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DEFENSE TRAVEL SYSTEM (DTS)

As of 1 June 2005 required to use DTS

To self register you need:

— a) CAC card
— b) Government Travel Card
— ) Your bank routing info

Online training is required and available at:
http://www.defensetravel.osd.mil/dtsWBT/site

Travel orders and travel vouchers will be prepared in DTS

http://asc.army.mil
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POCs:

TDY Request s & Funding Approval: Chandra Evans-Mitchell,
chandra.evansmitchel@us.army.mil

DSN: 655-1247, COM: 703/805-1247

DTS Helpdesk: 1-888-332-7366

http://asc.army.mil
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TDY FUNDING PROCEDURES

« Defense Travel System

— CDG/AAF Fellows should registered with their developmental
organization DTS coordinator.

— Fellows will be required to complete DTS online training
http://www.defensetravel.osd.mil/dtsWBT/site

— TDY required for developmental assignments will be funded by
requesting Organization.

— The CDG Program Manager will fund travel and training
related to the program.

http://asc.army.mil
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Six-Month Washington D.C. Assignment

« Government Travel Card limit is increased to $10,000 for the 6-month
required TDY

 Per diem reimbursed at 100% of the applicable maximum daily locality
per diem rate.

* Rental cars are not authorized; infaround mileage not authorized.

http://asc.army.mil
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Create an Authorization:
Traveler Instructions

Dofs

Travel Sy

Version 3.0, January 5, 2007
(See Chapter 2 in Document Processing Manual)

This trifold guides the user through creating a typical
authorization (AUTH). For modes of transportation
other than air or rental car, see Chapter 2 in the
Document Processing Manual.

a.

~oao0

JQ

Log On to DTS
Insert the CAC into the reader
-OR-
Insert the diskette into the A: drive.
Access the DTS Home page:
http://www.defensetravel.osd.mil.
Click LOGIN TO DTS.
Read the Security Alert screen. Select Yes.
Click Accept to the DoD Privacy & Ethics Policy.
The Digital Signature window opens. The Key
File displays. Enter your PIN or password.
Click OK.
First-time users will see the User Activation
screen. Enter your SSN in both fields. Click
Submit. Your DTS User Welcome screen opens.
(Go to Step 1a.)

If your account has not been activated, only an
Administrative menu displays on the screen.

i
j.

k.

Click the Administrative menu.

Click Self Registration. Complete the Basic
Information and Additional Information screens.
Click Submit Self-Registration.

Log off DTS.

m. You will receive an e-mail when the registration

a.

has been accepted. Once accepted, you may login
to DTS to create your AUTH.

Create an Authorization

Official Travel - v Traveler

v Reports ¥ administrative¥
Setup

horizations/Orders

On the DTS User Welcome screen, mouse over
Official Travel on the navigation bar.

Competitive Development Group/

Army Acquisition Fellowship (CDG/AAF) Program

a. Select Authorization/Orders from the drop-
down menu.

b. Click Create New Authorization/Order.

Note: If using DTS for the first time, the system will

prompt the user to review or update the traveler’s

profile. Make necessary changes and click Update

Personal Information.

Travel Itinerary

Mﬁavel Expenses Accounting Additional Options RevnewlSngn
Enter the Starting Point by clicking a location in
the Starting Locations in Profile box or by
typing a location in the field.

b. In the Departing On field type the date or click
the calendar to enter the departure date.

c. Selectthe Trip Type and Trip Purpose by using
the drop-down menus.

d. (Optional) Complete the Trip Description field
with details of the trip.

e. Select the mode of transportation for travel to
the location and the departure time.

f. Click Location in the Location Tools box on the
right to search for and enter a location.

Note: The Document Processing Manual, Chapter
2 explains all search options: Location,
State/Country, ZIP Code, and County.

g. Inthe Search Location window, enter city, state,
county, country, or location name.

h. Click Search Location.

i.  Click the radio button next to the preferred
location, then click Select and Close.

j.  If the location is not in this list, search again by
clicking one of the other Search by: buttons
located at the bottom of the screen. Click Save
Location and Return.

K. Inthe Arriving On: date field click the calendar
and select the arrival date for the location.

l. Inthe Departing On: date field click the calendar
and select the departure date for the location.

m. Check the check box(es) if you need to reserve a
rental car or lodging at the location.

n. Click Yes or No for Will you be traveling to
another TDY Location? If Yes, repeat Steps a
through m.

