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Chapter 1: Introduction

Authorizing Officials (AOs) use the Defense Travel System (DTS) to examine official travel documents before
applying their digital signature to approve the contents.

This guide informs AOs about:

1 General policy and liability
1 Eligibility and qualifications
1 Available training

1 Using DTS to review and certify travel documents

As an AO, you function as a Certifying Officer when you approve a DTS document for payment. This role
obligates you to protect taxpayer funds from misuse.oid fail to exercise due diligence in this area, you may be
liable for repaying the misused amount.

NoteY 52 y20 02y ¥FdzaS | &/ SNIAFeAy3ad hFFAOSNE 6AGK (GKS
only verifiesthe availability of fuds, while a Certifying Officeertifiesrequests for payment.

This guide discusses how:to

1 Adopt a workflow to help you identify errors and intentional misrepresentations

1 Approve payment disbursements for only accurate, authorized, and allowable exgensasiburse
the traveler

1 Protect yourself from financial consequences resulting from payments made on vouchers containing
errors or misrepresentations

You should always focus on preventing fraud, waste, abuse, and mismanagement of taxpayas fwetlss
protecting yourself from liability when approving authorizations and vouchers.

Defense Travel Management Office 4 travel.dod.mil
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Chapter 2: Process Overview

Per theJoint Travel Reqgulations (JTjr. 010201 officialtravel involves three key participants: the traveler,

the authorizing or approving official, and the Travel Management Company (TMC). Tlalidd'3 Trip Process
outlines the main steps. For most trips, a traveler creates an authorization with resesatipenses, and
supporting documents (when necessary) to request approval for official TDY travel. When a traveler signs a
document, DTS routes it as directed by the routing list. For authorizations containing reservations, the document
routes to the TMGor action.Note: DTS sometimes refers to the TMC as the Commercial Travel Office (CTO).
Once the TMC completes the quality control checksfirms therequests andreturns the reservation

information or Passenger Name Record (PNR) to DTS, the document continues routing to the required
personnel

Almost all authorizations route to multiple Routing Officials (based upon local business rules) to take some
action (e.g. review, approe). DTS emails each Routing Official when a document requires their attention. The
last Routing Official to view a document is always the Authorizing Official (AO), who reviews and (when
appropriate) approves the trip based upon missiomding, and other factors. After AO approval and if the
authorization contains air or rail reservations, three business days prior to travel, the TMC issues the tickets and
the document updates t&€TO TICKETEMbte: For restricted or lowest logical cost. () airfare, the ticketing

rules differ. See the information papdRgstricted Airfares in DTS

Table 21: DTS Trip Process

m 12 Days " 30 Days
> . . | 3 Days prior 5 s
s Pre-Trip prior to trip 8o trip start post trip Post Trip
N start P start
v Create = Estimate | Adjust estimates to actuals |
’ A itinerary expenses
' ! s } r Attach Reciepts l
5 o : .
Select -
Traveler | | Reservations ey ‘ | SIGNED |
!
v | s
Reservation |
system | SUBMIT CcTO
returns — TICKETED
availability
to DTS | *
]
| Y
|
[ )
APPROVED e — — - — APPROVED
@5 . OBLIG SUBMITTED . l OBLIG SUBMITTED l
DFAS - or v
Component Actual POS ACK RECEIVED —_——— - —————h e\ l POS ACK RECEIVED l
Accounting System | L
ADVANCE SPP
Q%S SUBMITTEL SUBMITTED . PAYMENT SUBMITTED l
DFAS - or
Component Actual ADVANCE SPP PAID PAID
Disbursing System PAID

Once travel concludes, the travelaesropletes and signs a voucher (i.e., update estimates to actuals, attaches
required receipts, and justifies any policy exceptions) sending the document to the AO for review and approval
(though an organization may include additional Routing Officials bélfieré&Q if desired). The A@oroughly

reviews all aspects of theoucher for policy compliance. If the document contains inaccurate costs, missing

Defense Travel Management Office 5 travel.dod.mil
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supporting documentation or receipts, or any other errors, the AO returns the voucher for traveler comrecti

and resubmission. Otherwise, the AO approves the voyduethe traveler can receive reimbursement for
incurred expenses and panent for earned allowancesased upon thegd TRThe voucher processes through the
appropriate financial and accounting system and the traveler receives payment typically within 2 to 3 business
days.

