Headquarters U.S. Air Force

Integrity - Service - Excellence

Understanding the Defense Travel
System (DTS)

RIO/Det 6
13 January 2017 at 1000 EST
MacDill AFB
Bldg 296 (927th ARW)
CC ConfRm (2nd Floor)

U.S. AIR FORCE DCS link;

https://conference.apps.mil/webconf/FDBriefing

Telecon: (813) 828-8255 (Mtg ID & PIN: 808)
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m Voucher

m Checklists

= Reminders

m Updates
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Rules of Engagement

- Announce attendance after you dial-in (Rank/Name & Unit
Assigned)

Mute your telephone
DO NOT put your phone on hold

- Ask ortype questions at any time
- Start with your Rank/Name, if you verbally ask

Use Customs & Courtesies

Please no side bars
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Definition

m Defense Travel System (DTS)

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

m Cannotsubmit authorizationin DTS until AROWS-R orders
are approved
= Only utilized
- On ATwherelDTs 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 vouchersubmissions via traditional
means (scanned or faxed DD Form 1351-2 packages)
= Only utilized
- RPA and MPA orders over 30 days in length
- WhenIDTs performed in conjunction w/AT
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Guidance

m Joint Travel Regulation (JTR)
= DOD Financial Management Regulation 7000.14-RVol. 9 Travel

Policy

m [MA Travel Companion Guide

Breaking Barriers ... Since 1947



Support

m Tierl Support

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

m Det 6 (DSN 968/Comm 813-828-5035 Ext. 5 or riodet6é@us.af.mil)

m Tierll Support

m Lead Defense Travel Administrator (LDTA) -- IMA Travel Office
m (800) 808-5942 Opt 3 / DSN 625-5254 or Dobbins.imatravel@us.af.mil

m Approving Official (AO) — Lt Col Whigham (Det 6)

m Supervising Authority
® Your HQ RIO Det CC (i.e., Det 6 - Col Stargardt)
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Registration

m EXisting DTS Civil Servantaccount holder

m Have unitDTS POC reset your user ID w/in your profile

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

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

m EXisting AD account holder
m Have losing unitreset unitID so Det 6 can gain youraccount

@ 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

Breaking Barriers ... Since 1947



Authorization

m 15t DTS 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
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Authorization Notification

Subject: Authority to Travel
Date: Friday, July 17, 2015 5:42:58 PM

We have received notice from ROWSR that authorizes MEMBER NAME to travel to : MACDILL
AFB,FL; MACDILL AFB,FL during the period 07/27/2015 to 07/31/2015.

Please visit the Defense Travel System website: 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.

If this is your first time using the Defense Travel System, you will be guided through a self-
registration process that 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 System website.
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. To log into DTS, select the following link: http://www.defensetravel.osd.mil.
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Authorization

m Step 2: Member willlog into DTS:
http://www.defensetravel.osd.mil/dts/site/index.jsp

= hitp el ensetravel ocd. mil'dis/stafindecisp PG =D=fm“ Travel System - DTS

File Edit View Favorites Tools Help

Defense Travel System
& Naow Era of Government Traved
| Home
Systam Status
Welcome to DTS
DTMOD Website
Training The Defense Travel System (DTS) 5 a fully inlegrated, automated, end- . DTS Status
to-end travel management system that enables Dol ravelers o create OTS is available
Travel Assistance authorizations (TOY ravel ofders), prepare resenvations, recefve < 300
Traves Explorer approvals, generate traved vouchers, and receive a spit reimbursement Updated: 15 Dec 2015
between their bank accounts and the Govemment Travel Charge Card
Programs and Senvices (GTCC) vendor. DTS operales at over 9,500 tolal sites worldwide . EWTS Status
EWTS is available
Con,la,_,ls eEWlsisa E

Login to the Defense Travel System
9 y Updated: 12 Dec 2015

Begin using the Defense Travel System

Book Alr Force Inns,

Mavy Goteway Inns & Suites, NO fab.l'E'
Havy Lodge, and - P‘ f‘
ks L i B " I
- nuﬂﬂfﬂtﬂﬁr First Time Users Training ; olicy

certificate number

directly in DTS, Leam more about DTS and the Leamn how to use OTS & fing
tooks required for use additional iraining resources

First Time Users e—
W

* DoD Launches New
Integrated Lodging

Changes

Notices
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Authorization (Cont)

m Step 3: From home page, select ‘Official Travel’, then
‘Authorizations/Orders’

K. Defense Travel System
A New Era of Government Travel ‘

Official Trawvel ¥ Official Travel - Others ¥ Traveler Setup ¥

Welcome MICHELE D BOYD

Organization: DFXAFRRMGDET11AFDW
Org Access: DFXAFRRMG
Group Access: RMG

Permission: 0,1,2,3,4,5,6

Reset Profile Vouchers

Local Vouchers | E

Group Authorizations/Orders -

Breaking Barriers ... Since 1947 11



Authorization (Cont)

m Step 4: Verify personal account information

m Under EFT and Credit Card Accounts; click ‘Refresh Account
Data’

