimbursement: Personal

* Miles I * Rate = Cost 5

(=l
{ostart| B @& # DVD RW Drive (... | G5 DEFENSE TRAV... | ) DTS Manual.pdf... | @ Defense Travel .. | @8 Defense Travel ... |[ /@ httpsy/fatspr—. |« % @0} 12:28PM
f_.; https:/ [dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer - |ﬁl|5|
File Edit WView Favorites Tools Help

Lopged In As:  DAVID A DELAUTER Document Name: DD022410_L01.4

Screen ID: 1219.1 Close Window
Traveler Name: DAVID A DELAUTER

Help for this screen

% Defense Travel System Mccwnﬁng Additional Options  Review / Sign
A New Era of Government Travel

[ RETURN TO LIST | Non-Mileage  JEIEEFEPP  Substantiating Records

Document Type: Local Voucher

Use this screen to enter mileage expenses for your trip. The In-and-around expense is

lecation. An event purpose is reguired to describe the reason for local voucher trg
expenses.

Enter “Event Purpose”,
“Erom” and “To” info NOTE: If Residence is
selected in the “From”

b e field, you will be

Mileage Expense #1

* Expense Type:

Private AUto M- __c -

" Bvent Purpose: [site visit ’Melhnd::“l:::;ﬁllenl: Personal prompted _to input the
om [ s [ rates e normal mileage to your

Check box t ate a separate expense for round trip: - dUty Statlon

" To: I Profile Locations:

DUTY STATION Enter POV mileage for

one way only Check box to
Hilesge Expense 12 automatically enter L
Expense Type: | = | coue e round trip info.
*Event purpose: [z vin (mmn/ adyyyy)

* Method of Reimbursement: Personal

Click “Save Expenses”

mies [ x Rate = Cost S at bottom of page.

=

=) DTS Manual.pdf... | 3 Defense Travel ... | 8 Defense Travel ... || @& https://dtspr... |< & 31 12:25PM
| e s

-."start| m e £ DVD RW Drive (... | £l DEFENSE TRAV...

Created by the Ohio National Guard 70



,f_'; https:/ /dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer — =1 =i

File Edit WView Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Name: DD0Z2410_L01.4 Screen ID: 1220.1 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Local Voucher Help for this screen

Defense Travel SyStem Mccmnﬁng Additional Options  Review / Sign
A New Era of Government Travel

| RETURN ToO LIST P tiileage o

Substantiating Records

Non-Mileage

Expense Type Date E/RSC

Use this screen to enter mileage expenses for your trip. Click on the "Save

e D e e Private Auto Mileage - 02/24/10 512.50
Owner /Operator
From: BEIGHTLER
Add Expense ARMORY
To: RICKENBACKER
" Expense Type: I j ENCLAVE
" Event Purpose: [Site visit Private Auto Mileage - 02/24/10 512.50
Owner /Operator
+ Date: I—nzrz4rzn1o EE=le From: RICKENBACKER -
ENCLAVE Navigate to
(mm/ddiyyyy) To: BEIGHTLER ..
Method of Reimbursement:  Personal ARMORY SUbStantlatlng Records
wes [ x Rate - Cost s Total Expenses: =00 and upload documents .

(i.e. Command

Authorization Letter,
=] | Inand Around Mileage
Log)

Proceed to the following page: Accounting Codes

[ostart| B & # DvD Rw Drive (... | ] DEFENSE TRAV.... | ) OTS Manual.pdf... | @ Defense Travel ... | @ Defense Travel ... |[@ https://dtspr... |« iy @OIP) 12:38PM

{‘ https://dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer =] =l

File Edit View Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Name: DD022410_L01.4 Screen ID: 1148.1 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Local Voucher Help for this screen

'@ Defense Travel System M Accounting Additional Options Review Sign
A New Era of Government Travel

Non-Mi

You can print a fax
cover sheet here if you
anemiesn s comere | 1€ 90ING 10 fAX youUr [ e e

selecting the scanned file clic documents to DTS hange notes on an existing receipt, unde
. tes” button.

