
Travel Academy Survey and Questions

NDTA Events App

▪ Download the free “NDTA Events” Mobile App available for iOS 
or Android devices at the Apple Store or Google Play 

Questions

▪ Use the ? on the NDTA App for this TA class to capture any 
outstanding Questions.

NDTA-DTMO GovTravels Website

▪ Use the QR code to access the Website

▪ Visit the NDTA Home Page, Events & National Meetings, for 
more information on the NDTA Events App. 

▪ Visit the NDTA Table/Help Desk for assistance

Wi-Fi Network: GovTravels

Wi-Fi Password: NDTA2026

NDTA Events 

App

Please complete the TA Class survey – It only takes 30 seconds!

GovTravels 

Website

Travel Academy 

Survey

Executing a Successful 

DTS Training Program 

and DTS Best Practices

Find Agendas, Surveys, Attendees, Q&A, & Expo Hall Info:



Department of War  |  Defense Human Resources Activity 

EXECUTING A SUCCESSFUL 

DTS TRAINING PROGRAM & 

DTS BEST PRACTICES

February 24, 2026



Defense Travel Management Office

Agenda

• DTS Updates

- FY25 DTS Expenses Module Update

- FY26 DTS Maintenance Release 1 & 2

• Executing a Successful DTS Training 

Program

- Why Mistakes Occur

- DTS Training Roadmap

- Identify Training Needs

- Establish Requirements

- Develop Training Plan & Scenarios

- Available Resources

• Summary
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Defense Travel Management Office

DTS Updates

DTS Updates
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Presented by Annie Bertagna and Brian Hodge

Program Management/Analysts, DTMO Travel Systems & Services Branch



Defense Travel Management Office

FY25 Maintenance Release 4  (1/3)

• Expense module overhauled in August 2025

- "Create Your Own Expense" removed

- Replaced with 7 new, standardized categories

• Benefits

- Streamlines expense reporting

- Aligns with Joint Travel Regulations (JTR)

- Reduces improper payments & improves compliance
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Defense Travel Management Office

New Expense Categories and Types (2/3)

• Authorizations/Vouchers - 13 

Categories

- Government Automobile                                  

- GTCC

- International Travel Expenses

- Lodging Expenses

- Mileage Expenses

- Misc. Expenses Medical or 

Special Needs

- Other Expenses

- POV Boat, Helicopter, and 

Airplane

- Rental Car Expenses

- Ticketed Expenses

- Transportation Expenses

- Z-Financial Reconciliation used 

by DTA

- ZZ – Other Per Diem
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Defense Travel Management Office

New Expense Categories and Types (3/3)

• Local Vouchers – 10 Categories

- Conference Registration Fee

- Government Automobile

- GTCC

- International Travel Expenses

- Mileage Expenses

- Occasional Meals and Lodging

- Recruiting Expense

- Rental Car Expenses

- Transportation Expenses

- Z-Financial Reconciliation used 

by DTA
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Defense Travel Management Office

FY26 Maintenance Release 1 (1/2)

• Government Travel Charge Card (GTCC) 

Expiration Notice

- Advisory for cards expiring before or during 

temporary duty (TDY)

• GTCC Activation Reminder

- New prompt to ensure card is active for 

travel and prevent declines
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Defense Travel Management Office

FY26 Maintenance Release 1 (2/2)

• Expanded Carrier and Travel Management 

Company (TMC) Support

- Travelers can now request TMC assistance inside 

DTS, for booking airlines not in the Global 

Distribution System (GDS)

• AO Comments in Approval Email

- Approval notifications now include AO remarks to 

keep the traveler informed. 

• New Voucher Submission Reminder

- Automated email sent on the last day of TDY to 

remind travelers of the 5-day submission policy
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Defense Travel Management Office

FY26 Maintenance Release 2

• Constructed Travel

- Updated rules for Private Plane, Boat, and 

Helicopter

• Personnel Updates

- Added GG Pay Scale and DR-V Rank

• System Links & Notifications

- Updated Address Debt Notification (FACTS) & Per 

Diem Rate Lookup URL

• Southwest Seat Maps

- Enabled seat selection for Southwest Airlines
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Defense Travel Management Office

Questions

Questions
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Defense Travel Management Office

Executing a Successful DTS Training Program

Executing a Successful DTS Training Program

Presented by Melissa Butler and Chuck Johnson

Program Management/Analysts, DTMO Compliance & Training Branch



Defense Travel Management Office

Agenda

• Why Mistakes Occur

• DTS Training Roadmap

• Identify Training Needs

• Establish Requirements

• Develop Training Plan & Scenarios

• Resources

• Summary
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Defense Travel Management Office

Objectives

• By the time you finish this session you will:

- Use Training Resources to foster continuous 

learning

- Reduce User Errors and Improve Improper 

Payments

- Better Manage your Travel Program
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Defense Travel Management Office

Why Mistakes Occur

• Despite polices, regulations, and travel resources, travelers and AOs 

do make mistakes when processing documents. Why?

