United States Air Force Reserve

Integrity - Service - Excellence
Understanding DTS vs RTS
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Announce attendance after you dial-in (Rank/Name & Unit
Assigned)

Mute your telephone
DO NOT put your phone on hold

Ask or type questions at any time
m Start with your Rank/Name, if you verbally ask

Use Customs & Courtesies

Please no side bars
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m Defense Travel System (DTS)

= Automated function to request travel & lodging and to file vouchers
for reimbursement

m Cannot submit authorization in DTS until AROWS-R orders are
approved

m Only utilized
- On AT where IDTs are not included
- If RPA & MPA orders are for 30 days or less
- On back to back orders less than 45 days total
m Reserve Travel System (RTS)
m Only supports travel voucher submissions via myPers
m DD Form 1351-2 packages submitted via myPers:

m Only utilized
+ RPA and MPA orders over 30 days in length
- When IDTs performed in conjunction w/AT
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Joint Travel Regulation (JTR)

DOD Financial Management Regulation 7000.14-R Vol. 9 Travel Policy

IMA Travel Companion Guide

DTS Self-Registration Instructions:

m IR Travel Companion Guide

Step-by-Step instructions w/screenshots for completing Authorization/Voucher
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Tier | Support

m Organizational Defense Travel Administrator (ODTA) — Your HQ RIO
Detachment

m Det 6 (DSN 968/Comm 813-828-5035 Ext. 5 or riodet6@us.af.mil)

Tier Il Support
m Travel Assistance Center (TAC)

The is available to all DoD travelers 24 hours a day, seven
days a week. Staffed by a team of trained analysts, the TAC offers assistance on the
spectrum of DoD travel including DTS, Government Travel Charge Card, Commercial
Travel Programs, Travel Policy, and 24-hour Recruit Assistance.

The TAC can be contacted by calling 1-888-Help1Go (888-435-7146) or by submitting a
help desk ticket through the Tickets section of .If you are calling
from overseas, you can now directly dial the TAC at 1-888-Help1Go from any DSN line.
The Tickets section of TraX maintains a record of a user's call center tickets, and
provides the capability to track progress of tickets from creation to resolution. In addition,
the traveler can access self-help resources such as, FAQs, user guides, and computer-
based training aides through the Knowledge Center and Training sections of
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m Tier Il Support/Travel Assistance Center (TAC) cont

m Travelers are encouraged to contact their or use
these self-help resources in the Knowledge Center prior to
contacting the TAC. The Knowledge Center provides instant access
to hundreds of frequently asked questions and corresponding
answers

m Approving Official (AO) — Lt Col Heup & Lt Col Hreczkosij (Det 6)

m Supervising Authority
m Your HQ RIO Det CC (i.e., Det 6 — Col Delano)
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m EXisting DTS Civil Servantaccount holder
m Have unitDTS POC reset your user ID w/in your profile

m Resettingyour user ID won’t affect Civil Service DTS
profile & will allow for dual profiles

m After reset has occurred, memberwill complete the IR self-
registration steps located on the HQ RIO website

m EXisting AD account holder
m Have losing unitresetunitID so Det 6 can gain your account

® New DTS account (IR Self-registration)

m Log-into DTS homepage (http://www.defensetravel.osd.mil)
ortype “DTS” into your web search engine

m Complete self-registration
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m 15tDTS action - Prior to traveling (unless AROWS-R Order is not published prior
to departure)

m Usually prompted by auto E-mail directing you to accomplish

m Still has to be submitted prior to voucher submission

m Don’t submit without AROWS-R order published because there is no Line of
Accounting (LOA) for the trip

m Substantiating documents (e.g., receipts) not required to be submitted until
voucher submission

m Opportunity to provide brief comments to AO for unusual circumstances

m The following is a step by step process for submitting




A )
\ V¥ Authorization Notification

L]
DO

U5 AIR FORCE

Subject: Authority to Travel
Date: Friday, July 17,20195:42:58 PM

We have received notice from ROWSR that authorizes MEMBER NAME to travel to: MACDILLAFB,FL:
MACDILLAFB,FLduring the period 07/27/2015t0 07/31/2015.

Please visit the Defense Travel Systemwebsite: www.defensetravel.osd.mil, and login using your Public
Key Infrastructure (PKI) certificate and password to review, create travel arrangements and reservations,
and complete the travel authorization for MHMACDILLAFBFO72715_A02.

Ifthis is your firsttime using the Defense Travel System, you will be guidedthrough a self-registration
processthat must be completed before you can access your travel document.

Instructions for completing this travel authorization can be retrieved by using

the hyperlinks "Training" followed by "Quick References" at the Defense Travel Systemwebsite. Within
"Quick References"select"Create an Authorization/Order" appropriate to your PKI medium (Common
Access Card or Digital Signature Diskette).

Please do not respond to this email.

If you need assistance or have questions regarding this travel authorization, contact your
Commander/Supervisor. Tologinto DTS, selectthe following link: http://www.defensetravel.osd.mil
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Authorization

m Step 2: Member will log into DTS:
then select “Accept”
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== Defense Travel System
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YOUR TRAVEL & EXPENSE
MAMAGEMENT HUB FOR DoD TRIFS

How It Works
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m Step 3: From home page, select ‘Authorizations’ followed by Edit

o
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m Step 4: Verify personal account information using drop down menu under members
name

m Under EFT and Credit Card Accounts; click ‘save’ once EFT and CC are updated

m [f authorization is already built, select edit followed by “Additional options” and
“my account information”

EFT and Credit Card Accounts

Payment by Electronic Funds Transfer (EFT) is mandatory unless the traveler does not have
access to an account at a financial institution that can receive EFT transmissions.