0. Enter the Ending Point by clicking the location
from the Return Locations in Profile box.

Per Diem Locations

o

a. Select the mode of transportation for travel to
the return location and the departure time.

b. Check the check box in Section E if you will use
other ticketed transportation (such as a bus).

c. Click Save and Proceed.

Book Air Travel

Itinerarﬁxpenses Accounting  Additional Options Review/Sign

N Rail Rental Car Lodging Other Transportation Summary
a. Select one of the flights listed on the screen.
-OR-

Click one of the fare tabs to select a flight with a
different type of fare.
-OR-
Change the criteria for the flight by entering
changes on the left side of the screen under
Modify Search. Select a flight.

b. Select your return flight by repeating Step a.

Itinerary

Book Rental Car

Expenses Accounting  Additional Op tions Rewiew/Sign

Rental Car,

Lodging

a. Select one of the rental cars listed on the screen.

Qther Transportation Summary

-OR-

Change the criteria for the rental car by entering
changes on the left side of the screen under
Modify Search. Select a rental car.

Itinerary

Book Lodging
Addition al Op tions
Rental Car _JINERE® Other Transportation
Military members on TDY at a military installation
must contact the lodging facility to reserve lodging
(Document Processing Manual, Section 2.6.4).
a. Select one of the hotels listed on the screen.
-OR-
Click one of the tabs to select a hotel from a list
of other published rates.
-OR-
b. Click Find More Hotels at the bottom of the
screen. Select a hotel.
-OR-
Change the criteria for the lodging by entering
changes on the left side of the screen under
Modify Search. Select a hotel.
c. Select a room type on the Lodging screen.

Expenses Accounting Reviews Sign

Adr Rail

summanry

http://asc.army.mil
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2 Defense Travel System - Welcome to DTS - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

eﬁack < e < \ﬂ @ _;\I /;__\J Search “-El'( Favarites ﬁ‘} [_'\'- E .,:; r)_";l < _J ﬂ

&ddress |@ http: ffdefensetravel, osd. milfdts/site findex. jsp V| Go Links ** '@ =

Defense Travel System Search DTS | | Go!

A New Era of Government Travel

Web Accessibility | Privacy and $3ecurity Hotice | Site Map

Home Welcome to DTS!! Visit the new OIS

Travel Center Website

DTS Travel Center Welcome to the new era of gowvernment

About DTS travel that can really take ywou places,
Hews & Events Featuring the best practices in industry ¢ ; Ll ———
- = " How fo_. Guides
Training and plug-and-play -:u:-m!:-c-nents, De.fense Hatol Documants
Trawel System streamlines the entire Milesione Scheduls
FAQs process involved in global Department of Phase I & IT Sites Online Depleyment Schedule

Click h fo visit th bsite.
Defensze (Dol trawvel. CE [EVE 0 Vi £ W =

System Status

Help Desk . [ 1
» Login to the Defense Travel System System Status

Documents &

Downloads Click, on the button below to begin uzing the Defense Travel System, D DTS

Contacts DTS is dwailable-RWC]

USEFS May experisnce
L | log inizsues, Pleaze
T T . contact MMC] far

_ First Time Users Training | [ further quidance.
Enter your email address
below to subscribe to DTS Click below tolearn more about Click below to learn how to use EWTS
email updates DT and the tools required for DT% and for additional training E'WTS is dwailable

| uze, Fesoulrces, | —
| LEARN MORE TRAINING
Recent Updates

[ | * The DTS Migration to

|ema1’| address

Motices Reservation Refresh
+ DTS Seminar in Raleigh, MC
+ The DTS Migration ta Reservation Refresh Sets Mew dttendance
thark

