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Introduction

As an Authorizing Official (AO), when you* need to approve a document there are system
checks in place to aid you. Certain document selections trigger Pre-Audit flags (e.g., non-
contract carrier booked, Lodging Not Booked), and Reason Codes (e.g., non ILP use, leave)
requiring comments and justifications clarifying the traveler’s choices. DTS also displays
Advisories (e.g., Meals Not Available, CTW Required), but they don’t require any action. These
alerts work together to provide the AO detailed trip information for approval determination.

In addition, DTS contains distinctive controls which can impose a hard stop preventing a
document from being APPROVED. When this occurs, you receive message or warning which
may involve your organization’s budget or an audit pass error. Examples can include:

1. A mismatch between the account elements in the Line of Accounting (LOA) and its
corresponding Budget item

2. Insufficient funds in the Budget item

3. Passenger Name Record (PNR) error

4. Missing required receipt

5. Unable to approve restricted airfare due to approval time limitation

The next section will provide a few scenarios of flags or warnings with corrective actions and
resolutions.

*In this information paper, unless stated otherwise, “you” are the Authorizing Official (AO) with
recommended resolutions. Note: Some corrective actions require a Budget DTA (BDTA) or
Finance DTA (FDTA) or the Travel Assistance Center (TAC).

Scenario 1. Budget Errors

Situation: DTS confirms there is for a Line of Accounting (LOA) on a document and the LOA
exists in the Accounting Codes table, an established Budget item exists, and ample funds during
the approval process. If any of these checks fail, DTS displays a funding message, will not permit
the stamping action APPROVED, and updates the Digital Signature page with the Approval
Failed and Audit Fail entries.

There are two typical budget messages an AO could receive when unable to approve a trip due
to funding:

o No Budget Exists. This message displays if there is no budget associated to the LOA. The
message would state, “Budget Failed” followed by, “No Budget Exists” with the specific
LOA reference. See Figure 2 for the Digital Signature page error example. The BDTA or
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FDTA assistance is required to associate a LOA to a budget item and add funds to cover

the trip costs.

e Insufficient Funds. This message displays if there is not enough money to cover the cost
of trip. The message would state, “Budget Failed” and states, “Insufficient Funds in
Budget” with the specific LOA and Budget item impacted (Figure 1). See Figure 3 for
Digital Signature page error example. The BDTA or FDTA assistance is required to add
funds to the budget item.

Su b m-lt Fa i led Go to Trips Awaiting Action ¥

0

We could not process your document for the following reasons:

Sorry.

© Budget Failed
Insufficient Funds in Budget for the LOA: 26 TRAINING; Org: DTMOCSD; Budget Label: 26 TRAINING; Org: DTMOCSD; FY 2026

Return to the document if necessary.

Go to Trips Awaiting Action

Figure 1: Budget Failed Message

AO Action:

Begin by logging into the Defense Travel System (DTS).

1. Under Trips Awaiting Action, locate the traveler’s document and select Approve to access
the trip.

Complete the review and try to stamp, Approved if the trip is travel compliant.
If you receive a message, review the data on the page or within a window.

Select Go Back. DTS returns you to Digital Signature page (Figure 1).

vk wN

Review the applied status stamps to the document for Approval Failed and Audit Fail with
comments.

a. Inthe first example, the specific budget failure is “No Budget Exists” (Figure 2).
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03/23/2022 11:25AMEST HAME COMMENT

APPROVAL FAILED Charles A Linden Budget Falled:No Budget
exlsts for the cited LOA
22 BAND; Org: DTMOCSD;
FY 2022

03/23/2022 11:25AMEST NAME COMMENT

AUDIT FAIL Charles A Linden Budget Falled:No Budget
elsts for the cited LOA
22 BAMD; Org: DTMOCSD;
FY 2022

Figure 2: Digital Signature Page - No Budget Exists

09/10/2025 11:40AMEST NAME COMMENT

APPROVAL FAILED Chris A West Budget Failed:Insufficient
Funds in Budget for the
LOA: 26 TRAINING; Org:
DTMOCSD; Budget Label:
26 TRAINING; Org:
DTMOCSD; FY 2026

09/10/2025 11:40AMEST NAME COMMENT

AUDIT FAIL Chris A West Budget Failed:Insufficient
Funds in Budget for the
LOA: 26 TRAINING; Org:
DTMOCSD; Budget Label:
26 TRAINING; Org:
DTMOCSD; FY 2026

Figure 3: Digital Signature Page - Insufficient Funds in Budget

b. Inthe second example, the budget error is due to not enough funds to process the
travel document (Figure 3).

6. Contact the BDTA or FDTA. Provide the error message or a screen shot to the POC, the LOA
being used for travel, so they can research and take corrective action.

