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* Lines of Accounting (LOA) Overview

« LOA Advanced Topics
 Budget Overview
e Budget Advanced Topics

e Resources
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o Series of codes which depicts source of funds

« Valid LOA required to be on document prior to approval
 Must have permission level 6 to view and edit LOA
« Defined by format map, organization, fiscal year, and label

e LOA label
— Must be unique to each org

— Should be obvious to travelers and ROs for selection

*Service/Agency specific LOA information available in Chapter 8 and Appendix
R of DTA Manual
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For Official Use Only

Format Maps

Defense Travel Management Office

e Uniquely formatted into one of several format maps

Are in a 10 x 20 format

« The " iIs used to separate each element on a line

 Element Placeholders can be used where appropriate

ACCT 1
ACCT 2
ACCT 3
ACCT 4
ACCT 5
ACCT 6

ACCT 7
ACCT 8
ACCT 9
ACCT 10

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20
AAA A
DEPT | ~ | FY A PY A APPR A SH A
OC/SOC A BCN A | SA
AAA |~ | 11C | A
cC MAC
FA Alowe | A FC A CAC ~ | BRC |~
RON | ~ RBC| »
JNLU A DSSN | ~ [ ACRN | ~
IBOP A
TF [~ ] toc [~] FrcN |~ ] FLN |
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Obligation Process
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« Approving Official (AO) stamps authorization APPROVED

 Request for obligation sent to official accounting system
 Notification of successful/unsuccessful obligation received

* Voucher shell created upon positive acknowledgment
(POS ACK) from accounting system
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m Basic LOA Functionality
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DTA Tools: Lines of Azcounting | ¥ Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

DTA Maintenance Home
Organizations

Routing Lists

o Search Lines of Accounting

Feops

Label (FY + LOA Name)

Accession Travel

Format Map v
Organization Name: | TDZCSE v ﬂl:l--lnclude Sub-Organizations
Unbudgeted LOA{s) Only: [

Connect 2011
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LOA Advanced Topics

 Expense Allocation

* Foreign Military Sales (FMS)
e Cross-Org Funding (X-Orq)
* Audit Pass — Unable to Approve

Connect 201 ] Office of the Under Secretary of Defense (Personnel and Readiness)
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LOA Expense Allocation
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» Allocate expenses between multiple LOA by:

— Percent

— Expense Category
— Date

— Specific Expense
— Category/Date

— FY Auto (only available for fiscal year crossover)

Connect 2011
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A New Era of Government Travel

rerumn To uist )

ect the appropriakte accounting code for this trip. If there are multipls
ounting codes that are reguired for this trip, please select all that apply.
Start Dats: 17-Apr-11 = Find Accounting Labsl
End Date: 22-Apr-11 = Changs Organization
Accounting Labsl: -—-Select--- L From TDZCSE
---Select---
harecion RIS
Cross Ore LOA: 11 EXERCISE
LIrass rg A 11 FMS -

Selected Accounting Codeis)

To remove an accounting code that does not apply to this trip, select the
remowve link corresponding to the accounting label to be remowved. Please make
sure the LOA's allocated to it.

Views/Edit
Acctg Code

Accounting Label Organizaticn Remowve

11 MISSION TLDZCSE = wiew/Sedit = rEmove

Proceed to the folowing page:

LOA Expense Allocation (continued)

11 MISSION
Category
COM. CARR.-|
LODG I MG
MEIE
MILEAGE
OTHER
REMTAL CAR
TRAMSPORT

11 MISSION Suk
Total:

Calculated Trip
Cost:

Preview

Defense Travel Management Office

Itinerary  Trawel Exp ensewﬂd itional Options Rewisw/ Sign

-ﬂ-.-:.-:uunting Codes Trip Totals

Allovwed Actual
5211.40 5211.40
S5830.00 S830.00
5390.50 5390.50
515.30 515.30
S195. 00 S195.00
5241 .00 5241 .00

S50.00

51,933.20

51,933.20
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Sub Total:
To remove an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be removed. Please make 11 MISSION
sure the LOA's assigned have costs allocated to it.
Category Alowed Actual
. o . LODGING 50.00 S0.00
Accounting Oreanization WView/Edit Edit Remove
Label = Acctg Code | Allocation M&lE =0.00 -0.00
_ 11 MISSION Sub P R
11 COMFEREMCE DZCSE » view/ edit > it » femove . 50.00 50,00
T— 1 otal:
11 MISSION TOEZC5B = view/ edit = qdit > femave
Calculated Tri
slciatec NP 51,933.20 51,933.20

Cost:
Multiple accounting codes on a trip reguire allocation of expenses to the
accounting codesilabels). Select how you wish to allocate. Then click "Alocate
Expenses® to procesd with alocations.

How to Alocate: | By Expense Category W

R

Alocate Expenses

Proceed to the folowing page: Freview A m
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End Date:
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Allocation by Expense Category (continued)

2Z-Apr-11 = Change Organization MEIE s0.00 50.00
Accounting Label: ---Select--- N From TDICSB 11 CONFEREMCE
50,00 50,00
Sub Totalk
Shared LOs: ---Select to Add--- ~
11 ROUTINE
Cross Org LOA: ---Select to Add--- -
Category Allowed Actual
Selected Accounting Code(s) COM. CARR.-I 5211.40 5211.40
LODGIMG 5830.00 5830.00
To remove an accounting code that does not apply to this trip, select the M IE 5390.50 $390.50
remove link corresponding to the accounting label to be removed. Please make MILEAGE $15.30 515,30
sure the LOA's assigned have costs allocated to it.
OTHER %195.00 %195.00
REMTAL CAR $241.00 $241.00
! Vi . :
Accounting Organization tew/Edit Edlt, Remowve TRANSPORT $50.00 550.00
Label Acctg Code Allocation
11 ROUTIME Sub $1.933.20 1.933.20
11 CONFERENCE TDZCSB » view/edit » edit » remove Total: 21,333 1,933
11 ROUTIME TDZKME * view/edit * remove
Calculated Trip
51,933.20 $1,933.20
Cost:
Multiple accounting codes on a trip require allecation of expghses to the
accounting codes(labels). Select how you wish to allocate. Then click "allocate
Expenses” to proceed with allocations. g
T
7]
How to allocate: By Expense Categgry R
By Percent
Allo By Date I
By Specific Expense
By Category/Date
Tt b Eollosin oo Droviows B | coptinng |
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@ Allocation by Expense Category (continued)
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| RETURN TO LIST Accounting Codes
Expense allocated by Expense Category
Select the accounting code to use for each category for your trip.
11 CONFERENCE
c A 11 Category Allowed Actual
atego mount
2 CONFERENCE 11 ROUTINE LODGING 50.00 50.00
ME IE 50.00 S0.00
COM. CARRL-1 S211.40 & (O]
11 CONMFEREMCE €0.00 €0.00
N N Sub Totak e o
LODGING $830.00 ) ®
11 ROUTINE
MEIE $390.50 O O] Category allowed Actual
COM. CARR.-1 5211.40 5Z11.40
MILEAGE $15.30 ] (O] LODGING 5830.00 $830.00
ME IE $390.50 $390.50
OTHER 5195.00 O ® MILEAGE $15.30 $15.30
OTHER $195.00 $195.00
RENTAL CAR 5241.00 O ® REMTAL CAR 5241.00 5Z41.00
TRAMNSPORT 550.00 550.00
TRANSPORT 550.00 (] O] 11 ROUTINE Sub
5$1,933.20 51,933.20
Total:
Calculated Tri
_ P 51,933.20 51,933.20
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Allocation by Expense Category (continued)