«column select the field you wol

= Print Fax Cover Sheet

Browse... Upload

» Upload Scanned Recewgtsl

Currently there are no Receints on file for this Voucher.
bate If you scan your
documents, save them |
to your computer as a
pdf file and then you  [mrerss [seommscoses 5]
can upload them here. Navigate to Additional

Options.

Remove

-."start' m e 7 DVD RW Drive (... | E¥1] DEFENSE TRAV... | 'ﬁDTSManual‘pdf..I (& Defense Travel ... | /€ Defenge Travel ... || (& htips:/ /dtspr... |« G MR 12:40PM
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/= https:{ [dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer

File Edit View Favorites Tools Help

15 x|

Logged In As:  DAVID A DELAUTER Document Name: DD022410_L01.4 Screen ID: 1004.1 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Local Voucher Help for this screen
Defense Travel s.VStem Expenses Accounting PO LG IR L Review / Sign

A New Era of Government Travel
W Comments JFWENT IEIES Profile

Add below to the Approving Official.

Provide a brief
Comments for Local Voucher:

description of your
o ot oo (2 1ave @ mesting vith h esidents fo 5/ required local travel.

[ |

Click Save Comments

/ and Proceed to
save Comments and Proceed ta Payment Totals |
Payment Totals.
Proceed to the following page: I Preview ﬂ
[ostart| B & #: DVD RW Drive (... | @1 DEFENSE TRAV... | ) DTS Manual.pdf... | @ Defense Travel ... | & Defense Travel .. |[ @ https://dtspr—. |« % WO 12:50PM
/= https://dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer — =] x|
File Edit WView Favorites Tools Help
Logged In As:  DAVID A DELAUTER Decument Mame: DDO22410_L01.4 Screen ID: 1063.2 Close Window =
Traveler Name: DAVID A DELAUTER Document Type: Local Voucher Help for this screen
“’% Defense Travel System Expenses  Accounting YRR Review / Sign
A New Era of Government Travel
Comments Profile
Following is the calculated totals for the voucher - Local Voucher Payment Gy =sEalStantmg Bomt
Totals Leave From: LOCAL LOCATION
Leave: 24-Feb-10
Expense Summary
‘Overall Ending Point
Total Expenses: 50.00 Leave From:  LOCAL DESTINATION
Mon-Reimbursable Expenses:  50.00 Return Loc: LOCAL LOCATION
Arrive: 24-Feb-10
Reimbursable Expenses: 50.00
Credit Summary
cotections: s0.00 Unless a Line of
Waiver/ Appeals: 50.00 -
el Accounting has been
Met To Traveler: 50.00
Balance Due US: 50.00 SEIeCtedl payment |-
- totals will show as 0.
ntitlement Summary
Personal(5)  Individual GOVCC(5) Total($)
Total Expenses: 50.00 50.00 50.00
Less Prior Pmits: 50.00 50.00 50.00
Plus Collections: 50.00 50.00 50.00
Het to Traveler: 50.00 50.00 50.00 =l
-."'s:zrt' m e &7 DVD RW Drive (... | E%1] DEFENSE TRAVE... | 7| DTS Manual.pdf ... | & Defense Travel ... | € Defense Travel ... || /& hitps:/[dtspro... |« YU} 1:07PM
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% https:/ /dtsproweb.defensetravel.osd. - Defense Travel System - Welcome to DTS - Windows Internet Explorer

File Edit WView Favorites Tools Help

=181 x|

RETURN TO LIST Preview Trip Pre-Audit

Review the details for this trip below.

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

Reference Information

Reference:

Comments to Approving Official

Comments:  Edit

Travel to Rickenbacker to meet with resident units to meet about nothing in particular.