+ Attach Electronic Trawvel Receipts to DTS Trip Record - Wia Fax

£

‘ Inkernet

e o o O i & [@Bzw. - Bme. [ Doea. [ Ecoos.. [ 8w, | Fado.. ... & 8L & 1057 am
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3 https:/fdisproweb. defensetravel.osd.mil - Defense Travel System - Welcome to DTS - Microsoft Internet Explorer f'—_l['El _|
. — . - | iy
File Edit ‘iew Favorites Tools Help "
£y
Expense allocated by Expense Category
Select the appropriate accounting code for this trip. If there are multiple
accounting codes that are required for this trip, pleaze select all that 0F RQGA-P
apply. Category Allowed Actual
. i MEIE : 57,254.40 57,254,440
Start Date: 05-Mar-07 » Find &ccounting Label
MILEAGE : 5242,50 5242.50
End Cate: S1-hug-07
accounting Label: | -—Select-— w From DA2201B05X0 07 RQOA-P Sub 47,496,590 47,496,590
Total:
Shared LOA: - Mo Cther Accounts Available -
07 RQQD-P
Selected Accounting Code(s) Catezory allowed actual
LODGIMG $31,692.00 %21,5892.00
Ta remowve an accounting code that does not apply to this trip, select the OTHER : 57 750.00 5%.250.00
remove link corresponding to the accounting label to be remowved.
Please make sure the LOA's assigned have costs allocated to it. 07 RQOD-P Sub
-P Sul
524,142,00 524,147.00
Total:
ViewEdit Edit
A nting Label O izati Re
ccounting Label rganization Acctz Code  Allocation move Catoutated Toi
alculated Trip
= wiew Sedit » edit > remove Cost: 531,638.90 531,633.20
= wiew Sedit = edit * PEmovE
Multiple accounting codes on a trip require allocation of expenses to the
accounting codesilabels). Select how you wish to allocate. Then click
"sllocate Expenzes" to proceed with allocations.
= How to Allocate: By Expense Categary L |
E Allocate Expenses | 3
= é Q Inkernet

[
& G omEe e [Eezw. - B Moo, [ Tosa. oG.. | @M. | §1adob.., T am., - @LL 11:25AM
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| hitps://disproweb. defensetravel.osd.mil - Defense Travel System - Welcome to DTS - Microsoft Internet Explorer

File Edit View Favorites Tools Help @ - "'
Logged In As: Cocument Mame: screen Dy 10221 Cloze Window -~
Trawveler Mame: Document Type:  Autharization Help for this screen

% Defense Travel sys'-em Itinerary TraveMccounling Additional Options Review/Sign

A New Era of Government Travel

Non-Mileage Mileage Per Diem Entitlements Substantiating Records

Faollowing iz a list of per diem allowances for lodging and meals fincidentals for each day of your trip, The "edit" link allows yvou to change the
information (e.g., duty conditions, meals provided, etc.) for a specific date or date range. The "reset" link changes the per diem information
to the default rates for that date and location,

554 State Tax Exemption Listing

Date Location Edit Rezet Ldg Cost Ldg Allowed MEIE allowed  PerDiemRate Code B L D Qtrs
ALEHAMDR. & 185.00 BT
03,/05/07 (ALEMAMDRIA = Edit = Reset 155,00 GOWICC- Perslonal 188 i 64 MCRE
CITY ), W Individual
ALEXAMDRI& 155,00 &a.00
03,506 /07 (ALEXAMDRIA = Edit | = Rezet 155.00 GOWCC- Perslc-nal 188 S dd MOKE
CITY ), WA Individual
ALEXAMDRIA 188,00 .00
03/07/07 (ALEMAMNDRIA =Edit = Reset 188.00 GOWICC- Perslonal 188 f 64 MOMNE
CIT ), W Individual
ALEXARDR & 188,00 44,00
03/05/07  (ALEMAMDRIA = Edit | »Reset 155,00 GOWCC- Perslonal 188 i 64 MORE
CITY ), Wy Individual
ALEHAMDR. & 185.00 4,00
- 03,/09/07 (ALEMAMDRIA = Edit = = Reset 185,00 GOWCC- Perslc-nal 188 J &4 MOMNE
= CITY ), W Individual
= ALEXAMDRIA 185,00 .00
= 03710707 (ALEMAMNDRIA = Edit | = Reset 188.00 GOWICC- Perslc-nal 188 f 64 MOMNE
- 1T, W Individual
= ~
E @Done 2 B Internet

[
G oS e [Bzm. - BMceo. | Dioeci. [2cos.. [ 8% mim.. | §ladob.. T atm.,, - @)L 11:29AM
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=] hitps:/fdisproweb. defensetravel.osd.mil - Defense Travel System - Welcome to DTS - Microsoft Internet Explorer

Fil= Edit Miew Favorites Tools Help

Logged In Az Document Mame: Screen [Dv 10211 Close Window ”~
Traveler Mame: Document Twpe:  Authorization Help for this screen
% DEfB nse TI'EWE' System Itinerary TraveMccounling Additional Options Review/Sign
A New Era of Government Travel

Non-Mileage Mileage Per Diem Entitlements

“You may apply changes on this screen to a certain date or range of dates by modifying the "Values Apply Through" date, If required to change
the distribution to travelers, use the distribution method selection lizt to change the distribution method. Then, select the "distribute cost"
link to distribute appropriately to trawvelers, G54 State Tax Exemption Lizting =