| A -0 NN S 0 S g L )
Expense allocated by Expense Category
Select the accounting code to use for each category for your trip.
11 CONFERENCE
. i 11 Category Allowed Actual
atego mount
gory COMFERENCE 11 MISSION COM. CARR.-I $211.40 $211.40
LODGING $830.00 $830.00
COM. CARR.-I 5211.40 [ @
- = = ME&IE %390.50 %390.50
MILEAGE $10.20 %10.20
LODGING $830.00 ® @) OTHER 5190.00 $190.00
REMTAL CAR 5241.00 5241.00
MEIE $390.50 L&) @® TRAMSPORT 535.00 $35.00
_ . 11 CONFERENCE - .
MILEAGE $10.20 3 @ Sub Total: 1,908.10 1,208.10
— — 11 MISSION
OTHER 190,00 O (@
Category Allowed Actual
REMTAL CAR $241.00 @) Y LODGIMG 50.00 50.00
- . | Nt -
M& IE %0.00 %0.00
TRAMSPORT £35.00 [ ) @ 11 MISSION Sub
- - 50.00 50.00
Total:
Calculated Tri
P 51,908.10 51,908.10
Cost:
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Allocation by Percent

Trawvel

Defense Travel Management Office

Rew isws S ign

Exp ensewﬁ.dd itional Options

Accounting Labsl: ---Select--- St
Shared LA ---Seleckt o Add--- -

Cross Org LAz - Mo Other Accounts Availables -

Selected Accounting Code(s)

To remows an accounting cods tha oes ot apply to this trip,
remows link corresponding to the

sure the LiOA igned hawe cos

s allocated to it

A ccountin Wiewss FEdit Edit
= Organization

Label Hcchtg Code A llocation
11 COMFEREMCE TOECsEB
11 AMISSICM TCZCEB

Multiple accounting codes on a trip reguire allocation of s<xps
how vou wish to allocate. T
ations.

accounting codes(
Expenses™ to pro

Howr to Allocate:

Specific Expenss
w CategorysDate

0w

Froceed to the following page:

Fraom TDZCSEB

counting labsl to be removwed. Please make

Remowe

Expense allocated byw Expense Category

11 CONMFEREMNCE

Ac Dual

Category
COoOM. CARR.-I
LG I MG
MEIE
MILEAGE
OTHER
REMNTAL CAR
TRAMSPCORT

11 COMFEREMCE
sub Total:

11 MISSION

Category

Lo DG NG SO0
MEIE S0.00
11 MISSION Sub SO0 =000

otal:

Calculated Trip
Cost:

51,933.20

Frewiew -
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Creromn ro ust | A - o.nting Codes Trip Totals

Expense allocated by Expense Category
Please allocate the expenses for your trip to the accounting codes that you

selected. Please make sure that percentages add to 100%. 11 CONFERENCE
Category Allowed Actual
11 COMFEREMNCE 0% COM. CARR.-I S211.40 5211.40
LODGING 5830.00 5830.00
11 MISSION 0%
M IE %390.50 5390.50
MILEAGE 510.20 510.20
Percentage that is not allocated: 100% OTHER $190.00 $190.00
Calculate Totals | RENTAL CAR 5241.00 5241.00
TRANSPORT %35.00 535.00
Save Allocated Expenses | Cancel ‘ 11 COMFEREMCE
%1,908.10 %1,908.10
Sub Total:
11 MISSION
Category Allowed Actual
LODGIMG %0.00 50,00
ME IE 50.00 50.00
11 MISSIOMN Sub
50,00 50,00
Total:
Calculated Tri
P $1,908.10 $1,908.10

Cost:

Connect 2011
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Allocation by Date

Start Date: 17-Apr-11 r Find Accounting Label COM. CARR.-I 5211.40 5211.40
End Date: 2Z2-Apr-11 = Change Organization LODGIMG $830.00 $830.00
. MEIE $390.50 $390.50
Accounting Label: ---Select--- - From TDZCSBE -’ -
MILEAGE 510,20 310,20
Shared LOA: ---Select to Add--- e OTHER £190.00 £190.00
REMTAL CAR 241.00 241.00
Cross Org Loa: ---Select to Add--- -~ = =
TRANSPORT 535.00 535.00

Selected Accounting Code(s) 11 COMFERENCE

%1,908.10 5$1,908.10
Sub Total - N
To remowve an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be removed. Please make 11 MISSION
sure the LOA's assigned have costs allocated to it.
Category Allowed Actual
LODGIMG 50.00 50.00
Accounting View/Edit Edit
Organization Remowve M IE 50,00 50.00
Label E Acctg Code Allocation
11 MISSIOM Sub
. P . 50.00 50.00
11 COMFEREMCE TDZCSE = view/sedit = edit = remove Total:
11 MISSION TDZCSE * view/edit = edit > remove
Calculated Trip
51,908.10 51,908.10

Cost:

Multiple accounting codes on a trip require allocation of expenses to the
accounting codes(labels). Select how you wish to allocate. Then click "allocate
Expenses” to proceed with allocations.

How to allocate: By Expense Category w
By Percent

By Expense Category j

By Specific Expense
< By Category/Date

Connect 2011
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Allocation by Date (continued)

Expensze allocated by Expense Category
You canallocate trip expenses to multiple accounting codes bazed on travel

dates. 11 CONFERENCE
Category Allowed Actual
Trip StartDate: 17-Apr-11 COM. CARR.-| 5211.40 5211.40
Trip End Date: 22-Apr-11 LODGING 5830.00 S5830.00
MEIE 5390.50 5390.50
Vi 'Edit Acct
1ewr(_c,::|e ==t Start Date End Date Total MILEAGE s10.20 510.20
OTHER 51%0.00 51%0.00
REMTAL CAR. 5241.00 5241.00
11 COMFEREMCE 51,%08.10 TRAMSPORT 535.00 535.00
=g =
11 CONFEREMCE
[ 08.10 5 08.10
Sub Total: 51,%08.10 51,%08.10
11 MISSIOM S0.00
[+ =+ 11 MISSION
Category Allowed Actual
LODGING 50.00 50.00
Amount thatis notallocated: 50.00 R i
MEIE 50.00 50.00
Calculats Totals |
I.. <
11 MISSION Sub 50.00 50.00
Totak
Save Allocations | Cancel |
Calculated Trip
51,%08.10 51,%08.10

Cost:

Proceed to the following page: Preview A m
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DISCOVER NETWORK ENERGIZE Office of the Under Secretary of Defense (Personnel and Readiness)




For Official Use Only Defense Travel Management Office

o _'/3 Allocation by Specific Expense

D 2o
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Start Date: 17-Apr-11 * Find Accounting Label COM. CARR.-I 5711.40 5311.40
End Date: 22-Apr-11 ¥ Change Organization LODGIMG 5830.00 5830.00
A 5 O.50 S 0.50
Accountng Label: --Select--- - Fram TDZCSBE MEIE 3390.50 3390.50
MILEAGE 510.20 510.20
Shared LOA: ---Select to Add--- L7 OTHER 51%0.00 c120.00
RENTAL CAR S5241.00 5241.00
Cross Org LOA: --Select to Add--- s
TRAMNSPORT 535.00 535.00
Selected Accounting Codeis) 11 COMFEREMCE
51,908.10 51,%08.10
Sub Total
Toremove anaccounting code thatdoes notapply to this trip, select the
remove link corresponding to the accounting label to be removed. Please make 11 MISSION
sure the LOA's assigned have costs allocated to it.
Category Allowed Actual
LODGIMG 50.00 50,00
Accounting View/Edit Edit
o izati R MEIE 50.00 50.00
Label e Acctg Code Allocation smave
11 MISSION Sub 0,00 50,00
11 COMFEREMCE TDZCSE " oview/edit r edit T remove Total:
11 MISSION TDZCSE F view/edit r edit T remove
Calculated Trip
51,908.10 51,%08.10
Cost:
Multiple accounting codes on a trip require allocation of expenses to the
accounting codes{labels). Selecthow vouwish to allocate. Then click"Allocate
Expenszes” to proceed with allocations.
How to Allocate: By Expense Category -
Bw Percent
By Expense Category
Alla By Date I
By Categary/Date rem——