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 following account information is incorrect please click on the link below to update your
account information from your permanant traveler profile. * Refresh Account Data
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Authorization (Cont)

m Step 5: Verify personalaccount information (Cont)
m Yourchecking account& GTC information will appear

Account Type Account Number Routing Number Expiration Date

CHECKING

GOVCC
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Authorization (Cont)

m Step 6: Selectauthorization from list, then click ‘Edit’
m Don’tclick ‘Create New Authorization/Order’

Below is a list of your existing authorizations/orders. Please select the function (edit, print, etc.) corresponding to the appropriate

authorization/order.

» Create New Authorization/Order

Existing Authorizations/Orders

Sort by
Document Name

FMSTLOUISMOO091111_A23-01 09/11/11

t FMSTLOUISMOO91111_AZ3

Breaking Barriers ..

* Create Trip Template

(7]

ort by Sort by

Remaove /
View/Edit Print Amend
Status TA Number Trip Cancel
CREATED 000Z09 *» edit » print * remove
POS ACK RECEIVED ¥ ViEW » print
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Authorization (Cont)

m Step 7: On main navigation bar (across the top), select ‘Travel’

Logged InAs:  MICHELE DBOYD Document Name: DCHURLBURTFIEQT1413_AD1-01  Screen I0: 1064.3 Close Window
Traveler Name: DAVID B COOK Document Type: Authorization Hel for this screen

Dﬁ Defense Travel System tirary  Travel  Expenses  Aocounting AddiﬁmalﬁpﬁmM
A New Era of Government Travel

RETURN TO LIST M OtherAuths,  Pre-Audit  Digital Signature
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Authorization (Cont)

m Step 8: ‘Trip Summary” Page - Select ‘Add New Flight’
= |f not applicable, skip to Step 10.

Email this Itinerary Print this Itinerary

Payment Information | Final Trip Itinerary |

Air Travel Payment Summary: Add New Flight

Rental Car Payment Summary: Add New Rental Car

Lodging Payment Summary: Add New Lodging

Rail Payment Summary: Add New Rail

Other Ticketed Transportation: Add New Ticketed Transportation

Change TDY Location | Save and Continue

Breaking Barriers ... Since 1947
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Authorization (Cont)

m Step 9: Entercity orairportcodein ‘Departure and Arrival.” Then,
select your travel date, then click ‘Search’

Modify Search

Please Mote: A Hed Star (™) indic ates
a field is required. Please use the Modify Search area to find alternate flights

* Departure Alrport (or city, state):
® Arrival Airport (or city, state):

* Arrival or Departure:
Departure -

|.....$ 'I
Gelect -

Show Alternate Alrports:

Ssarch
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Authorization (Cont)

m Step 10: Selecta ‘GSA ContractAirfare’ & click ‘Save’

m Be careful: Ifyou select ‘Other Airfare’, you’re required to give
justification & get approval by your Authorizing Official (AO) first

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

m Reminder: CTO charges for airfare & lodging reservations, which are

reimbursable
IMPORTED DOC UMENT PARTHER SETTINGS COMMENTS
Modify Search Please select flights for TPA - Tampa
International Apt to STL - 5t Louis Lambert Intl Skip This Fiight |
Please Note: A Red Star () indic ates Apt

a field is required. departing on 08/31/2011

GEA Contractw) G5A Contract Orthar Gov'e Other Alrfare

" . ANLGSA |

Departure Alrport (or city, state): Limvited Availabitity MeTais Mrtars |
TPA - Tampa International Apt

GS& awarded fare is $239.00
® Arrival Airport (or city, state):
. ; T alT lapsed T P @ *f

STL - 5t Louls Lambert Intt Apt Sort By Departure Time Arriv e Elapsed Time rice Default
P - — $253.40 Total Estimated Airfare {Including Taxes and Fees) Government Contract

Departure -
w Class: WYCA Fare Rules Viesaw Availables Senlt m

= 2NV 40T ligiid !E 06:30 PM Depart TPA - Tampa International  Tue 30-Aug-11  Flying Time: |

Apt dh Omin Lay
Select - Southwest 09:55 PM Arrive STL - 5t Louls Lambert Intl over Time:




Authorization (Cont)

m Step 11: Select‘Non-Mileage Expenses’
m Note: Airfare & rental car will defaultautomatically to GTC

Mileage  Per Diem Entitlements  Substantiating Racords
Use this screen to enter non-mileage expenses for your travel document. Select an expense type, or, if you cannot find the appropriate

expense type, enter a description in the box provided. Select "Save Expenses” to save the expenses to the travel document.
Reminder: CTO Fees are a reimbursable expense to the traveler when the transportation costs are charged to your Individual Government

Travel Charge Card (IBA).

