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Introduction

Unless an exception exists, all Federal Government payments must be delivered by electronic
funds transfer (EFT) methods such as direct deposit. As DoD mandates EFT payments when
possible, unless an exception applies, DTS requires you to provide your EFT information (Figure
1, red highlights). If you do meet one of the few exceptions to mandatory EFT use, a Defense
Travel Administrator (DTA) will indicate this in your Defense Travel System (DTS) profile. In such
cases, you are not required to provide any EFT information.

User Profile X
@ 4 Accounts -
Eric T West
fie T Wes Account Type Account Number Routing Number Expiration Date
a Govce 4242424242424242 N/A 10/28
Accounting ~ Checking 101010101 114000653 N/A

Accounting Information Mandatory EFT Payment*

EFT and Credit Card Accounts @ ves (o

GTCC Account Number GTCC Expiration Date
Travel Preferences ~

4242424242424242 10/28
TSA Secure Flight Information
Checking Routing Number Checking Account Number
Flight
114000653 101010101
Rental Car
Saving Routing Number Saving Account Number
Lodging

Smoking Preference
v v

@ Changes to the permanent profile do not affect any existing travel documents. Cancel “

Figure 1: EFT Information in Personal Profile

Note: In the rare instance where your DTS profile does not contain any EFT information, DFAS
will pay your travel reimbursements by paper check. If you report non-receipt of an EFT
payment or a paper check, you or the DTA should use the AskDFAS process to request DFAS
trace the missing payment using the procedures outlined below.

*In this information paper, unless stated otherwise, “you” are a traveler; however, the actions
described also apply to anyone who creates documents for you, such as a Non-DTS Entry Agent
or travel clerk.

AskDFAS Submit a Ticket

For non-payment, the DTA should review the DTS voucher to ensure the PAID stamp displays on
the Digital Signature screen. If the PAID stamp is on the document, but there is no deposit to
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the personal account, then you can submit an online ticket request using AskDFAS link at
https.//corpwebl.dfas.mil/askDFAS/custMain.action ?mid=5483.

Note: The DFAS email dfas.indianapolis-in.jfd.mbx.efttrace @mail.mil is no longer valid for DFAS
assistance in Tracking Lost Payments.

Here’s how to submit an AskDFAS ticket for assistance.

1. From a browser window, paste the AskDFAS link. A DoD Consent screen appears (Figure 2).
Review the information and select, | consent to the above for system access.

DisBURSING REaQ!

| FAQs | [ Submit A Ticl

Providing responsive, |
Our site allows custom
frequently asked quesi

Search (FAQs) from
Disbursing Request:
Category:

Subcategory:

No. Category

EF003 Payment Tr
Requests

EF002 Payment Tr

Requests

CTR002 Payment Tr

Requests

EF001 Payment Tr

Requests

CTR0O01 Payment Tr

Requests

Page 001

DoD Consent

You are entering an Official U.S. Government System

By using this Information system consent to the following conditions:

+ The USG routinely intercepts and menitors communications on this IS for purposes including, but not
limited to, penetration testing, COMSEC monitoring, network operations and defense, personal
misconduct (PM), law enforcement (LE), and counterintelligence (CI) investigations.

At any time, the USG may inspect and seize data stored on this IS.

Communications using, or data stored on, this IS are not private, are subject to routine monitoring,
interception, and search, and may be disclosed or used for any USG-authorized purpose.

This IS includes security measures (e.g., authentication and access controls) to protect USG interests--
not for your personal benefit or privacy.

Notwithstanding the above, using this IS does not constitute consent to PM, LE or CI investigative
searching or menitering of the content of privileged communications, or work product, related to
perscnal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such
communications and work product are private and confidential. See User Agreement and User Rules of
Behavior for details.

Privacy Act Statement:

The Information accessed through this system is Controlled Unclassified Information {CUI) and
must be protected in accordance with the PRIVACY ACT OF 1974.

= The Privacy Act of 1974 covers the information you provide to AskDFAS. To receive a copy of the Privacy
Act Statement for the actions you enter into the system, please see your supervisor.