Connect 2011
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Swmizg Allocation by Specific Expense (continued)

Expense allocated by Expense Category

Allocate the expenszes for vour trip to the accounting codes thatyouselected
11 COMFERENMCE

11 Category Allowed Actual
Dat Cat
e aresary Amount COMFEREMCE 11 MISSION COM. CARR-I 531140 5211.40
LODGING S830.00 5830.00
Pvt Auto-
04717711 55.10 A $390.50 5390.50
0 Terminal 0 O] (] MEIE 390.50 390.50
MILEAGE 510.20 510.20
OTHER 5190.00 5190.00
04717411 LODGING 5166.00 ® — e
REMTAL CAR 5241.00 5241.00
TRANSPORT $35.00 535.00
04/17/11 MAELIE 553.25 o) O
11 CONFERENCE $1,%08.10 $1,%08.10
C il Aut Sub Total
ommercial uto-
04717/ 5241.00
04717411 DY/ TAD 241.00 =y
11 MISSION
i ., Category Allowed Actual
04/17/11 Comm Air (lndiv 5105.70 Q) ()
Eill) LODGING S0.00 50.00
MEIE S0.00 50.00
04/18/11 LODGING 5166.00
@ O 11 MISSION Sub
50.00 S0.00
Total
04/18/11 MEIE 571.00 & -
Calculated Trip - o - - a o
0471911 LODGING 5166.00 © ®) Cost: 51,308.10 51,308.10
04/1%/11 MAELIE 571.00 o) O
04/20/11 LODGIMG 5166.00 D] Y

Connect 2011
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Allocation by Category/Date

Start Date: 17-Apr-11 * Find Accounting Label COM. CARRL-I 5211.40 5311.40
End Date: 22-Apr-11 * Change Organization LODGIMNG 5830.00 S830.00
A 5 0.50 < 0.50
Accounting Label: -Select--- w From TDZCSE MEIE 53%0.50 53%0.50
MILEAGE 510.20 510.20
Shared LOA: ---Select to Add--- L OTHER 5190.00 5190.00
RENTAL CAR 5241.00 5241.00
Cross Org LOA: --Select to Add--- L
TRAMSPORT 535.00 535.00
Selected Accounting Codeis) 11 CONFERENCE
51,208.10 51,%08.10
Sub Totak
Toremove an accounting code thatdoes notapply to this trip, select the
remove link corresponding to the accounting label to be removed. Please make 11 MISSION
sure the LOA's assigned have costs allocated to it.
Category Allowed Actual
LODGING 50.00 S0.00
Accounting View /Edit Edit
i i MEIE 50.00 S0.00
Label Organization Acctg Code Allocation Rems
11 MISSION Sub £0.00 £0.00
11 CONFEREMCE TDZICSE Foview/edit & edit ¥ remove Totalk
11 MISSION TDZCSB Fview/edit = edit T remove

Calculated Trip
51,208.10 51,%08.10
Cost:

Multiple accounting codes on a trip require allocation of expenses to the
accounting codes{labels). Selecthow vouwich to allocate. Then click " Allocate
Expenszes toproceedwith allocations.

How to Allocate: By Category/Date R

Bv Percent

EBv Expenze Category
Allo Ev Date I
Bv Specific Expensze
Proceed to the following page: Preview L m
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w/ Allocation by Category/Date (continued)

% Defense Travel System Itinerary ~ Travel Expensewﬂdiﬁnnalopﬁnns Review/ Sign
A New Era of Government Travel

Mlocate trip expenses to multiple accounting codes based on Expense Category and Date Range.

Trip Start Cate: 17-4pr-11
Trip End Dake: 22-Apr-11
» &dd Expense/Date Range
Expense Category | Start Date End Date LOA Amount Description Edit Remaove
save Mlocations Cancel

Proceed to the folowing page: Freview W m
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‘«wﬁ’ Allocation by Category/Date (continued)

4,
M
I
%,
S Tment of

% Defense Travel System Itinerary  Travel ExpenseMdﬂiﬁnnaleﬁnns Review/Sign
A New Era of Government Travel

_ _ﬁ.canunting Codes Trip Totals

/= Add Expense/Date Range - Microsoft Internet Explorer provided ... E@g|

& | https:/fdtscdowebgoy, defensetravel osd. milfdts/apprservice=direct /1 [ AllocateExpensesE ¥ %

Mlocate trip expense

L

Please Maote: A Red Star { ¥ ) indicates a field is required.
“‘Expense Category: | ---Select to Add--- w
. *Start Date; '
» Add Expense/Date Ra ‘End Date: =R
LOA ---Select to Add--- »
Expense Category bt Remaove
S5ave | Cancsl |

€D Internst +100% -
LI = e R ) I'lm-Il T T W Ty v
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Allocation by Category/Date (continued)
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@ Defense Travel System Itinerary  Travel ExpenseMdditinn alOptions  Review/Sign
A New Era of Government Travel

_ _ﬁ.ncnunting Codes Trip Totals

/= Add Expense/Date Range - Microsoft Internet Explorer provided ... g@g|

& | https:/fdtscdowebgoy, defensetravel osd. milfdts/apprservice=direct /1 [ AllocateExpensesE ¥ %
Mlocate trip expenses
Please Maote: A Red Star { ¥ ) indicates a field is required.
“‘Expense Category: | ---Select to Add--- bt
“Start Date: —-Select to Add-—-- h v
= &dd Expense/Date Ra ALL
End Date: MILEAGE v
L OA OTHER
Expense Category COM. CARR.-| it Remaove
TRAMSPORT
REMTAL CAR
LODGIMG
MEIE
€D Internst +100% -
LI = e R ) I'Im-ll T T W Ty v
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w Allocation by Category/Date (continued)

% Defense Travel System Itinerary  Travel ExpenseMdﬂiﬁnnaleﬁnns Review/Sign
A New Era of Government Travel

_ _ﬁ.canunting Codes Trip Totals

/= Add Expense/Date Range - Microsoft Internet Explorer provided ... E@g|

& | https:/fdtscdowebgoy, defensetravel osd. milfdts/apprservice=direct /1 [ AllocateExpensesE ¥ %

Mlocate trip expense

L

Please Maote: A Red Star { ¥ ) indicates a field is required.
“Expense Category: |ALL w
| “Start Date: 03/15/2011 =~
* 00 Expense/Date Ra End Date: 03/28/2011 Er
LOA ---Select to Add--- »
Expense Category bt Remaove

---Select to Add---

|: 11 MISSI0ON g

€D Internst +100% -
LI = e R ) I'lm-Il T T W Ty v
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w Allocation by Category/Date (continued)

New Era of Government Travel

_ _ﬁ.canunting Codes Trip Totals

% Defense Travel System Itinerary  Travel ExpenseMdﬂiﬁnnaleﬁnns Review/Sign
H

/= Add Expense/Date Range - Microsoft Internet Explorer provided ... E@g|

& | https:/fdtscdowebgoy, defensetravel osd. milfdts/apprservice=direct /1 [ AllocateExpensesE ¥ %

L

Mlocate trip expense
Please Maote: A Red Star { ¥ ) indicates a field is required.