Note 1: For more information on creating DTS documestse theDTS Guide 2: AuthorizatiQi3TS Guida:
VouchersandDTS Guide:4.ocal Vouchers

Note 2 AOs are personally accountable and responsible for verifying all payments they approve are accurate,
authorized, allowable, and supported by required do@mation. Other Routing Officials may be similarly

NEBaLRyarotsS T2NJ AdSya (i K@ipopaiBagnieStssElirgination a0$Retoefy#ctionS K |

of 2012identifies a few key concepts that AOs must monitor in particular

Defense Travel Management Office 6 travel.dod.mil
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Chapter 3: General Policy and Liability

To ensure your actions are within the parameters of the law, you should become familiar with the regulations
governing your legal responsibilities. When approving documents, you should consiiliFed the

Department of Defense Financial Management Regulation (DoD#MR) RS G SNX¥YAYy S (G KS @It A R
transportation requests, reimbursable expenses, and trip allowances.

TheJTRspecifically identifies what you can approve, and it does so with the ful fofrthe law behind it. It is
your responsibility to track the monthly regulation changes.

TheDoD FMPprovides guidance for all financial management requirements, systems, and functions for all DoD
financial activities.

In addition to those documents, tHeTS Regulatior{authorized by DoDI 5154.31, VolumeS8ablishes policy,
assigns responsibilitieand provides procedures for the functional management of DTS.

The policies set forth in th&TRDoD FMRand theDTS Regulatiorae the basis for this guide. This document
identifies how those policieaffect you as an AO. It also recognizes the potential liabilities that you mayitbear
you certify an erroneous payment.

3.1 Policy
Thelmproper Payment Elimination and Recovery Actof 201G (G | 4§ Sa a ¢ KS G SINY WA YLINE LJ

(A) means any payment thahould not have been made or that was made in an incorrect amount (including
overpayments and underpayments) under statutazgntractual, administrative, or other legally applicable
requirements; and

(B) includes any payment to an ineligible recipienty payment for an ineligible good or service, any duplicate
payment, any payment for a good or service not receifgatept for such payments where authorized by law),
YR Fye LI evYSyid GKFG R2Sa& y2i0 F002dzyi F2NJ ONBRAG F2

In compliane with theDoD FMRIif any payment you approve (certify) is found to be erroneous, you may be
held personally responsible for reimbursing the Government for the amount of the erroneous payment. This
financtk £ NBaLlR2yaArAoAfAde A& OFfftSR aLISOdzyAl NB fAFOATAGRE

After your appointment as an AO, you become personally accountable and responsible for approving only
accurate, authorized, and allowable payments. You must adhere to policies and procedures, uselgouhf
in obligating unit funds, and ensure the traveler receives the correct reimbursement @i th

All TDY travel policies are important. Howevee thllowing two reports single out specific policies for particular
attention:

/_, 1 The reports required by themproper Payments Elimination and Recovery Act (IREERA)dentified
some key concepts to which travelers and AOs must pay particular attemtititisiguide, the key icon
highlights these concepts.

@ 1 DoDIG report 201427 highlightsitems of particular concern related to Government Travel Charge
Card (GTCC) misuse that AOs must double check when claimed by travelers. In this guide, the
checkmark icon highligk these items.

Defense Travel Management Office 7 travel.dod.mil
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3.1.1 Audits

Travel documents are subject to internal (per local business rules) and external (e.g., Defense Finance and
Accounting Service [DFAS]) audits which help identify improper payments, recognize trenesyamntpl
corrective measures to appropriately recover funds, and improve travel compliAnceuditfinding can occur
when atravelerclaims arunauthorized expensegntersan incorrect amount for aalidexpensedouble records
the sameexpensefails toattach valid receipts (see the information pap®&rhat is a Valid Receipt?r

supporting documentation is missing (e.g., DD 13%and the AO approvethe non-compliant submission.