Leave: 04-Jun-13 Return: 07-Jun-13

Non-Mileage Expense #1

* Select Expense Type: v "Cost: 5 450,00
view expense detais/currency
-0OR- AIRFARE calculator

* Date: 08/13/2013

(mm/dd/yyyy)

* Method of Reimbursement: Personal v|

|--Please Select--

Horr-i¥eage Liporse #2 Govt Funded/Contract
- |GOVCC-Individual
Breaking Barriers .. Stnee 1947




Authorization (Cont)

m Step12: Select‘Mileage Expenses’

m Once you have completed all your expenses, select ‘Save
expenses’, then ‘Continue’

Logged In As:  MICHELE D BOYD Document Name: MBOFFUTTAFBMED&0413_AM Screen 1D: 1034.1 Close Window
Traveler Name: MICHELE D BOYD Document Type: Authorization Help for this screen
t% Defense Travel System Itinerary  Tra veﬂmﬁmuunﬁ ng AdditionalOptions  Review/Sign
A New Era of Government Travel
Non-Mileage BIEEECY Per Diem Entitlements  Substantiating Records

Use this screen to enter mieage expenses for your trip. Click on the *Save Expenses® button to save these expenses.

Leave: 04-Jun-13 Return: 07-Jun-13

Mileage Expense #1
* Expense Type: pyt Auto-Terminal I:l *Date: pgs/13/2013 '
(mm/dd/yyyy)
POC Use-Dedicated Gov Veh
POC Use-Gov Vehicle Avail * Method of Reimbursement:  Personal -
Private Plane
Pvt Auto-In/Around * Mies 35 x Rate 0.565 = Cost §  19.77
™ Pvt Auto-TDY /TAD

Pvt Auto-Terminal
. ' L A - L o nw E - A r L L L —r LR N ] [ L o " s L = = e < L]



Authorization (Cont)

m Step 13: From Expenses, select ‘Per Diem Entitlements’...then,
click ‘Edit’...finally ‘Save these entitlements & “Continue’

Logped In As:  MICHELE D BOYD Document Hame: MBOFFUTTAFBNEDAD413_AD1 Screen 1D: 1022.1 Close Window

Traveler Hame: MICHELE D BOYD Document Type: Authorization Help for this screen

"’% Defense Travel System Itinerary TraveMu:uunting Additional Options  Review/Sign
A New Era of Government Travel

| RETURN TO LIST | Mon-mileage  Mileage JEEINSEINRANGUEIREILEY Substantiating Records

Following is a list of per diem allowances for lodging and meals/sincidentals for each day of your trip. The "edit” link allows you 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.

54 State Tax Exemption Listing

Date Location Edit Reset Ldg Cost Ldg Alowed  MEIE Slowed Per DiemRate Code B L | D Qtrs
b 534.50
06/04513 OFFUTT AFB,NE * Edit * Reset 555.00 GOVCC- Pers-;nal 77 7 46 QTRS AVAIL
Individual
il S16.70
06/05713 OFFUTT AFB,NE > Edit * Reset 555.00 GOVCC- 3 7S 46 MESS M M M AVAIL
_— — o Personal
Individual
Sh0 516.70
O6/06/13 OFFUTT AFB,NE > Edit * Rezel 555.00 GOVCC- Perg;nd 77 [ 46 MESS M M M AVAIL
Individual
e 534.50
06/07/13 OFFUTT AFB,NE * Edit > Reset £0.00 GOVCC- Pem;nd 777 46 MESS M M M AVAIL
Individual
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Authorization (Cont)

m Step 14: ‘Preview Trip’, then ‘Save’ & go to ‘Other Auths’

Rewview the details for this trip below. To make edits, cick on the links at the left to return to that section. IT you have no changes procesd to
Other Authorizations.

Dol mandates split disbursement for transportation, lodging and rental car expenses. CHck here for memorandum
Reference Information

Referonca:

Document Comments
Comments to the Approving Offic ial:

Comments from the Travel Agent:s

The use of & Government-Contracted Commercial Travel Office{CTO) to arrangs official travel is mandatory. If the contracted CTO s not
used to make officisl travel arrangements, the travelsr must provide a statement in detail st to exactly why the CTO is not available or
othervwiss not being used.

Other Trip Information

Trip Type: AL-ROUTINE TDY AT AD
Trip Purposs: SITE WvISIT
Trip Dezcripticn: DET 25 DTS Iimplementation

Overall Starting Point Time Tone: EST (06)

Itinerary:

Egit

Leave From: Marietta, GA

Leawe: O - Jun-13
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Authorization (Cont)

Location 1 - OFFUTT AFB,HE Time Zone: C5T (07)

Itinerary:
Edtit

Rental Car:
Edit

Owverall End Point

Itinerary:
Edit

Expenses

Leave From:

TDY FTAD Location:

Arrives:

Leaves:

Company:
En-Route:
Cost:
Location:
Pichk-Up:

Drop=-0fr:

Mathod Of
Reimbursement:

Restrictions:

Time Zone

: EST (D6)

Leave From:

Return Location:

Arrives:

Mo Expenses Information Available.