“Expense Category: |ALL w
| “Start Date: 03/15/2011 Bz
* 70d Expense/Date Ra ‘End Date: 03/28/2011 =
LOA 11 COMFEREMCE v
it Remove

Expense Category
Save | [ancel|

€D Internst +100% -
LI = e R ) I'lm-Il T T W Ty v

Connect 201] Office of the Under Secretary of Defense (Personnel and Readiness)
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smzj Allocation by Category/Date (continued)

&
N s
O min of DS

% Defense Travel syStem Itinerary  Travel ExpenseMﬂtlit‘ion al Op tions Review/ Sign
= A MNew Era of Government Travel
| RETURN TO LIST _i.ccuuntmg Codes Trip Totals
Allocate trip expenses to multiple accounting codes based on Expense Category and Date Range.
Trip Start Date: 17-Apr-11
Trip End Date: 2Z-Apr-11
= Add ExpensesDate Range
Expense Category Start Date End Date LOA Amount Description Edit Remove
11
_ s £ £ £ = . * Detai = i = Ro Ve
COM, CARRE.-] Q41752011 Q472252011 COMFERENCE 5211.40 Details Edit Eemove
11
LODGIMNG 041772011 Q45222011 5830.00 r Details = Edit = Remove
CONFERENCE - — -
11 . .
MEIE 0471772011 0472272011 5390.50 r Details = Edit = Remove
CONFERENCE . -
11
MILEAGE Q451752011 Q4522752011 COMFERENCE $15.30 * Details = Edit = REemove
11 . .
OTHER 0451772011 0472272011 5195.00 r Details = Edit = Remoaove
CONFERENCE - - -
11
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Allocation by FY Auto

l’% Defense Travel System Itinerary  Travel Erpensewdditional Options  Review/Sign
A New Era of Government Travel

| reTuRN TO LIST | Accounting Codes Trip Totals

Select the appropriate accounting code for this trip. If there are multiple 11 MISSION
accounting codes thatare required for this trip, please selectall thatapply.
Category Allowed Actual
COM. CARR.-I 51,201.40 51,201.40
Start Date: 26-5ep-11 * Find Accounting Label
LODGIMNG 5605.00 S&05.00
End Date: 07-Oct-11 ¥ Change Organization PAEIE $234.50 $234.50
Accounting Label: --Select--- B From TDZCSBE OTHER 550.00 550.00
---S5elect--- RENTAL CAR 5431.08 5431.08
Shared LOA:
e 11 COMFEREMCE TRANSPORT 560.00 560.00
11 EXERCISE
Cross Org LOA: 11 FMS
- 11 MISSION Sub
“ 52,581.98 52,581.58

12 MISSION Totak

Selected Accounting Codel(s)

Calculated Trip

Toremove an accounting code thatdoes notapply to this trip, select the 57.581.98 57.581.98
remove link corresponding to the accounting label to be removed. Please make Cost:
sure the LOA's assigned hawve costs allocated to it

View/Edit
Accounting Label Organization ! Remowve

Acctg Code

11 MISEION TDZICEE s view/edit ¥ remove
Proceed to the following page: Preview - Continue

Connect 201 ] Office of the Under Secretary of Defense (Personnel and Readiness)
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Q‘?’éy Allocation by FY Auto (continued)

Dé&

l’% Defense Travel System Itinerary  Travel Ex;)enseMﬂdiﬁonal Options  Review/Sign
A New Era of Government Travel

| reTuRN TO LIST | Accounting Codes Trip Totals

Select the appropriate accounting code for this trip. If there are multiple 11 MISSION

accounting codes thatare required for this trip, please selectall thatapply.
Category Allowed Actual
COML CARRL-I 51,201.40 51,201.40

Start Date: 26-5ep-11 * Find Accounting Label

Windows Internet Explorer,

P ‘our ackion has made this an FY crossover trip, You may have previously entered one of the Following non-mileage expenses; Commercial Sukto {any bype), Hotel Sales Tax,
L__-\r/ Hotel Roaom kax or Parking-terminal. You should now consider ediking the date ranges for these expenses. Do you want DTS ko use FY Auko ko allocate wour expenses
based on the dates or date ranges previously provided in wour trip? If vou dedine, wou can adjust vour expenses and initiate FY Auto in Accounking at any kime,

(0] l [ Cancel

2o leCied ACCOUNTINE Lodes)

Calculated Trip
Cost:

Toremove an accounting code thatdoes notapply to this trip, select the 57.581.98 57.581.98
remove link corresponding to the accounting label to be removed. Please make

sure the LOA's assigned have costs allocated to it.

View/Edit
Accounting Label Organization ! Remowve
Acctg Code

11 MISEION TDZCEE Fview/edit T remove

Proceed to the following page: Preview L Continue
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Allocation by FY Auto (continued)

SISO L UIS dPPT PN idle dC CUUN LN COOs TUr LS PR 1 LN e dr 2 rtnueepie
accounting codes thatare required for this trip, please selectall thatapply. 11 MISSION
Category Allowed Actual
Start Date: 26-Sep-11 > Find Accounting Label COM. CARR-1 5718.90 5718.90
End Date: OF-Oct-11 * Change Organization LODGIMNG S275.00 5275.00
A S10 510
Accountng Label: --Select--- - From TDZCSBE MEIE >101.45 >101.45
OTHER 525.00 525.00
Shared LOA: —Select to Add--- v REMTAL CAR. 5179.62 5179.62
TRANSPORT 530.00 530.00
Cross Org LOA: --%Select to Add--- R
11 MISSION Sub
. - 5829.57 582957
Selected Accounting Codeis) Totak
Toremove anaccounting code thatdoes notapply to this trip, select the 12 MISSION
remove link corresponding to the accounting label to be removed. Please make Categary Allowed Actual
sure the LOA's assigned have costs allocated to it. COM. CARR-I c982.50 c9a2.50
LODGIMG 5330.00 5330.00
Accounting Wiew/Edit Edit
o izati = MEIE 5133.08 5133.05
Label HER LTl Acctg Code Allocation smene
OTHER 525.00 525.00
11 MISSION TDZCSE ¥ view/edit ¥ edit ¥ remove REMNTAL CAR 5251.46 5251.46
TRANSPORT 530.00 530.00
12 MISSION TDEZCSBE Foview/edit r edit T remove
e — 12 MISSION Sub
- 51,752.01 51,752.01
Totak
Multiple accounting codes on a trip require allocation of expenses to the
accounting codes{labels). Selecthow vouwish to allocate. Then click"Allocate Caleul d Tri
Expenses toproceed with allocations. Cﬁ ctu ate e 52,581.98 52,581.58
ost:
Hows ta Allocate: Bw FY Auto s
Bv Percent
Bv Expense Category
Allo Bv Date I
BEv Specific Expense
< Bw Categorv/Date

2 Done
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Expense Category

COM. CARR.-I

LODGIMNG

MEIE

OTHER

REMTAL CAR

TRAMSPORT

Start Date

0%/26/2011

107012011

0%/26/2011

107012011

0%9/26/2011

107012011

09/26,/2011

10/01/,2011

09/26,/2011

107012011

0%/26/2011

10012011

Connect 2011

DISCOVER NETWORK ENERGIZE

End Date

0%/30/2011

104072011

0%/30/2011

107072011

0%/30/2011

10/07/2011

0%/30/2011

10/07/2011

0%/30/2011

10/07/2011

0%/30/2011

104072011

For Official Use Only

Allocation by FY Auto (continued)