If the folowing account information is incorrect please click on the link betow to update your
account information from your permanant traveler profile. * Refresh Account Data
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m Step 5: Verify personalaccountinformation (Cont)
m Yourchecking account& GTC information will appear

If the following account information iz incorrect please click on the link below to update your account information from your permanent travel profile. = Fefresh ~2ccountData

Account Type Account Number Routing Number Expiration Date

CHECKING

GOVCC
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m Step 6: Selectauthorization from list, then click ‘Edit’
m Don’tclick ‘Create New Document’

ptraten =

My Travel Documents

75 ¥ouchers SDORANDOFLOKI1S_AOL-02
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m Step 7: On mainnavigation bar (across the top), select ‘Travel’

LogeedInAs:  MICHELE D BOYD Document Name: DCHURLBURTFIET1413_A0r-01  Screen ID: 1064.3 Close Window
Traveler Nane: DAVID B COOK Document Type: Authorization el fo this screen

“@ Defense Travel System fineary  Trave feinting  Additional Options M
A New Era of Government Travel

RETURN TO LIST
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m Step 8: ‘Trip Summary”Page - Select‘Add to Trip > Select Add
New Flight’

m |f notapplicable, skip to Step 10.

[——- L&=]
i Review Reservation Selections = T
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gl cope i Trip Details: ALMACDILLAFBFOS2318 A01-01
AL AT L S FE!
R e i B s

ke o Tt Dl e bins | FAIPEIL A 1] SR 6

s

DT80 ol e Firernanioen 60

[T]  Per Diem SUMMARY OF TRIP COSTS :”:,,
. A

_____ " U
Fisbars




\/

L]
DO

Authorization (Cont)

Step 9: DOD ID Number can be used Known Traveler Number (KTN)
and Redress Numberfor TSA Pre-check

Trip Authorirtlon indo
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Step 10: FlightStep 1 of 3: Selecta Flight
Enter city or airportcode in ‘Departure and Arrival.” Then, select

your travel date, then click ‘Searchr

Howns & Hoticoa Acimindstration -
Blapy dhuin Pt booking =

IIIIIIII
= Trip SunEmsry

Flight Step 1 of 3: Select a Flight
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A ML LAT IR 1o
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.................
Enter a departure and arrival airport and the
day you're planning on leaving to get startec

- -
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Authorization (Cont)

Step 11: Select a ‘GSA Contract Airfare’ & click ‘Save’

m Be careful: If you select ‘Other Airfare’, you're required to give justification &

get approval by your Authorizing Official (AO) first

m Note: You’ll select your lodging & any approved rental car reservations
through the same process as well.

B Reminder: CTO charges for airfare & lodging reservations, are

reimbursable
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m Step 12: Add ‘My Expenses’
m Receipts of $75.00 or more
m Constructive Travel Worksheets (CTWSs)
m MFRs for unusual circumstances

E'.- Defense Travel System Minerary  Travel m Accounting  Addiional Oplians ReviesSign
g & Mo Li s el Gt rmsaert Tr e

ATTET  ree o crstemecs

A.The My Expenses screen
contains four major areas:
A.Reservation Expenses
B.Other Expenses
C.Substantiating Documents
D. Trip Workbook
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m Step 12: Add ‘My Expenses’ (Cont)
m Reservation Expenses
m These expenses automatically populate as separate

line items
B You cannot manually add an expense in the Reservation Expenses areain
any document
® You can only edit or delete expenses in vouchers

TR ol i S A |
TEERS | Eresrprise Fen-4.Car (VPS Destn 1 Wilion Beach Apl) OTRaz016 s A i} il bt
-------- =
{H Uirstedd Arfines (Flight 1143 - CLE fo LA&H) OFRLmE 408020 Fa i ]
..... e i
| ey
o] Wit o b
L

Total: $1389.35
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Step 12: Add ‘My Expenses’ (Conti)
Other Expenses

Other Expenses shows reimbursable expenses as separate
line items
In an authorization, you must manually enter expenses. The
voucher initially displays expenses from the approved authorization

On all docs, you can add, edit, or remove expenses as needed

o |

W ERpenas
Expense Mame Dade Cost Doecusmast Acticons
ES  Msssgs Expenss PV Auto. Tenminal) GTRAT0E CIRE (7] ekt
¥$ | Tickebed Expense (CTO FEE (GOVCE)) TR0 $1358 ]
5 Mdenge Expanse (Pv Auto-Terminal) OTZN20E $1350 D "':w ﬂ_'
5 NonAiesge Experse (Gasoline-RentsiGovt Can oTEeE0te $1301 [ ] g...,...._:......,.. p—
% HonAdlensge Expensa (Parlang - Tenmenal) [ wail] 5500 [ ]

Total: 119,88
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m Step 12: Add ‘My Expenses’ (Coni)

m Substantiating Documents

m Substantiating Documents contains electronic images of paper
documents that you must attach to your travel document

m Examples of documents you might attach in this area include, but
aren’t limited to leave forms, constructed travel worksheets, etc.