Logged In As:  DAVID A DELAUTER Doecument Mame: DDO22410_L01.4 Screen ID: 1065.6 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Local Voucher Help for this screen

% Defense Travel System Expenses Accounting Additional Options M
A New Era of Government Travel

Print Document

|»

Expenses
Hon-Mileage:
Date Expense Type Event Purpose Actual Cost Mlowed Cost g;lh::r:menl
Edit 02/24/10 Parking - Local Site visit 515.00 515.00 Personal
Total: 515.00
Mileage:
One-Way
5 N Odometer POC Met
Date From Location |To Location Expense Type Event Purpose Mies Miles Rate Cast
Cost
. BEIGHTLER Rickenbacker  Private Auto Mileage - " -
Edit  02/24/10 T — T T Site visit 25.0 0 0.5 512.50
. Rickenbacker BEIGHTLER Private Auto Mileage - . .
Edit | 02/24/10 Enclave ARMORY Owiner/Operator Site visit 25.0 1] 0.5 512.50
Total 520,00
When the Preview Trip
Accounting Summary  Edit
SCreen appears,
Accounting Code: NO ACCT CODE expense tota's W|”
MILEAGE: 525.00 popu | ate
OTHER: 515.00
MO ACCT CODE Sub Total: 540.00
Calculated Trip Cost: 540.00 Select “Save and
. . H HR L)
LEE ST Continue to Pre Audit
Total Prior Payments: 50.00
Balance Due Us: 50.00 ;I
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,f.'; https:/ [dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer

File Edit WView Favorites Tools Help
Lopged In As:  DAVID A DELAUTER Document Name: DD022410_L01.4 Screen ID: 1043.2 Close Window

Help for this screen

Additional Op tions M

Traveler Name: DAVID A DELAUTER Document Type: Local Voucher

'ﬁ Defense Travel System

A New Era of Government Travel

RETURN TO LIST

Expenses Accounting

Help for this screen

Below are any items that were "flagged” for this trip. You must provide comments in the "Justification to Approving Officid
flagged items. When you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”

Review any advisory
notices. Enter
justification if
required.

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

1 ltems have been Flagged in this Travel Document

The following are provided for advisory purposes only

1. Advisory Advisory Description sHelp>

# NO LINE OF ACCOUNTING {LOA) HAS BEEN SELECTED ON THIS DOCUMENT. THIS
DOCUMENT CAMMOT BE APPROVED UNTIL AT LEAST OME LOA HAS BEEN SELECTED AMD ALL

EXPENSES HAVE BEEN ALLOCATED TO AN LOA.
Imgild Signature 'I

* NO ACCT CODE ASSIGNED

Select “Save and
Proceed to Digital
Signature”

Save And Proceed To Digital Signature

Proceed to the following page:

Dostart| B & # DVD RW Drive (... | () DEFENSE TRAVE... | ) DTS Manual.pdf ... | @8 DefenseTravel ... | @ Defense Travel ... |[@ httpsi//dtspro.. |« EHIP L15PM
,f_.; https:/ [dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer - |ﬁl|5|
File Edit View Favorites Tools Help
Logged In As:  DAVID A DELAUTER Document Name: DD022410_L01.4 Screen 1D: 1059.4 Close Window -]
Traveler Name: DAVID A DELAUTER Document Type: Local Voucher Help for this screen
r@ Defense Travel System Expenses Accounting Additional Op tions M
A New Era of Government Travel
Previow Trip pre-Audt
Click below to stamp and submit this trip autherization for routing and approval. By submitting you are legally signing this document.
Document Action Make sure the drop
* Submit this document as: ISIGNED hl 4 dOWn bOX ShOWS the
Routing List: HRO - “SlGNED” Stamp,
Additional Remarks: ;I
[
. @ .
: Click “Submit
Submit Completed Document | 4
7
Completed Document
Pending Routing Actions
Awaiting Status Change To By Level
SIGHED DELAUTER, DAVID A. a
Document History
Status Date Time MName Remarks
CREATED 02/25/10 1301 DAVID A DELAUTER
=l
(‘startl moE # DVD RW Drive (... | 5] DEFENSE TRAVE... | ) DTS Marual.pdf ... | @ Defense Travel ... | 8 pefense Travel ... || (& hitps://dtspro... |« EHI}) 1:16PM
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Cancelling an Authorization

Prior to cancelling an authorization, verify if any expenses were incurred. (i.e. CTO booking
fees, cancellation fees, travel advance, etc.). The process is slightly different when expenses are
incurred.

