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M&IE allowed reflects what
member is requesting. Example: if
|A reporting instructions, messages,
etc reflect meals available, traveler
will need to adjust GMR vice
commercial rate. If TAD to a
military installation and directed to
eat at the chow hall the traveler
needs to change the meals to avail
(GMR) vice the default commercial
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statement of non-availability.
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needed (i.e. non-compact rental

t% A New Era of Govermiment Trawel
vehicle, excess baggage, etc.) it

needs to be on this page WITH
VALID VERBIAGE of why it

IS needed

' Log@mg’ _

Docurment List

“Remarks™ boxes provided
= add Additicnal &authorzations For This Trip

Other Authorizaticons
Other Authorization
reviousy Approved Dy cmd

AMMUAL LEAVE OFR ROM-DU
DA S
Beimbursement claimed for manualy entered expenssis): Stat
A, Transportation tax, Cccupancy Tax. Authorizing OFF
T T )

B ST
E i
pecificaly approwved reimbursement for the manuall

ExpEnsesis)
auth hotel fees

Sawve and Proceed to Pre-Audits

NMAFILIAL LY ENTERED EXFEMNSE

] oo
(3]



Loglstlcs

COMMAND %

Fis Edt VWew Favorites Tooks Help

_m A Mew Eraof Gmrm.mrr:f'rrmr
RETURN TO LIST

Bisbois sre sy ibems Bhat were “Magpsd™ fior thiz trip

Dol mardates split dichursement for transportation, lndgng and rental car expenses. Chick here for mes

1 items have been Flagged in this Travel Document

i

1 Beason Flagped Aem Descrglion

. lud‘.ﬂl:lh;l'l o W” aH
s 0L IN PER DIEM = Trip Arecary raicates tryesl ALITH
aciiil the intematons Date Lire
(DALY BY coerect, adpEt the
nrstary 1O Mchade & Cofmeas thon
location on the day of travel. lee

Feep
i

Mem Deva el o * Buetifia: atiod to

Beaon T lagped Approving Gickal <y

' Pre-Audit reflects flagged items

that could cause REJECTS if
not corrected. If cheapest rental
vehicle was not selected this
will also cause a flagged item.
Justification is required by
traveler and AO. “AUTH” is
NOT a valid justification.

=i TRAVEL WODES = OF EXCEEDS THRESHOILD -

£1127.20
The following are provided Tor advizory puiposes only

3

Aelwiiory Advnory Deicriglasn - Holp -

* FOREIGHN TRAVEL = FOREIGH TRAVEL DOC. SEE DEFENGE TRAVEL ADWINISTRATOREDTA) PERSCOMNEL FOR

SPECIAL PROCESTING RECLIREMENTS

| Procesd To DWtal St |

Frocesd to the follouing page: Digital Signature

~—

If there is nothing In the
justification, then this
authorization will NOT go
through until there iIs a valid
justification.




Loglstlcs

COMMAND %

3 hitps:ffdisproweb. defensetravelesd. mil - Defense Travel System - Welcome (o DTS - Microsoft Internel Explorer provided by NMCI - |2
@ - o

Fis Edt Wew Favortes Tooks Help

Logged b As: Docurment Mame: EAMOEFOLEPAVA 129059 _AD1 Soreen ID: 1029,
Traveier Name: w'm: Ao rzation

Defense Travel

s | Ch0OSe submission selection type for document,
WEEEEEEH e APPROVED, CANCELLED, RETURN.

T / Ensure proper routing list is selected.

R Examples: Unit (P&R, Director, Medical,

it . TECOM (WWT Routing List)

\ C Ll mesrere st sk TR s tPerieed Fag s i
-

Add any additional comments if necessary.

s ¥ o SUDMIT Completed Document

B Microsalt Offics Pow. .

=0 -0 | BB koo - Micreolt Out... D Doferen Travel Syste, ., B Defars Travel Syste, .,



AO/RO Authorization Processing

3 hitps:ffdisproweb. defensetravel. esd.mil - Defense Travel System - Welcome (o DTS - Microsofl Internel Explorer provided by NMCI

Fle Edt View Favortes Took Help ) _.":'I‘T
Logged bn As: Document Mame: KEBALTIMOSECOOIZS0% VO1-02  Soresn ID: 1142.1 Cloze Windosy
Travsler Name: Document Typa:  Voucher Holp for Uhis 5 teen

Defense Travel System
A Mew Era of Government Trawvel

. ‘_r.l e Foy ; v .:...