Per Diem Entitlemsants

Lodging MEIE:

Start Date

06 MDA 13

OFFUTT AFB,.NE
OFFUTT AFB.NE
Dt~ un-13

oOF-Jun-13

Comments to the Travel Agent:

50.00

O4-Jun-13 12:004M

OF=Jun=13 1 2:00AM

OFFUTT AFE, ME
Mariatbisa , GA

OF-Jun-13

End Date Total Lodge Total MEIE

D6FOFF13 5165.00 5102.40
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Accounting Summary

Actual/Estimate
Accounting Code:

LODGING:

MEIE:

HO ACCT CODE 5ub Total:

Calculated Trip Cost:

Document Totals

ActualEstimate
LODGIMNG:

MEIE:

Calculated Trip Cost:

No Accounting Information Available.

MO ACCT CODE
5165.00
5102.40

5167.40

S267.40

Ho Accounting Information Available.
$165.00

5102.40
S267.40

Advances and Scheduled Partial Payments Summary

Ho Advances reguested.

Trip Length does not allow Scheduled Partial Payments.

Save And Proceed To Other Auths I

Proceed to the following page: Other Authorizations -

Breaking Barriers ... Since 1947
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Authorization (Cont)

m Step 15: Select‘Save’, ‘Proceed to Pre-Audits’, & answer any “flagged items”

% Defense Travel System Itinerary Travel Expenses Accounting Additional Options M
A New Era of Government Travel _ :
m Preview Other Auths, M Digital Signature

IMPORTED DOCUMENT PARTHER SETTINGS COMMENTS

Help for this screen

Below are any items that were "flagged” for this trip. You must provide comments in the "Justification to Approving Official text field for
flagged items. When you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”

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

Constructed Travel Worksheet

4 ltems have been Flagged in this Travel Document

T. Reason Flagged Item Description

+ MIL QTRS HOT USED * SCOTT AFB,IL has a military
lodging facility. Per diem
entitlements indicates use of
commercial lodging. Traveler must
select one predefined reason and
provide additional justification as
indicated or nesded.

* Justification to Approving Official =Help=

Reason Codes

Per Diem authorized on first and -
la=st day of travel. |
The comments=/Jjustification does
not have to be detailed, Jjustc
simple s=nough for the AC to
aporove

m
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Authorization (Cont)

u Step 16: Click ‘Save and Proceed to Digital Signature’...then ‘Submit Completed Document’,

‘Ok”, & ‘Close’

Click below to stamp and submit this trig

Document Action

* Submit this document as:

Routing List:

Additional Remarks:

Pending Routing Actions

Awaiting Status Change To

SIGHED

Fund Authorization

Funding bypassed.
SIGHNED

DF X AFRRMGI

IMPORTED DOCUMENT PARTHER SETTINGS COMMENTS

Eument.

rﬂzt&dfﬂpﬂnses
Ok be reduced if

erent

Submit Completed Document

By

MICHELE D BOYD

IMPORTED DOCUMENT  PARTHER SETTINGS COMMENTS

Document Name:
Document Type:

55M;

Desired Stamping Action:

Actual Stamping Status:

FMSCOTTAFBILOB3111_A25-01
AUTH

gapas65TR

CTO BOOKED

PASS - Document was stamped CTO BOOKED

_ Gose |
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Authorization Approval

Subject: Defense Travel System(DTS): Official Travel Document
Date: Wednesday, July 22, 2015 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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Authorization Approval

Subject: Defense Travel System (DTS): Commercial Travel Office (CTO) Status Notification- CTO
BOOKED
Date: Wednesday, July 22, 2015 9:22:36 PM

Dear MEMBER NAME,

Your travel authorization named: MHMACDILLAFBFO072715_A02-02 has been processed by the
Commercial Travel Office (CTO)and will be forwarded toe 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 of ticketing, you should contact the CTO. Note: |f you require your
ticket earlier than the standard 3 business days, please notify the CTO after you receive approval
from your AQ.

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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Voucher

m Once you have an approved Authorization & have completed your
trip, completeyourVoucher

m Have to submit within 5 duty days after trip return

m Thefollowingis a step by step process for submitting

m Step 1: Afterlogging-into DTS, select ‘Official Travel’ tab
again, then click ‘Vouchers’

Defense Travel System
A New Era of Government Travel ‘

Official Travel W Official Travel - Others ¥ Traveler Setup ¥

Authorizations/Orders

NESSSEERN CHELE D BOYD

Local Vouchers

Group Authorizations/Orders

Breaking Barriers ... Since 1947 29



Voucher (Cont)

m Step 2: Selectlinkto ‘Create New Voucher from
Authorization/Order’...then, click ‘Create.’