Trip Start Date:
Trip End Date:

Lo

11 MISSIOM

12 MISSION

11 MISSIOM

12 MISSION

11 MISSIOM

12 MISSIOM

11 MISSIOM

12 MISSIOM

11 MISSIOM

12 MISSIOM

11 MISSIOM

12 MISSIOM

Save Allocations

26-5ep-11
O07-0ct-11

Amount

5218.90

5982.50

S275.00

5330.00

5101.45

5133.05

525.00

525.00

5179.62

5251.46

530.00

530.00

Cancel

Description

= Details

= Details

= Details

= Details

= Details

+ Details

+ Details

= Details

+ Details

+ Details

+ Details

= Details

Defense Travel Management Office

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

For Official Use Only

Allocation by FY Auto (continued)

ﬂ" Yiew Expense/Date Range - Microsoft Internet Explorer, provided by CIS of CACI, Inc. - Federal

& | https:Jfdtscdowebgov, defensetravel. osd.milfdtsfapp?service=direct)1 fallocateExpensesByFyautofviewDetailstsp=4+

w

Defense Travel Management Office

Itdl Certificate Error

Done

OTHER DETAILS

Date

0941872011

0941972011

09/20/2011

09/21 /2011

09/22/2011

09/23/2011

0%/ 247201

09/25/2011

11

092712011

11

09/29/2011

09430/2011

LOA

11 MISSION

11 MISSION

11 MISSION

11 MISSION

11 MISSION

11 MISSION

11 MISSION

11 MISSION

11 MISSION

11 MISSION

11 MISSI0N

11 MISSI0N

11 MISSION

Cescription

MEIE

MEIE

M&IE

MEIE

MEIE

MEIE

MEIE

MEIE

MEIE

MEIE

MEIE

MEIE

MEIE

Totals:

Amount

@ Internet

549.50

315.80

315.80

515.80

515.80

515.80

515.80

515.80

515.80

515.80

515.80

515.80

515.80

H100% <

Amount
572.00
5 96.00
596.00
5 96.00
5 96.00
5 96.00
5 06.00
5 96.00

5 96.00

€ O W

>
+100% -
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Foreign Military Sales (FMS)

‘. iy

o
0,

s
S ment of

-
| /)’

(P W1 N |ines of Accounting v Search LOA{s) | Create LOA(s) | Update Default LOA{s) | Mass Update | Mass Copy | View LOA(s) List

Create Line of Accounting * Required

Format Map: * | Select One .. v

_CoAF 2,9/29/2003

ARMY 3, 6/6/2003

BSM 1. 2/6/2006

[CEMS 1. &/1/2001 |
DTRA. 7/3/2006
DWAS 1. 1/1/2004
MC 1, 8/1/2001
MSC, 107132005
NAVY 1, 8/1/2001
NAVY ERP1, 9/26/2006
NAVY FMS, 1/3/2005
NRL1, 6/3/2006
[SAP1. 3/10/2004
SDDC-AF, 5/12/2006
SDDC-ARMY. 5/12/2006
SFIS v 4

VWAAS 1 Bi?ig{H}E
eBiz 2 2/20/2003

Connect 2011
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- 3
-
Y,
‘.."“]”_.
N
imen of DSg

(i) Foreign Military Sales (FMS) (continued)

Search L OA(s) | Create L OA{s) | U te Default | OA(s) | Mass Update | Mass Copy | View L OA{s) List

Create Line of Accounting (An empty budget shell will not be created if Create Budget is not checked ) " Required

Farmat Map: MNANY FIMS, 1/3/2005
Organization Mame: = | TDZCSE ~ &

Share LOA: [dYes
Create Budget: [+*]1Yes

Empty Budget Shell Fiscal Year: 201 (4 digit vear)

Label

LOA Fiscal Year: © |11 (2 digit vear)
LOA Mame: © |[FMS EQUIP

LOA Data Elements

AL or DTST: & {6 or DTST)
DTST Sub-field: {14 )

Account 1

DEPT: (2)
Account 2 TDPT: (2)
DFEY: (2)

BFY: (1)

EFY: (1)

Account 3 APPM: (4]
SUBH: (4)

DD DD DD DD DD DD DD DO

Connect 2011
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g@y Foreign Military Sales (FMS) (continued)

O min of DS

 Table 8-5: Values for FMS LOA Format Maps

VALUES FOR FMS LUA HORKMAI MAFS
LOA FORMAT MAP LOA FIELD NAME POSITION(S) VALUE |
AGCOUNT POSITIONIS)
HUMBER

AF 2, 2720003 2 Department Code (DEFT) 1-2 87
SDDC-AF, 512106 2 Trarsferring Agency [TA) 4-5 11

2 Fiscal Year (FY) i X

2 Approgriation Symial (APPR) 212 g2412
ARMY 3, 608003 2 Department Code (DEPT) 1-2 a7
OTRA, TIH06 F Fiscal Year [FY) 47 XX XX
e 2 Basic Symbol Number [B5N) 312 5242

8 Trarsfesring Agency [TF) i 11
MG, 81N 2 Department Code (DEFT) 1-2 87

2 Fiscal Year [FY) 4-5 XX

2 Approgriation Symbal (APPR) 1013 g2412

10 Transfer Agency - FM3 [TF) 1-2 11
B3M 1, 216106 2 Department Code (DEPT) 1-2 a7

2 Fiscal Year (FY) 4.7 XEXX

2 Basic Symbol (BS) 9-12 8242

ol o i & N o S S i S D ol e = e S 1 S st St S | o i L S e S
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For Official Use Only Defense Travel Management Office

‘«wﬁ’ Foreign Military Sales (FMS) (continued)

Dé&

"% Defense Travel System Itinerary  Trawel  Exp EHSEMﬂdiﬁnn al Options  Review/Sign
A

MNew Era of Government Travel

Select the appropriate accounting code for this trip. If there are multipls 11 CONFEREMCE

accounting codes that are reguired for this trip, pleass select al that apply.

Category Allowwed Actual

LODGING 5220.00 5220.00
Start Date: 21-Mar-11 = Find &Accounting Labsl

MEIE 5131.40 5131.40
End Cate: 25-Mar-11 = Change Crganization

11 COMFEREHCE ~ ~
Accounting Labsl: | ---Sslect--- ) From TDZCSE Sub Total: 5361.40 5361.40

Shared LAz - s
11 EXERCISE
11 FMS calculated Tri
Cross Org LOA: 11 missIOn - o es R $351.40 5$351.40

Selected Accounting Codei(s)

To remowve an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be removed. Please make

sure the LOA's assigned have costs allocated to it.

Wiews/Edit

Accounting Label Organization Remowve
= = Acctg Code

11 CONFEREMCE TDZCs5B = view fedit = remove

Froceed to the following page: Preview b m

Connect 201 ] Office of the Under Secretary of Defense (Personnel and Readiness)
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g@y Foreign Military Sales (FMS) (continued)

O min of DS

HOTIFICATION OF POSSIBLE DELAY IM PROCESSING f PAYMENT

This travel document indicates travel being performed on Foreign Military Sales (FMS) funds. Disbursement of FMS funds requires
prior approval from the Defense Integrated Financial System (FIFS), DFAS-ADY/DE and may take up to 7 business days to process.
Delays in processing/payment of non-ATM Advances, SPPs and/or the voucher from authorization may take up to 7 business days.

If the Cancel option is selected, you will be returned to the Digital Signature page and can choose to proceed with either of the
followring:

- Select different LOA then continue with approval process.
- Reject the authorization back to the traveler for resubmission using a different LOA.

