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Chapter 1: Introduction to Document Processing & Funding in the New FY

The fiscal year for DoD begins on 01 October and ends on 30 September of the following calendar year.
Preparing DTS documents for travel that occurs in a new fiscal year or crosses fiscal years requires the processes
described in this guide to ensure correct funding assignment for the following travel situations:

o New fiscal year travel. Travel that begins on or after 01 October and requires authorization and
reservations prior to 01 October.

e (Cross-fiscal year travel. Travel that begins 30 September or earlier and ends 01 October or later.

The remainder of Chapter 1 focuses on Document Basics, System Alerts, and Trip Processing Rules. These
topics are also covered in DTS Guide 2: Authorizations. If you familiar with DTS and creating trips, you can skip

the sub-sections and go straight to Chapter 2.

*In this guide, “you” are a DTS user, unless stated otherwise.
1.1 Document Basics

A The detailed steps on how to create an authorization during FY cross-over appear later in this guide.
Here are some general guidelines when you need to process a trip:
1. Allow ample time for the authorization to process through reservations, approval, and ticketing.

e For CONUS travel, recommend starting at least 2 to 3 weeks out, but refer to your local business rules
on advance trip planning.

e For OCONUS travel, recommend starting at least 45 to 60 days out to allow time to complete security
briefings, schedule medical appointments, or complete other local requirements.

2. Provide a complete authorization and all supporting documentation to prevent routing delays and
document returns.

3. Book all reservations which can be using DTS and TMC per the JTR.
4. Enter known estimates (e.g., baggage fees) as allowed by the JTR to better track funding obligations.
5. Record valid justifications for Pre-Audit flags and Reason Codes to support travel compliance.

6. Sign the authorization, so the document routes to the TMC (i.e., document has reservations) and
Routing Officials (ROs) for action.

7. Monitor the status of your document for approval or return for corrective action and ticketing. If you
have questions, contact your DTA or supervisor.

8. Verify receipt of TMC notification/invoice before departing. Retain TMC invoice for voucher.

For more information see the trifold, Create an Authorization: Traveler Instructions.

1.2 System Alerts

There are a few alerts DTS provides users to keep them informed and to stay within policies. These include:

1. Ifyou're logging into DTS for the first time or after an extended period, DTS may provide you a pop-up
message which can include:
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. A Review and Update Profile. This option triggers when it is at least 60 days since your last log on
to DTS. Either choose Open Profile and make your changes or Continue without Updating. For more
about profiles, see the DTS Guide 1: Getting Started and the DTA Manual, Chapter 7: People.

2. If there are module change which could impact the way the user interacts with the system.

. A What's New. This feature alerts you when software changes occur. The first time you access an
affected module, the What’s New feature activates. A series of pop-up screens annotate any revisions.
Once you proceed through the overview, you must select Got It to close the messaging. Your personal
profile tracks your acknowledgement and then the What’s New feature inactivates. As this a one-time
alert, unless there is another system change, you will not see the What’s New alert again. For more on
the What’s New feature, review the DTS Guide 1.

3. DTS is programmed to conform with standard time-out rules throughout the system.

A If you are in DTS, you will be presented with a Logout due to Inactivity warning after 9 minutes, with
a 60 second countdown, letting you know you will be logged out due to inactivity.

e You are presented with two options: Keep me logged in or Log me out.
o Tostay in DTS and continue your actions, select Keep me logged in.

o To exit, select Log me out. You can view the screen shot in DTS Guide 1.

4. DTS is programmed to send travelers a Data Change email when certain items change in the permanent
profile either under My Profile or by a DTA under DTA Maintenance Tool, People table. The email is
formatted as SUBJECT: <Profile Item> Changed in Your Defense Travel System Profile.

A If you receive an email where one of the below items changed, log into DTS, and verify the content in
your permanent profile for accuracy.

e EFT information

e GTCCinformation
e Name

e Mailing Address

e Email address

5. DTS is programmed to send travelers an ACTION REQUIRED - SUBMITTING TRAVEL VOUCHER WITHIN
5 WORKING DAYS email.

A When there is an approved authorization, but the voucher is not SIGNED DTS will notify the traveler
to submit the voucher within 5 business days of return from TDY.

e DTS will start sending the email to the traveler and NDEA (when applicable) on the last day of the trip
to be compliant with travel policy.

e DTS will send reminder voucher emails for 5 business days. On business day 4 and 5 if no action is
taken, the Organization of Assignment’s DTA ID (email) will be copied on the email reminder as well.

6. DTS is programmed to send travelers an ACTION REQUIRED - Unsubmitted Voucher Notification email.
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A When there is an approved authorization, but the voucher is not SIGNED and 5 business days have
passed then DTS will notify the traveler of non-compliance for an unsubmitted voucher.

DTS will start sending the email to the traveler and NDEA (when applicable) on day 6 after the trip end
date to be compliant with travel policy.

DTS will send reminder non-compliance emails daily to alert the traveler to file the voucher.

Note: If you experience a problem accessing the DTS Home page, contact your local IT to verify your allowable
browsers and enable pop-ups, install JavaScript and DBsign on your pc. See the bottom of the DTS Home page,

Need More Assistance? for the requirements.

1.3 Trip Processing Rules

Travelers and those who create, edit, or amend documents for travelers must adhere to trip processing rules.

Authorization specifications apply to reduce the possible invalid reservation selections (e.g., selections made in

the next FY before airlines post flights) and incorrect per diem calculations (e.g., documents crossing multiple

FYs and per diem changes). Voucher specifications apply to reduce incorrect per diem calculations resulting in
debt. These processing rules include:

Authorizations may not be created greater than 6 months in advance of the trip.

Imported authorizations may not be created greater than 6 months in advance of the trip.
Authorizations will not have the amend link available 75 days after the last day of travel.
Authorizations and vouchers can’t exceed the maximum trip length of one year from the trip start date.

Imported Authorizations along with vouchers can’t exceed the maximum trip length of one year from
the trip start date.

When a document does not meet the policy requirements for trip creation date and/or trip duration on the

Itinerary page, DTS will alert the user.

A If creating a document further out than six months from current date, the following error
message displays under the Create Itinerary section:

o “There are errors with this itinerary. Please correct the errors and try submitting again.”

A If creating a document further out than six months from current date, the following error
message displays under the Trip Overview section, Leaving On field:

o “Your overall Leaving date must be less than 180 days in the future.”

A If creating a document with a trip duration of greater than one year, the following error message
displays under the Create Itinerary section:

o “There are errors with this itinerary. Please correct the errors and try submitting again.”

A If creating a document with a trip duration of greater than one year, the following error message
displays under Your TDY Locations(s) section:

o "Total trip duration cannot exceed one year.”
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A If editing an existing trip to extend the total trip length and the during is greater than one year,
the following error message displays under the Edit Itinerary section:

o “There are errors with this itinerary. Please correct the errors and try submitting again.”

A If editing an existing trip to extend the total trip length and the during is greater than one year,
the following error message displays under Your TDY Location(s) section:

o "Total trip duration cannot exceed one year.”

A If editing an existing trip to extend the total trip length and the during is greater than one year,
the following error message displays under the Trip Overview section, the Returning On field:

o "Total trip duration cannot exceed one year.”

A If amending an authorization with SPPs, DTS will automatically cancel scheduled SPPs to prevent
improper payments. After adding or editing expenses, reschedule the SPPs on the amendment.

Once an error for trip duration occurs, the traveler, clerk, or NDEA must correct the dates before proceeding

past the Itinerary page.