TheNational Defense Authorization Act for Fiscal Year 28Gdired DoD to establish and maintain an

automated travel policy compliance program. The Defense Travel Management Office (DTMO) manages the DoD
Travel Policy Compliaa Program in coordination with headquartdevel officials from the Components. The

key component of the program includdse DTMO Compliance Tool (@73t detects key mistakeson DTS
documentstypically recorded during the DFAS Post Payment Review (PPR) and notifies travelers and AOs by
email with the findingslf you approve a DTS document faryment, whichdoes not comply with travel policy,

the CT will audit andeport the errors. You should work with your CT Administrator and/or Lead DTA to make

the corrective actions necessary to clear the CT error(s) and stop the notifications. Although the CT aids in
identifying document errors, it does not replace the forrbdlAS PPR.

The DFAS PPR is a quarterly review of a percentage of all DoD travel paymeéhésfemliihgsare sent b DoD.
As an AO you should be aware of the common document mistakes and seek to minimzemurance for
travel payments. To view the ment reporting period on DTS documents, see the DTMO website urrdeel
ComplianceQuid Links and Resourcd$a DFAS PPR identifies document inaccuracies oojrappayments,
you should work with your Lead DTA dotlow your Component business rules on document corrections to
achieve travel compliance.

To learn more about improper payments, see fPreventing Travel Pay Improper Payments and Enforcing
Recovery2016 memo) and contact your Component.

3.2 Liability

The DTS Regulations (authorizeddmDI 5154.31, Volumg 8tate the AO is performing a Certifying Officer
function when they approve a DTS travel document containing a paymbabDoD FMRVol 5, Ch5, par.
05070B.& G I (UBSd&rB1 WS.C. § 3528, certifying officerspaeuniarily liable for payments resulting from
improper certifications You can find procedures and further guidance concerningdgbponsibities of
accountable officials iDoD FMRVol 5, Ch5 and Vaol9, Ch5 and 8

You should be aware that you have unlimited pdeamy liability for all payments made to travelers through the
authorizations, vouchers, and local vouchers that you approve.

If you approve an improper expense or allowance resulting in a payment, you may have to pay all or part of the
disputed amount. Pamiary liability is enforceable whether the erroneous payment occurred accidentally or
intentionally.

An AO must be diligent and practice standardized work processes when approving documents to prevent
erroneous payments. This guide includes the DFAS &RRan errors in DTS documents, on pages.2knd
Appendix C: Document Checklistassist AOs with their approval duties. Tablgé Brovides recommendations
for protecting yourself from pecuniary liability.

Defense Travel Management Office 8 travel.dod.mil
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Table 31: Protecting Yourselfdm Pecuniaryiability

HOW TO PROTECT YOURSELF FROM PECUNIARY LIABILITY

Do: 52y Qi

f
f

f

il

Minimize opportunities for errors

Establish procedures arndternal controls. f Assume all requests are valid and complete.
Document and distributéocal business rulgsr 71 Allow anyone else to use your personal
usingDTS properly certificate or CAC. You may be liable for an

incorrect payment approvelly another
person using your identity.

1 Approve a payment without proper receipts.

Monitor subordinates to make sutbey follow
procedures.

Be alert to the possibility that a voucher is being
processed a second time.

il

Escalate questionable payment requests

Follow your local policy to request an advance f Approve a payment when you have doubts.
decision from the Comptroller Genem DFAS
when you have doubts about the legaldf
payments.

il
f

Collect the evidence

Verify funds before approving payments. 1 Approve reimbursements unless funds are

Save fund availability certifications and other available to cover the payment.
documentation proingthat procedural safeguards
regarding payments have been observed.

3.2.1 Responsibilities of an Authorizing Official

An Authorizing Official{O) acts as a stewardf Government funds, ensuring that travelers follow all DoD travel
policies. Thed TRDOD FMRand theDTS Requlatioresdldress AO responsibilities. As an AO using the DTS, some
of your responsibilities are to:

QR

Verify the tripand the expenses are necessary to accdnplK @2 dzNJ 2 NBF yAT F A2y Q&
compliantwiththeJTRR YR @2 dzNJ / 2 Y LR Yy Sy (iQa odzaAySaa NMHz Sao
Verify the traveler bookedeservations through the TMC, unless the TMC was not available.