7. Alert the traveler of the short delay for approval.
8. Monitor for the BDTA/FDTA response.

BDTA and/or FDTA Action:

Begin by logging into the Defense Travel System (DTS).
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1. Onthe DTS Dashboard, select the DTA Maintenance Tool, Accounting table. Locate the
organization and search for the LOA.

a. Verify the LOA exists under the correct organization with the correct LOA format
map and data elements (10 by 20).

-OR-
b. If there is no LOA available then Create or Copy the LOA and update under the
correct organization. Vital reminders include:
i. Use the correct format map.
ii. Establish the LOA in the proper organization.
iii. Follow local business rules for naming the LOA labels.
iv. Enter the correct data elements (10 by 20).

v. Determine if a LOA should have placeholder elements (#), and if budget
needs wildcard elements (*), and placeholders and wildcards cannot be
interchanged.

vi. Watch out for letters and numbers and add the correct item (e.g., 1 forl, 0
for O).

2. Onthe DTS Dashboard, select Administration, Budget Tool.
a. When page loads, select Budget Maintenance.

b. Select Show Budgets and page refreshes. Select the correct Organization and other
items to define the search criteria.

c. Verify the Budget item exists select Edit to open the screen. Check for the proper
LOA (10 by 20) association to the budget item.
i. Ifthe LOA is correct then verify there is ample funds for the travel costs.

ii. If the LOA is not correct and there is no funding added, Delete the Budget
item and create a new one with the correct LOA association.
iii. If the LOA is not correct and there is funding added, Inactivate the Budget
item and create a new one with the correct LOA association.
-OR-
d. If no Budget item exist then Create a new Budget item and ensure there is ample

funding to process the document.

i. You can create a Budget item directly in the DTS Budget Administration
Tool or select the DTA Maintenance Tool, Accounting table and create the
Budget item.

ii. Be sure to add funding to the Budget item.
3. Additional checks include:

a. Verifying if there are multiple budgets containing the same 10 by 20 account
elements.
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i. If any one of the budgets has insufficient funds, DTS will prevent document
approval.

ii. The FDTA or BDTA must add funds to all deficient budgets before the AO
can approve the document.

4. Once all corrections or actions occur, instruct the traveler or AO to remove the LOA in the
document. Provide the correct LOA label name and have either one add the correct LOA to
the document and save the document.

AO Action:

1. Proceed with document review and approval.

2. Notify the traveler once the document is successfully APPROVED.

3. Notify the LDTA for any basic errors and the FDTA for LOAs/Budgets of any issues processing
the trip.

Note 1: For help with creating DTS LOAs, see the DTA Manual, Chapter 8: LOAs and the DTA
Manual, Appendix R. For assistance with budget setup, see the DTA Manual Chapter 9: Budgets.

Note 2: For the complete steps on processing documents, see DTS Guide 2: Authorizations and
DTS Guide 3: Vouchers.

Scenario 2: Passenger Name Record (PNR) Processing Error

Situation: During document creation if reservations are necessary the Passenger Name Record
(PNR) or reservation code is established for the traveler’s trip. The PNR is visible in DTS and by
the TMC for booking and ticketing assistance. The PNR updates during the approval process to
set the tickets are awaiting or TAW date. If during approval you experience a Passenger Name
Record (PNR) Processing Error (Figure 4) then you must seek assistance with the TAC.

AO Action:

1. Notify the traveler and LDTA there is a problem processing the document. Based upon your
local business rules either the AO or the LDTA should create a TAC Help Ticket.

Here is how to create a TAC Help ticket.

1. Access the DTMO website at https://www.travel.dod.mil/

2. Loginto Passport and select TraX.

3. Select Travel Assistance. Then choose Create Help Ticket. Note: Self ticket creation is the
fastest way to report a problem to the TAC. You can contact by telephone, but you may
have to wait a while to reach an analyst.

a. Take a screen shot of the error message. The message may include:
i. PNR Error and Specific Wording

ii. Document Name
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iii. Account Label (LOA) Name
iv. Budget Label Name
v. Available Budget Balance

b. Be sure to include a copy of the error message in the ticket. It contains information
the TAC analyst needs to sort out the problem.

c. Provide any additional information about the problem (e.g., adjusting or amending
the trip, what occur before and after the error displayed).

4. One of the TAC's Travel Management Company (TMC) analysts will review the PNR and
provide you recommendations or resolution.

5. Monitor for ticket updates.

6. Follow the TAC guidance and your local business rules especially if the document requires
the manual abandon stamp and a new document creation.

7. Communicate actions to the traveler.

Note 1: For details on creating a TAC Help Ticket, see the TAC & TraX Helpful Resources Guide or
the information paper, Required Information for Travel Assistance Center Help Tickets.

Scenario 3: Missing Required Receipt

Situation: DTS requires a receipt for all lodging and any expense of $75.00 or more. When a
required receipt is missing, DTS generates an AUDIT FAIL message during the signing and
approval process causing a hard stop (Figure 4, Figure 6, and Figure 7). The required receipt
must be attached to the Expense item or added under Documents before the voucher can be
SIGNED and APPPROVED.