In circumstances where travel is greater than one year:

Follow your local business rules on how to document and process the extended trip.

For DTS purposes users can’t exceed the trip duration limit. Instead, an additional authorization and
voucher is necessary. For auditability, comments can be added to associate the two documents.

Defense Travel Management Office 6 travel.dod.mil



Guide: Processing Authorizations for the New Fiscal Year August 2025

Chapter 2: Travel Resources

As systems and policies do change it is important to review the available travel resources. This chapter provides
some tools to assist you.

2.1 Training Search Tool

The DTMO Training Search Tool provides numerous sources (e.g., guides, manuals, information papers, trifolds)

to support DTS users.

As a traveler some key resources to support Document Processing include:

e DTS Guide 1: Getting Started

e DTS Guide 2: Authorizations
e DTS Guide 3: Vouchers

e DTS Guide 4: Local Vouchers

e Whatis a Valid Receipt?

As a Lead DTA (LDTA) some key resources include:

e Defense Travel Administrator (DTA) Manual Chapter 8

e Defense Travel Administrator (DTA) Manual Chapter 9

e DTS Guide to Establishing LOAs and Budgets for the New Fiscal Year

Note: Organizations should consult their Component or local business rules for Fiscal Year (FY) setup and
processing travel documents.

For the most up-to-date information, suggest you visit the DTMO website (Figure 2-1) and learn more about
Programs, Policy & Requlations, Compliance, and see the full list of document resources under the DTMO

Training Search Tool.
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= An official website of the United States government Here's how you know

DefenseTravel

Management Office

Search travel.dod.mil Q

Login to DTS

ABOUT v PROGRAMS v POLICY & REGULATIONS v TRAVEL & TRANSPORTATION RATES v ALLOWANCES v TRAINING ¥ SUPPORT v

Fiscal Year Crossover

What you should know
about system impacts

nEang

Constructed Travel Per Diem TraX Travel Regulations

Compare costs before or after a trip Lookup rates by location Login to launch training, print certificates, or Reference DoD travel policies
search FAQs

Figure 2-1: DTMO Website

2.2 Accounting System Shutdown Periods

Many accounting systems interfacing with DTS become unavailable for processing for a period of time starting in
late September. DTS does not plan shutdowns during the fiscal year crossover period. The accounting system
shutdown periods are available on the DTMO website at https://www.travel.dod.mil/Programs/DoD-Travel-
Systems/Fiscal-Year-Crossover/ (Figure 2-2).

DTS will hold documents approved during the accounting system shutdown period. Once the accounting
systems come online, DTS releases the documents for processing. To avoid delays in travel, follow your local
business rules for document processing before and during the shutdown period.
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DefenseTraVEl Search travel dod. mil Q

Management Office
Login to DTS

ABOUT v PROGRAMS v POLICY & REGULATIONS TRAVEL & TRANSPORTATION RATES v ALLOWANCES v TRAINING SUPPORT v

Fiscal Year Crossover Travel

The fiscal year for the Department of Defense (DoD) begins on October 1 and ends on September 30 the following calendar year. Fiscal year crossover is an annual process that
impacts accounting systems during the end of the fiscal year. Some financial systems may be unavailable as online systems transition from one fiscal year to the next
Affected Partner Systems

Since DTS is a system of systems, every system in the network may not available even if DTS as well as your accounting system are available. Download a schedule of affected

financial partner systems [PDF, 1 page] to see expected downtimes and the next fiscal year transaction release dates.

DTS will be available to process travel documents, but you may experience accounting-related delays including settlement vouchers between the 26th of September and 15th of
October. Contact your ODTA, FDTA, or LDTA for more information

DTS Guides to FY Crossover

« DTS Guide to Establishing Lines of Accounting (LOAs) and Budgets for the New Fiscal Year [PDF, 25 pages]: Every fiscal year, elements in the lines of accounting (LOAs) and
corresponding budgets require modification fo reflect the new fiscal year. This guide assists Finance Defense Travel Administrators (FDTAs) and Budget DTAs (BDTAs) when setting

up the LOAs and budgets in the Defense Travel System (DTS) for the new fiscal year.
+ DTS Guide to Processing Authorizations for the New Fiscal Year [PDF, 24 page]: Outlines the processes required to prepare DTS documents for travel occurring in a new fiscal year
or across fiscal years to ensure correct funding assignment.

Figure 2-2: Fiscal Year Crossover Travel

2.3 Travel Explorer (TraX)

The DTMO Passport Portal provides access to Travel Explorer (TraX) Web-based trainings [WBTs]) to support DTS
users: Defense Travel Administrators (DTAs), Routing Officials (ROs), Authorizing Officials (AOs), Non-DTS Entry
Agents (NDEAs), clerks, travelers, and other specialized roles (Figure 2-3).

As a traveler some key WBTs include:

e DTS (Special Topics) - FY Crossover
e DTS (Basics) — About DTS
e DTS (Basics) - DTS Travel Documents (DTS 101)

In addition to WBTSs, use TraX, Knowledge Search to find answers to travel related questions.
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Training q Knowledge Search

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

Trip Calculator inii rary, track your completed tra database of thousands of FAQs, help topics, guides, and

icates of completion. other resources.

Quick Tools

Training . .
Trip Tools Travel Assistance

Knowledge Search Build a trip estimate and look up location reports that Submit a help desk ticket directly to the Travel

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

Passport Home

~Announcements \
Logout
- Repgister for the Next TAC Qutreach Call 08/26/2025: DFAS Post Pay Audit Review
- Follow DTMO on Linkedin

« Updates to DTS Expense Module Coming August 2025

- Update to the DTS Login Process Coming July 2025

« Defense Travel Dispatch | DTMO's Newsletter

= 2025 Installation Name Changes - Update Travel Documents

- Bypass Turkish Airlines Booking Error in DTS

- DTS Users Should Delete Internet Files and Cookies After a Software Release

= Key Points About Securing a Mon-Availability Confirmation Number

«+ Trouble Logging into DTS? Check Your Pop-Up Blocker

- Issues using Internet Explorer to Access Passport

Figure 2-3: TraX Home Page

Defense Travel Management Office 10 travel.dod.mil



Guide: Processing Authorizations for the New Fiscal Year August 2025

Chapter 3: Travel that Occurs in a New Fiscal Year

This chapter supports the traveler, Authorizing Official (AO), Lead Defense Travel Administrator (LDTA), Finance
DTA (FDTA), and Budget DTA (BDTA) create and process DTS authorizations in the current fiscal year for travel
starting in the new fiscal year. For example, a traveler who creates a travel authorization on 15 September of
the current fiscal year for travel beginning on 01 October or after (i.e., in the new fiscal year).

The traveler can arrange travel for the entire trip, but should be aware of possible changes. The General Services
Administration (GSA) Airline City Pair flights are not available for the new fiscal year until the airlines enter the
GSA contract award information into their Global Distribution System (GDS) and those updates are loaded into
DTS. These actions typically occur in September. The DTMO website posts notices when the new flight
information is available at https://www.travel.dod.mil/Programs/Commercial-Air/. Travelers can also visit the

GSA website for the City Pair Program awards and flights using the CPP Search Tool.

Travelers who try to make flight arrangements prior to the awarding and loading of the new contract fares will
not be able to access GSA Airline City Pair fares. See Chapter 5 of this guide for more information.

Authorizations created in DTS for travel beginning in a future fiscal year should not be stamped APPROVED until
the FDTA/BDTA establish the new fiscal year lines of accounting (LOAs) and funding for the budgets in DTS.
Authorities outside of DTS make the funding determinations for the fiscal year.