e
Wi Swibstantating Documend
Desstunrrind Harme Holes Suliirel Date Docurment  Ackon -
Aurtare Raceion DBAD616 Li ] ~
Py
AMMENDMENT TO DRDERS FOR REMTAL CAR DRI51E o
ot Dhind
Buciged Rental Car Hossigt DSREHE (i ] .
Lodgng Fecent 0BREE o A
PV e
hin-Avadabiity from | oding ORDATE i ]
Fariag & Fuel for Rectal Car Recoipt e T [1] »
....... - |
P
Adobe
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m Step12: Add ‘My Expenses’ (Cont)

m TripWorkbook
m TripWorkbookis a tool you can use to upload electronic images of paper documents

m After uploadingthem, usethe tools in the Trip Workbookto crop them before you attach them
to individual expensesin the Reservation Expenses or Other Expensesareas
m Forexample, if multiple receiptsappear in one image, you can crop the image and save
eachreceiptindividually

= Important Note: Attachingimages to individual expensesis very important because the
Trip Workbookis only visible to people who are editing the document

ce

Eomvervd Test Dew ~

| |

u o
| |
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Step 12: From Expenses, select ‘Per Diem Entitlements’...then,
click ‘Edit’...finally ‘Save these entitlements & “Continue’

Logged In As: MICHELE D BOYD Docuwment Hame: MEOFFUTTAFBHNEDGDE13_AD Screen ID: 1022.1 Close Window
Travelar Hame: MICHELE O BOYD Document Type: Authorization Help for this screen
m Defense Travel System itinerary Tra N’EML‘I.‘DHI‘I ting  Additional Op tons Rew feved S ign
A New Era of Government Trawel
T & r z

| RETURN TO LIST | Mon-mMileagea - Par Diam Entitlemants

Folowing is a Ust of per diem aBowances Tor lodging and meals Jincigentals for each day of your trip. The "adit” link alows you 1o change the
information (e.g., duly conditions, meals provided, «ic.) for a specific date or date range. The “reset” link changes the per dlem information
to the default rates for that date and location.

G54 State Tax Exemplion Listing

Date Location Eait Renet Lag Cost Ldg Allorwed MEIE Aiowed Per DiemRate Code B L D Otrs
555.00 £34.50
060413 OFFUTT AFB.ME > Eait > Rzt 555.00 GOWVCC- B r-"- i P OTRS ANl
I ndfvidual “
555.00 S16.70
06705713 OFFUTT AFB,.ME = Eait > Rasat 55500 GOVCC- Pai 7 i 7T 7 46 MESS M M M AVAIL
Individual
555,00 16,70
06706713 OQOFFUTT AFB,.HE ¥ Edit * Roset 555.00 GOVLC- Pe .-‘ i G MESS: M M M AVAIL
Inaividual g
=00 534.50
O&SOT 13 OFFUTT AFB.NE * Edit > Reset S0.00 GOWVCC- = TT S Ak MESS M M M AVAIL

Indivwiciual o -
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m Step 13: ‘Preview Trip’, then ‘Save’ & go to ‘Other Auths’

Review the detals for this trip below. To make edits, click on the tinks at tHhe et (o retrn to that section. If you have Nna changes procesd to
CFUhsEr At hor G 8 Thons,

Col mandates split disbursement for Eransporiation, Doging and reniasl car expenses, Chgk here for memar pndguasm
Refoerences nformaticn

Rafaranc &2
Eheie wifiir il Cofmiments
Carmmenis o Lhe Apisrovicng CHfc lal:

Comments froem the Travel &gents

This it of B GOvErnmsnl-Conte b ted Commsercinl Travel OMcsiCTON Lo Sreangs SONCIS travel 13 MERasLary, If the contrscbed STO i pot
LS B dabs G2 AL LFavel A BRESHERLE, Lhe Lravelss il frovids & SLALEHant i Selall 53 1o Sxas ty why the CT0 15 Aol avalabis &
atbharwise not being ued.

Dithvoer Trip Informaticon

Trip Type: AR-ROUTINE TDYW S TAD
Trop P pess LITE VISIT
Trig Deacription: DET 25 O7T% imgemenbalion

Orrarall Starting Posnt Tiemes Foser E5T olé)

tineraryt Leave From: Marietta,Gh
Fart

Leavet Dt i 13
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Locaticon 1 - OFFUTT AFB,HME Time Tone: C5T (0F)

bl Leave From: OFFUTT AFB,MNE
Echit
TEY /M TAD Locatborm: DFFUTT AFB,.HME
A riveT el - Jwn- 13
Leawes: OF - Sy~ 13
Rentsl Carz Company s Comments o the Travel Agent:
Ectit
En-Rowutaes: P
Caoste -t e

Lo st o
P b= Ligs D= =13 12 00A8
Crop- O OF = duni-13 92 0eE0uA08

Aot o LT
Peirnibrsr S

Restrictioms:

Drvecall End Point Times Zone: EST (060

IEimerarys

Leave From: CDFFUTT AFB, ME
Eait
Rt urm Lac mt s AARF L LM, DA
Arrive: OF-Jun-13
o ey

Ho Expenses Information Asalabie,
P e Emtiblamesnts

Lochutrme PSIE: Start Date Ena Date Total Lodge Total MEIE

= iLh Ot S84 13 Ot A OF £ 13 510500 S10E .40
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Authorization

(Cont)

Accounting Summanry

Actual/Estimate
Accounting Code:

LODGIMNG:
MEIE:

HO ACCT CODE Sub Total:

Calculated Trip Cost:

Doc ument Totals

Actual/Estimate
LODGIMG:

MEIE:

Calculated Trip Cost:

HO ACCT CODE
$165.00
S102.40

S26F .40

SZ267.40

5165.00
S10Z.40

S26T.40

Advances and Scheduled Partial Paymenls Summanry”

Ho AdvARCES Fréequested.