DTS requires an attached DD 1351-2 be included in the voucher before the NDEA can stamp the
document T-Entered on behalf of traveler to process a payment. When a DD 1351-2 is missing
from the voucher, DTS generates an AUDIT FAIL during the T-Enter process causing a hard stop
(Figure 5). The required document must be attached to the voucher before DTS allows the T-
ENTERED and APPROVED stamps.
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Check document for errors...

SYSTEM PROCESS
MISSING RECEIPT

Trip Voucher Status

See where your trip voucher currently is in the approval process.

o 1 error were flagged in this document.
Hide Details A

STATUS
FAIL

COMMENTS
One or more expenses is missing the
required documentation

Figure 4: Missing Receipt Message

09/18/2025 01:14PMEST
AUDIT FAIL

NAME
Helen D West

COMMENT

MISSING RECEIPT:One or
more expenses is missing
the required
documentation MISSING
HARD COPY
VOUCHER:The document
is missing the hard copy
voucher (Form 1351-2)

Figure 5: Audit Fail Message - Missing DD Form 1351-2 (NDEA)

09/18/2025 01:22PM NAME COMMENT
ADJUSTED Eric T West
1
09/18/2025 01:22PMEST NAME COMMENT
AUDIT FAIL Eric T West MISSING RECEIPT:One or

more expenses is missing
the required
documentation

Figure 6: Audit Fail Message - Missing Receipt (Traveler)
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09/18/2025 01:26PM NAME COMMENT
ADJUSTED Helen D West
|
09/18/2025 01:26PMEST NAME COMMENT
AUDIT FAIL Helen D West MISSING RECEIPT:One or

more expenses is missing
the required

documentation

o

(Pending)

APPROVED
DOCUMENT STATUS * ROUTING LIST *
APPROVED CcsD ~
Additional Comments © Add Comments
NAME TODAY'S DATE
Helen D West 09/18/2025

By clicking "Submit" you are legally signing this document to be submitted for routing and approval.

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

Submit Completed Document

Figure 7: Audit Fail Message - Missing Receipt (AO)

AO Action:

1. On the Review Trip <document) screen, during the document review, you should see the
Required Receipt icon (grayed out) display next to the entered expense item. You will need
to notify the traveler that the necessary receipt is missing for the exact entry and action is
required before approval. Note: If the DD 1351-2 is missing contact the NDEA to obtain and
completed, signed form from the traveler.

2. Suggest returning the document to the traveler. Add comments for corrective action.
Remind the traveler or NDEA (if applicable) to stamp the document once resolution is
achieved to begin routing.

3. Monitor Trips Awaiting Action (Route and Review) for the document to route to you for
review and approval.

4. View the document and if compliant stamp APPROVED.
Traveler, NDEA, DTA:

Begin by logging into the Defense Travel System (DTS).

1. Asa Traveler, on the My Travel Documents page, locate travel document. Depending on the
status, either view or edit to enter the document. As a NDEA or DTA, search for the traveler
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under Traveler Lookup, then locate the document. You will either view or edit to enter the
document.

2. Under Enter Expenses, select Details of the Expense to attach a receipt, (Optional) add
Notes, and choose Update. Note: For the NDEA to include the DD 1351-2, select Enter
Expenses, Add, Documents, Travel Voucher (Form 1351-2). Enter Notes and select Add.

3. Onthe Review Trip <document) page, verify the attachments or documents display.

4. Continue to Other Auths and Pre-Audits, justify and flags. Proceed to the Sign and Submit
page.

5. Monitor for AO approval.

Scenario 4: Restricted Airfare Time Limit Expired

Resources

Situation: DTS allows travelers to select restricted airfares or “lowest logical airfare (LLA)” under
certain conditions. The traveler and AO must adhere to processing rules when using the
restricted airfares. See the information paper, Restricted Airfares in DTS for more details.

When you review an authorization with restricted airfare and the reservation request exceeds
the ticketing time limit rule (i.e., typically requires approval within 24 hours of selection), DTS
prevents approval.

AO Action:

Follow the guidance from DTS and apply the RETURN FARE EXPIRED stamp to return the
document to the traveler. Provide comments alerting the traveler to create a document.

Traveler Action:

Follow the requirement for expired fare and cancel the authorization. Create a new document
requesting approval to travel.

Note: If you need assistance with processing documents or have policy questions, contact your
AO or DTA for support.

The DTMO provides a variety of resources in the Training Search Tool at
https://www.travel.dod.mil/Training/Training-Search/. You can find the specific resources

addressed in this document and many more on the DTMO website.

e For help with document review and approval, see Trifold: Authorizing Official Checklist

and Instructions

e For more on documents for travel, see DTS Guide 2: Authorizations

e For more on processing claims, see DTS Guide 3: Vouchers

e Forinformation about LLA, see Restricted Airfares in DTS
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