Note: Organizations can approve new fiscal year travel documents (when new FY LOAs and Budgets established
in DTS) in the current fiscal year for those organizations whose accounting system shuts down. DTS will hold the
new fiscal year transactions until the date the accounting systems are ready to receive the transactions. This
facilitates applying the Tickets Are Waiting (TAW) date for the Travel Management Company (TMC); [formerly
known as Commercial Travel Office (CTO); DTS still refers to the TMC as the CTO].

For travel requiring ticketing, before the new fiscal year funds are available and before the AO can approve the
documents in DTS, the traveler should follow the local business rules for obtaining transportation with verbal
approval. The verbal approval allows the TMC to ticket the transportation booked using the DTS Travel module,
which then updates DTS with the ticketed information. The Transportation Officer (TO) typically provides verbal
approval; however, this may vary by site. The AO is still required to approve the document in DTS after new
fiscal year funding is available.

3.1 Creating an Authorization for Travel in a New Fiscal Year

When you need to go TDY, use DTS to process the Authorization.

1. Go tothe Defense Travel System (DTS) direct link or access from the DTMO website (Figure 2-1). When
the DTS Home page loads, select Log In (large blue box).

2. The DoD Privacy and Ethics Policy statement appears. Review the data and scroll down to select Accept
(Figure 3-1a).
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Defense Travel System

Home News & Notices
— Privacy and Ethics Policy —

Please read the following DoD Privacy and Ethics Policy concerning DTS website, travel, and usage. By signing in to the DTS Systems, you agree to
the terms and conditions of use.

STANDARD MANDATORY DOD NOTICE AND CONSENT

You are accessing a U.S. Government (USG) Information System (IS} that is provided for USG-authorized use only. By using this IS (which includes any device
attached to this 1S), you consent to the following conditions:

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

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

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 cansent to PM, LE or Clinvestigative searching or monitoring of the content of privileged
communications, or work preduct, related to personal representation or services by attorneys, psychotherapists, or clergy, and their assistants. Such
communications and work product are private and confidential. See User Agreement for details.

L S S S o o S S S S S o S o o S o SR o o o S S o S S S O o S S o o o O o S o S S S o o o o S o

.

ETHICS

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 DoD 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 voluntarily 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; DoD Directive 5100.87, Department of Defense Human Resources Activity; DoD Instruction
5154.31, Volume 3, Commercial Travel Management: Defense Travel System (DTS); DoD Financial Management Regulation 7000.14-R, Vol. 9, Defense Travel System
Regulation, current edition; DoD Directive 4500.09E, Transportation and Traffic Management; DTR 4500.8-R, Defense Transportation Regulation, Parts |, Passenger
Movement, 11, Cargo Movement, lll, Mobility, IV, Personal Property, V, Customs; 41 C.F.R. 300-304, The Federal Travel Regulation (FTR); Joint Travel Regulations,
Uniformed Service Members and DoD Civilian Employees; and E.Q. 9397 (SSN), as amended.

L o W W T IFIITTFFIFIIITIFFIIIFIITIFIIIT VNIV

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

OMB CONTROL NUMBER: 0T04-0577

OMB EXPIRATION DATE: 12/31/2027

AGENCY DISCLOSURE NOTICE

The public reporting burden for this collection of information, 0704-0577, is estimated to average 10 minutes per response, including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Send
comments regarding the burden estimate or burden reduction suggestions to the Department of Defense, Washington Headquarters Services, at whs.me-
alex.esd.mbx.dd-dod-information-cellections@mail. mil. Respondents should be aware that notwithstanding any other provision of law, no person shall be
subject to any penalty for failing to comply with a collection of information if it does not display a currently valid OMB control number.

Decline Accept >

Figure 3-1a: Privacy and Ethics Policy Screen

3. The Department of Defense Enterprise Identity, Credential, and Access Management (DoD E-ICAM) IdP
page displays. Select the Sign in with CAC/PIV link (Figure 3-1b).
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DoD E-ICAM

U.S. Department of Defense

username@domain.mil

Sign in with CAC/PIV

1 have read & consent to terms in the Information
Systems User Agreement.

Figure 3-1b: DoD E-ICAM IdP Screen

4. The Select a certificate for authentication window opens (Figure 3-1c) for you to select your DoD ID
certificate, do so and then choose OK to proceed.

Select a certificate to authenticate yourself to certauth.sts HE)
Subject Issuer Serial
E 3 DOD ID CA-T1 0 C

Certificate information o Cancel

Figure 3-1c: Select a Certificate Screen

Defense Travel Management Office 13 travel.dod.mil
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5. DTS verifies the CAC certificate matches the last name and SSN of the DTS permanent Profile. Once DTS
locates the active account, the DTS Dashboard (Figure 3-1d), displays.

System Status: @ EWTS v

‘ @ Eric T West »

Defense Travel System
N

Home Trips v Travel Tools v Message Center

Q e % P A

Per Diem Rate Distance Calculator Routing Chain Cross-Org Document Message Center
Lookup Lookup Lookup

My Travel Documents o Create New Document
Your upcoming, current, and completed trip documents.

363 Authorizations
363 Authorizations

Sortby  Departure Date (Latest) (v Show inactive documents

Figure 3-1d: DTS Dashboard

Here is how to create an authorization:

1. Across from My Travel Documents, locate Create New Document (Figure 3-1d), then choose
Authorization. You will create the authorization based up your TDY requirements as outlined in Trifold:
Create an Authorization. Note: Where there are differences due to FY travel or key information then we

address in this guide. For the end-to-end steps of processing an authorization, review the DTS Guide 2:
Authorizations.

e Establish the following (Figure 3-2a):

o Complete the itinerary (i.e., travel dates, TDY location, starting and end point).

— ltinerary —
Create Itinerary
YOUR TDY LOCATION(S)
Arriving Departing TDY Location TravelingBy  Time of Day Rental Car?
Q 10/06/2025 m 10/10/2025 @ DAVIS-MONTHAN AFB, AZ Air ~ Morning ~ No ~ 0
TRIP OVERVIEW
Leaving On Returning On
1 10/06/2025 9 101012025
Leaving From Returning To
@ My Residence @ My Residence
My Duty Station - My Duty Station
9 City or Zip ) Q City or Zip

Figure 3-2a: Create Itinerary Screen
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Verify your identification on the TSA screen. Select Continue to Booking for reservations.

Make the travel reservations (e.g., air or rail, rental car, and lodging) as required by trip
(Figure 3-2b). Choose the Review Reservation Selections screen to ensure all reservations are

selected and Booked or TMC Assistance Requested.

Review Reservation Selections

Trip Details: EWDAVISMONTHAL100625_A01

Trip Type: Temporary Duty Travel (Routine)
Trip Description:

Dates: 10/06/2025 - 10/10/2025

DTS/TMC Confirmation ID: OFCPOY

Lodging Cancellation History

£ Email &= Print

Figure 3-2b: Review Reservation Selections Screen

Enter the estimated expenses (Figure 3-2c). For example, Baggage — 1°* Checked Bag if

traveling by air, Rental Car-Fuel/Charging if using a Rental Car.