Authority: Title 5 U.S.C. Chapters 53, 55, 81; Title 10 U.S.C. Chapters 11, 61-73; Title 37 U.5.C.; GAO
Manual for Guidance of Federal Agencies, Title 6, Chapter 4, para. 4.2.B.2; and E.O. 9397

Purpose of Use/Dissemination: Data gathered by the AskDFAS system is shared/disseminated to
DFAS operations personnel with a need-to-know to include customer service representatives,
accountants or technicians for purposes of use in identifying, researching and satisfying ticket inquiries
within DFAS accounting systems. PII information types subject to gathering are listed here:

Routine Uses: Those generally permitted under the 5 U.S5.C. 522A(B) of the Privacy Act as required.

+ Disclosure: Disclosure is voluntary.

Section 508 Compliance Statement

In accordance with Section 508 of the Rehabilitation Act of 1973, as amended, (29 U.S.C. 794d), DFAS is
committed to ensuring that AskDFAS functionality and content is accessible to all customers. Send
feedback or concerns related to the accessibility of this website to the DFAS 508 coordinator at:
dfas.indianapolis-in.zta.mbx.section508@mail.mil. For more information about Section 508, please visit the
DoD Chief Information Officer (CIO) Section 508 Website available at
https://dodcic.defense.gov/DoDSection508.aspx

(v 1 consent to the above for system access |

oo |

Figure 2: AskDFAS DoD Consent Screen

2. An active Disbursing Requests - Online Customer Service screen appears. On this page, you

can Submit a Ticket, Search FAQs and Search FAQs Disbursing Requests by specific

Category or Subcategory to find answers from this page (Figure 3). Note: For this paper, we
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only address the Submit a Ticket process.

DisBURSING REQUESTS -- ONLINE CUSTOMER SERVICE

| FAQs | [ Submit A Ticket | [ Help | | ﬂ\

Providing responsive, professicnal finance and accounting services for the people who defend America means delivering timely useful information.
Our site allows customers the ability to request support or provide feedback. Every individual is unigue, but they often face similar issues. Browse our
frequently asked questions database before submitting a question for best results.

Search (FAQs) from | .& || Clear |
Disbursing Requests: T
Category: All Categories e

Subcategory: All Subcategories v

No. Category Subcategory Frequently Asked Question Viewed Viewer

Rating

EF003  Payment Trace EFT Trace (@) How long does it take to get a payment reissued? 1,857 iy
Requests Requests —

EF002 Payment Trace EFT Trace (@) Ldidn't receive my regular, Military check What do | do? 1,568 iy
Requests Requests —

CTR002 Payment Trace Check Trace (@) Lsubmitted my DD2660 a long time ago, why haven't | 857 vy
Requests Requests " received my payment?

EF001  Payment Trace EFT Trace (@) Ldidn't receive my Travel Check. What do | do? 477 frfirdy
Requests Requests o

CTRO001 Payment Trace Check Trace (@) Lam a vendor and did not receive our company’s hard-copy, 232 ¢
Requests Requests "~ paper check What do | do?

Page 001

Figure 3: Disbursing Requests - Online Customer Service Screen

3. Atthe top of the page, select Submit A ticket. The page updates and displays the Categories
(Figure 4).

DisBURSING REQUESTS -- ONLINE CUSTOMER SERVICE

[ FAQs | | Submit A Ticket | [Help | [ Exit)

Step 1: Select a Category by clicking the >> button next to the category name.

Categories Subcategories
| » | OpsFunds Requests

| » | Payment Trace Requests

Figure 4: Categories and Subcategories Options Screen

4. Under Categories, select Payment Trace Requests. The Subcategories load (Figure 5).
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DisBURSING REQUESTS -- ONLINE CUSTOMER SERVICE

[FAQs | [ Submit A Ticket |

tHeIp!EﬁJ

v Step 1: Category selected is: Payment Trace Requests
Step 2: Select a Subcategory by clicking the >> button next to the subcategory name.

Customers will use this for help with payment trace requests.

Categories Subcategories
(») OpsFunds Requests (» Check Trace Requests

| ‘ » | DTS Trace Requests

:I Payment Trace Requests

» | EFT Trace Requests

Figure 5: Subcategory: DTS Trace Requests

5. Under Subcategories, select DTS Trace Requests. The Submit a Ticket, Your Information

page displays (Figure 6). The Category for Payment Trace Requests and the Subcategory for

DTS Trace Requests appear on the ticket.

D -- ONLINE C! SERVICE

(FAQs | Submit A Ticket |

Your Information

Category Payment Trace Requests
Subcategory’ DTS Trace Requests
Name First" Middle: Last*

oh.zte.mbx.web-askdfas@mail.mil to your safe senders email list before submitting your ticket.