,/‘ https://dtsproweb.defensetravel.osd.milf - Defense Travel System - Welcome to DTS - Windows Internet Explorer - Iﬁllﬂ

File Edit WView Favorites Tools Help

Lopged In As:  DAVID A DELAUTER Screen ID: 1001.1 Close Window =
Traveler Name: DAVID A DELAUTER Document Type: Authorization Help for this screen
Defense Travel System
Ao st Gemment i
View Vouchers View Local Vouchers View Group Authorizations
Authorization page,

Below is a list of your existing authorizations/orders. Please select the function (edit, print, etc.) corresponding to the approprial -

e select the appropriate

» _Create New Authorization/Order » _Create Trip Template aUthorlzatlon and CI ICk

13 H 7
Trip Cancel

Existing Authorizations/Orders

Sort by Sort by Sort by . . Remave |

Document Name Status TA Number | TEWEdR | Print | cancer | Amend b

DOREMOMYO50110_AD1 05/01/10 CAMCELLED =view = print

DOSAVANMAHGADS0110_AD1 05/01/10 OBLIG SUBMITTED OYFZ2L =view > print | : trip cancel > amend

DORENOMYO43010_AD1 04730710 REVIEWED + view/edit = print | » trip cancel

DOMEWORLEANSLO12010_AD1-01 01/20/10 RECONCILED OXPBQI x> view x print

DOARLINGTOMVADT1410_AD1 01714710 ARCHIVE IMAGE SUBMIT OXVRDQ = wview |xprint

DOBORDENTOWHMM121509_A01-01 12/15/09 ARCHIVE IMAGE SUBMIT 0XJV51 »view =xprint

DONEWORLEANSL111509_AD1-01 11/14/08 ARCHIVE IMAGE SUBMIT OWTXTE = view = print

DOARLINGTOMNVA100809_AD1-01 10/08/09 ARCHIVE IMAGE SUBMIT OWOG3N »view =xprint LI
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/= https://dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer

=12 ]

File Edit Wiew Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Name: DDSAVANNAHGADS0110_AD1 Screen ID: 1001.6 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Authorization Help for this screen

Defense Travel System
S

Click appropriate box.

To cancel this authorization, check the option that applies. If no expenses were incurred, then select the

If expenses were incurred to the traveler and/or government, or the traveler received payment,
then select the ‘Expenses were incurred...” option. Then select the Conti proceed.

[ !D Expenses were incurred

Expenses were incurred to the traveler and/or government, or the traveler received a non-ATM advance or scheduled

o partial payment
Return to Document List |
f‘smrtl m & & DVD RW Drive (... | E41] DEFENSE TRAV... | DTSManuaI‘de‘..I (& Defense Travel | (& Defense Travel ... || @ https:/[dtspr... |« iy Y[ 2:18PM

f_ https://dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to

=18 x|

File Edit View Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Name: DDSAVANMAHGADRO110_AD1 Screen |D: 1001.6 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Autherization Help for this screen

Defense Travel System
A New Era of Government Travel

Select OK to
acknowledge the
message

To cancel this authorization, check the option that applies. If no expenses were incurred, then select the "No expenses were incl

If expenses were incurred to the traveler and/or government, or the traveler received a non-ATM advance or scheduled partial pt
then select the ‘Expenses were incurred...” option. Then select the Continue button to proceed.

Windows Internet Explorer x|

Expenszes were incurred to the traveler an a This action is non-reversible. In order to exit this process select
/%% the "Return to Document List” button.

[ No Expenses were incurred

partial payment
[ ]
NOTE: If any reservations
were made through DTS,
they must be removed
before the document can be
deleted.
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File Edit WView Favorites Tools Help

Logged In As:  DAVID A DELAUTER Document Name: DDSAVANNAHGADS0110_A01-01  Screen ID: 1059.1 Close Window
Traveler Name: DAVID A DELAUTER Document Type: Authorization Help for this screen

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

Pre-Audit Digital Signature

RETURN TO LIST Preview Other Auths.