Trip Length does not allow Schedulsd Partial Payments.

Ho Acscounting Information Ao ailables,

Mo Accounting Information Avalable.

| save ana Proceed To Other Autns |

Froceed to the following page:

Other Authorizations

ontinue
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Authorization (Cont)

Step 14: Select‘Save’, ‘Proceed to Pre-Audits’, & answer any

“flagged items”

>

Defense Travel System

A Mew Era of Government Travel

Idnerary Trawvel Expanses Accounting Additional UpﬁmsM

Help for Ehis scréen

Beslow are any items that were "lagged” for this trip. You must provide comments in the Justification to Approving Official’ text field for

D igits il

flagged items. When you are finished, or if there are no Aagged items, click "Procesd To Digital Signature.”

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

Constructed Travel Worksheel

4 ltems have been Flagged in this Travel Document

Reason Flagged

MIL QTRS HOT USED

ttem Dese ription

* SCOTT AFB,IL has a miftary
lodging facitity. Per diem
antitiements indcates use of
commercial lodging. Traveler must
select one predefined reason and
provide additional justification as
inddcated o needed.

* Justification to A pproving Official <Helps
feason Codes

Per Diem authorized on first and
idast day of travel.

The commencs/juscificacion dosa
not have to be decajiled, Just
simple =nough for the RO to
ATDIToVE

an
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m Step 15: Click ‘Save and Proceed to Digital Signature’...then
‘Submit Completed Document’, ‘Ok”, & ‘Close:

Click below to stamp and submit this trip authorization for routing and approval. By submitting you are legally signing this document.

Document Action

= Submit thiz document as: SIGHED -

Routing List: DFEZAFRRMGDET11AFDW = The estimated transportation related expenses
and & tusl reimbursameant may be redoced if

Additional Remarks: - travel is completed using a different
transportation modes than authorized by your
A,

f Submit Completed Document ]

Pending Routing Actions

Sovaiting Status Change To By Leawve]

SIGHED MICHELE D BOYD 1]
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Subject: Defense Travel System(DTS): Official Travel Document
Date: Wednesday, July 22, 2019 9:06:43 PM

Subject: Defense Travel System Travel Document Approval Notification

This notification was generated to inform you that a Defense Travel
System AUTH named MHMACDILLAFBF072715_A02-01 for MEMBER
NAME with authorization number of 1Q4WCR was just stamped
APPROVED by APPROVING OFFICIAL NAME.

There is no action required in response to this notification.
To log into DTS, select the following link:
http://www.defensetravel.osd.mil. Please do not respond to this email.
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Subject: Defense Travel System (DTS): Commercial Travel Office (CTO) Status Notification- CTO
BOOKED
Date: Wednesday, July 22, 20199:22:36 PM

Dear MEMBER NAME,

Your travel authorization named: MHMACDILLAFBFO072715_A02-02 has been processed by the
Commercial Travel Office (CTO)and will be forwarded to your authorization official (AQ), if required. If
your reservations include air or rail tickets, an electronic ticket will be issued by the CTO three (3)
business days before the trip departure date. You should receive an email from your CTO confirming
this and will also receive a DTS email when the CTO sends the ticket informationto DTS. If you do not
receive confirmation ofticketing, you should contactthe CTO. Note: If you require your ticket earlier
than the standard 3 business days, please notify the CTO after you receive approval from your AQO.

The CTO booked segment(s)are listed below.

DATE TIME FLIGHT#  ORIGINATION/DESTINATION

07/27/201512:00 DL5356 Newport News/Atlanta Hartsfield-Jackson Intl Apt
07/27/201515:30 DL950 Atlanta Hartsfield-Jackson Intl Apt/Tampa International Apt
07/31/201511:40 DL1891 Tampa International Apt/Atlanta Hartsfield-Jackson Intl Apt
07/31/201515:55 DL5140 Atlanta Hartsfield-Jackson Intl Apt/Newport News
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m Once you have an approved Authorization & have completed your trip, complete
your Voucher

m Have to submit within 5 duty days after trip return

m The following is a step by step process for submitting

m Step 1: After logging-in to DTS, locate ‘My Travel Documents’, then click
‘Vouchers’

SOMHEWORLEANSLOA LELT Wil P b Bt it
i gma § by qers ek G T % B i

ENE R RN TGO 1%L 7 WOl Sty breg Wl
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m Step 2: Selectlinkto ‘Create New Voucher from
Authorization/Order’...then, click ‘Create.’