Enter Expenses

Sort By = Date (Newest) v Expand All §7

A American Airlines (Flight 4909 - TUS to PHX)
v Details  09/12/2025 'y

$ Rental Car- Fuel/Charging
~ Details  go/12/2025 A

k= Lodging (Davis-monthan Afb, AZ)
~ Details  09/08/2025 - 09/12/2025 AL

¥ American Airlines (Flight 2007 - DCA to DFW)
~ Details  po/os/2025 A

$ Bapgage - 1st Checked Bag
v Details  09/08/2025

)

$325.00

IBA

$75.00

IBA

$442.80

IBA

$325.00

IBA

$35.00 ¢

IBA

o

o

Figure 3-2c: Enter Expenses Screen

Attach any supporting documentation (e.g., travel memos, leave forms) as needed by trip.

(Optional) Add Comments to the AO.

Defense Travel Management Office
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2. Onthe Accounting screen, if a current fiscal year LOA displays by default, select the options (3-dots)
icon to remove it (Figure 3-3).

Accounting
Add and allocate lines of accounting, request advances, and manage scheduled partial payments (SPP) for trips lasting more
than 45 days.

ACCOUNTING CODES H

Lines of Accounting (LOA) are used to identify the source of funds for travel. If
using more than one LOA, you will be required to allocate them.

Lines of Accounting (LOA) O Add LOA
ACCOUNTING LABEL ORGANIZATION
25 ROUTINETVL DTMOCSD [ Edit
iy Remove
Allocations

@ This trip is 100% allocated to 25 ROUTINE TVL

Figure 3-3: Accounting Screen

3. DTS displays a Confirm message (Figure 3-4).

Confirm

Are you sure you want to delete this record?

Cancel ﬂ

Figure 3-4: Confirm Message

4. |If the LOA label is available, then Add a LOA for the new fiscal year. If a new fiscal year LOA is not
available, then leave the LOA selection blank (Figure 3-5).
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Accounting

Add and allocate lines of accounting, request advances, and manage scheduled partial payments (SPP) for trips lasting more
than 45 days.
ACCOUNTING CODES

Lines of Accounting (LOA) are used to identify the source of funds for travel. If
using more than one LOA, you will be required to allocate them.

Lines of Accounting (LOA) © Add LOA

@ No Lines of Accounting (LOA) have been added.

ACCOUNTING SUMMARY

Expense Summary

Non-Reimbursable Expenses 50.00

Reimbursable Fxpenses $1604.80

Total Expenses $1604.80

Disbursement Summary Calculated Trip Cost

Advances Paid 50.00 Allowed Actual

SPP Paid $0.00

Total Prior Payments $0.00 51604'80 $1604'80

Figure 3-5: Accounting Screen — No LOA Added

Leaving the LOA selection blank is acceptable in this situation. When the authorization is signed, DTS
will trigger the ADVISORY notice “NO ACCT CODE ASSIGNED” (Figure 3-6). Note: Prior to approval, the
document must contain a valid LOA. DTS will not permit the Authorizing Official (AO) to stamp the
document APPROVED without a LOA assigned.

2 ADVISORIES

DOD LODGING CONNECTION ERROR
Connection to DoD Lodging was not available. Reimbursement Limitation will not apply and the user was provided
options to use CTO Assistance or book lodging reservations with alternative lodging options.

NO ACCT CODE ASSIGNED
NO LINE OF ACCOUNTING (LOA) HAS BEEN SELECTED ON THIS DOCUMENT. THIS DOCUMENT CANNOT BE APPROVED
UNTIL AT LEAST ONE LOA HAS BEEN SELECTED AND ALL EXPENSES HAVE BEEN ALLOCATED TO AN LOA.

Figure 3-6: Advisory Notice — NO ACCT CODE ASSIGNED

5. When you finish with the Accounting, navigate to the Review Trip Authorization screen (Figure 3-7).
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Review Trip Authorization

Trip Details for:
EWDAVISMONTHA100625_A01 e

Trip Type: Temporary Duty Travel (Routine) (MISSION - OPERATIONAL)
Trip Description: N/A

Dates: 10/06/2025 - 10/10/2025

Conference/Event Name: Not Applicable

Reference: © Add Reference

Comments to the Approving Official

Travel is for the next fiscal year. The new LOA is not available to select

& Print

14/1926

Figure 3-7: Review Trip Authorization Screen — Comments to the Approving Official

August 2025

o (Optional) Enter a comment in the Comments to the Approving Official field (e.g., Travel is for the next

fiscal year). Be sure to select Save. Note: The Comments are available for viewing on the DTS Default

print version under the Remarks section.

e Scroll down the page. Verify the information on the screen. If you need to make a change, access the

Progress Bar and individually select items to view or navigate to any DTS module* by selecting the Go

to <module> links.

o For the Review, be sure to access each screen in order. If you try to skip and go directly to
Sign and Submit, DTS will return you to the Other Auths and Pre-Audits page to justify any

Pre-Audit flags, and Reason Codes.
= Review Authorization
= Other Auths and Pre-Audits
= Sign and Submit

6. Stamp the document SIGNED. After signing, the document (i.e., contains reservations) next step is the

Travel Management Company (TMC) action. Once the TMC confirms the travel reservations, places the

PNR on queue, the document updates to CTO BOOKED. The normal routing process continues based

upon personnel on the routing list.

The AO is the last step in the routing list. The AO will hold the document without stamping APPROVED until the
LDTA loads the new fiscal year funding in DTS. At that point, see Section 3.2. Note: Follow your local business

rules for FY document processing actions.
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3.2 Approving an Authorization When New Fiscal Year Funding Is Available

When the new fiscal year funding becomes available, the FDTA (possibly with help from a BDTA) will load new
LOAs and budgets in DTS. An explanation of this process is in the DTS Guide to Establishing LOAs and Budgets for
the New Fiscal Year.

The AO can approve the authorization in DTS after new fiscal year LOAs and budgets are loaded, even if the
accounting system is not ready to process transactions. For pre-designated orgs, DTS will hold the new fiscal
year obligation transactions until the accounting systems are ready to receive the files. Note: To identify the

Scheduled downtimes for financial systems at the new FY start up, go to the DTMO website.

Note 1: If the new fiscal year LOA is not already in the document, the AO must add it on the Accounting screen
(Figure 2-1).

Note 2: Do not use prior year funds to pay for travel in the new fiscal year, unless given instructions by the FDTA.

After the AO applies the APPROVED stamp, DTS applies the TAW (Tickets are Waiting) date in the Passenger
Name Record (PNR). The TMC issues the tickets three business days prior to departure.

Note: If new fiscal year LOAs are not available, funding and approval in DTS cannot occur prior to departure. See
Section 3.1.

3.3 Trips Departing Before New Fiscal Year Funding is Available

If new funding is not available before a trip’s start date, a traveler may need to depart before electronic
approval occurs on the DTS authorization. This may happen because the DTS LOAs and Budgets can’t be loaded
in time. The DTA should establish procedures in advance with the Transportation Office (TO) and the TMC on
how to handle this situation.

Depending on your organization’s local business rules and the TMC contract, verbal approval can be given to
travel, and the TMC can ticket the trip based on instructions from the TO or other designated official. It is
important the traveler and AO understand to create the DTS document and later approve (once the LOA is
available) as explained in Section 3.1 and Section 3.2.

3.4 Funding Messages: No Budget Exists and Insufficient Funds

If the Authorizing Official (AO) applies the APPROVED stamp to an authorization with a funding issue, a funding
message will display and the document will not accept the APPROVED stamp. The document will not continue
routing.

e No Budget Exists: This message displays if there are no new budgets.

e Insufficient Funds: This message displays if there are insufficient funds available in the budget. The
Budget Officer needs to add funds to the budget item.
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Chapter 4: Fiscal Year Crossover Travel

This chapter provides guidance to the traveler and the AO for creating and approving DTS authorizations that
extend across two fiscal years when using funds from a single year.