Verify the traveler used an Individually Billed Account (IBA) for all valid travel expenses, unless a GTCC
exception applies.

Verify all requests for other than economy/coach class travebgmroved in accordance with thETR

If restricted airfare use is appropriate, approve the trip to meet the fare rules.

Ensure the traveler follows th& Regardingthe DoD htegrated Lodging Program (IL®hen directed

lodging is available, prowedproper justification when declining directed, available lodging and when
warranted, oliains a certificate of noh @F Af F 6 Af AG& ydzYoSNJ a/ b! ¢ 2NJ (K:!
documentation ofDoD Lodging neavailability.

Verify the DTS lines of accoinyg are assigned correctly.
Approve authorizations time)yso the TMC can book and ticket air and raguests.

Ensure travelers follow DoD travel policy when requesting advances.

Defense Travel Management Office 9 travel.dod.mil
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@ 1 Returnauthorizations for correction when they contain inaccurate inforimator unauthorized
requests

Approve requested travel advancesscheduled partial payments when within policy.
{" Verify no duplication of expenses on the voucher.
;3 q I?eview reguired receipts and otherysubstantiating records w’itrlinvthe voucher. Theﬂmacatriginiallsv, ) ,
% O2LIASaz 2N I f20Fffe liflauiN&ed&Ra rédeiptandcanid obtdiB ® S A LJU a .
replacement. Rguired receipts include all lodging expenses and any expense of $75 or more.
Vol Ensurethe voucher requests split disbursentasf the requested payment between the GTCC vendor
) FYR GKS (NI} @St SNRa LISNE2YlFf FAYFEYyOALFf | 002dzyid
T Approwel YSYRYSyGa NBfIFIGSR (2 OSyuNlrftte oAftfSR I 0O02c
CBA Specialist.
1 Ensure vouchers stampddENTEREEontan aDD Form 1352 signed by the traveler.
T 9yada2NE GNI St SNBE R2y Qi LINRPOS&aa | RdzLJX AOFGS @2 dz0
When reviewing and approving DTS documents be sure to avoid the common mistakes identified through the
DFASPRs thainclude:

=

Airfare- Paidwith invalid or no receipt

Airfare- Not paid or paid incorrectly

Lodging Paid with invalid or no receipt

Lodging Not paid or paid incorrectly

Lodging Tax (CONU®ot paid or paid Incorrectly
Rental Car Paid with invalid or no receipt

Rental Car Unauthorized expense

Meals- Incorrect rate paid

T-ENTERED (NDEAo signedD 13512 or OF 1164ttached or in an incorrect format
Incomplete voucher data missing or incorrect
Local travel Not payable or paid incorrectly

Duplicate expense withia voucher

=4 4 4 -4 -4 -4 -4 -2 -5 - -2 -

Duplicate voucher

3.2.2 Responsibilities of Other Accountable Officials

TheDoD FMRillows Certifying Officers to rely on the help of other accountable officials when deciding whether
to approwe a trip, pay requested reimbursements and allowances, and approve requests for changes to standard
travel procedures.

Such accoumtble officials can be held liable for erroneous payments, although nibeasame level as the AO.

In DTSother roles thatcommonly carry pecuniary liability include Routing Officials and CBA SpecialisSq)CBA
Note: CBA Specialists (CB4) can approve document amendments, and when they do, they meet the criteria as
Certifying Officialssee theDTS Regulationpar. 020402 for more information about (CB&s).