Email": Re-enter Email™

contain your name or email address. Safeguard your passcode for future use.

To ensure spam blocker does not block receipt of responses regarding your ticket, please add dfas.cleveland-

Passcode™ Create a passcode for this ticket to view information and responses. Passcodes must be a minimum of 15 characters and
contain at least one lowercase letter, one uppercase letter. one number, and one special character. Passcodes cannot

Are you Iooking for a payment not related to DTS? Click Here
Service™: — Select One - v
DTS Payment to* —SelectOne — v

Amount of Payment

If you made additional payments to your Government Credit Card, we cannot provide an update on this payment

Traveler Name™.

TANUM (Travel How do you find Tanum number? Click here.
‘Authorization
Number)*:
Trace #:

SSN*

DOV (Disbursing Office Input DOV Number
Voucher) I

Payment by Check or  Are you expecting payment by check or EFT?
EFT™

- Select One - v
Nature of Problem*: -- Select One - e

Monitor (DMM)/or otherwise designated representative of the Payee.

— Select One — v

y
of an authorized representative of the Local Finance Office, or of the Payee.

-- Select One - v

Date of Payment* If approximate date, please include additional info. On time payment was to be made to help us locate you payment

Trace Request By submitting this trace request you are confirming that you are the intended payee of this transaction or that
Confirmation™ person's Lead Defense Travel Administrator (LDTA)lLocal Finance Office contact/Site contact/Debt Management

Loic B this LOI you are that you are a Lead Defense Travel Administrator (LDTA), Site contact,

Question/Comments:

O Submits your item to a customer service representative.

Cancels your inquiry and retums you back to the FAQ Page

(@ cancel |

Ifitis not provided, we may not be able to respond

4
Attachment Section @®
No file chosen No file chosen
No file chosen No file chosen
No file chosen
(< Upload Filats) ) Upload selected files to your ticket. If you have chosen to include files, you must click the Upload Files bution before
(1 UPIeadFIEtS) ) pressing the submit button to make sure they get included

PRIVACY ACT STATEMENT: Disclosure of your contact and other information is voluntary. Itis solicited for the sole purpose of responding to your inquiry or request.

Figure 6: Subcategory: DTS Trace Requests
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6. There are required (*) fields and optional (if needed) to complete the ticket and attach files

(if required).

a.
b.

> @ o

_ X

oL T o 5 3

(%]

Type in the Requestor’s full Name

Review the email spam blocking section, follow instructions, and then enter and re-
enter Email address.

Follow the instructions to establish a Passcode (required for ticket access).
Use the drop-down menu to choose a Service.

Use the drop-down to choose a DTS Payment to (Personal, Gov’t Credit Card, or
Both).

Type in the Amount of Payment.

Type in the Traveler Name.

Use the calendar feature to choose the Date of Payment.

Type in the TANUM (Travel Authorization Number). Note: The ticket provides a
Clink here link to explain how to find the TANUM.

Type in the EFT Trace # or Check Trace #
Type in the SSN or EIN.
Type in the DOV Number (Disbursing Office Voucher).

. Use the dropdown to choose the Payment by Check or EFT.

Use the drop-down to choose the Nature of Problem (3 options).

Use the drop-down to choose the Trace Request Confirmation (Yes).

Use the drop-down to choose the LOI Confirmation (Yes).

Add any Questions/Comments in the box to futher explain the ticket request.
Use the Attachment Section to search for and Choose File to add to the ticket.
Select Upload Files to confirm there are attached files to the ticket.

When you are ready, choose Submit to send the ticket forward. Note: You can locate the DOV
number on the Digital Signature screen of the DTS voucher, in the Remarks section next to the
PAID stamp.

Ticket Review and Monitoring

Once you submit the AskDFAS ticket the following should occur:

1. A DFAS Customer Service Representative (CSR) reviews the ticket and the requestor receives
an Ask Travel Pay (received your ticket) email with a ticket number and reminder to use the

previously established Passcode to access the online ticket.

2. The DFAS Customer Service Representative initiates the trace, determines the payment

status, (e.g., cashed, cancelled, outstanding), and updates the findings in the ticket.
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3. The DTA receives an Ask Travel Pay (provided updates to) email with a ticket update to
review the findings (use the link in the email and the Passcode). Then work with the traveler
to take the necessary corrective actions.

Resources

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 more on travel policy, see the JTR
e For more on travel policy, see the DOD FMR

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

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