Proceed ] [ Cancel

Connect 2011
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Foreign Military Sales (FMS) (continued)

DATE: MM/DD/YY

FROM: Defense Travel System

TO: Traveler@organization.org.mil
CC: DTA@organization.org.mil
Subject: Possible Delay in Payment

Name of traveler:

Name of travel document:

Travel Authorization Number (TANUM):
Organization:

Your AUTH <doc name> indicates travel being performed on Foreign Military Sales (FMS)
funds. Disbursement of FMS funds requires prior approval from the Defense Integrated
Financial System (DIFS), DFAS-ADY/DE and requires additional processing time.
Processing/payment of your subsequent non-ATM Advance, SPP, and/or voucher from
authorization may take up to 7 business days. Contact your Finance Defense Travel
Administrator (FDTA) if you do not receive payment within this time.

Please do not respond to this email.

Connect 2011
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Cross-0Org Funding (X-Org)

» Allows one organization to provide LOA to another

e Differs from shared LOA in that it can be shared with
any organization in DTS

e Can be assigned to an individual or an organization
« Budget will reside with funding organization
 LOA may be removed from use at any time

* Prevents possible accounting system rejects

o Specific X-Org routing list or routing list detail, can be
established as needed

Connect 2011
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For Official Use Only Defense Travel Management Office

%ﬂ Cross-0Org Funding (X-Org) (continued)

O min of DS

Lines of Accounting (Search Results)
Organization Hame_ TDZCSE Label
:-Pncrllelwd;[ E]L:::-DFQEI'IIZHIIDI'IS e Unbudgeted LOA(s) Only: No
DeletSeE|;rclt:iT:||:lllnver Edit Organization Name Label Shared Format Map Link to
n | Update || Copy|[ *-OrgFunding | TDZCSB 11 CONFERENCE Me  AF 2, 9/29/2003  MNew Budget
] | Update || Copy|| -OrgFunding | TDZCSB 11EXERCISE ~ No  AF 2 9/29/2003  New Budaet
] | Update || Copy|| x-OrgFunding | TDZCSB 11 FMS No  NAVY FMS, 1/3/2005 New Budget
] | Update || Copy || x-OrgFunding | TDZCSB 1TMISSION  No  NAVY 1, 8/1/2001  New Budget
O | Update || Copy|| -OrgFunding | TDZCSB 12 MISSION No  MAVY 1 8/1/2001 New Busast
Select All  Clear All
[ Delete Selected(on this page) ] [ Rollover Selected (an this page)
1-50fh
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Cross-0Org Funding (X-Org) (continued)

e

-
-
P &
o
e

Search Cross Org:

Cross Org For Funding

Qr

Search Cross Org By Traveler SSHM

Funding LOA Label 11 MISSION
Funding LOA Org TDZCSB

[Eear-:h ][ Return List ]

Selected Organizations and Individuals for Funding:

Select to Delete Organization/Traveler

Delete Selected
[ |

m

Select Routing List:
Document Type -Selectto Add- + Routing List -Selectto Add- +

Zave Routing List

Selected Routing List:

Select to Delete Document Type/Routing List

Delete Selected

m
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Cross-0Org Funding (X-Org) (continued)

*
)

*
)

&/
q‘b%m i = .e‘f’ﬁ

Search Cross Org:

Cross Org For Funding: TDZKMB
Or

Search Cross Org By Traveler SSH:

Funding LOA Lahel: 11 MISSION
Funding LOA Org: TDZCSB

[Sear-:h ][ Return List ]

Selected Organizations and Individuals for Funding:

Select to Delete Organization/Traveler

Delete Selected
| ]

(5]

Select Routing List:
Document Type: -Selectto Add- » Routing List: -Selectto Add- #

Save Routing List

Selected Routing List:

Select to Delete Document Type/Routing List

Delete Zelected

(18]
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WJ Cross-Org Funding (X-Org) (continued)

%mo‘m"’

Cross Org:

Traveler First Mame:
Traveler Last Mame:
Traveler SSM({last 4 digits):

Cross Org Mame: TDZKMB
Cross Org Description: KMBTEAM
Funding LOA Label: 11 MISSION
Funding LOA Org: TDZCSB

Save Crg ] [ Cancel ]

Connect 2011
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For Official Use Only Defense Travel Management Office

Cross-0Org Funding (X-Org) (continued)

Search Cross Org:

Cross Org For Funding
Oor

Search Cross Org By Traveler SSH

Funding LOA Label
Funding LOA Org

11 MISSION
TDZCSB

| search || ReturnList |

Selected Organizations and Individuals for Funding:

Select to Delete

TDZKMB

Organization/Traveler

Delete Selected
Select Routing List:
Document Type -Selectto Add- » Routing List -Selectto Add-

Save Routing List

Selected Routing List:

Select to Delete

Document Type/Routing List

Delete Selected

Connect 2011
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Defense Travel Management Office

For Official Use Only

Cross-0Org Funding (X-Org) (continued)

£ ][]l

Search Cross Org:
Cross Org For Funding TDZKMB
Qr
Search Cross Org By Traveler S5M
Funding LOA Label 11 MISSION
Funding LOA Org TDZCSB

| search || ReturnList |

Selected Organizations and Individuals for Funding:

Select to Delete
] TDZKMB

Organization/Traveler

Select All  Clear All

Delete Selected
Select Routing List:
Document Type -Selectto Add- Routing List -Selectto Add- »
Selsctio Add | SaveRoutingList |

f
A I

Selected Routing List: VCH
LvVCH —
Select to Delete Document Type/Routing List

Selected

[iE]

| Delet

Connect 2011 Office of the Under Secretary of Defense (Personnel and Readiness)
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Cross-0Org Funding (X-Org) (continued)

e

-
-
P &
o
e

Search Cross Org:

Cross Org For Funding TDZKME
Or

Search Cross Org By Traveler SSH

Funding LOA Label 11 MISSION
Funding LOA Org TDZCSB

[ Search ] [ Return List ]

Selected Organizations and Individuals for Funding:

Select to Delete Organization/Traveler
"] TDZKIME
Select All Clear All
Delete Selected
Select Routing List:
Document Type AUTH b Routing List -Selectto Add- +
Save Routing List ect i Add-
Selected Routing List: DIRECTOR
—ROUTINE
Select to Delete Document Type/Routing List

Delete Selected
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For Official Use Only

Cross-0Org Funding (X-Org) (continued)

Defense Travel Management Office

Search Cross Org:

Cross Org For Funding TDZKME
Qr
Search Cross Org By Traveler SSH
Funding LOA Label 11 MISSION
Funding LOA Org TDZCSB

[ Search ] [ Feturn List ]

Selected Organizations and Individuals for Funding:

Select to Delete

Organization/Traveler

™1 TDZKNMB
Select Al Clear All
Delete Selected |
Select Routing List:
Document Type ALUTH e Routing List CSB w
[ Save Routing List
Selected Routing List:
Select to Delete Document Type/Routing List
™ AUTH/CSB
Select Al Clear All

o
o
]
o
i
0]
o
i
o
m
=1
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Smzj Audit Pass — Unable to Approve

Miment of DE°

 Documents remain at Audit Pass for either a budgeting
or Passenger Name Record (PNR) error

« DTS matches LOA elements on document against LOA
elements of budget(s), not based on labels

o Screenshot of Fund Authorization page should be
obtained from AO to assist in resolving Audit Pass
ISsues
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%‘?j Audit Pass — Unable to Approve (continued)

imen of DSg

Fund Authorization

Funding is not available in the following budgets associated with the LOAs selected for the travel document. ¥You are authorized to
approve the document without adequate funding. Would vou like to continue with the Approval Process? If vou elect to cancel,
please contact vour financial DTA for assistance or designate a different LOA for the expenses.