Defense Travel Management Office 10 travel.dod.mil
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These individuals, when appointed as accountable oFfitiave pecuniary liability resulting from erroneous
information, data, or services they provided, and upon which the AO directly relies. For this reason, it is
important for accountable officials to perform their responsibiktigith accuracy, especiallyhen:

M

T
T
T

Explaining or justifying the purpose of a TDY trip
Verifying reimbursable expenses are valid
Ensuring policy compliance

Verifying travelers abide by all procedures and controls, ensuring allowances and payments are
processed correctly

Complying wittall applicable DoD regulations, policies, and procedures and local standard operating
procedures

Supporting s withvalid data andimely service to ensure proper payments, (i.e., payments that are
accurate, authorizedandallowable

Defense Travel Management Office 11 travel.dod.mil



Guide: Authorizing Officials November 162023

Chapter 4: Eligibility and Qualifications

The Certifying Officer must meet and follow the policies governiegate.Public Law 10406, National

Defense Authorization Act for Fiscal Year 1®@&ides the authority to certifyouchers. Th®oD FMRVolume

5 addresses thé\ccountability and Responsibilif the Accountable Official in Chapter 1, and outlines the
qualifications and requires that an appointee be trained and knowledgeable in the responsibilities of a Certifying
Officer in Chapter 5. In addition to completing required traininGeatifying Gficer appointment must be in

writing using DD Form 578 & ! LILR AY G YSY Gk ¢-SHMFKFNER B K WE DY NROZNB ¢ 0 ©
Form 577/must identify the payment types the Certifying Officer has the authority to certify, such as CBA,
transportation, @ travel expenses. Retain theBd® Form 577as directed by th®oD FMR

The remainder of thid dzA RS 2yt & dza San AQ tigpiallyl sBrixel as @ Cértifying: Gificer
Eligibility requirementsgecify that an AO:

1 must be a federal Government employee

1 must be a U.S. citizen if stationed in the contiguous United States (CONUS)oreaign area outside
the contiguous United States (OCONUS), such as Hawaii or Guam

1 may be a local national if statied in a foreign OCONUS location
To strengthen internal controls, an AO should have a minimum working knowledge of:
1 theJTR

the DoD FMR
the DoD htegrated Lodging Program (ILP)

prepatinga travel voucherseeDTS Guide:3/ouchers

the information paperWhat is a ValidReceipt

appropriations, other funds, and accounting classifications

= 4 4 -4 A4 -2

the payment process (e.g., availability of funds and location of designated disbursing and accounting
offices)

Defense Travel Management Office 12 travel.dod.mil
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Chapter 5: Delegating Your Authority in DTS

All routing lists should coniia more than one Routing Official at each action level to prevent document delays.
When an individual expects a prolonged absence and there is no alternate on the routing lfsuttiogizing
Official(AO) can delegate their signature authority to anoth&®©to ensure document review arapproval

actions continue

The individual you delegate to perform your duties must meet all role requirements to serve in your place,
including having the appropriate DTSméssion levels, receiving the correct appointment leti®eb(Form 57)7
and meeting all mandatory training requirements, but they do not need to be on your routing list.

5.1 How to Delegate Your Authority

To delegate your authority to another AO:

1. Begin orthe DTS Dashboar(Figure 51) andsele¢ Administrationin the administrative tools section.
TheAdministration menu (Figure £) opens.

System Status: @ EWTS v

‘ @ Helen D West ~/

Defense Travel System
N

Home Trips v Travel Tools v Message Center Administration v

o C ‘
& 0@ '4
Trips Awaiting Action Traveler Lookup Cross-Org Document DTA Maintenance Message Center
Lookup Tool

Figure 51: DTS Dashboard (Top)

Travel Tools v Message Center

ﬁg Administration |||I Reports

Budget Tool Report Scheduler &'

. — a
DTA Maintenance Tool & Eﬁ Read-Only Access (ROA)

Self Registration Administration
= ROA Invoices
| Delegate Authority |

Figure 52: Delegate Authority Option

2. SelectDelegate Authority The Delegate Authorityscreen (Figure-8) opens TheNamedrop-down list
the names of peopléo whomyou can delgate your signature authority

Defense Travel Management Office 13 travel.dod.mil



Guide: Authorizing Officials November 162023

Delegate Authority

Designate a temporary replacement for your DTS approval duties while you are out of the office.