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

Document Action
* Submit this document as: ISIGNED VI
Routing List: HRO - The estimated transportation related expenses

and actual reimbursement may be reduced if
travel is completed using a different
transpertation moede than authorized by your

Additional Remarks:

Ensure the “SIGNED”

Submit Completed Document | ‘— Stamp appears.

Pending Routing Actions Submit Completed
Awaiting Status Change To By Level Document

SIGNED DAVID A DELAUTER 1]

SIGNED DAVID A DELAUTER 1)

Document History

Status Date Time Name Remarks

=
-."start| mE # DVD RW Drive (... | £ DEFENSE TRAV... | =) DTS Manual.pdf... | (@ Defense Travel ... | & Defense Travel ... || @ nttps:/[dtspr... |« iy BHIP 221PM
/= https:/ {dtsproweb.defensetravel.osd.mil/ - Defense Travel System - Welcome to DTS - Windows Internet Explorer - |5‘|5|
File Edit WView Favorites Tools Help
Logged In As:  DAVID A DELAUTER Screen ID: 1001.1 Close Window =]
Traveler Name: DAVID A DELAUTER Document Type: Authorization Help for this screen
Defense Travel System
AllewEraofGovemmentTreve!
View Youchers View Local Youchers View Group Authorizations
Once the action has
Below is a list of your existing authorizations/orders. Please select the function (edit, print, etc.) corresponding to the ap been approved the tri p
authorizationforder. . ! R
will show up with a
= _Create New Authorization/Order = _Create Trip Template @ ’
Cancelled” status.
Existing Authorizations/Orders
Sort by Sort by : - - Remove / -
Document Name Status TA Humber NS || B Trip Cancel ST
DDREMONYO50110_AD1 05/01/10 CANCELLED = view = print
DDSAVANNAHGADS0110_AD1-01 05701410 SIGNED OYFZ2L » view/edit > print
‘+ DDSAVANNAHGADS0110_AD1 OBLIG SUBMITTED > view = print
DDREMONYO43010_AD1 04/30/10 REVIEWED H H
When expenses have been incurred,
DDNEWORLEANSLO12010_AD1-01 01/20/10  RECONCILED oxPBQI the traveler must com p lete a voucher
DDARLINGTONWVADT1410_AD1 01714410 ARCHIVE IMAGE SUBMIT OXVRDQ to flnallze the actlon-
DDEORDENTOWRHM1Z1509_AD1-01 12/15/09 ARCHIVE IMAGE SUBMIT OXIV51 > view = print
DDMEWORLEANSL111509_AD1-01 11/14/09 ARCHIVE IMAGE SUBMIT OWTXTE = view = print LI
-."startl mE 4 DvD RW Drive (... | €5 DEFENSE TRAV... | ) DTS Manual.pdf... | @ Defense Travel ... | @8 Defense Travel ... |[ & httpsifrdbspre. [« Gy @Y 2:24PM
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Additional Training

On-line simulation training for creating authorizations, vouchers, and local vouchers can be accessed:

o Go to www.defensetravel.osd.mil (this will display the Welcome to DTS home Page)

o Click on “Training” in the upper left side of the home page

o All online training is listed

o Click “Launch” to view the DTS demonstrations, overview modules and follow instructions

-3 Defense Travel System - Welcome to DTS - Microsoft Internet Explo

File Edit Wi Favorites Tools Help
e - |ﬂ Ig L)
Address ‘@ hkp: [ fr . deFensetravel. osd . milfdbsfsitefindes. jsp J| Go Links 2>
H 113 H. 7 =
“% Defense Travel System Click on Training from |, | 1
A New Era of Government Travel the DTS mal n page
to DTSI!!

me to the new era of gowernment travel that can really take you
Places,

T Favorites &2 | [~

F

) search

Home

DTMO Website

DoD Center
for Travel
Exceflence
Singlz Source
for Travet
Information

Hews & Event:
Faaturing the best practices inindustry and plug-and-play Somponsnts,
Defense Travel System streamlines the entire process involved in global
Department of Defense (DoD] travel.