LOA Label: 1

COMFEREMCE (Org: TDZCSE )

Budget Labsl: 1

COMFEREMCE {Org: TDZCSE )

Fizcal vear: 2011

Budget ltem for 11 COMFEREMCE (Org: TDZCSE )

Status Budget Before Funding Funding Amount Budget After Funding
11 CONFEREMCE/ Insufficient Funds 5300.00 51,933.20 -51,633.20
Cancel Approve and Continue
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L
*

&
38

‘W,} Budget Overview

&,
oot of D€

g L
] *
Sl
*
*

e Tracking tool or “checkbook” used to control fund usage

o Typically maintained at organizational level
 May be created when LOA are established
e Can be shared by all sub-organizations
 Budget Journal provides recent transactions

 Permission level 3 and Organization Access are required
to create and edit budgets
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w Basic Budget Functionality

DEfense Travelsystem Budget Main Manual Transaction  Reports

A New Era of Government Travel

Show Budgets Create Budget View Journal Mass Update Budgets

Cument Date: 03-28-2009

Budget Officers use the Budeet Mainfenance Function to work with existing budgets and create new ones. They use this section of the
tool to do the folowing:

# View, edit or inactivate existing budgets in the Show Budefs section

# Create new quarterly or annual budgets, copy existing LOAS to the new budget and share the new budget with spedfied organizations
in the Creafe Audgetsection

 View Budget Journal transactions and spedfy the number of transactions to view per screen

Connect 2011
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Advanced Topics

o
&
38
-
*

nay
D""h.
*
* Dﬁ_
PG
*
*
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# f
el
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Sy iy
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Fiment of D&

1 Ma
e“ﬁfa *
4 *

|

 Manually Entered Transactions

 Budget Mass Update
 Wildcard Budget

Delete/Deactivate Budget
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e o..g\ LI
‘e * * *
%
o L
5 4

Smzj Manually Entered Transactions

&,
oot of D€

 Permission Level 3 required and organization access

 ‘Manually Entered Transactions’ indicator must be
selected in DTA’s user profile

e Used to insert an adjustment transaction into a budget

o Offsets funding actions not posted to DTS budget

Connect 2011
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f
&y

W Manually Entered Transactions (continued)

DEfEﬂSE Travel System Budget Main  Budget Maintenance Manual Transaction Reports

A New Era of Government Travel

Manual Entry

Cument Date: 03-03-2008

Specified Budget Officers| (Level 3 with the manualinserfion fag set)|use the Manual Transaction Function to enter and save adjustment
transactions so the budget may be kept up-to-date in a timely fashion.
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DTA Tools: People Search People | Create Person | Receive Person | View Person Lists

Update Person (User / Traveler) * Data Required

. CommonbData |

S8M: XOO0T3T
First Mame: * |HELEM

Middle Initial: D
Last Mame: * DTMO1

Organization Mame: * | PTDTMO-AGEMNCY F ﬂ
Email: |email@email.com
. UserSpecificbata
Organization Access: * | PTDTMO-AGEMNCY - ﬂ
PTDTMO-AGEMNCY i EI—Organization Owner Name

Group Access:
AGENCY —Group Name

Mon-editable Permission Level(s):
Editable Permission Level(s): * 0 1 2 4 5 (5] 7 g
Approval Override: * &) Yes (3 Mo
I Manually Entered Transaction: = & Yes (O No I
MNon-DTS Entry Agent (T-Entered): * &) Yes () Mo
Debt Management Monitor: = & Yes (O No
Self-AQ Approval- © & Yes (O No
User ID: 19000001935 | ResetUseriD |
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W Manually Entered Transactions (continued)

Defense Travel S}rstem Budget Main Budget Maintenance Manual Transaction Reports
A New Era of Government Travel

Current Date: 03-023-2009

Manual Entry Transaction allows a user to insert an adjustment transaction into a budeget, to offset travel document actions
that were not or could not be posted to the budget item.

Mote: Capton in bold is a required field and you must select one LOA Label or Shared LOA Label.

Fiscal Year» | 2009 %

Organization » PTDTMO-AGENCY 1q’
A Enter the organization or click on the jcon to select a value
LOA Label » v
OR

Shared LOA Label» | %

Connect 201 ] Office of the Under Secretary of Defense (Personnel and Readiness)
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@ Manually Entered Transactions (continued)

5
el
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Defense Travel S}rstem Budget Main Budget Maintenance Manual Transaction Reports
A New Era of Government Travel

Cument Date: 03-04-2009

Manual Entry Transaction allows a user to insert an adjustment transaction into a budeet, to offset travel document actions
that were not or could not be posted to the budeget item.

Mote: Caption in bold is a required field and you must select one LOA Label or Shared LOA Label.

Fiscal Year+ | 2009 ¥

£

PTDTMO-AGENCY ]

2 Enter the organization or click on the icon to select a valu

Organization »

LOA Labelr | 09 DEFAULT
OR

Shared LOA Labels | ¥

Connect 201 ] Office of the Under Secretary of Defense (Personnel and Readiness)
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% Manually Entered Transactions (continued)

If the budeget being adjusted i= shared or contains a shared LOA, DTS will automatically carry the adjusted transaction into
those associated budeets as well.

Mote: Capton in bold is a required field.

Organizaton » PTDTMO-AGEMCY
LOA Label » 0% DEFAULT
Fizcal Year » 2009

Fiscal Quarter » Quarter 2

0370472009 |mm

-

Format is MAMdd Syyyy

Date Entered »

TAMUM » | 1

Document Mame » | |

Total Obligation Adjustment
. [0:0 )
Amount

Remarks «

T .\_\____‘H.F---‘!r.'"-“ SR L PRI PSR .‘__*-1--.--_‘ sl o T r—.-‘k FACSRIE N
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@ Manually Entered Transactions (continued)

If the budget being adjusted is shared or contains a shared LOA, DTS will automatically carry the adjusted tramsaction into
those associated budegets as well.

Mote: Caption in bold is a required field.

Oreganization » PTOTMO-AGEMCY

LOA Label» 09 DEFAULT

Fizcal Year+» Z00%

Fiscal Quarter » Quarter 2

l03/04/2009 |m=

A Format is MM dd Sy

Date Entered »

TANUM » [ONZT5X 1

Document Name » [ EOPENSACOLAO20709_A01 |

Total Obligation Adjustment

Amount |4501.63 M

MIPR for funding provided to organization ABC1234 for traveler Eric Ortiz.
Remarks »

A _‘ — Wﬂ_“—._tq.-“ e _M"‘.'\- i, s gl ol S e, "-.“"'I""""-._L _,*-—--....-__. gl e R o it e,
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Manually Entered Transactions (continued)
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The transaction has been saved to the system.
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Wp,} Budget Mass Update

&,
oot of D€

e Situations where Mass Updating would occur:

— LOA rejects and DTA wants to keep labels identical

— Change in Accounting System data elements
 If budget has been used, can only update with a wildcard

 If budget not used, can be updated with any element
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@.'5, Wildcard Budget

&,
bo’““ont ot 0!

e Used to monitor funds from a single budget

o Accepts any LOA element value in specified field

« Asterisk in budget
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Deleting/Inactivating Budgets

n Budget Main Budget Maintenance Manual Transaction Reports

' Shows Budgets Create Budeget Wiew Journal Mass Update Budegets

The following list shows the budgets and total budgeted amounts for the specified fiscal vear and organization(s). To update the budgeted
amounts or accounting code elements for a budeget, click Edit. To inactivate or delete a budget, click Inactivates/Delete. If a budget item has
a View link in the Inactivate/Delete column, this budget has been inactivated. Click on VWiew to view the inactive budget. If a budget item has

a View link in the Edit column, this budget is a shared budget which belongs to a parent organization. Click on VWiew to view the parent’s
budget.