Location: ALEXAMDRIA (aLEXAMDRIA CITY), WA

Walues Apply From Date: 04,06 2007

Values Apply Through: 08431,/2007 =

Per Diem Rates

Costs are total for all travelers, You may change wour lodging costs below, Use the "Wiew Expensze Details f Currency Calculator” link for
expense details such as payment method, reimburseable, etc,

Per Dviem Rate: | |
Lodging: 5 |1 DB.0o | » wiew expense details £ currency calculator
& E: 4 | | = wiew expense details £ currency calculator

Duty Conditions

CENTER

Check all of the following that apply:

é a Inkernet
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=] hitps:/fdisproweb. defensetravel.osd.mil - Defense Travel System - Welcome to DTS - Microsoft Internet Explorer

File Edit Wiew Faworites Tools  Help I

ALEXAMDRIA 155,00 4400

04,0107 | (aLEXARDRLA = Edit = = PReset 185,00 GONWCC- Perslonal 185 f 64 WCME
CITY ), WA Individual
ALEXAMDRIA 188,00 aa.00

04,0207 (aLEXAMDRIA = Edit = =PReszet 188,00 GOWCC- F‘E.'rslonal 185 f 64 MNOME
CITY ), WA Individual
ALEXAMDRIA 1585.00 aa.00

0450307 (ALEXAMDRIA = Edit | = Reset 185.00 GOWICC- F‘erslc:nal 1858 f a4 MORE
CITY ), W0 Individual
ALEXANDRIA 185,00 &4.00

0450407 [ALEXAMNDRIA = Edit | = Reset 185,00 GOWICC- F‘erslonal 1858 1 64 MORE
CITY ), W Individual
ALEHAMDRIA 185.00 ea.00

0450607  [ALEXARDRIA = Edit | = Reset 185,00 GOWICC- Perslonal 1858 1 &4 MORE
CITY ), W0 Individual
LLEXANDRIA 105,00 35,20

04,0607  [(&LEXAMDRLA = Edit = BReset 105,00 GONCC- PerSlClnaI 185 f 64 SPEC
CITY ), Individual
ALEXAMDRIA 105,00 35,90

04,07 /07 | (& LEXARDRLA = Edit = = PReset 105,00 GONWCC- Perslonal 185 f 64 SPEC
CITY WA Individual
ALEXAMDRIA 108,00 35,20

0405 /07  (aLEXAMDRIA - Edit = BReset 108,00 GONCC- F‘E.'rslonal 185 f 64 SPEC
CITY ), WA Individual
ALEXAMDRIA 105.00 35,90

0450907 [ALEXAMDRIA = Edit | =Reset 10&.00 GOWICC- F‘erslc:nal 1858 f a4 SPEC
CITY ), W Individual
ALEXANDRIA 105,00 35,20

041007 (ALEXARNDRIA = Edit = Reset 105,00 GOWICC- F‘erslonal 185 1 é4 SPEC
CITY ), W Individual
ALEHAMDRIA 105,00 35,90

0419107 (ALEXARDRIA = Edit | =Reset 103,00 GOWICC- Perslonal 1858 1 &4 SPEC
CITY ), W0 Individual
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=] hitps:/fdisproweb. defensetravel.osd.mil - Defense Travel System - Welcome to DTS - Microsoft Internet Explorer

Fil= Edit Miew Favorites Tools Help

PERSTEMPC CODE E (Individual Trng) —

PERSTEMPO CODE F (Home Station Trng)

PERSTEMPO CODE G (Duty in Garrison)

PERSTEMPO CODE H (Hozp in area of PDS)

PERSTEMPO CODE | (Disciplinary Event)

PERSTEMPO CODE J {Inactive Duty Trng)

PERSTEMPO CODE K (Muzter Duty)

PERSTEMPO CODE L (Funeral Honors Doty

PERSTEMPO CODE £ (Unknown)

OO0O0O00a0aoonoano

PO USE MOT ADWARTAGEDLS TO GOWERMMEMT

RAT TRAVEL 15 FOR & DEPEMDENT
[zelection not allowed, requires Fe-REMEW AL AGREE LW trip)

REMEMWY 4L #GREEMENT TRAWEL
[selection not allowed, requires Fe-REMEW AL AGREE LW trip)

TRAWEL |5 FOR A FarMIL MEMBER. (zelection not allowed, requires
EZ-1Ta FasI L7 FULL REIME trip)