ALMACDILLAFBFOT1ITLIG VOL T ol S

0 Local Vouchers
AlLODOFFUTTAFBNEOT2615 VD2 darchviwe iy Sealty
Jopaating on OTFAL/I01E | TA Mumbss re

O Group Authorizations

Sehecrer = at mrEries “
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Step 3: Review ‘Trip Overview’ & select ‘Edit’ forchanges

RETURN TO LIET p Dvarview Far Liem L

PRI 1Y P LI M FaAE TN K [ IEMEGS {00 INUNLE IS

frrarall Starting Patnt
Buuking Travel uniing Use Delene Travel Sy b reguines Usal you fiesl
pravias tnfarmatinn Ahat yousr Starting ana coding ineatinns (ally yoor Dol Licw: Sl Daampra, LT L
home ar AUty Starion) and yoar TOCFTAT | neations far per diem [ poesns. e i b )
Wi will e ahie to reaEsest hoakdngs for franspartatinn (e g. afr,raf) ano Location 4z SUUE T AL D,IL
ledging atter these 1mital steps are complete.

| eavar Frosm: Tampa, Fl Filf
PO S ALY Lot SO AIL,IL
Cryeeall SEarting Moint Infarmarknn ArTTVE: 2 -Aur-11
Lenve: 05-5ep-11
Mease Hate: & Red Star () tndteatot s rometeon fieid. S T — e
4 hebect 8 Locatwon: DR 2 Later a Starting Momt: L) TS [ aia=id o
Cunil/ PHR: 123456
SR ;
fcpart: 21 anp 11 Ohcam
L T
* hart Matoimm/add yyyy): DRI12001 -j International Apk
Aarives 31 -Sanz-11 0T 3000
Cvarall Ending Polnt Information ATL-Allanla Har Lsliedd-

e lunn IRl Ant

s M A | il | i r . _
Flwasw Hule: wud lan i b @ Peguit el liedy Car iy FPUGNL: Dt Al Liss

*Lrieer Al acarian: =0R=  * Farere an Famng Poinr: oLy 1870
[ ount JI"MNMH 17 Lalsh,
* Tampa Fi Sewarch
Dapaan L 31 =lang- 11 Of - dDaM
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m Step 4: Add ‘My Expenses’
m Receipts of $75.00 or more

m Constructive Travel Worksheets (CTWs)

m MFRs for unusual circumstances
:E'I.:rffn_erml‘l[rmth!lem Minersry  Trowvel m Azcounting  Acdmonal Opbons  RevesSign

el At

m The My Expenses screen contains four major areas:
A.Reservation Expenses

B.Other Expenses

C.Substantiating Documents

D. Trip Workbook
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m Step 4: Add ‘My Expenses’ (Coni)
m Reservation Expenses
m These expenses automatically populate as separate

line items
® You cannot manually add an expense in the Reservation Expenses area in
any document
® You can only edit or delete expenses in vouchers

Expemine Marme Diarte “ Coat Dcecurmaeeit Aeitiain e R
EREER  Enierpeis Rontb-Dar (VPS5 Desbn Ft Walion Beach Apl) ot Tyl 53395 | A i ] B Ty
fy Uirdted Airines (Fiight 1143 - CLE i LH) OFRAEE gieox | A 1]
Expanaa” i
Ll ygelinen *
it Kearmis=en Ticiknd Wakess
Tickat D Depaarours Data®
et e

Toealk $1388.38
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m Step 4: Add ‘My Expenses’ (Coni)
m Other Expenses

m Other Expenses shows reimbursable expenses as separate
line items

® In an authorization, you must manually enter expenses. The
voucher initially displays expenses from the approved authorization

m On all docs, you can add, edit, or remove expenses as needed

_—
Expense Name Date Cost Document Acbions ey X e
2% Wieage Expense (Pt Audo Terminal) OTI242018 51380 n G i
¥§ | Ticketed Expense (CTO FEE (GOVCC)) 07242016 $13.85 [ ] I
05 | Mieage Expensa (Pvt Auto-Tenminal) o708 51350 0 erhry - Terers

Vo oy 1w e o e P |

=5 Nonlaags Expenss (Gaschne RaraslTod. Car) oIEEean1E $13.01 [i ]
=%  Hon-Meage Expernse (Parking - Terminad) Orraais 55600 a

Totalk: S195.85
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m Step 4. Add ‘My Expenses’ (Cont)

m Substantiating Documents

m Substantiating Documents contains electronic images of paper
documents that you must attach to your travel document

m Examples of documents you might attach in this area include, but
aren’t limited to leave forms, constructed travel worksheets, etc.

a‘ view Subsinniiabng Docume

Descument Msme Motes Submit Date Document  Actions P

Lirtarn Fpc et DEDEHE i ] o, e

AMMENDMENT TO DRDERS FOR RENTAL CAR DRENE i ] SRR

Budiget Flentsl Car Resegt DSAENE (i ]

Lioxdgang, Foe exe DEEME (i ] oz

Pion-2ovnbiity from Lodging DADETE i ]

OROER T L] _ﬂ

Barkang & Fuel fior Rortal Car Recegt DRDRLE [i] Il [

S - r:- E

= =3 / Adobe
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m Step4: Add ‘My Expenses’(Cont)
m TripWorkbook
m TripWorkbookis a tool you can use to upload electronic images of paper documents

m After uploadingthem, usethe tools in the Trip Workbook to crop them before you attach them
to individual expensesin the Reservation Expenses or Other Expensesareas
m Forexample, if multiple receiptsappear in one image, you can crop the image and save
eachreceiptindividually