Stamping Rasit " Click Close and

Docurent Mame: KEBALT IMORECCOOIT50%_V01-02

v the reviewing

e N i o T g process Is done.
o |

T} M2 and pay me,
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File Edit ‘iew Favorites Tools Help ) - ap
Logged I As: NMicholas G Hanoen Document Mame: EKCAMPLE ELUME 111509 _aA01-03 Screan 1D: 1049.1 Cloze WaraSon
Traveler Mame: Eric JKosmoski Document Type: Authorization Help for this screen

“% Defense Travel System

A New Era of Government Travel A ——

"Fund Authorization This message will appear when the LOA being
e — used for the document has INSUFFICIENT
eeroumarme ccument i vt samonzeavecee s = JND'S available. Contact your fund manager
o and provide a screen print in order to increase
ot s w2 o LOA budgets on vouchers and authorizations.

Fizcal Year: 2010

Budget e for 10 OIF 2 (Org: DMIF )

Status Budget Bolore Funding Furvdineg Avsount Budget Afler ;‘/
10 QIFZ fIrcsufficient Funds 0,00 £310,90 -£310.90

B rrbox - Microzoft... S Microsoft Office ...



AO/RO Authorization Processing

= 7 hitps:fidtsproweb. defensetravel.osd.mil - Defense Travel System - Welcome to DTS - Microsofl Internet Explorer provided by MMCI
File Edt ‘“iew Favorites Tools Help

Logged In As:  Micholas G Hansen Document Mame: MERARNTLAPHT 111409 _A01-04 Screan I0: 10491 Chooe Winaiow
Traveler Mame: MICAH P HUDTOM Document Type:  Authorization Hedp for this scresn

Defense Travel System
. .

Fuind Authorization

Authorization MHMANILAPHIT 11407 _ADT-04 fundod against
Aco Label: 10 MLG BK? 1106 (DMIF) Budget: 10 MLG BK2 1106 (DMIF) [Preavious Budget: 7 526,20 Amount 2 8.00 Avaitabile: 7 .526.20]

o |

\ If the necessary funds are

available, this screen will
appear. Click the OK
button to proceed with the
approval process.
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\ Once this screen appears,

the approval process Is
complete. Click the Close

button to return to your

document list.
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COL Training

Training for Accountable Officials & Certifying Officers (COL) is required for all
new Approving Officials (AOs) and Certifying Officials.

Refresher training is required annually
Training can be found at
Instructions for Accessing Training in Travel Explorer (TraX) can be found at

Once logged into the Passport website:
— Click TRAINING

— Click DEMOS, INSTRUCTOR LED AND DISTANCE LEARNING in order to remove
them from the view

— Launch AO/RO TRAINING FOR ACCOUNTABLE OFFICIALS AND CERTIFYING
OFFICERS (COL)

— Once complete, click on MY COMPLETED in order to obtain a certificate
Certificate due to Denise West by COB Friday, 10 February 2012
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https://www.defensetravel.dod.mil/Passport
https://www.defensetravel.dod.mil/Docs/Training_Instructions.pdf

LO%{%% COL Training

As your organization's AO, you are the individual that controls the mission, authorizes the
trip, and controls TAD travel funds. It is the AO's responsibility to know if their travelers are
making changes to orders. It is not appropriate for RMD, DTS personnel to make these
changes in the absence of the proper approving official.

Please remind your personnel to contact you, the AO, regarding travel documents. If needed,
the AO should contact the DTS personnel regarding a traveler's document. The DTS
personnel's responsibility is to functional train appointed officials and review travel
authorizations and vouchers within a timely manner. This can be accomplished by redirecting
the continuous physical and telephonic interaction from end users to their DTS organizational
hierarchy.

JTR/JFTR Appendix G, a copy of the LCO 4650.1N, and an AO Training Statement (as an
AOQO you have read this Command Order and understand your responsibility) was previously
provided via email from Karen Thomas (Mon 9/26/2011 1:37 PM). Please provide this
statement with your COL training certificate by COB 10 February 2012.
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Questions?
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