DTS
SMART BOOK

Revised: APRIL 2010

(Suggestions for improvements can be sent to CW3 Michael J.
Danberry michael..danberry@us.army.mil 703-679-8989)



mailto:michael.j.danberry@us.army.mil?subject=Suggestions_for_DTS_Smart_book

TABLE OF CONTENTS

GETTING STARTED

1. Detaching DTS Account from Previous Unit
2. In Process 55t Sustainment Brigade DTS
3. 55t SUS Bde DTS POCs

4. LOGIN DTS

5. DTS Overview

CREATE A NEW AUTHORIZATION
1. Entering Trip Overview
A. Create a New Authorization/Order
B. Entering Departure Point
C. Entering Mode of Transportation
D. Entering TDY Location
E. Entering need for Rental Car and Lodging
F. Entering single or multiple TDY locations
. Air Travel
. Rental Car
. Select Lodging
. Changing Lodging & Meal Rates
. Enter Mileage Expense
. Enter Non Mileage Expense
. Review and Sign Your Authorization

REVIEW AND ISSUE ORDERS

1. Reviewing Official Responsibilities
2. Approving Official Responsibilities
3. Traveler Responsibilities

4. Time Line

2
2
2
2
3
3
3
4
6
7




TABLE OF CONTENTS

CREATE AND SIGN A VOUCHER
. Create Voucher
. Preview Voucher
. Making Changes
. Uploading Substantiating Documents
. View Government Travel Card Purchases
. Increase Funds Going To The Travel Card
. Sighing Voucher

ADDITIONAL INFORMATION
Instructions to Cancel A Trip

A
A
A
A
A
A
A
A
A
A




GETTING STARTED

1.SEPARATI ON FROM PREVI OUS UNI T6
Ensure your former organization releases you from their command or
you cannot be received into the 55 Sustainment Brigade DTS account.

2. IN PROCESS 55th SUS Bde DTS
A. All personnel must contact either of the Brigade DTS POC:s:
Damaris Brown, or Paul DziegielewskKi
B. Verify traveler Government Travel Card expiration date.
C. Verify Name, rank, address, and account information is correct.

3. LOGIN TO DTS WEBSITE http://www.defensetravel.osd.mil
A. Click LOGIN TO DTS.
B. Click ACCEPT at the bottom of next page.
C. DTS will prompt you to input your CAC PIN.

D. DTS access problems can be remedied by visiting:
https://militarycac.com/errors2.htm#DTS

4. DTS OVERVIEW
DTS has three distinct phases:

A. PHASE 1: Create a New Authorization

Traveler inputs into DTS a ATravel
indicating location, reason for trip, mode of travel, location, and expenses.
This phase is concluded by the Travelers electronic signature.

B. PHASE 2: Review/Approval of Travel Authorization

If approval process has a reviewer level, the reviewer reviews the
authorization to ensure accuracy of the request and signs the TA as
reviewed and passes up the chain to the approver level. If reviewer level is

not in place, TA goes directly to approver level. Once approved, an official
TDY Travel Order is created.

C. PHASE 3: Create and Sign Voucher

Immediately after travel, the traveler will verify expenses, attach necessary

receipts, and sign voucher. A voucher is a prerequisite to reimbursement of
funds.
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CREATE A NEW AUTHORIZATION

1. TRIP OVERVIEW TO TDY LOCATION
The Trip Overview cues DTS
requirements.
A. Click on Create New Authorization/Order.

Defense Travel System
A Mew Era of Government Trave! i

Wiew Wouchers Wiew Local Vouchers Wiew Group Authorirations

Below s a st of your existing authorizations forders. Please select the function (edit, print, etc. ) corresponding to the appropriate

authorizationsforder.
@ : Create Mew Authorization/Orden > _Create Trip Template
Existing AuthorizationsfOrders
Sort by ViewEdit  Print  Remove