If a traveler creates an authorization in the current fiscal year for travel beginning on 25 September (current
fiscal year), and ends on 06 October (new fiscal year) then this is considered crossing the FY. To enter the
accounting information on an authorization with travel spanning across fiscal years is a multi-step, coordinated
process.

The traveler creates the authorization for the entire travel period. This step requires the traveler to include both
the current fiscal year LOA and the new fiscal year LOA.

However, the new fiscal year LOA can’t be added until after establishing the new fiscal year LOAs and budgets in
DTS.

Note: This does not apply to travel funded by Multi-Year or No-Year appropriations, when the LOA in the

authorization can be used for a previous and new fiscal year. See Chapter 7 of this guide for further guidance.

4.1 Creating an Authorization for a Trip That Crosses Fiscal Years

If the trip begins in one fiscal year and ends in the next, the traveler should:

1. Create Itinerary using the actual Leaving On, Arriving, Departing, and Returning On dates. Figure 4-1
shows a trip starting in September and ending in October.

— ltinerary —
Create Itinerary
YOUR TDY LOCATION(S)
Arriving Departing TDY Location TravelingBy  Time of Day Rental Car?
£ 09/29/2025 £ 10/03/2025 @ ATLANTA, GA Ar v Morning v No v~ +]
TRIP OVERVIEW
Leaving On Returning On
£ 09/29/2025 £ 10/03/2025
Leaving From Returning To
@ My Residence ® My Residence
My Duty Station My Duty Station
9 City or Zip 9 City or Zip
Trip Duration
Multi-Day v

Figure 4-1: Itinerary Screen

e Enter TDY location and reservation needs.

o (Optional) Add comments in Description. Select Continue to advance.
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2. DTS displays the TSA screen for any air, rail, and rental car request. Review the information or update if

needed.

3. Onthe Progress Bar, select the Reservations module. Based upon your travel needs make the
necessary arrangements (e.g., departure and return flights or rail, rental car, and lodging reservations).

Note: GSA City Pair flights only display in DTS after contract award. This generally transpires around
September. If City Pair flights are not available in DTS, the traveler should not select a return flight. To learn
more about the City Pair Program, see GSA website. Note: Follow your organization’s local business rules.
See Chapter 5 of this guide for more information.

4. Onthe Progress Bar, select Expenses. If you made transportation reservations outside DTS, manually
enter the cost under the Enter Expenses screen, by selecting Add. The Add New screen opens (Figure
4-2). Choose the Expense Category, then select Ticketed Expenses.
e Record the ticketing information.
e DTS provides the option to enter Notes to the entry. Scroll down the window to see the Notes option.
e The expense provides the Attach Receipt option to associate the ticketed receipt directly to the item.

e Once you are finished, select Add at the bottom of the window to save the entry.

Add New X
Select Type®
Airline Ticket (IBA) v

Attach Receipt

Airline Ticket (IBA)

Ticket Number* I
8412345
Ticket Value*
$ 400
Ticket Date™
09/29/2025
ssued Date v

Figure 4-2: Add New Screen

Note 1: If the manually ticketed flights are round-trip fare, manually enter the cost in DTS and allocate based
upon ticketed date using the LOA for that fiscal year.

Note 2: All electronically ticketed flights charged in the current fiscal year, allocate to the current fiscal year LOA,
even if the flight occurs in the new fiscal year.
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5. Onthe Enter Expenses screen, select Add to enter the remaining expenses for the entire trip with the
appropriate dates or date ranges.

6. On the Enter Expenses screen, select Add to include any supporting trip documentation.

7. Onthe Progress Bar, select the Per Diem screen. Verify that lodging accurately reflects for all travel
dates. If necessary, add any special duty conditions, actual expenses, meals provided, or leave.

8. Advance to the Accounting screen and add both the current (if not already populated by default) and
the new fiscal year LOA. This allows the appropriate funds to pay for each fiscal year’s portion of the
travel (Figure 4-3).

e Adding the new fiscal year LOA triggers a pop-up (Figure 4-3) requesting the user to accept or reject the
FY Auto allocation.

e Select OK. The page updates.

Fiscal Year Auto

4 ‘ ® EricTwest +

Your action has made this an FY crossover trip. You may have previously entered one
of the following non-mileage expenses: Rental Car (any type), Lodging Taxes (CONUS

Home Trips v Travel Tog
and Non-foreign), Hotel Room tax or Parking - At the Terminal. You should consider
{= coLLapst editing the date ranges for these expenses. Do you want DTS to use FY Auto to

allocate your expenses based on the date ranges provided in your trip?

tial payments (SPP) for trips lasting more
Cancel m

Trip Authorization Info

Doc Name:
EWATLANTAGA092925_A01
Traveler: ACCOUNTING CODES
Eric West 0 Lines of Accounting (LOA) are used to identify the source of funds for travel. If
View Adjustments using more than one LOA, you will be required to allocate them.
. Lines of Accounting (LOA] Add LOA
KJ Edit ltinerary 8 ( ) Q
ACCOUNTING LABEL ORGANIZATION
Reservations 25 TRAINING DTMOCSD
) TsAlnfo
ACCOUNTING LABEL ORGANIZATION
26 TRAINING DTMOCSD
Allocations [# Edit LOA Allocations

Loy Lodging (ATLANTA,GA)

D Review Reservations | @ Ensure All LOA's are allocated
v

Finances I @ Allocated by Category

Expenses

Figure 4-3: FY Auto Allocation Message

e Select Edit LOA Allocations link (Figure 4-4). Ensure All LOA's are allocated by Allocation Method.
There are several methods in which to allocate. Example below is by date.

o Select Save to advance.
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Allocate Lines of Accounting

Allocation Method*

Date ~

25 TRAINING
09/29/2025 - 0931 Total: $914.50

26 TRAINING
10/01/2025 - 10/0; Total: $600.50

Cancel m

Figure 4-4: Allocate Lines of Accounting — Allocation Method Screen

e The Accounting page updates with the allocation method applied. Select Continue to advance.

9. The Review Profile page appears. Select Open Profile to make changes (e.g., update GTCC expiration
date) or choose Continue to advance.

10. On the Review Trip Authorization screen, enter a comment (per local policy). An example for
Comments to the approving Official: Traveler is expected to return on <DD MM YYYY>. As travel crosses
fiscal years, this authorization includes the current and the new fiscal year expenses and LOAs.

11. Review the Other Auths and Pre Audits page. Select Add Justification if flagged for Fiscal Year
Allocation and enter comments. Continue to the Sign and Submit page.

12. On the Digital Signature screen, stamp the authorization SIGNED. The document begins routing first to
the TMC for reservations, and then to the individuals listed on the routing list.

Upon AO approval, DTS updates the PNR with the TAW date, sends the information to the TMC and sends the
current year obligation transactions to the accounting system. DTS holds the new fiscal year obligation
transactions until the accounting system is ready to receive them.

4.2 Creating an Amendment for the Trip Portion Occurring in a new Fiscal Year (FY)

The organization’s AOs and travelers should receive notification when the FDTA (or BDTA) adds the new LOAs
and loads the funds into the DTS Budget module. This action may not occur before travel documents for the
new year must be processed.

An option for fiscal year crossover travel is for the traveler to:

1. Create an authorization for the portion of travel that occurs in the current fiscal year. The trip end date
and TDY departure date are September 30, regardless of the actual trip end date.