- Lack of initial or follow-on DTS training

- No Government travel background

- Infrequent traveler

- Back-up Authorizing Official (AO)

- Rely on others or the system to catch errors
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Defense Travel Management Office

Road Map for Development of a DTS Training Program

Define Travel 

Program Roles

Identify 

Training 

Needs

Establish 

Requirements

Gather 

Resources

Develop Training 

Plan and Scenarios
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Defense Travel Management Office

Step 1: Define Travel Program Roles

Document Processing Roles
Travelers, Non-DTS Entry Agents,

Travel Clerks/Document Preparers

Routing Official 

Roles
Authorizing Official (AOs), 

Reviewers

Administrative Roles
Lead DTA, Organization DTA,

Budget DTA, Finance DTA

Specialized Roles 
CBA-S, CTA, DMM,

CPM, APC

Travel 

Program 

Roles

Key: Defense Travel Administrator (DTA), Debt Management Monitor (DMM), Agency Program Coordinator (APC),
Component Program Manager (CPM), Compliance Tool Administrator (CTA), Centrally Billed Account – Specialist (CBA-S)
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Defense Travel Management Office

Step 2: Identify Your Training Needs

• Data Tools and Resources 

- Compliance Tool

- DFAS PPR

- DTS Reports

- DTS Documents

- Financial Audits

Report Scheduler
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Defense Travel Management Office

Identify Your Training Needs: DTS Reports

Accounts Info List

Travelers By CONUS and 

Travelers By OCONUS 

Depart Status, Pending 

Airline Cancellation 

Unsubmitted Voucher 

Incomplete Trip 

Cancelled Authorization

Audit of DTS 

Payments
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Defense Travel Management Office

Step 3: Establish Requirements Traveler, NDEA, & RO/AO

Resources Traveler NDEA RO/AO

DTS (Basic) - About DTS R R

DTS (Basic) - DTS Travel Documents (DTS 101) R R R

DTS (Basic) - Non-DTS Entry Agent (NDEA) R

Approver (COL/TAOCO) - Annual TAOCO (COL) 

Initial/Refresher Training
M

DTS (Special Topic) - Cancellation Procedures R R R

Approver (DTS) - The DTS Approval Process R

Approver (DTS) - DTS Vital Skills for Authorizing 

Officials
R

Approver (DTS) - DTS Vital Skills for Authorizing 

Officials: Applied
R

Approver (DTS) - DTS Vital Skills for Authorizing 

Officials: Assessment
R

R = Recommended class or material M = Mandatory class
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Defense Travel Management Office

Requirements Traveler, NDEA, & RO/AO (continued)

Resources Traveler NDEA RO/AO

Programs & Policies - TDY Travel Policies 101 R

Programs & Policies - Travel Card Program (Travel 

Card 101) [Mandatory]
M M M

Programs & Policies - U.S. Government Rental Car 

Program
R R R

Programs & Policies - Joint Travel Regulations 

Overview
R R R

DTS Guides 1- 5 R R R

Trifolds (Traveler) R R R

Trifold AO Checklist R

Desktop Guide for AOs R

DTS Financial Field Procedures Guide R
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R = Recommended class or material M = Mandatory class



Defense Travel Management Office

Establish Requirements Defense Travel Administrators 

(DTAs) 

Resources
ODTA/ 

LDTA
FDTA BDTA

DTS (Admin) - Lines of Accounting/Budgets R R

DTS (Admin) Maintenance Tool Series (All) R

DTS (Basic) Series R

Approver (DTS) - The DTS Approval Process R

Approver (COL/TAOCO) - Annual TAOCO (COL) Initial R

AO/RO - Vital Skills for Authorizing Officials R

DTS (Special Topic) - Cancellation Procedures R

DTS (Special Topic) - Constructed Travel R

Programs & Policies - TDY Travel Policies 101 R
R = Recommended class or material M = Mandatory class
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Defense Travel Management Office

Establish Requirements DTAs (continued)

Resources
ODTA/ 

LDTA
FDTA BDTA

Programs & Policies - Travel Card Program (Travel Card 

101) [Mandatory]
M M M

Programs & Policies – U.S. Government Rental Car 

Program
R

Programs & Policies - Joint Travel Regulations Overview R

DTS Guides 1- 5 R

Trifolds (Traveler) R

Trifold AO Checklist R

Desktop Guide for AOs R

DTS Financial Field Procedures Guide R
R = Recommended class or material M = Mandatory class
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Defense Travel Management Office