Training

FAQs

5 Click Here
Travel Assistance ~To Visitl

Center (TAG)

Login to the Defense Travel System

Document Library
Click on the button below to begin using the Defense Trawvel System.

System Status

El. i
DTS is Available.

Contacts

| ‘ J q |/,L| First Time Users Training _l EWTS
— Click below to learn more about Click below tolearn how to use EwWTS i= Available.

Provide Feedback Heret | DTS5 and the tools required for DTS and for additional training
use. resources.

6 BT || RecentUpdates

* Click here to submit
comments on the Defense
Trawel System
pistance  Ledarming Notices "

Hore DTS Training Classes
Mo dwailable!
w1 Traveler's Unused Ticket Responsibility il

=1 Two Days Prior to Travel,
+i Twio Days Prior o Travel, Check for ©TO Ticketsd Check far ©TO Ticketed

[

&= & Internst

File Edit  View Favorites Tools  Help 3

@Ba:k > ) |ﬂ @ ¢ /._" Search ‘L_j Favorites 4521 ::"‘v ,__ ] - 7| =l

Acdress | @] http: ffoww defensetravel, dod.mi{ Training /DTS{Tr aining_Main.cfm
Wisit the DTS Website | Login to DTS [ 5earch || |

welcome to the DTS Online Training Center

enter. This section features several
g modules, and a place were you can

Click on the Launch ST e e
About the DTMO s5l button-

Air 5

bogram, pulling many different

e approach to managing travel for
= created with a spiral development process. So just like
DTS will always be evolving to meet the changing

| officers,

thousands of people, D
CarfTruck Programs 551 ol oW S e AE el

Change Management needs of all DoD travelers and

Commercial Travel + Consider making the DTS Online Train enter one of your Favarite Links and come

Office (CTO) hack often. Good luck and happy travelin

(DTS)
DTS Travel
Assistance Center

DTS Demonstrations: Overvievs Modules

{Tac) These simulations will walk you through creating app lote travel documents
Agency by using DTS,

Air Force ® Create an Authorization s First Time Login To DTS

Army & Create a “oucher & Create a Group Authorizatiol

Joint Command ® Create a Local woucher e Create an Imported Authorizatio

[Marne: o= = CBa Reconciliation = Review and Approve Travel Documents

Mavy
DTS Training Center
Distance Learning

How to Use DTS Guides

Quick Reference
Guides The zipped file below can be used to create a CD containing the current DTS
Register for Training Demaonstrations. This capability may be useful for training when rooms are not
available with internet connectivity,

Create Your Own DTS Demo CD

Training Materials

SraiblngiR ascurees Totransfer the demos to a CD, download this zip file (#his ffe is 126 MB), extract

Training Site Survey the files using Select all and then burn them to a CD. To get to the DTS
i Trawvel Tutor Demonstrations Main Menu, open (double click) the file named
#&] 2 Hierarchical Meru Trees Created & Internet
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A CaptivateDemoMenu - Microsoft Internet Explorer

File Edit View Favorites Tools  Help #
- - = 1 . - — :
) Al O S U | (DB s -
O BB G Lo derens @25 @ - K
Address I@ Rkt f . defensetravel. dod. milf Training/DT5/Docs | AuthDemo/DTSDemosMenu. htm V| GD Links >

DTS DEMONSTRATIONS
'ghe menu below Ifinks tof numeroIL_ls n o
emonstrations of DTS functionality. . .
Click on the subject you
Click a heading for the process you w
finished close the window to retorn to Want to Iearn about.

First Time Log Into DTS

Create an Authorization

Create a Voucher

Create a Local Woucher

Creats » GRolp dutfistization
Create an Imparted Autharization

Route and Review

] bone & mternet
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