Budget items with blank gquarterly funding targets indicate that the budget is an annual budget.
-'\ o T N T ol S ot A I R g s T et J B e U T Rt NPT P S I
1 | 1 1 1 1 1 1

View TOZCSE 11 EXERCISE Q M 50.00 5300.00 540, 100.00 50,00
Edit nactivate/Delete TOZCSE 11 MISSION Q M 50.00 520:0,000.00 520:0,0:00.00 5200, 000,00
Edit Inactivate/Delete TDZCSE 11 NAVY A N
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Edit

m
[=)

m
[=)

UiL

Inactivate/Delete

nactivate/Dgete
o

) |y
Click to Inactivate

Wiew
W IEW

nactivate/Deete

Inactivate/Delete

Organizaticn

TOZC5E

TDZC58

TOZC5E

TDZC5B

Budget Label

11

CONFERENCE

11 EXERCISE

11 MISSION

11 NAVY

Annual/

Quarterly

2=

For Official Use Only

Shared

it

i

it

M

Target Amount
Qtr 1

50,00

S0.00

50,00

Target Amount
Otr 2

5300.00

5300.00

A R
LU, UL

Deleting/Inactivating Budgets (continued)

Target Amount
Qtr 3

A R
LU UL

540,100.00

A R
LU UL

Defense Travel Management Office

Target Amount
Otr 4

mm A
LU UL

50.00

mm A
LU UL
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Deleting/Inactivating Budgets (continued)

ravel S}rﬁtem Budget Main Budget Maintenance Manual Transaction Reports

Show Budgets Create Budget View Journal Mass Update Budgets

overnmeént Travel

Inactivating a budeget item will prevent new funding actions for approved Authorzations, Vouchers or Local Vouchers from
being applied against the inactive budeet. Fund/Un-fund actions for Cancellations, removal of an LOA from the document,
and Paid/Rejected SPPs, will still be applied against inactive budgets. You cannot re-activate an inactive budget.

T T T T Ll e e e Rk PRI e P TP N
Remarks » \

B e T s S S S B sy e S S

e T e T T e e T e e e e e e e e S R e e e e e e e e

Account 10
TF (2] »

LOC (2]«

FCM (3) »

FLM {3)

s
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Q@ﬂ Deleting/Inactivating Budgets (continued)

2 ment of DE

Account 7
ROM {15) »
REC (1)
Account 8
JHLL (4) ¢
DSSM (4] »
ACR Windows Internet Explorer, E|
P Once a budget has been inactivated or deleted it cannot be reactivated or un-deleted.
-
Account 9 - Are vou sure vou want to proceed with the selected action?
IBO
[ Ok ] [ Cancel
Account 10
TF (2]
LOC (2)»
FCH {3)»
FLH {3)»
==
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\&y Deleting/Inactivating Budgets (continued)

Y,
)
‘.."“]”_.
s
gt of D€

) ) ) L Annual/ Target Amount Target Amount Target Amount Target Amount
Edit Inactivate/Delete Organization Budget Label Shared
£ £ Quarterly Qtr 1 Qtr 2 Qtr 3 Qtr 4
View TDZCSB 11 Q M S0.00 $300.00 5200,000.00 5200,000.00
. CONFERENCE
Now Inactive
View TDZCSB 11 EXERCISE Q M S0.00 $300.00 540, 100.00 50.00
Edit nactivate/Delete TDZCEB 11 MISSION Q N 50.00 5200,000.00 5200,000.00 5200,000.00
Edit Ina:ti'.-aﬁ'ﬂslsts TDZC56 11 HAWY A H
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\&y Deleting/Inactivating Budgets (continued)

) ) ) L Annual/ Target Amount Target Amount Target Amount Target Amount
Edit Inactivate/Delete Organization Budget Label Shared
£ £ Quarterly Qtr 1 Qtr 2 Qtr 3 Qtr 4
iew TDZCSE 11 Q M S0.00 $300.00 5200,000.00 5200,000.00
COMFERENCE
View TDZCSB 11 EXERCISE Q M S0.00 $300.00 540,100.00 50.00
Edit nactivate/Delste TDZCSE 11 MISSION Q N S0.00 5200,000.00 5200,000.00 5200,000.00
Edit Inactivake/Delete TOZCSB 11 HAWY A N
— offm
- g
Click to delete
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Deleting/Inactivating Budgets (continued)

ravel SFStEITI Budget Main Budpet Maintenance Manual Transaction Reports

pvernment Travel

Show Budgets Create Budget WView Journal Mass Update Budgets

There are no documents associated with the selected budget item. Un-used budegets can be retained or deleted.
Inactivating an un-used budeet is not an option. Deleting the Budeet Item will remove the Budget Item from DTS and from
budeet module selection lists.

‘.‘n.““.“—“.‘\.‘ .—ﬁll-—.-.-ul-‘-.q-.‘ D N P S L F L R e m--‘ i e T e P el ST T e S e S ST e e e i,

B e e T T b L L Lt R e D e T T e T T e T R e N T e S e

|

Remarks »

Tt e s, e e o i, s onB e e -l‘—_-‘nq_"wdﬂ.-‘“‘-\-“l_.“ tm_...i.'l* -.ﬁ-_. s, ool e .h_‘.‘.ﬂ..l'* #-\.m\._'-d P P R T

S e S P

B e e i R i L T

Account 10
JOM (12) »

OBJ-CLASS (3)»

CNTR-OTH-CD (2] +
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@ Deleting/Inactivating Budgets (continued)

Account 7

ADSH (&) »

ESP (2]«

Account 8

F Windows Internet Explorer g|

<P nce a budget has been inactivated or deleted it cannot be reactivated or un-deleted,
PEC] ‘.=
fre wou sure you wank to proceed with the selected action?

Account 9 Ok ] ’ Cancel

[BO Pl

Account 10
JOM (12) »

OB.J-CLASS (3] »

CHTR-OTH-CD (2) »
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Deleting/Inactivating Budgets (continued)

Defense Travel Management Office

Edit

Inactivate/Delete

View

nactivate/Delete

Organization

TDIC5E

TODICSB

TOIC5B

Budget Label

1
CONFEREMCE

11 EXERCISE

11 MISSION

11 Navy has
been deleted

Annualf

Quarterly

Shared

M

M

M

Target Amount

Qtr 1

SO.00

uuuuu

Target Amount
Qtr2

530000

Target Amount
Qtr 3

B
LAY

540.900.00
540,100.00

O 0
JLUU, VUV

Target Amount
Otr 4

A e e
S, UL

uuuuu

O R O
SLU, VUL U
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Resources

DTMO Website
DEFENSE TRAVEL

Manacement Orrice  ® ACCESS el.earning, instructor resources, and
reference materials through Training Resource
Lookup Tool

www.defensetravel.dod.mil

www.defensetravel.dod.mil

Travel Explorer (TraX)
q.]ﬁ“ « DTA Manual (Chapter 8 LOA & Chapter 9 Budget)
ol

wt-  Training (LOA and Budget Distance Learning Courses)
TrRaveL EXPL@RER

www.defensetravel.dod.mil/Passport

Travel Assistance Center (TAC)

» 1-888-Help1l-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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