2. Enter Expenses for estimates to the end of the fiscal year.
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3. Add only the current fiscal year LOA on the document.

4. (Optional) Add Comments for the AO to see about the trip. For example, “I am only processing the
authorization until end of the FY. | will amend the document to extend the trip dates, once the new
LOAs are available.”

5. Once all changes are included, on the Digital Signature screen, stamp the document SIGNED to start
the routing process. Routing is based upon the personnel in the routing list.

6. After the AO stamps the authorization APPROVED, the traveler can begin travel.

When the new fiscal year LOAs are available, the traveler amends the authorization (with comments) to extend
the trip end date and TDY departure date, and adds the new fiscal year LOA. See Section 4.3.1.

4.3.1 Adding New Fiscal Year Information

Use the steps below to add the new fiscal year information to an authorization:

1. On the DTS Dashboard, under the Authorizations section, select Options next to the authorization
requiring changes. Then select Create Amendment.
2. The Amend Document window opens. Enter comments explaining the need for the amendment, and

acknowledge any pop-ups (e.g., Travel dates changed due to delay of training class. Extending trip to
reflect new training dates). Select Confirm to proceed (Figure 4-5).

Amend Document X
Amending this document will require you to apply another digital signature.
Traveler Name: Eric West

Traveler SSN: HEE-#2-9743

Amended Document Name: EWATLANTAGA091525_A02-01

Comments: 1900 characters
remaining

Figure 4-5: Amend Document Screen

3. The Review Trip Authorization screen opens.

4. On the Progress Bar, select Edit Itinerary to open the screen, then change the Departing and Returning
On dates to reflect the correct return date in the new fiscal year (Figure 4-6)
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— lItinerary —
Edit Itinerary
YOUR TDY LOCATION(S)
Arriving Departing TDY Location
£ 09/15/2025 1) 10/03/2025 Q@ ATLANTA, GA
TRIP OVERVIEW
Leaving On Returning On
£ 09/15/2025 £ 10/03/2025
Leaving From Returning To
® My Residence ® My Residence
My Duty Station My Duty Station
O @ ciyorzip O @ cityorZip

Figure 4-6: Edit Itinerary Screen

5. A DTS message appears (Figure 4-7). Select OK.

Itinerary Updated
Action required:

Verify any booked reservations match
your new itinerary.

Ensure all your expenses match your trip

(¥

dates.

(@
Your per diem entitlement(s) have been

reset. Review and adjust your per diem.

Figure 4-7: Action Required Message

6. View the other items on the page, then scroll to the bottom of the screen and select Continue.

7. Navigate to the Review Trip Authorization screen. Verify that the itinerary reflects that the trip crosses

the fiscal year (Figure 4-8).
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Review Trip Authorization & print

Trip Details for:

EWATLANTAGAOS1525_A02-01 (1]

Trip Type: Temporary Duty Travel (Routine) (MISSION - OPERATIONAL)
Trip Description: New Training dates added,

Dates: 0915/ 2025-10,/03/2025

Conference/Event Name: Mot Applicable

Reference: @ Add Reference

Comments to the Approving Official # Edit Comments
Travel dates changed due to delay of training class. Amended document to extend trip into new FY
|tinerary Expand All | Collapse All Go to itinerary &
@ TRIP START WarrentonVA (Residence) © Leaving on Sep 15, 2025

0 TDY LOCATION 1 ATLANTA, GA 09/15/2025-10/03,/2025

o TRIP END Warrenton VA (Residence) @ Returningon Oct 03, 2025

Figure 4-8: Preview Trip Screen — Trip Dates Cross Fiscal Year
8. If you made transportation reservations outside DTS, on the Progress Bar select Expenses.

e The Enter Expenses screen opens select Add. When the Add New screen appears (Figure 3-2), select
Ticketed Expenses.

e Select the correct expense type, enter the required information and select Add to record the entry.

9. Under Enter Expenses Add or Update any additional expenses applicable (e.g., lodging taxes (CONUS)
or baggage fee) to the new fiscal year.

10. Select the Per Diem table. Note: Be aware changing the travel dates on the Itinerary page, will reset
the Per Diem table.
e Review the Per Diem table and verify or update entries.
o If yourequest leave prior, verify the entries reflect those leave dates
o If you have meals provided, verify the entries reflect accordingly.

o Check the daily lodge rate is correctly updated the lodging costs all trip dates.
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11. Select Accounting and Add the LOAs required to fund the new fiscal year portion of the travel. DTS asks

12.

13.

14,

or date range.

Select one of the options (Figure 4-9). For example by Category and Date.

Allocate Lines of Accounting

Allocation Method”

Category and Datt v

Expense Category
LODGINC v

Show Details «

Expense Category
LODGINC v

Show Details =

Expense Category
COM. CAl v

Show Details «

Date Range
# 09/15/2025 - o¢

Date Range
1 10/01/2025 - 1¢

Date Range
1 09/15/2025 - 1¢

LOA

sTRan v [

Total Amount:
$2906.00

LOA

wtean v [

Total Amount:
$3270.00

LOA

stean v [

Total Amount: $499.60

Cancel m

Figure 4-9: Allocate Lines of Accounting — Allocation Method Screen

After you select the method and ensure allocation, select Save to retain the changes.

On the Digital Signature screen, stamp the document SIGNED to start the routing process.

you whether you want to accept the FY Auto allocation or choose one of the other options to allocate
expenses. Note: After selecting the LOAs and allocating expenses, if SPPs were scheduled prior, de-
schedule and the re-schedule to ensure proper calculations. If extending the trip, caused the SPP rules
to apply then be sure to schedule SPPs to prevent Government Travel Charge Card (GTCC) delinquency.
See DTS Guide 2: Authorization for how to schedule SPPs.

Select OK to allow DTS to allocate automatically the expenses to each LOA based on the expense date

From the Progress Bar, select Review Authorization. Review the data and if no changes are necessary
then select Continue to proceed to the Other Auths and Pre-Audits page.

On the Other Auths and Pre-Audits screen, justify any Pre Audit flags or Reason Codes and review the
Advisories. Choose Continue to advance.
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4.3 Using Prior Fiscal Year Funds

Travelers should follow their organization’s local business rules, if using prior fiscal year funds. All documents
using the prior year LOAs and if LOAs are available in DTS will fund to the associated prior year budget located in
the Budget module. Additional justifications may be required.

4.4. Document Access and Retention

You can access your recent trips before, during, and after travel under My Travel Documents. If you don’t see
the specific document on the list, select the box for Show Inactive Documents and the list refreshes for you to
view older trips. However, documents do not stay in the system indefinitely. DTS must adhere to the Records
Management requirements for document retention. DTS will retain documents for 10 years (i.e., after the last
processing stamp occurs, any debt document is satisfied or waived) for audit readiness purposes. Once the
retention period is achieved, documents will be removed from DTS.

Note: Contact your Component Representative to further discuss audit readiness requirements and any
exceptions for document retention.
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Chapter 5: Air Reservations and the New GSA City Pair Contract

GSA airline City Pair flight contracts change annually; this creates a need for additional considerations when
making reservations in DTS for flights occurring in the new fiscal year.

Before publishing the new airline City Pair fares in DTS, GSA must first award the contracts, and the airlines must
update the GDS. This typically occurs in September.

5.1 A Trip Crosses Into the New Fiscal Year

If a trip has a departure date earlier than 01 October and the return date is 01 October or later, then complete
the authorization through the trip end date. If the travel arrangements on the authorization are made after the
new airline City Pairs are published, normal fiscal year crossover selection and processing occurs. See Table 5-1
for guidance on booking flights for the trip.