View Authorizations / Orders View Local Youchers View Group Authorizations

Below 15 3 USE Of your voucners. Miease select the appropriate tunction which Corresponds to the Voucher with wiich you wish 1o work

» Create New Voucher From Authorization/Order

Existing Vouchers
Jelow s a bst of your authorzations. Cick *Creats® next to the travel authorizaton for whizh you wart to craate a voucher.

sort by

Document Name
Locument Hame Ceparture Date Slatus TA Humber Create
FMSCOTTAFBILOS3111_AZ>-0r 03531 POS ACK RECEIVED JOOXI > create

Breaking Barriers ... Since 1947



Voucher (Cont)

m Step 3: Review ‘Trip Overview’ & select ‘Edit’ for changes
_I rip Overview Per Diem Locations

MAFLIET 1M 11 N FAHIMIH " 1INy 0 RANAL M

Crearall Srarting Padnt
Buuking Travel uzing U Delenize Travel Syslem reyuines Wial you Mirsl
pravide infarmatinn about your starting and ending lacations (omially yoaor

hames ar ity skation) and yair TR TAD | acations far por Aem porposcs.
Woulwill e akle ta requeat haolkings far tranapartation (c.g.,a1r,rafl) anad
b:-ugmg atter these imitial steps are complete.

Leave Fruim Tampa,FL Edil
Leave: 31-Ame-11

Loecation 1: 20011 Al UL

I eave From: Tampa,Fl Fritt
TOY F ALY Loz 0011 AlD,IL
trverall Starting Paint Infarmation Arrrve: 1 -Aug-11
Leave: 05-5ep-11
Mease Note: & Red Srar (%) tnfieates a remirea ficin, e p——— e Tpovea
ALelect a Location: (MR 2 Lnter a Starting Point: (LLY 10752 Henmove
- IW Cunl/PHR: 123156
1
i i s Fepart: 31 Ausg 11 DRTRRARM
| F &= | Ampa
* rarr Date(mm/anfyyyy): ORI31/2011 Intarnational At
Arrives 31-Aumg-11 07:30AM
Overall Ending Polnt Information ATL=-Allanila Har Lalield-
darksnn Intl Apr
Pleare Mule: ARed SLar { ™ ) inidicales ired Fiedd,
L 3 - ack il vt I Carr e SFlglil: Dwdla Mdr Linrws Edil
* Leinct a l ncation: =OR-  * Fater an Fnding Pafnt: {OLY 1570 Rwiniive
Loant /1IN 17:44%5
~ Tampa Fi Swaruh I
Doprar L: 3 1-Rumg-11 08:404M
- —| ATL=-Allanla Har Lalield-
* End Date(mm/aa/yyyy)y U2/03/2011 =

Javkswi Inll Al
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Voucher (Cont)

m Step 4 : Select ‘Expenses Non-Mileage’ & select ‘Continue’
m Add any new items that were not included in authorization

m Editexpenses to reflectactual cost & remove expenses not
incurred
L- = Defense Travel System Irinerary Tr.xwﬂmuﬁ“mmﬂng ardirdnnal oprnns rev ey S ien

A New Era of Government Travel

m -'JHII Ml Milraeie Moy Driceeny Fevlillovevncsnn s, Subsbanbialing

ERAFTHE LD 0Y D B0 LAY D FAaK IMNIH " 01N CEDMMAL M

Ruovarals

Use Lhiis soresy Lo spiley pmp=inileapge sapeises For your Uraved dou el Selec L an sepeene Lypss, o, il you campol Giod U appropr jale
swpense bypes snter a dezcripbtior in the box provided. You may alss use the ‘creats an expenze item from a governmeat charges card
trARSAS BION” UNK 8O Sreats AN SpEnDe TR Surrent Shargs Card trantas ieons. eles t “have Lpenieat™ oo SaVe the Sxpanists 0o Lhe Lrave]
PR T

ermnriere: O 10 Foest Aare 8 revmBaraabls Supenas ra rhe Fravelsr winen rhe FrAnTrtarunan Aot ars fhargea mo ynor emeaonl Cavernmene
Traved Charge Carm (RA).