Sort by
Document Hame TA Humber

HLUMEKOS0S08-02 = edit > print | > remowe

B. Fill in Starting Point, Date, Trip Type, Trip Purpose, Trip Description.

C. Indicate Mode of Transportation.
* RED STAR INDICATES A MANDATORY FILL

Eooking Travel using the Defense Travel Swstem requires that wou Tirst provide information about wour starting and ending locations (usually
wour home or duty station) and your TDY Locations for per diem purposes. vou will be able to request bookings for transportation (s.2., air,

=ar, raill and lodgines atter these initial steps are complets,

Flease Rote: A Red Star [~ ) indicates a field iz required.

1 am leaving from - [(Select from list or enter below] : Starting Locations in Profile:
FStarting Point: - Search RE SIDE RCE
DTy STATIOR

I”Departing N
(LT e I P TN

*"rip Twpe: Selsct

Trip Description:

*YOU MUST FILL IN THE TRIP DESCRIPTION. THIS BLOCK WILL POPULATE THE DD1610.

I*Trl'p FPurpose:

1 will be traveling to my TDY location by - [(Select from the Llist below)

Cor‘r‘ln"!erclal Eail Rental Car Time:
A
= - o - Pli=5SE ~

(Claim Private Wehicle Transportation in Expense-tilsaze. Use of Government Wehicle is non-reimbursable, show this in Expense-MHon-#tilsass. )

My TDY location is - [vwhere | will be worlking) :
Location Toolks:
. Search bye:

Sl ocation 1: Use Location Tools at Right

**Arriving o
Crmem O e State fCountry - Location

EEi= Zip Code

Sl
(e W County Lookup

Location

rDeparting o

At this location | will need - [Select all that apphy from the list below)

Rental Car Lodgimns
M —/

Will you be trawveling to another TDY Location?

Tes | RO




CREATE A NEW AUTHORIZATION

D. Enter the TDY Location. There are 4 ways to look up TDY locations:
Location, State/Country, Zip Code, and County Lookup.

a. LOCATION: Enter a post exactly like Ft. Belvoir or name of a city. (spell
Fort as Ft. when going to a post)

b. STATE/COUNTRY: Use this to scroll through cities by state our country.

c. ZIP CODE: Use this if you know the Zip Code of the TDY location.

d. COUNTY LOOKUP: Use this if you know the county of the TDY location.
E. Select Rental Car and or Lodging.

F. Indicate if there is another TDY Location (this is not common).

My TDY location is - [Wwhere | will be working):

Location Tools:

. Search by:
*Location 1; Use Location Tools at Right

“rriving On: |n?f1sfzana | =

{mmad Yy State /Country - Location

*Departing On: ‘nwzwzuna | =] 7ip Code
[mmfdd Sy )

Lazation

County Laokup

At this location | will need - [Select all that apply from the list below)
@ Rental Car Lodging
O O

Will you be traveling to another TDY Location?

® | (]

*DONOT FORGET Select and Close

* REGULATION STATES THAT THE TRAVELER MUST PUT THE EXACT LOCATION TDY/TRAINING

IS CONDUCTED (THIS MEANS AN AGR SOLDIER WILL PUT DOWN THE MILITARY INSTALLATION,
NOT A CITY NEAR BY. IF LODGING IS NOT AVAILABLE AT INSTALLATION THE TRAVELER MUST
GET A STATEMENT OF NON AVAILABILITY, THEN TRAVELER CAN USE COMMERCIAL LODGING.
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CREATE A NEW AUTHORIZATION

2. AIR TRAVEL

*BY REGULATION YOU MUST USE GSA FARE FLIGHTS UNLESS IT IMPACTS THE MISSION OR

SEVERE CIRCUMSTANCES WOULD CAUSE GSA FLIGHT(S) TO BE IMPRACTICAL. If you find a
cheaper flight under fAOther Govdt AirFare tab
choosing the flight as AFound other cheaper

A. Click on Travel.

If normally proceeding through DTS, you will automatically be taken to the airfare, rental car and lodging
screens in sequence. Airports are pre-populated based on your TDY locations. Change if necessary.