Table 5-1: Booking Flights Crossing into the New FY

BOOKING FLIGHTS WHEN A TRIP CROSSES INTO A NEW FISCAL YEAR

Flight Date CONTACT TMC
Earlier than 01 October X X
01 October or later and new fiscal year airline City X

Pair fares are in DTS

01 October or later and new fiscal year airline City X
Pair fares are not in DTS

5.2 Entire Trip Occurs in the New Fiscal Year

Consideration of the departure timeframe is helpful when creating an authorization for a trip that will begin in
the next fiscal year. See Table 5-2 for guidance on booking flights for the trip.

Table 5-2: Booking Flights in the New FY

BOOKING FLIGHTS WHEN THE ENTIRE TRIP OCCURS IN A NEW FISCAL YEAR

TIME FRAME FOR WHEN TO BOOK
FOLLOW-UP ACTIONS
DEPARTURE RESRVATIONS
Not immediate Just prior to the Once new Fiscal Year funds are
current Fiscal Year available and loaded, the accounting
approval systems process the transactions
Immediate, departure is in As early as The Transportation Officer should
early October necessary, using the enlist the TMC to monitor these trips
non-restricted fares and attempt to book GSA fares when
shown in DTS they become available
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Chapter 6: Travel Advances and Scheduled Partial Payments

Many accounting systems shut down at the beginning of the new fiscal year so, it is necessary to give careful
consideration when requesting travel advances and SPPs during the new fiscal year transition period. It is
important to know that approving authorizations can proceed during a scheduled shutdown, but DTS holds the
disbursements until the accounting system restarts. Note: If your accounting system has no expected downtime,
then work with the FDTA to determine proper document processing actions during the new fiscal year transition
period.

As the departure date approaches 30 September, the amount of the advance is reduced because it is calculated
on the reimbursable costs through 30 September. Travelers departing later in September should obtain a GTCC,
the AO and DTA should closely monitor the shutdown process, and the AO should approve the current fiscal
year amendment as soon as possible.

6.1 New Fiscal Year Trips

Table 6-1 provides information for new fiscal year travel pertaining to authorizations requiring approval before
the new fiscal year funds are available.

Table 6-1: Advances and SPPS for New FY Trips

ADVANCES AND SCHEDULED PARTIAL PAYMENTS FOR NEW FISCAL YEAR TRIPS

DEPARTURE PAYMENT PAYMENT

DISBURSEMENT DATE MITIGATION
DATE TYPE DELAY
YES Three or more business Ensure that the
days after the traveler has a GTCC.
Non-ATM accounting system
01 October advance begins processing, if the
through disbursing system is also
accounting on line.
system ] ]
restart scheduled NO First Sche_duled Partial N/A
. Payment is scheduled to
Partial
occur 30 days after
Payments

departure.

6.2 Crossover Fiscal Year Trips

Table 6-2 provides information pertaining to authorizations for trips that begin in the current fiscal year and
continue into the new fiscal year.
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Table 6-2: Advances and SPPS for New FY Trips

August 2025

ADVANCES AND SCHEDULED PARTIAL PAYMENTS FOR CROSSOVER FISCAL YEAR TRIPS

PAYMENT
TYPE

Non-ATM
advance

(current FY
LOA only)

Non-ATM
advance
(split between

current FY and
new FY LOAs)

Scheduled
Partial
Payments

WHENT TO
REQUEST

At least five
business
days before
account
system
shutdown

N/A

WHEN
DISBURSED

As normal

Current fiscal
advance
invoice will not
be submitted
until the
current fiscal
year obligation
receive a
POSACK stamp

Generally,
Scheduled
Partial
Payments
disburse on a
schedule, but
the schedule
may be delayed
due to:

e Approval
date

e Departure
date

e Shutdown
schedule

RISKS FOR LATE FISCAL
YEAR TRAVEL DATES

If the authorization is
approved, but processing is
not completed, the
payment will be delayed.

Trips that start in late
September.

The first advance may not
meet the traveler’s needs
for the first few weeks in
October. The next advance
request submission won’t
occur until the new fiscal
year obligation receives the
POSACK stamp, which will
not occur until the
accounting system is ready.

Applies to trips that start
between 20 August and 20
September.

The first Scheduled Partial
Payment may not disburse
on time due to the
accounting system
shutdown.

MITIGATION

Ensure that the

traveler has a

GTCC

Use an
advance and
Scheduled
Partial
Payments to
ensure that the
traveler has
sufficient
funds*

*If the traveler is allowed an advance based on the DoD Financial Management Requlations, the advance will

pay 80% of approved expenses for the first 30 days. Then, Scheduled Partial Payments will occur for the

remainder of the trip. The traveler’s profile must include Advance Authorized before creating the authorization.

The advance calculation is for up to the first 30 days and the last Scheduled Partial Payment adjusts to ensure

that the total of the advance and Scheduled Partial Payments will not exceed the reimbursable expenses

reflected in the authorization.
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Chapter 7: Local Vouchers

Process local vouchers within the fiscal year the expenses incurred. DTS will not process a local voucher
containing two different fiscal year LOAs (FY25/FY26). Create and approve separate local vouchers for
reimbursements from different fiscal year LOAs.

e local travel in the current fiscal year — Approve local vouchers before the accounting system shutdown
to ensure that processing is complete. If the account system processing is not complete prior to the
shutdown, the payment will not process until the obligation has received the POS ACK stamp after the
shutdown.

e local travel in the new fiscal year — Approval of local vouchers for new fiscal year should not occur until
funds are available.

To learn about processing Local Vouchers in DTS, see DTS Guide 4.
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Chapter 8: No-Year and Multi-Year Funds

Some organizations use funding that allows obligation of travel expenses from multiple years to the same LOA.
Based on the Component and accounting system guidance, travelers who use the same LOA for the entire trip
can create the authorization with beginning dates in the current fiscal year and ending date in the new fiscal
year without creating an amendment after 30 September.

The entire crossover trip can be created and approved with no need for the procedure outlined in Chapter 4 of
this guide. The DTS Guide to Establishing LOAs and Budgets for the New Fiscal Year includes a discussion of this
topic. *The FDTA or BDTA will decide whether to continue using the current fiscal year LOA labels in the new
fiscal year or rollover the labels (leaving the year-related data element the same).

*This is a local organization decision.
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Chapter 9: Locality Rate Changes for Travel in a New Fiscal Year

In conjunction with the new fiscal year, the governing bodies that set per diem rates conduct an extensive
update to existing lodging, meals, and incidental rates. You can view the rate information on the DTMO website.
Select Travel and Transportation Rates, then specific item for example, Per Diem, Meal Rates, Mileage Rates,
(Figure 9-1).

W= An official website of the United States government  Here's how you know

DefenseTravel s imatioira | Q

Management Office
Login to DTS | JTR

ABOUT v PROGRAMS v POLICY & REGULATIONS v  TRAVEL & TRANSPORTATION RATES v ALLOWANCES TRAINING v SUPPORT

Fiscal Year Crossover

What you should know
about system impacts

Constructed Travel Per Diem TraX Travel Regulations

Compare costs before or after a trip Lookup rates by location Login to launch training, print certificates, or Reference DoD travel policies
search FAQs

Figure 9-1: DTMO Home Page

New rates (i.e., per diem, mileage rates, and meal rates) are loaded into DTS as soon as they are available. For
trips created prior to the new rate upload, DTS updates the documents with the new rate when creating the
voucher. Changes may not update automatically, if creating a voucher before the rate changes are loaded into
DTS. If this is the case, removing and re-entering the per diem location will allow the calculation of new rate in
the document. Note: If you do remove the per diem location and re-add it to the voucher, return to the per
diem table. Re-enter any special duty conditions selected previously (e.g., actual expenses, meals provided, and
leave). Be sure to SAVE the changes.