M ocreate an sxpense Ttem from o government charge card transac thon
Leave: 31-Nuu-11  Relurm U-Sep-11

Hon-Faleage Lx<pense &1

* Cries b Fupente Type: — "Cosk: 5
iy EwiEemfSe debals S Eurrensy
Ca Saleulator
= Dale: OR AR 20 -rE#'-
[ Tl e " s ]
* st hodt of Retmbdraement s Mense Select -

(%}
Pl
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Defense Travel System Itinarary 'rauWemunmq NdditionalCptions  ReviewsSian

A New Era ol Gavernment Travel

IENEICErLY  AMileage  Per Diem Cntitlements

IMPORTCD DOCUMECNT PARTHCR SCTTINGS COMMCNTS

A o
lilaa o,

m |

I B _-'.'.‘{,\-"_n 3 'r-
Cxpense Type Date Cost LR
Uge thig screen to enter non-mie axpanses for r travel
e i~ Parking - Terminal MRS S74.00 Felil
document. Yeléct an expente type, or, It you cannot find the E““H‘.‘ﬁ -
appropriate cxpensc type, enter a description in the box provided. You e
may also use the'create an expense item from a government charge Baggage Ips st YW kant
carel De v Lind link Dis coeale an expeees Toom con renl clarge canl Rcmove
transactions. Select "Save Expenses” Lo save the expenses to the travel Public Transit On/a4 2011 434,00 Fetik
document, Remove
i ; T El i =
Reminder: CTO F_“'H are a reimbursable expense l‘-j} th': traveler when Kegistration Hees UB/3172011 S250.00 Eait
Ehoes vaorsgaoon Dal i cords are o lianpesl Do your Dolivid sl Gosves ie=n| T
Travel Charge Czrd (IBA). T
llotel Room Tax 00/21,2011 519.07 Ldit
Restemow
41 treate an experse item from a government charge card transaction _
s e
Leave: 31-Aug-11 Return: 05-5ep-i1 Add Expense TR Cpenaes: el

* kxpense 1ype:

-0R-
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Voucher (Cont)

m Step 5: Select ‘Expense Mileage’, review & edit, then select

‘Continue’

IMPORTLD DOCUMLHT PARTHLR SLTTINGS COMMLHTS

Mon Mileage

Uze thic screen to enter milsage expences for your trip. Click on the "Save
Expenses” button to save these expenses,

Add Expense

* Experse Type: -

Leave: 31-Aug-11 Return: 05-Sep-11

* Dale: 09/05/2011
(mmSdd/yyyy)
* Method of Reimbursement:  --Please Select-- -
* Miles % Rate - Cost 5
* View This Experse Type's Defaulls
Sdve Expeiive

Proceed to the folowing page:

Substantiating Rec ards

Mar Diem Entitlements

Fypense Tyne Nate st Fir
Pvt Auto-Terminal 0as31/2001 S17.34 Edit
Hemove
Pvt Auto-Terminal 09/05/2011  $17.34 Edit
Retinive
Tulal Expeiises: 534.68

Per Diem Entitlements -
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Voucher (Cont)

m Step6: Select‘Per Diem Entitlement’, click “Edit’ (if necessary), & then, ‘Continue’
® [nputamountpaid, but do notinclude taxes

m Mo Miloraen AART s Moy Dy Fool il losenacenads Buhvsbaand el ing Royoon s

EAAELVEC D LY LA LIAAL T 0 FAMTFILE 2L 1§ UFC% L AAARAL T 02

Fullurerinmg iz a lizl of per Jdivn allovwances Ffuor ldyging annd oerals Sinvidenlale Ffor wacls day of your L The "edil”® Lok alluvws you Lo clangs L
information (¢.g., Aoty condittons, meals provicaed, che.) foar o spectfic dafe ar dafe range. The "resct™ ink changes the per fiem informafion
Eo the Sefault rates Tor ERAT SAte BNd Lo BTN,

b CFaFs Taw 'F".-i-rﬁnl'!r\.n 1 1=ring
ate 1 Aacatinn Fett Meset 1 g st 1 fig Al MFAIF Mlovesrd  Der Mem Rate Cnle R " Ogtrs
LA W
512.00
UUS 31411 L A UL = Lt = Mozt - LN 1O 7 HLML
e e—— PR e Parconal
I ndvidual
CR LR e
o9/017511 SCOTT AFB.IL = Edil > Bonarl 539.00 GIOWVCC- I-";'rlﬁ-bﬂll. 105 7 56 MESS M M M AVAIL
it icmanl
TR W)
. B 515.80 ;
U1 SUO 1 A LIL = Lant * Hesst LAY D0 LTS LV S ol T0L F ke ML MM M AVAIL
lidiv idual z
539.00 S1L.BU
FrMA 11 SCOTT AFRG N = Fiit = et AT WD T Puu:.nl.urdl 108 F 54 MFLS M M M AVAL
I ndvidusl
L LT Ty
o9/04/11 SCOTT AFB,IL = Eolil * Beperl 539.00 GONVCC- . _g;md 1085 / Sé MESS M M M AVAL
PRt i
ST 542.00
DAL 11 SO0 A B IL = Lt = Hezet =0, LELE L A Per " il T0L 7 Ll LML
Pindiv idual :
neser A | Ferr an |
rrocosd To The Tnllnewing page: Arcmring Conoes - m
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Voucher (Cont)

m Step 7: Add ‘Substantiating Documents’
m Receipts of $75.00 or more
m Constructive Travel Worksheets (CTWSs)

m MFRs for unusual circumstances
| meTURN TO LIST | Mon-Miloaga Milaage Par Diem Entitlemants Substantiating Records 4