Establish Requirements Specialized Roles

Resources DMM CTA CBA-S
CPM / 

APC

DTS (Admin) - CBA Reconciliation Basics R / +

Programs & Policies - Travel Card Program 

(Travel Card 101) [Mandatory]
M M M M

Programs & Policies - Compliance Tool 

Administration 
M / +

DTS (Admin) - Debt Management Monitor R / +

Programs & Policies - Travel Card Program 

Management (APC & CPM Course) [Mandatory] 

M / +

DTS (Basic) – DTS Travel Documents (DTS 101) R R R R

R = Recommended class or material  M = Mandatory class 

+ = Component requirements
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Defense Travel Management Office

Establish Requirements Specialized Roles (continued)

Resources DMM CTA CBA-S
CPM / 

APC

CBA Guide R 

DoD Travel: CitiManager Quick Start User 

Guide – APCs
R / +

DoD Travel: Citi's Learning Center Manual R / +

Travel Policy Compliance Tool User Guide R 

Guide to Managing Travel Incurred Debt R
R = Recommended class or material   M = Mandatory class 

+ = Component requirements
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Defense Travel Management Office

Step 4: Gather Available Resources

https://comptroller.war.gov/FMR/

www.travel.dod.mil

• DoD Financial Management 

Regulation

- https://comptroller.war.gov/FMR/

• Joint Travel Regulations

- www.travel.dod.mil

- DoDI 5154.31 Volume 3: DTS

- DoDI 5154.31 Volume 4: GTCC

- Travel & Transportation Rates

- Travel Policy Compliance 

Program

- Travel Card Program

- Lodging Program

- Training Search Tool

▪ Guides, Manuals, Information 

Papers, Trifolds

- Enterprise Web Training System 

(EWTS)

- Travel Assistance Center 

Outreach Sessions

- TraX WBTs & Knowledge Search 

(FAQs)
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Defense Travel Management Office

Step 5: Training Plan, Scenarios & Class: 

Travelers and NDEAs (1/2)

• Training Plan

- Pre-Class assignments: 

▪ About DTS WBT and DTS 101 WBT, Travel Card 101 WBT

- Agenda

- Scenarios 

- Resources

• Training Class - Single Day session

- Turn-in pre-class assignments

- Review staged documents

- Discuss profile validation

28



Defense Travel Management Office

Step 5: Training Plan, Scenarios & Class: 

Travelers and NDEAs (2/2)

• Training Class - Single Day session (continued)

- Discuss policy or system changes impacting travel

- Document Processing: 

▪ Process an authorization and voucher 

▪ See a Local Voucher demo

- Special topics: TMC, Pre-audit flags

- Resources: WBTs, Training Search Tool, Local Helpdesk, and EWTS 

- Class overview / Assessment / Training Tracking process

- Follow-up or refresher training / Communication
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Defense Travel Management Office

Traveler Practical Exercise - Authorization 

• Create a Routine TDY Trip - Single Location

- Travel location, transportation mode, and dates (Site/travel mode/# of days)

- Reservations (e.g., airfare, rental car, lodging) (TSA info)

- Expenses (e.g., lodging taxes, rental car fuel, terminal parking)

- Attach supporting records/receipts

- Add or defer the LOA (FYYYABC) to the AO

- Justify Pre-audit flags and/or Reason Codes, Comments to the AO (optional) 

- Sign the document for the AO review

• Class materials:

- Resources/aids such as the DTS guides, trifolds, and local materials

30



Defense Travel Management Office

Traveler Practical Exercise - Voucher 

• Create a Voucher - Single Location

- Change the trip dates

- Update the reservation expenses

- Update the Per diem table

- Update Expenses (e.g., lodging taxes, rental car fuel, terminal parking)

- Attach supporting records/receipts

- Verify the LOA (FYYYABC) is correct

- Justify Pre-audit flags and/or Reason Codes, Comments to the AO (optional) 

- Sign the document for AO review

• Class materials:

- Resources/aids such as the DTS Guides, Trifolds, and local materials
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Defense Travel Management Office

Training Plan, Scenarios & Class: Routing Officials (1/2)

• Training Plan

- Pre-Class Assignments:

▪ Desktop Guide for AOs, TAOCO/COL Initial WBT, Compliance Tool (CT) 

Distance Learning (DL) Class

- Agenda

- Scenarios 

- Resources

• Training Class - Single Day session

- Turn-in pre-class assignments

- Review staged documents

- Discuss profile validation
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Defense Travel Management Office