B. Click on Air. @

% Defense Travel System Iﬁnel'alprenses Accounting  Additional Op tions Reviews Sign
A New Era of Government Travel
AZV Rail Rental Car Lodging Other Transportation sSummary

Modify Search Please select flights for BHM - Birmingham to

SAT - San Antonio International Apt skip This Flight
Please Mote: A Red Star (") indicates departing on 07/16/2008

a field is required.
RESERVYATIOHS SUMMARY:

. i AlR:  $0.00
* Departure Airport [or city, state):

[BHM - Birmingham

[ Gsa Contract ws | Gsacontract | Other Gewt | Other airfare | AITGSA |
. . . Limited Awvailabilit Airfare hirfare
* arrival Airport (or citw, statE‘ q C ¥

|S.0\T - San antonio International

Sort Bw: O Ceparture Time O Arrival Time O Elap=ed Time O Frice @ Crefault
" Arrival or Departure:

| Departure P | %144.50 Total Estimated Airfare {Including Taxes and Fees) G54 Contract wilLimited
Availability
[07 18,2005 | =1k
07 :00 AM Depart BHM - Birmingham Wed 16-Jul-08 Flying Time:

W, N
Show Alternate Airports: I:I® AOA 08:50 AM Arrive DFW - Dallas fFort Worth 1h 50min

Clazs: GCAS1 Fare Rules Wisw Available Seats F

American | Inthapt LEE @y

Time:
search | 1031 Equipment ws0 1h 30min

10:20 AM Depart DFW - Dallaz sFart Wwarth WWed 16-Jul-08 Flying Time:
n¥a Intl &pt 1h Smin
A1:25 AM Arrive SAT - San Antonio

ErIET International apt
1751

Equipment sME0

C. Put city and state codes for airport locations or you may end up with
multiple airports.

D. Departure indicates what time you want to leave from the airport. You

can search for flights based on Arrival time at the debarkation airport
instead.

E. The Traveler can search for Alternate Airports by clicking on Search.

F. To select a flight click Select Flight.
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CREATE A NEW AUTHORIZATION

2. AIR TRAVEL

F. To select a seat on a flight, click on a blue seat of your choice. Seat
selection is based on selected airline, not all airlines offer this option. If
no seats show available, Carlson will assign.

G. Click on Done.

o E F

3
]

€Cc

=}

|
CCCCCChcCcce

C CCC

IICC(%CCC

QCCCCCCICCCCC
SRR UG

o CCCCCCCCCCCErecccccaccece

DURNHREY M . [T
nauwwwzwnsﬂwmwauw

» CCCCCCCCCCC
o CCCCCCCCCCC
n COICRNCCCCH
» Ceecececccc

If & specific seat Ccam Mot be selaect=ad, please choose which tvpe Of seat w prefer:

Seat Selection : | =isle | Seat MMuamber s INsSE |

Acdvarnce seat selectiomns are mot guaramnbteed amnd are subject o chhange by the airlimedsh.

H. The menu below will populate the screen. If traveler has GTC, Comm
Air (Indiv Bill) should automatically populate. If traveler does not have
GTC, GOVCC-C (Central Billed Account) will populate.