Name

Select a User v |

Helen D Loy

Chris A Plummer

w their permissions and delegate

Chris A Butler-A Iment S|gn|ng authOnty

Chris A West

Figure 53: Delegate Authority Screen

3. Selectthe name of the person who should receive the transfer of authoAtgonfirmationscreen
(Figure 54) opens. Itshowsi K S A Y R A @, eRailzhdtir€sg@ndypérnvisSion levelso you can
verify you are delegating your signature authority to the cotngerson

Chris AWest

chris.west@dtmo.pentagon.mil

PERMISSIONS
0,1,2

A

This user has different
permissions than you.

Cancel Delegate Authority

Figure 54: Confirmation Screen

4. To confirm your decision, selebelegate Authority After youdo, the confirmation screen updates to
what you see in Figure-s, andthe selected individual can review and approve travel documents for
you.

5.2 Remove Delegated Authority

When you return to work, you must remove your delegated signature authority as soon as possible. To do this,
follow the above steps-2. The updatedonfirmationscreen (Figure-5) opens.

1. SelectRemove Authority A popup opensallowing you to verify your selection.
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Chris A West

chris.west@dtmo.pentagon.mil

PERMISSIONS

0,1,2
This user has different
permissions than you.

1 Remove Authority

Figure 55: Delegate Authority Screen

2. SelectRemoveAuthority (Figure 56) then acknowledge the popp messagéo remove the delegated
signature authority.

Remove Authority

Are you sure you want to remove your signing authority

from this user?
Cancel i Remove Authority

Figure 56: Confirm Revocation of Delegat&dthority

Note: An AO should remove the delegation upon return to work or when no longer applicable. If the AO does
not remove theirDelegated Authority then thedelegatedindividual continues to receive DTS emails for
documents requiring action. If theQ¥ails toremove the delegation and there is no longer a need, then DTS
provides the option for removal by the DTA. The R&aAaccess th&TA Maintenance TopPeopleand Detach

the profile. Detaching the profileill removeall accesses, permissigrsd Delegated Authority
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Chapter 6: Training for Authorizing Officials

Every AO must meet some required and recommended training requirements. Required training includes both
initial and annual refresher training.

If you are the supervisor of an AO, yane responsible for ensuring they complete their required training.
Supervisors should periodically review the performance of the AO to verify compliance with regulations and
policies, including local standard operating procedures.

6.1 Required Training

Pe the DoD FMRbefore certifying any documents, and annually thereafter, you must complete an approved
Certifying Officer Legislation training course and give your supervisor a copy of the course imomplet
certificate.

2dzNJ AdzZLISNIDA&A2N) gAff ARSYyi(GATe oKAOK O2dzNBSa alrdArate
Training for Accountable Officials and Certifying Officers (TAOCO), which comes in two versions: an initial course

and an annualefresher. You can accessth TAOCO coursdrom the DTMO website throughraX

To acces3raXx users must register throughTMO's web portaPassport From thePassportHomepage, select
TraX TheTraX Homepage loads (Figure ). Selecfrainingand thedefault Available Trainingpbage opens
(Figure 62).

@ TraX

I TraX Home

Training Knowledge Search

Access all of our online travel training. Customize q Find answers to your travel questions by searching

Trip Calculator your training itinerary, track your completed our database of thousands of FAQs, help topics,
training, and print certificates of completion. guides, and other resources.

Quick Tools

Trainin . -
E Trip Tools Travel Assistance
Knowledge Search Build a trip estimate and look up location reports Submit a help desk ticket directly to the Travel

that include maps, travel advisories, U.S. Embassy Assistance Center. Plus, review your ticket history.
Travel Assistance contacts, weather and more.

Passport Home

~Announcements
Logout

® TAC Outreach Call 5/23/2023: Routing Lists

® DHS Extends REAL ID Deadline to May 7, 2025
DTS Users Should Delete Internet Files and Cookies After a Software Release

* Key Points About Securing a Non-Availability Confirmation Number

e Trouble Logging into DTS? Check Your Pop-Up Blocker

* Issues using Internet Explorer to Access Passport
 FY 2023 CONUS Per Diem Rates for Federal Travelers Released