= Important Note: Attachingimagesto individual expensesis very important becausethe
TripWorkbookis only visible to people who are editing the document

oe

Sowersd Teszt Des P

D78

u b
R |
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Step 5: Select ‘Per Diem Entitlement’, click “Edit’ (if necessary), & then,
‘Continue’

= Input amount paid, but do not include taxes

Elawin dARIL Mo Py looaw Faal iblisesianls,

BRAR Tk 1 b LM AL T ErBR I Pl b Gl © 0 i ERRURAL P S

140 ALY

Fidlimwiing ds o sl ol wes diwin aluwainowes Do uadiging adind viresls 7 i rdeiilals Tor wauli day ol paras Liigs, The Teeddil™ ik allusers pun Lo wlsinge Ll
TRFAFMA TN (& 8. UTY ERRMTTLARS, PRERT BFAIARR, SATe ) TAF A SEscifie ARrs AF ARTS FARER. The “Feasr® IRk SRAAESST P FEEF AR TR TAE T e
to the Setault rates for that dates Aand Lo RtLN.,

oA Trares Taw Fuommprinn | isring
AT I F A e Frr [eiemt ol I Ag T aar I i Sl FAF I Al M MeEm R e L. 1 e pFra
LA W
: - ; 542,00
BRSNSl A Wk 5 gy 3 pagey L NLE LELE L BT T 5 lee [ELE T
Frr COn @l
Indrvrcunl
o hhegieg g, Y
DRSO F11 | SCOTT AFB.IL = Ealil = Hararl 53900 GOVCC R e 105 / 56 MESS M M M AVAIL
(Lt a Tl TTgl]
LAH 0w
; % ; 515,80 ’ ;
AR AUGES T Sl A Wk 5 Logny 3 pappey L LTt LA - Iy Tiks 5 Lee Pl (AL R AR AN AL
O F R
Toradiiw induaal
S30.00 it
PEAAL Y SCCATT AFR L * Frie * Rt AT W rlzaie e i 1S ¢ mas FAFSE A RA R ENANT
Pari s el
I aIauBl
Didw s in
G M.y
90 04,11 SCOTT AFBLIL = il ™ Floagegae 39,00 GOWES- Freiinoipd 158 /7 84 MESE (L MM ANAIL
LT T
Y
; i z42.00
(P PR R ST TN ] . 157 LA LR LPLE AL & B Tk F e FELMPEL,
ksh® Exagh 2 e ransnol
Taiadvw indusaml
neane Al [ Foar an
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m Step 6: Review/Sign-Preview & click ‘Continue’
m Make any necessary adjustment before signing document

= ey Defense Travel Sysztem Tl Taaawisl Fmjnisrisie, S il i bl iliem sl Ohgalbia |M
A Hew Era of Govermnrvent Tiavoel
| TR QIR TER BaTER m Lthar fuths M Ligital Signature

IMBORTED DOCUMENT PARTHER SETTINGS COMMENTS

Print Daoecurmesnt

Hewimwd Thes AdTARS TAr Ths Fep o En mAake &M, ek on Phe DnkKs AT Thee e fo Fernen o TRAF sesmion. 1T 3 RAveE i CRARES S [Fnc e 1o
LMRer At harrraf s,

DD mandalewe wulil Jisloar sevme L Tor Lr ansessr Lalivan, edueiog and renlal var swromnnes. Click Deerw Dgr omsimgr gongdyasg

P lNerr wrn e lnafleen sonalineny

Reforcnco:

Mrovn N Coammmeinit

LA e WL L LS =
CAMME RS TA TR ARBRAVIRE {HITIeaa
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m Step 7: Continue to ‘Pre-Audit’

/= hitps//disodowebgov.defensetravel.osd.milf - Defense Travel System-Welcome to DTS = Internet Explorer provided by USAF

Document Name: FMSCOTTAFBILOB3111_VIS Screen [D: 1040.1 Close Window

Logged In As:  Frank T MacDi-Y
Help for this screen

Traweler Hame: Frank T MacDiiE-Y Document Type: Voucher
'ﬁ Defense Travel System Itinarary  Traval Expenses  Accounting  Additional memM

A New Era of Gevernment Travel

RETURN TO LIST Prayiew W other Auths. Pre-Audit Digital Signature

ER SETTINGS _COMMENTS

LMPORTED DOCUMENT _PA

The folowing are the additional authorizations that were selected based on the trip details. Enter comments to your Approving Official in the
“Remarks” boxes provided,

* Add Additional Authorizations For This Trip

Cither Authorizations for this trip do mot exist. Sslect the bnk for *Add Additional Authorizations For This Trip® to add other authorizations that may

apply to this trip.