Air Travel Payment Summary: Add hew Flight

$215.00 Total Cost (Including Taxes & Fees) YWiew Flight Details

Cancel Change

B Depart: 06:00 AM BHM-Birmingham, AL {LISA]
Arrive: 07:43 AM  |4H-Houszton, TX (US4) (Bush Intercontine

Continental Frequent Flyer #:

= Special Requests Tue 090272008

047 --Pleasze Select--
@ Depart: 08:40 AM |AH-Houston, TX (U54) (Bush Intercontine
i Arrive: 09:40 AM 5SAT-5an Antonio, TX (USA) ]
Continental Frequent Flyar #: * hpecial Requests Tue 0970252003

1679 --Please Select-- %

“Type: (Required) | Comm Air (Indiv Bill] % @ Method of Reimbursement: | GOWCC




CREATE A NEW AUTHORIZATION

3. SELECTING RENTAL CAR
A. Click on Travel.

B. Click on Rental Car.

C. Fill in all the boxes that have a red star.

D. Click Search to get rental car availgbility.

& Defense Travel System

A New Era of Government Trawel

| meTuRM TO LiST

I Hirerary, Expenses

Rental Car [

RESERWVATIOHS SUMMARY:

Modifly Search AUAR: 5200 50

Please Motes: & Red Star (")

O7:00 AM AFFive: 11125 AM
indicates a field is required.

* Pick-Up Date:

OB:00 FA Arrive: 05:15 P
|07 s 16 szo0s

| ==

REMTAL CAR: $0.00

* Pick-Up Time:

0500 Akh —

07 £22 08

LODGING: SO0.00
* Drop-OFff Date:

|07 rz9 sz00s

07 22 08

* Drop-Off Time:

0&:00 PaA ~

Cne-vway Rental: L]

* Pickup Airport (OF Sity. statel:

|saT-san antonio, T o

Accounting

BHAM-Birminzham, AL (USA) to SAT-San antonio, T (LUSa)

SaT-San antonio, TH (USA) to BHM-Birminsham, &L (LS4

Please use the Modify Search area to find

additional Op tions Rew iew S ign

07 S 1S 0S

: OF F2Z9 08

Reservation SKipped - FT. Sat HOUSTOR, TH Dates: O7 F16 505 -

Reservation SKipped - FT. Sat HOUSTOR, TH Dates: O7 F16 505 -

rental cars._

IT trawel agent assistance is required, click on the button "Request aAssistance in Booking Rental

D

E. The menu below will come up.

CSar'. NOTE: additional trawvel agent handling fees may apply .

F. Click on Select Car. If first agency (least expensive) in list is not selected
an audit flag will be generated.

{ER} En Route: Ll

16573 [Estimated Total Cost Including Taxes & Fees]
ADYVAHTAGE
I TERMIMA&L SSHUTTLE TO CAR
Compact Car

Daily Rate: S12.00

Air Conditioning
Sutomatic

S1FF 61 [Estimated Total Cost Including Taxes & Fees]
EHNTERPRISE

I TERMIMAL SSHUTTLE TS CaR
Compact Car

Daily Rate: 225,00

Air Conditionings
Automatic

Extra Hour: %15.00
Extra Day: %13.00
_nlimited dMilesSKilometers

Extra Hour: 5&,.26
Extra Day: S25.00
Lnlimited MilessKilometers
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CREATE A NEW AUTHORIZATION

4. SELECTING LODGING

* If lodging exceeds per diem rate Actual Expense Auth must be utilized and
approved by Fund Manager BEFORE utilizing selected lodging.

A. Click on Travel.

B. Click on Lodging.

C. Fill in all boxes that have a red star.
D. Press Search.

% Defense Travel System rar Ao i additional Op tions Rew iew S ign

A NMew Era of Gowvernment Travel

[P rerorn To LisT ] Adr Car = Other Transportation Summary

RESERYATIOHS SUMMARY:
Modiry Search AR:  $215.00

BHM-Birminsham, AL (USA) £o SAT-San Antonic, TH (LUSA) @ O9/02 /02 Cancel Flizht Chanze

Fleaze rote: o Red Star (%)
indicates a rield is required.

DS 00 Akd ArFive: 09 a0 S
REHTAL CAR: S165.73F

Advantage Rent-A-Car SAT San antonio International Airport Pickup:  Cancel Car Change
o 01 ros
Dirop-off: 0% 05,08

* Check-in Date:
O 01 FZO0E

~ Check-Out Dats:
0908 FZO0S

Select Bw:
Please use the Modify Search area to find alternate lodsing
* Ciby £ TDW Location:

~ Dristance:
IT trawvel agent assistance is required, click on the button "Request assistance in Booking Hotel".