IMPORTED DO UMENT PARTHER SETTIMNGS COMMENTS

To fax in your receipts click "Print Fax Cover Sheet”, and follow the inctructiont on the cover theet. Then five minutez after the fax
tranamission is complete click "Refresh™ to see receoipts in the list. To upload receipts that you have scanned, click "Drowse..” and after
LAACTIAE Thé SOARNST T CHCK “1HIRNARMT . CIeK “vidse™ 1o vidw The réecAiprs. Ta A o ChARES NOTAL AR AR AXILTINE FEcASIRT, 1INGAr The “Harass
column select the field you would like te change, edit the text, then click the "5ave MHotes™ button.

rﬁ‘—'ﬁﬂ' ou must have the free Adobe Acrobat Reader progrem instaled on your computer to view receipts. Download the Adobe
b = ACrODAT Reager Drogram.

= Print Fax Cowver Sheat

= LIniaan Seanneo Rscasprs !_El‘_lywti-tl._.. | | Uptcad I

Currently there are no Receipts on file for this Voucher.

Dt CTW Hotes Wi Remowve
Remresn |
Procesd to the following page: Accounting Code:s - Continuse

Lad
o
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Voucher (Cont)

m Step 8: Review/Sign-Preview & click ‘Continue’
m Make any necessary adjustment before signing document
“m DETB“SE Tra.vEI S}FStem RTETE PY RS Trawl Frjitamae, Acuinl g Al it vaal nl"""’M

| ser im0 s P raview o Cthar Auths. Ligital signatura

IMPORTED DOCUMENT PARTHER SETTINGS COMMENTS

Print Doocument

vasebine | np View Workshest
Heview the detais tor this frp beiow. 1o make emirs, chek on
COMm. CARN. 1: CRE?4.00
(rher At BartTArons.
LiOCRC M s £105, 00
Bl mwanndalbes spdil dizbor senren L Mo L anczrur Laliven, bodyinmg 4 MULIL: G447 20
Wil FALF: G468
- OTHER:! SIBT.ET
Relerenive lnlurmmalion xd
Cal¢culated 1 Pp Costs RPN THF
Reforonco: [p——
noc.omont Camments
[ save And Froceed 1o Uther Auths l
SLN = BEEwy
Cammants to the Approving [ithoal Froceed to the folowing page: Uther Authorzations - m
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Voucher (Cont)

9: Continue to ‘Pre-Audit’

r': https://ditscdowebgov.defensetravel.osd.mil/ - Defense Travel System-Welcome to DTS - Internet Explorer provided by USAF

Logged In As:  Frank T MacDill-Y Document Name: FMSCOTTAFBILO83111_V25 Screen ID: 1040.1 Close Window
Traveler Hame: Frank T MacDill-Y Document Type: Voucher Help for this screen

% Defense Travel System Itinerary  Travel Expenses Accounting  Additional Op ticrnM
A New Era of Government Travel r

Preview Other Auths. Pre-Audit Digital Signature

IMPORTED DOCUMENT PARTHER SETTINGS COMMENTS

The following 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

Other Authorizations for this trip do not exist. Select the link for "Add Additional Authorizations For This Trip® to add other authorizations that may
apply to this tnp.

Proceed to the following page: Pre-sudit - m

e
oa
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Voucher (Cont)

m Step 10: Enterjustification (ifthere are any flagged items) & then, ‘Save and
proceed to digital signature

| rer ruasene 1o pasir | Uther Auths. PFira-nudit g Ligital Signatura

DAL LY LR LEAAL M HaR I MLE L 1IN [ LAMARAL ML S

Hadgs Fuse Blaies = vamomn

Faiivw Are any 1tems fhat wers “fagpeda™ for this trif. Yo mirst arovios camments tn rhe Shestificarinn tn Approving Official rost fedd for
Mo nl flamere. Wil yoss ooras Finbdmnly oo 0F Mlmeras corar ome Meogpa sl ilomers, adioh “Proscos ] Tor Pigileal Sigoealomar™

Dl maisdales spldil Jdisbur semmenl Tur Lranseur Lalion, lwdyging and renlal vcar eapeises. Click Teere Tor treioen andunn

Comea] ram Dol Traowad Waolior boal o sl

6 Items have been Flagged in this Travel Document

1 - Raasaon Flageaoa Itevm Nerse rpton * hnsttfteation ra Anpneaving OfMeial sHelIns
W LS LOMEARIZM N WLl LD (IKIF 1) 12 N2 b~ [ | ﬁ”pﬂ“ﬂﬁ-l LI TIOAT T O -

WHIITHN 15%% 0 AL LS 0]