TRAWEL 15 FOR A FAMILY MEMEER. (TRAMNS) (zelection nat allowed,
requires E1-ITA FAMILY TRAMS CRILY trip)

WARIATIORMS AUTHORIZED

Proceed to the following page: | Pre-audit W |

|

é a Inkernet

oS e [Bem.
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=] hitps:/fdisproweb. defensetravel.osd.mil - Defense Travel System - Welcome to DTS - Microsoft Internet Explorer

Fil= Edit Miew Favorites Tools Help

Logged In Az: Document Mame: Screen [Dv 10431 Close Window Y
Traveler MName: Document Twpe:  duthorization Help for this screen

m Defense Travel System Itinerary Travel Expenses Accounting Additional Optionm
A New Era of Government Travel
revi Other Auths. Digital Signature

Help for thiz screen

Below are any items that were "flagged” for this trip. You must prowvide comments in the 'Justification ta Approving Official' text field for
flagzed items= where required. When you are finished, ar if there are no flagzed items, click "Proceed Tao Digital Signature.”

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

Constructive Travel Warksheet

5 Items have been Flagged in this Travel Doecument

1. Reason Flagged Rem Description * Justification to Approving Official zHelp>
+ ACTUALS EXPEMSE + ACTUAL EXPEMSE ALLOWANCE : :
REQUESTED, Actual lodging rate reviewed and approved by

Program Manager

Z. Reason Flagged Hem Description * Justification to Approving Official =zHelp*
# COMSTRUCTIWE TRAVEL + & transportation mode of . .
: WORKSHEET other than Commercial air or PO authorized to and from TDYIDc:at1Dn due to
o Government Transportation more advantageous mode of infaround
z may require a constructive transpartation

travel cost-comparison
worksheet to be completed
and included with the

document via fax ar e

é a Inkernet
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EEX
< ) \_/] \ﬂ |EL| _h /.__\1 Search ‘-:1:( Favarites E‘B <] - E Lh_____'_ ﬂ - _.I ﬁ '1'

2 http:/iwww. distravelcenter. dod.mil - Constructed Travel Worksheet - Microsoft Internet Explorer

" Defense Travel System

AllewEraof Govermment Travel

Constructed Travel Worksheets

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

Worksheet Description
Constructed Trawel Worksheet - Select this worksheet to prowide your AC with cost comparison information when creating your DTS
Authorization authorization, Unless your business rules dictate othenwize, the workshest iz reguired for en-route

transportation mode(s) other than Commercial Air or Gowernment transportation, Your A2 will determine
whether travel by other than Commercial Air or Government transportation is authorized and if wou will be
subjected to a limited reimbursement.

Constructed Trawel Worksheet - Select this workszsheet if you completed travel using an en-route tranzportation mode(s) that was not

Woucher from suthorization approved by the &2 on your authorization, Your &2 will determine whether the change in transportation
mode(s] waz the best way for travel to be performed or whether yvour reimbursement for transportation-
related expenses will be limited to the ariginally authorized mode(s).

# Internet

B O e | (@emi. - B o

[ 0% mm.. | F|adob... 5. - @) 11:45AM
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<2 http:/hwww. distravelcenter. dod.mil - DTS Constructed Travel Comparison Worksheet - Authorizatio - Microsoft Internet Explorer

eBack = x_/] \ﬂ @ __h /-.-\1 Search ‘*3'::(’ Favorites €‘3 <] - El L:,_f_ L.-‘-I @ _J ﬂ

DTS Constructed Travel Comparison Worksheet - Authorization
[refer to the waorksheet instructions for completion guidance]

Hame: | Locations and Dates of Travel:

Transportation Expenses for the Standard Mode {Commercial Air):

Commercial &ir Costs (see workzsheet instructions for additional information):

a, what it would cost to travel by commercial air:

Related Expense Cost Factors:

b. If applicable, enter the additional fee normally charged by wour CTO:
<, Cozt for round trip taxi or public transportation to and from the airports:

Total Expense Cost Factors (lines b+c):

Per Diem cost Factors required by your AQ:

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

e, Per diem amount for the allowable Zravel days for travel by commercial air:

Note: If your are aiso plapning to provide trapspertation for other passengers on official government travel, refer to the special

instrixitions and add the necessary commenis below.

Add additional comments a: needed:

L

L

L

A

0000 L

r Cana Tn Fila Foar Hinlaad 40 BT 1

£

& GO EE e (EBew. - BMco. | Shosci. [ Zycos.. | G mim..
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& Internet

Zs5in. - @B 1147 am