1o FAiles PMOTE: additional travel agent handling fees may apply.

E. The following menu below will appear. Traveler MUST choose hotel within
perdiem rate. See above comment in red, if AEA is requested.

F. Choose lodging and click on Select Hotel. If lodging is booked outside
DTS, cost may need to be adjusted under entitlements page.

S _ A% - S69 99 additional Hotel Information

Fhomne: 21055227 FE&h4a, - Diztance:
1335 approwved

Fax: 210,522

1105

Toll Fres:

SO0 E329-7FASsS

Days Inmn Sea YWorbd
B ot ot b B Tt SO10 Rwy Loop <10
Zan Antonmio TH, 7S=235

LO6.95 - SFF.95 Sadditional Hotel Information

Phorns: 210773592 FE&M & Aapprox. DHbistance:
— 1 F=ZOO Y =] = Al
Duality Inn & Suites PR rese ==
e - Fax: Z10,5559-
(_.El.liﬂlt\-' 222 South W wrhite Rd 151
) Zan antomio TH, F5=212
Toll Free:

SO0y ZE25-5151




CREATE A NEW AUTHORIZATION

5. CHANGING LODGING AND MEAL RATES
This is done if on post lodging is not available or there is a need to change the
daily hotel and meal rates.

A. Click on Expenses.

B. Click on Per Diem Entitlements to view or adjust Lodging or Meals.

C. A screen like the one below will show up.

D. To make changes for specific days click on Edit. This is used if you move
to another hotel.

E. To make changes for all the days click on Edit All.

F. 55™ SUS Brigade travelers MUST utilize Tax Exempt forms. Link to state
forms is on Per Diem entitlement page.

ﬁ Defense Travel sys"em Itinerary Trawvel Expenses Accounting Additional Options Review /Sign
A New Era of Government Travel

Mon-Mileage Mileage Per Diem Entitlements Substantiating Records

Followeing is a list of per diem allowances for lodging and meals fincidentals for each day of your trip. The "=dit" link allows you to changes the
information (2.2., duty conditions, maals prowided, 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.

< F >:35.0\ State Tax Exemption Listin @

Date Location Edit Reset Ldg Cost Ldg allovaed MEIE Alloweed Per Diem Rate

5&5.00
O7F 16508 FT. S48 HOUSTOM,TH + Edit + Peset 55,00 SO i 112 £ B4

] Personal
Individual

EE.00
OF £A7 S0 - SO HOUSTOR T > Edit » Rezet SO
Individual

12.80
Personal

&5.00
OF F18 505 - S HOUISTOR T = Edit > Reset GO
Individual

1z.50
Personal

5&5.00
a7 195035 « SAM HOUISTOR , TH = Reszet G- 1=2.50 112 F B4

] Persaonal
Individual

EE.00
07 20508 - S HOLUS TOR T SO
Individual

12.80
Personal

55,00
o7 27 oS . SAM HOILIS TR, T i [=rea¥ oty

o7 fzs oS . SAM HOILIE TOn T

o7 rz9 oS . SAAA HOILIS TOm T




CREATE A NEW AUTHORIZATION

5. CHANGING LODGING AND MEAL RATES.
E. On post lodging is not available.

a. Enter appropriate commercial lodging rate.

b. Uncheck Quarters Available and check Active Duty Training (Commercial

Quarters).

c. Click on appropriate meal status.

d. Click on Save These Entitlements.

e. Changes will be reflected on entittements page. Entitlements page drives
reimbursement total for lodging. DO NOT put hotel expense under expense
page (except for lodging tax).

f. If personal leave is taken in conjunction with TDY, annotate at bottom of
page under per diem entitlements.




