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Agenda
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• Route and Review Overview

• Delegation of Authority

• Route and Review Demonstration

• Cancellation Procedures Overview

• Cancellation Procedures Demonstration

• Resources
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Route and Review Overview

• Initiated by SIGNED or T-ENTERED stamp

• Email indicates action needed

• Traveler receives emails of actions taken
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Delegating Authority

• Manual Process

• May only delegate to someone with permission level 2

• May only delegate to one person at a time

• Must revoke delegation manually

• May not be necessary if backups are placed in routing list
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Delegate Authority

5



Defense Travel Management Office

Office of  the Under Secretary of  Defense (Personnel and Readiness)

For Official Use Only

Delegate List
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Permission Levels

7



Defense Travel Management Office

Office of  the Under Secretary of  Defense (Personnel and Readiness)

For Official Use Only

Delegated
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Resources
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DTMO Website 
• Access  elearning, instructor resources, and reference 

materials through Training Resource Lookup Tool 

Travel Explorer (TraX)
• Document Processing Manual, Chapter 4: Vouchers and 

Chapter 5: Local Vouchers
• Distance Learning Course T-102: Vouchers
• Quick Reference Guide: Creating a Voucher

Travel Assistance Center (TAC)
• 1-888-Help1-Go (1-888-435-7146) 
• Overseas:  Use DSN to dial directly
• 24 hours a day/7 days a week
• Submit a Help Ticket through the Tickets section of TraX
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CANCELLATION PROCEDURES
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Cancellation Procedures

• What is current status of the document?
– CREATED

– SIGNED

– APPROVED

• Does traveler need reimbursement?

• Has SPP or non-ATM advance been processed?
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CREATED Status Cancellation

Does Not  Need Reimbursement Needs Reimbursement

1) If reservations are present, 
cancel reservations

2) Select “Remove” next to 
document on main 
Authorization/Orders page

1) Ensure only expense(s) 
needing reimbursement 
listed in document

2) Sign the document
- AO will stamp document 
APPROVED

3) Traveler submits a voucher
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SIGNED Status Cancellation
Does Not  Need 
Reimbursement Needs Reimbursement

1) Click “Trip Cancel”
2) Select “No Expenses Were 

Incurred”
3) Click “OK”
4) Confirm understanding that 

action is non-reversible
5) Sign the document

- Routing Official applies  
CANCELLED stamp

Note: Routing Official will only 
see CANCELLED and 
RETURNED stamps

1) Click “Trip Cancel”
2) Select “Expenses Were Incurred”
3) Click “OK”
4) Confirm understanding that action is 
non-reversible

- All expenses ,entitlements zeroed out
- Traveler is brought to Digital Signature 

Page  of  Authorization
5) Add any expenses needing reimbursing
6) Sign document

- AO applies APPROVED stamp
7) Traveler submits Voucher
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APPROVED Status Cancellation
Does Not  Need 
Reimbursement Needs Reimbursement

1) Click “Trip Cancel”
2) Select  “No Expenses” 

Were Incurred”
3) Click “OK”
4) Confirm understanding 

that action is non-
reversible

5) Sign the document
- Routing Official applies 

CANCELLED stamp

1) Click “Trip Cancel”
2) Select “Expenses Were Incurred”
3) Click “OK”
4) Confirm Understanding that action is non-reversible
- Traveler is brought into Voucher
- All expenses zeroed out except CTO fees and 

matched CBA transactions

5) Add expenses needing reimbursement
6) Confirm:
- Calculated trip cost = Correct traveler reimbursement 
- Amount Due US = SPP or Advance amount

7) Sign document
- AO applies the APPROVED stamp
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DTMO Website 
• Access  elearning, instructor resources, and reference 

materials through Training Resource Lookup Tool 

Travel Explorer (TraX)
• Document Processing Manual, Chapter 10: DTS 

Cancellation Procedures
• Distance Learning Course T-105: Trip Cancellation
• Quick Reference Guide: Trip Cancellation

Travel Assistance Center (TAC)
• 1-888-Help1-Go (1-888-435-7146) 
• Overseas:  Use DSN to dial directly
• 24 hours a day/7 days a week
• Submit a Help Ticket through the Tickets section of TraX
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ROUTE AND REVIEW 
DEMONSTRATION

Backup screenshots
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Welcome Screen
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Documents in Routing
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Preview Screen
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Substantiating Records
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Document History
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Preview-Part 1
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Preview-Part 2
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Preview-Part 3
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Preview-Part 4
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Preview-Part 5
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Other Auths
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Pre-Audit
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Digital Signature
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Returned Stamp
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Cancelled Stamp
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Adjustments
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View-Only
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Pop-Up
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Preview Editable
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Digital Signature-Approved
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Signed Stamp

37



Defense Travel Management Office

Office of  the Under Secretary of  Defense (Personnel and Readiness)

For Official Use Only

Approved with Comments
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Stamping Process Screen
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Fund Authorization
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Stamping Results
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Empty Documents in Routing
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CANCELLATION 
DEMONSTRATION

Backup screenshots
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Access Document List—No Expenses 
Incurred
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Document List
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Decision Point
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Pop-Up
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Traveler Signs
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AO Stamps CANCELLED
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Access Document List
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Document List
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Decision Point
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Pop-Up
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Expenses Automatically $0
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Per Diem Auto Zero
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Traveler Signs
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AO Approves
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