Frocesd to the folowing page: Pre-Audit v m
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Step 8: Enterjustification (if there are any flagged items) & then,
‘Save and proceed to digital signature’

| reevonn o | Hraview Uthar Auths, P ira-suditc gl Ligital Sior

PASETAR T LY LM LRRAL PR RrAR LR L LYy T ARARRL MY

Hudgs P Blide ~wovanm

Burtcrar ARG ARy ITEME TRAT wWere “AAERST i PRI BRI, Tt M Rrovias Sammenrs in i ChirtPirie arian 10 ARRravinge OTRcIar Basr 1ok far
Aeapgsll 4 - Wil

yrmnaarer Fiiiabualy oo iF Ulmors

asin Mesppirnl b, 000 b *Pram ol Tan Pghldl Sigemidorar,”

Dol snarsdalers wadil dinlos el fon i sisesr Lalion, bedying and revilel var wamevisen. Click D s Do o anidusn

wriwnd WAann bl

& Itemes have been Flagged In thiz Travel Documsnt

1. Fentnn Flappoa e Fress f Fipdian = _ I aifie AR Ia A RRRACINE CFetal sHSIne
ML LLRARAME LN O T T T e T Bl AupeRass wews mAT W AR -
il e A R B AL RS i vagel ea e,
(FAMBCSTTANDILGEI 11 ARE-01)
2 " Heaion | lngged tem Lkeis nptasn = Juptifis abron B9 Approving Dihdwal 1 ileig -
=i AN CTIE HOT I RFR 0 EOOFTT AFRI has 5 mESEAry Neaanen Coeiet
mysinms oy @il ., Deme oBimesis (RAY o Comimema s il B iy smm | il amas | gl §limn oedil e
it i L Lbeidieri L fididoi el wicow Wl b Tal llilys Tiaweler vwuluiilai Ay accepls
OIS FOEL LOOETRD. | FAVESIEF ANETL FEERDUF 3TN T AL LR MAITAFY WRSETAET FASHNLY O D558
PESCE Ol DSOS TIMNED MERSON BN rate’ wihich Must b sntersd oo the JusthiTes Sten.
provide additionsl fustification as Fer DisEm authorized &n rirst and =
fnrte ated nr e, iLdant odav of txavedld.

The commentsSiusriificacion doaw
AAT RATS TA e ACTATIEA, Iuan
ATWRTe ARARGR TAar The B A

P RRE T -
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m Step 9: Provide additional remarks, submit ‘Digital Signature’, &
click ‘'Save and Continue’

dthar fuths

| RLIURM TU LIS

IMMOSITED DOCUMENT  PARTHER SETTINGS  COMMENTS

Digital Signatura

{1 T P A AR VRS A g A 1 [P smen, | ierstanst T are savee el an vl [y
Tor kngewingly sabesting a o, FicBous o frauctukent i, 18 USC Secbions 17 end 1061, e0d 1 B Sexfion 1TEH)

Cl k. Lo Do Ly il sl Uiz Leip awllion izalivn fu coulimg and apooval. By sulssdlliog you are kngal

Unesed shecinonic o paper Jckots have s monetary value and belong ko B U6 Government, All e bickets mest be reporied and
bt Fisharaet L 2he 1L 05 0000 2, POSERINR Bor M a0 ad . INSRroE O iy B J0und af i 00 STk

* Submit this document as:  SIGNED -

Care R st e
Ibuitng | 158 WAL 1% Rypatuss
warkinest prlemr—er—— e
Additional Remarks: p Impart fle pre-suthorized the en route modes

OF ravel Claimed on the DTS documnent and the
parkner has the subc-approvel festure burned
an.

Saimemit [ ampicten Dnciment i
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B Did you attach?

B Certified copy of AF Form 938 AROWS-R order (Statement of
Tour of Duty; blocks 36 thru 42)

B Airline ticket receipt/itinerary

H ltinerary has to show an actual charged amount

H All lodging receipts (regardless of amount with zero balance)

B Any non-availability statements/contract quarters authorization
numbers attached for off-base lodging (if applicable)

B Any rental car receipts (if applicable)

M All receipts for expenses $75.00 or more

B Any Constructed Travel Worksheet (CTW) for POC travel
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B Did you claim?
B Airfare & CTO Service/Processing Fees (Recommendation: Submit
separately)
B Taxi or shuttle service
B Contract quarters (hotel) charges/taxes paid separately (CONUS only)
B POC Mileage
B Rental car fuel
® Mileage to & from airport terminal
B Parking charges (e.g., airport, hotel, etc.)
B Currency conversion fees (OCONUS Travel)

M Leave (in place), then provide signed AF Form 988
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Keep it simple, please

Use comments sections to help paint the picture for unusual
circumstances

Forforeign travel, please annotate the USD amount on receipt

m Please go ahead & provide foreign currency conversion table,
too

Don’t provide duplicates of the same attachment/substantiating
document

Tips are not reimbursable items

CTO charge on lodging reservations made through DTS
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Reserve Travel System (RTS)

m Reserve Travel System (RTS)

= Reserve Travel System (RTS):

AT, MPA or RPA vouchers — submitted to the
IMA Travel Office viaRTS or DTS as identified
on the orders 2 page line “E”
RTS: submit DD 1351-2, certified orders (AF 938)
& receipts to travel office via myPERS
® Orders longerthan 30 days, file interim
DD 1351-2 in 30-day increments to the
IMA Travel Office

Travel Vouchers (DD 1351-2) must be signed by
member & supervisor

Submit via myPers the DD 1351-2, AF 938 (from
AROWS) & receipts to IMA Travel for
processing & payment

Fax and email submissions no longeraccepted

myPers:

https:/imypers.af.mil/lapp/dynamicforms/display/form/
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OBLIGATION TO EXERCISE PRUDENCE IN TRAVEL

In accordance with (IAW) Joint Travel Regulation (JTR) Chp,1, Para 0101, a traveler must exercise
the same care and regard for incurring Government-paid expenses as would a prudent person
traveling at personal expense.