..irr- raral.
(FTMSCOTTANMLORI 11 AZG-01)

Z. Heason | laggesd tem esd mptacn = Justihic ation to Approving Uthaal ~ilelps
=i Ml CETRE NOT LISFT =i EECTT AFRD Rna A mItrary P T Y

hlr|u_;||u_ Faa- il ¥ [ =TS T T .:H.‘t} = i manaaed i el 'luluiilu i | i isd weaid | isl 0 lans dnailill i ¥
et lilleirenlys indicales use wl ledyging Facilily. Traveler volunilar ily accepls
commeraial lodging.: | raveler must revmburzement at the mbtary lodging tacwity "on base
select one predetined reason and rate’ which must be entered INto the Justihaton.
provige agditional justification as Fer Diem authoraized oo rfairst and e
fnctieat e aF Reeasd, dast Jday oS travel .

The commants/-ustificarTicn doas
fnaT have o Bhe et ied, 4113
'11m11'|r‘ [atalaltls tal "Aar the O o

]

FE VR PO
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Voucher (Cont)

m Step 11: Provide additional remarks, submit ‘Digital Signature’, &
click ‘Save and Continue’

m Praview Dther Auths. Digital Signatura‘

IMPORTED DOCUMENT TARTHER SETTINGS COMMENTS

1 IS TP P I AR LIFATR AR FANRAGRARS A IgA £lIm for resmiiFcRmAnr, | Inrerctand ihiane ane WAsRre £Amnal and £l panaihies

for knawingly submitting & felse, ficbiious or fraudulent chaim. {18 USC Seckions 287 and 1001, and 1 USC Setction )7
Clivhk Ledow Lo sLamyp and submil Ui Lrip aullwrizalivn for reuling af 1 : )

hncumant Actan Unused elec ronic or paper 3ckeds have: monetary velue and belong tothe US Gavernment, All unused ickets mustbe reported and
redurnad 1o the CIU & §000 &5 possibie for the appitable cred. Inttructians may be lound at wiw, dbe milfiravednk

* Submit this documcnt a5  SICMED -

Heaiting | 15t M v ranre Sk AN CAnH R

Additional Remarks: . TMpaTC T preautnorIZed e e Toue Mooy
of travel claimed on the DTS document and the
partner has the autc-approval feature turned

Q.

| Wihmt Completod incament |
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Voucher Checklist

Did you attach?

Certified copy of AF Form 938 AROWS-R order (Statement of Tour of
Duty; blocks 36 thru 42)
Airline ticket receipt/itinerary
« [tinerary has to show an actual charged amount
All lodging receipts (regardiess of amount)
Any non-availability statements/contract quarters authorization
numbers attached for off-base lodging (if applicable)
Any rental car receipts (if applicable)
All receipts for expenses $75.00 or more

Any Constructed Travel Worksheet (CTW) for POC travel
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Voucher Checklist

* Didyouclaim?

Airfare & CTO Service/Processing Fees (Recommendation: Submit
separately)

Taxi or shuttle service

Contract quarters (hotel) charges/taxes paid separately (CONUS only)
POC Mileage

Rental car fuel

Mileage to & from airport terminal

Parking charges (e.g., airport, hotel, etc.)

Currency conversion fees (OCONUS Travel)

Leave (in place), then provide signhed AF Form 988
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Reminders

m Keep it simple, please

m Use comments sections to help paint the picture for unusual
circumstances

m Forforeign travel, please annotate the USD amount on receipt

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

m Don’tprovide duplicates of the same attachment/substantiating
document
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Updates

m Tips are not reimbursable items

m CTOcharge on lodging reservations made through DTS

m More bases have been added to the “Integrated Lodging

Program”
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Questions?
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HQ RIO Resources

® HQ/RIO public website: http://www.arpc.afrc.af.mil/Home/HQRIO.aspx

* HQ RIO Facebook: www.facebook.com/HQRIO

* HQ RIO Twitter: www.twitter.com/HQRIO

® HQ RIO iPhone App: Search “HQ RIO”

®* Det 6 Website:
http://www.arpc.afrc.af.mil/Home/HQRIO/HQRIOdetachments.aspX

®* Det 6 Facebook Page: https://www.facebook.com/RIO-Det-6-
741390915926303/
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Det 6 Force Development Briefs

m 27 Jan 17 — Officer Promotion Board Preparation, specifically for
the CY16 Lt Col Board (June 2017)

m 10 Feb 17 — Enlisted Force Development
m 24 Feb 17 - IR Utilization

m 10 Mar 17 — Officer Force Development (Developmental
Plans/Teams)

m 24 Mar 17 — URC Responsibilities (Assignment Process)
m 7 Apr 17 — Joint Officer Qualification

(LT Rl FIND IT ON THE

m Conducted at MacDill AFB — DCS available CALENDAR

_‘A nmslnmulﬁgh
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