Figure 61: TraXHome Pag

TheRecommene&d Only class kting displays. To expand the course inventory, check the ba®How Alland

the page refreshes with additional courses. Look for thes#daprover (CQIAOCQOQ Initial TAOCO (COL)
Trainingor Annual TAOC(@OLRefresher Training o learn more about the course, select the information icon
[ | (Figure 62). To take the course, selecaunchnext to the class titl€Figure 62). When finished, select
Completedfrom the Navigation Barto print the training cerificate.
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TraX Home Available Training

Trip Calculator . m m

Quick Tools

| Showall | OR: Re(nmmendedcn\yl Web Based Distance Learning Classroom

I Training
Key:

[ Recommended  [[J web Based Distance Learning [ Demonstration [ Classroo m [ New Version
Scheduled B3 completed Class
Completed
My Roles [@ Export to Excel Export to PDF & PrintClasses ShoniZEIE ) enttcs
Info Actions Class Name *  Version Type
Knowledge Search Approver (COL/TAOCO) - Annual TAOCO (COL) Refresher Training 6.00 wa|nv]
TravaU RS sIstants [ ] Approver (COL/TAOCO) - Initial TAQCO (COL) Training eo0 [
n Approver (DTS) - DTS Vital Skills for Authorizing Officials 3.03 wanv |
Passport Home i ; . .
n Approver (DTS) - DTS Vital Skills for Authorizing Officials: Applied 3.02 m
Logout n Approver (DTS) - DTS Vital Skills for Authorizing Officials: Assessment 1.01 m
n Approver (DTS) - The DTS Approval Process 5.02 m

Figure 62: Available Training (TAOCO Classes) Screen

6.2 Additional Training (Comprehensive AO Training Package)

Table 2 in thdDTS Requlatior{®uthorized byDoDI 5154.31, Volumég,3ecommends several additional classes.
. 2dzNJ / 2 Y LI vy Sofidy Rikultidnately HetidleyivBich lclasses you should take, although TraX offers
manyweb-basedtraining courses, providing excellent training for AOs (Figtlte 8 complete training program
for AOs should include at least one course from each categaonb

TAOCQ; These classes may satisfy the mandatory training requirements stated in Section 6.1.
1 Approver (COL/TAOCQAnnual TAOCO (COL) Refresher Training
1 Approver (COL/TAOCAhitial TAOCO (COL) Training

Travel Policy; These classes provide anaview of travel regulations. Available classes are:

1 Programs & PoliciesTDY Travel Policies 101

1 Programs & Policiesloint Travel Regulations Overview

DT These classes provide an understanding of how to use DTS to authorize and approve travegihAltho
many DTS classes are available in TraX, the ones most pertinent to AOs are:

1 Approver (DTS)The DTS Approval Process

1 Approver (DTS)DTS Vital Skills for Authorizing Officials

1 Approver (DTS)DTS Vital Skills for Authorizing Officidlgplied

1 Approver (DTS)DTS Vital Skills for Authorizing Officials: Assessment
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Chapter 7: Reviewing DTS Documents

As an AO, before you may approve a travel document, you must review its entire contents. At a minimum, exam
the Review Trip <document typexther Auths and Pre Audit@does not appear on a local voucher), and
Digital Signaturesections. See below for a more detailed explanation of each screen.

7.1 Getting Started

The approval process begins when a document routes to you. DTS emails yawttaiment is waiting for
your action. To open a document for review and approval:

1. Log onto DTS. TH&TS DashboarfFigure #1) opens.

S Status: (v?) S
System Status: &) EWTS ~

A @ Helen D West

Defense Travel System
N

Home Trips v Travel Tools v Message Center Administration v

< Pl : L
1 & /
Trips Awaiting Action Traveler Lookup Cross-Org Document DTA Maintenance Message Center
Lookup Tool

Figure 71: DTS Dashboard (Top)

2. Select theTrips Awaiting Actiorink in the quick links section. THeips Awaiting Actiorscreen(Figure
7-2) opensNote: You can sele@ort Byand change the view to manage the document listing
(Indicator 1). (Optional) To generate a document listing from your queue, select thd @imhicon
(Indicator 2).You can savily TAA Queudist to your pc.

Figure 72: Trips Awaiting Action Screen
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