The following circumstances include, but are not limited to, opportunities for travelers to be good
stewards of government funds and exercise prudence in travel. Travelers must considerthe following
for use when appropriate without disrupting the mission:

1. Use of the least expensive transportation mode to and from a transportation terminal.

2. Use of the least expensive parking (ordinarily the long-term lot) when privately-owned conveyance
(POC) parking is authorized at the transportation terminal or at other facilities (i.e., valet parking must
be justified when self-parking is available).

3. Use of the |east expensive public transportation in and around the TDY site
(subway/streetcar/bus)in lieu of taxi.

4. Use of the least expensive authorized/approved special conveyance/rental vehicle, a compactcar
is the standard for TDY travel, and use the |least expensive vendor.

5. Scheduling travel as far in advance as possible to take advantage ofthe best offered fare/rate.
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m RTS vouchers mustbe submitted viamyPers: myPers:
https:/imypers.af.mil/lapp/dynamicforms/display/form/268

\“ myPers

ARPC (FOUO) IMA RPO/Travel Request

* Target SSAN (No | _ Step 1: Input SSAN
Dashes)

* Officer or Enlsted: | GHOOSE AN OPTION |- _ Step 2: Select Air Reserve(Officer or Enlisted
* Request Type .CHDOSE.HNGP"I':IEH . _ Step 3- EnterT‘ypE
Cusesthons/Commenis

Step 4: Add brief description asto what your
requesting. DONOT include Pll in commentarea

s Browas... _ Step 5: Upload Signed DD Fnrm 1351-2 & Supporting
Attachment lmtations: Documents cannot be greater than 20 MB, masdmum of 20 atta rrﬁchmheﬁtm et types are allowed: cav, doc, docx,

gif, htm, htmil, jpe, jpeg, pdf, ppt, pptx, rtf, U1, 6, txt, xls, xlom, xdex

Step 6: SubmitVoucher for Reimbursement
_ P

Privacy Act [Hsclaimer appropriabe to the information displayed. "This containg nfermation widch must be pratected by IAW AF] 33-332 and Do Regulation S400.11; Privacy
Act of 1974 as Amended Applies, and it is For Official Use Only (FOUD)." it must be protected or privacy act information removed prics Lo further disclosure,
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Welcome, MARY MULKEY Lopout My Acoount STAY COMMECTED:

\Z myPers [ | n
ACTIVE DUTY AF AIR RESERVE  AIR MATIOMAL GUARD  RETIREE  CIVILIAN RESOURCES FOR H
MY ACCOUNT Home - Incidents/Massages
Change your account view
|h‘.ﬁ.ﬁ‘|" MULKEY e | W  Message successfully submitted!
* Incidents/Messages
* iy Documents £y Incidents are only viewabile for 1 year from date closed,

* Hotifications

* Change Password My Incidents
« My Profile

Results 1 - 10 of 185
Subject Status  Date Created Date Last Updated Reference 8
5till Heed Help? U4 RPO Request Open  09/25/201% 09/25/2019 190525-00641
Contact Us Closed  O9/15/20M%  09/15/2019 190925-00163

Once you submit voucher via myPers you can view it and check status by
clicking on Incidents/Messages

[y}
2l
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Contacts for Det 6 IRs

OL — JB Langley-Eustis VA
757-764-5101/DSN 574
HQRIO.DET60L-
JBLE@us.af.mil

IR Guide

IR Travel Companion
Guide

HQ RIO Website
http://www.arpc.afrc.af.
mil/hqgrio.aspx

Main Customer Service Line
(813) 828-5035/DSN 968

Opt 1 - Force Management
(Assignments, Enlisted Prom, UPMR Mgt)
Riodetéforcemgmit@us.af. mil

Opt 2 — Readiness & Integration
(Orders, Readiness, Waivers, Formal School)
Riodeté.readiness@us.af.mil

Opt 5 - Resource Management
(All other services , DTS)
riodeté@us.af.mil

Commander: Col Paul Delano (at MacDill)
(813) 828-5035 Opt 4/DSN 968;
paul.delano@us.af.mil

Superintendent: CMSgt Walisa Villarreal
(813) 828-5035 Opt 3/DSN 968
warisar.villarreal.4@us.af.mil

OL - Hurlburt Field FL
850-864-2820/DSN 579

RIODET60OLHURLBURT@us.af.mil

Total Force Service
Center (ARPC)
(800) 525-0102
(210) 565-0102/DSN 665

Orders
Orders Writing Cell (OWC)
(813) 628-5035 opt 2/DSN 968
RIODet6. Order Writers@us.af mil

IR Travel
720-847-3501 (DSN 847)
Fax: 720-847-3963 (DSN 847)
Submit RTS Travel Vouchers via the following link:
http:iiwww.arpc.afrc.af. millHQRIO/IR Travel.aspx

ARPC/RIO Pay Office
Submit Mil pay and pay issues
via the following link:
http:/iwww.arpc.afrc.af.millHQ
RIO/IMA-RPO.aspx

Current as of 22 Sept 2019
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