If you experience issues with per diem location rates first re-add the location. If the problem does not resolve,
you can contact the Travel Assistance Center (TAC) by either:

e  Submitting a Help Ticket through Travel Explorer (TraX). The subject line of the ticket should start with
PER DIEM LOCATION RATE PROBLEM. Provide details to assist with the resolution.

e Calling 1-888-HELP1GO (888-435-7146).
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Chapter 10: Additional Assistance

10.1 Component Representatives

Your Component Representatives can provide more information on DTS and specifics on your local business
rules. You can find Local Level Travel Assistance on the DTMO website at
https://www.travel.dod.mil/Support/Local-Level-Travel-Assistance/ and at the bottom of the DTS Home page.

10.2 Training Opportunities

The DTMO Passport portal provides access to Travel Explorer (TraX) which offers a variety of on-demand Web-
based Trainings (WBTs). These courses support training on the Government Travel Charge Card (GTCC),
Certifying Officer Legislation (COL) training for Authorizing Officials, DTS Basics for travelers, DTS Admin for DTAs
and much more. Users can print or download a copy of their Completed Training certificates. Check with your

Component Representative for how you will meet your training objects either using TraX or a locally approved
process.

10.3 Available Resources

The DTMO publishes numerous travel related resources. Below offers a sampling of materials. These sources are
regularly updated based upon system and policy changes. For a complete listing of available resources, check
the DTMO Training Search Tool.

The three sections include: Additional Resources (e.g., policies, programs, tools), Guides and Manuals, and Other

Resources (e.g., information papers, trifolds) which you may find useful as a DTS user.

ADDITIONAL RESOURCES
URL

DTS Regulations https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations
Volume 3: %2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
GTCC Regulations https://www.travel.dod.mil/Portals/119/Documents/GTCC/GTCC-
Volume 4: Regs.pdf?ver=gbMwVEbHaPblwlaXw4V1jg%3d%3d
DoD FMR: https://comptroller.defense.gov/FMR/
Joint Travel

https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/

Regulations (JTR):

Defense Travel System

(DTS) https://www.travel.dod.mil/Programs/Defense-Travel-System/

Government Travel )
https://www.travel.dod.mil/Programs/Government-Travel-Charge-Card/

Charge Card Program

Per Diem Rate Lookup https://www.travel.dod.mil/Travel-Transportation-Rates/Per-Diem/Per-Diem-

Rate-Lookup/
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ADDITIONAL RESOURCES

URL

Commercial Air . o
https://www.travel.dod.mil/Programs/Commercial-Air/

Program

Lodging Program https://www.travel.dod.mil/Programs/Lodging/
Rail Information https://www.travel.dod.mil/Programs/Rail/
Rental Car Program https://www.travel.dod.mil/Programs/Rental-Car/

DTMO Training Search

Tool https://www.travel.dod.mil/Training/Training-Search/

GUIDES and MANUALS

DTS Guide 1: Getting Started https://media.defense.gov/2022/May/11/2002995242/-1/-
1/0/DTS GUIDE 1 OVERVIEW.PDF

DTS Guide 2: Authorizations https://media.defense.gov/2022/May/11/2002995241/-1/-
1/0/DTS GUIDE 2 AUTHORIZATION.PDF

DTS Guide 3: Vouchers https://media.defense.gov/2022/May/11/2002995240/-1/-
1/0/DTS GUIDE 3 VOUCHER.PDF

https://media.defense.gov/2022/May/11/2002995239/-1/-
1/0/DTS GUIDE 4 LOCAL VOUCHER.PDF

DTS Guide 4: Local Vouchers

https://media.defense.gov/2022/May/11/2002995238/-1/-
1/0/DTS GUIDE 5 GROUP AUTHORIZATION.PDF

DTS Guide 5: Group Authorizations

Desktop Guide for Authorizing https://https://media.defense.gov/2021/Nov/08/2002889466/-
Officials 1/-1/0/AO_CO GUIDE.PDF
DTA Manual, Appendix K https://media.defense.gov/2021/Nov/15/2002893230/-1/-

1/0/DTA APP_K.PDF

OTHER RESOURCES

Cancellation Procedures, https://media.defense.gov/2022/May/13/2002996889/-1/-
Information Paper 1/0/CANCELLATION PROCEDURES INFORMATION PAPER.PDF
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OTHER RESOURCES

Cancellation Procedures,
Trifold

Constructed Travel Home Page

Dependent Travel, Information
Paper

DTS Overview, Information
Paper

Import/Export, Trifold

Import/Export, Information
Paper

Foreign Military Sales,
Information Paper

How to Make Rail Reservation
Using DTS, Information Paper

How to Print a DTS Document.
Information Paper

Making Changes to DTS,
Documents Information Paper

Restricted Airfare in DTS,
Information Paper

Updating an Authorization,
Trifold

Updating a Voucher, Trifold
Self-Approving Official,
Information Paper

What is a Valid Receipt?

TraX Web-based Training

https://media.defense.gov/2022/May/12/2002995647/-1/-
1/0/CANCEL A TRIP TRI-FOLD.PDF

https://www.travel.dod.mil/Programs/Defense-Travel-
System/Constructed-Travel/

https://media.defense.gov/2021/Nov/08/2002889431/-1/-
1/0/DEPENDENT TRAVEL INFORMATION PAPER.PDF

https://media.defense.gov/2022/May/11/2002995237/-1/-
1/0/DTS BACKGROUND INFORMATION PAPER.PDF

https://media.defense.gov/2022/May/13/2002996906/-1/-
1/0/TRIIEAUTH.PDF

https://media.defense.gov/2022/May/12/2002995644/-1/-
1/0/IMPORT EXPORT INFORMATION PAPER.PDF

https://media.defense.gov/2021/Nov/08/2002889202/-1/-
1/0/FOREIGN MILITARY SALES INFORMATION PAPER.PDF

https://media.defense.gov/2024/Mar/04/2003404230/-1/-
1/0/HOW TO MAKE RAIL RESERVATIONS USING DTS.PDF

https://media.defense.gov/2024/0ct/08/2003561592/-1/-
1/0/PRINT A DTS DOCUMENT.PDF

https://media.defense.gov/2022/May/12/2002995780/-1/-
1/0/ADJUSTMENTS AND AMENDMENTS INFORMATION PAPER.PDF

https://media.defense.gov/2022/May/13/2002996901/-1/-
1/0/LOOK AHEAD IP 2.PDF

https://media.defense.gov/2022/May/13/2002996882/-1/-
1/0/UPDATINGITINERARYAUTH.PDF

https://media.defense.gov/2022/May/13/2002996883/-1/-
1/0/UPDATINGITINERARYVOU.PDF

https://media.defense.gov/2022/May/13/2002996899/-1/-1/0/SELF-
APPROVING OFFICIAL INFORMATION PAPER.PDF

https://media.defense.gov/2022/0ct/20/2003099851/-1/-

1/0/WHAT-IS-A-VALID-RECEIPT.PDF

https://www.defensetravel.dod.mil/neoaccess/login.php
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