Training Plan, Scenarios & Class: Routing Officials (2/2)

• Training Class - Single Day session (continued)

- Review downloading receipts and GTCC charges in DTS

- Discuss policy or system changes impacting travel

- Special topics: Constructed Travel, AO Decision Tool, receipts

- Document Processing: 

▪ Process an authorization

▪ Review an approved authorization

▪ See a Local Voucher demo

- Resources: WBTs, AO Deskside Guide, Cancellation Procedures

- Class overview / Assessment / Training Tracking process

- Follow-up or refresher training / Communication
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Defense Travel Management Office

AO Practical Exercise - Authorization & Voucher

• Review a Routine TDY Trip - Single Location

- Verify trip location, transportation mode, and dates (site/travel mode/# of days)

- Check reservations (e.g., airfare, rental car, lodging) for compliance

- Verify per diem and expenses claimed are valid

- Ensure supporting records/receipts are attached

- Check for a valid LOA

- Review Pre-audit flags and/or Reason Codes, and comments

- Approve the document if compliant, or return for corrections

• Class materials:

- Resources/aids such as the JTR, local business rules or other materials
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Defense Travel Management Office

Training Plan, Scenarios & Class: 

Defense Travel Administrators (LDTAs & ODTAs) (1/3)

• Training Plan

- Pre-Class Assignments: 

▪ Same as Traveler and RO/AO

- Agenda

- Scenarios (Documents and DTA 

MT)

• Training Class – Multiple Day 

session

- Turn-in pre-class assignments

- Discuss on JTR, local business 

rules

- Review Compliance Tool Errors, 

DFAS PPR Findings, & 

Constructed travel

- Discuss valid Receipts, DD 1351-

2, and T-Enter process

- Cover the DTS and local Help 

Desk support process

- Discuss local TMC support and 

requirements

- Review recent DTS updates
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Defense Travel Management Office

Class: LDTAs & ODTAs (2/3)

• Training Class – Multiple Day 

session (continued)

- Review staged documents for 

typical errors (Pre-audit flags, 

Reason Codes, missing receipts, 

and duplicate expense entries) 

and resolutions

- Discuss profile validation to 

prevent booking/ticketing and 

payment errors

- Document Processing: Create an 

authorization and voucher using 

scenarios 

• Day 2 DTA Class

- Review authorizations and 

vouchers

- Provide a local voucher demo

- Address advanced topics: 

Amendments, itinerary changes, 

and cancellations and PLOT, 

OCONUS (time permitting)

36



Defense Travel Management Office

Class: LDTAs & ODTAs (3/3)

• DTS Administrative knowledge 

- Explain Self Registration Profile and Self Registration Admin process

• DTA Maintenance Tool: Update and Maintain

- Organizations

- Routing Lists

- People (profiles)

- Groups

- LOAs
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Defense Travel Management Office

Class: LDTAs & ODTAs – Budgets and Reports

• Review the Budget Administration Tool

- Search for available budgets for the organization

• Run DTS Reports 

- Account Info List

- Pending Airline Cancellation Report

- Depart or Status Report

- Incomplete Trip Cancelled Authorization

- Audit of DTS Payment Reports

- Expense by Category
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Defense Travel Management Office

Class: LDTAs & ODTAs – Resources and Assessment

• Resources: WBTs, training materials in the Training Search Tool, TAC 

session, links, local Help Desk, and EWTS 

• Class overview / Assessment / Training Tracking process

• Follow-up or refresher training / Communication
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Defense Travel Management Office

Class: Finance & Budget DTAs 

• Instructor provides basic 

document processing overview

• Finance & Budget DTA

- DTA Maintenance Tool DTAs:

▪ Create, update, copy, rollover & 

delete organization's LOAs

▪ Update default LOAs

- BDTA Budget Administration Tool:

▪ Create and update 

organization’s budgets

• Resources: WBTs, Training 

Search Tool - Training materials

• Discuss rejects and recovery 

actions

• Class overview / Assessment / 

Training Tracking process

• Follow-up or refresher training / 

Communication
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Defense Travel Management Office

Summary

• DTS software changes:

- Reduce document errors

- Align with the JTR and promote 

travel compliance 

- Improve reporting capabilities

• Benefits of training

- Manage travel program

- Reduce improper payments

- Improve user experience

- Reduce workload

• How often should you train?

- Initial training (based upon role, 

provide basics)

- Refresher training (major policy 

and system changes and high 

error rates)
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Defense Travel Management Office

Contact Us

melissa.a.butler.civ@mail.mil

charles.a.johnson6.civ@mail.mil

Melissa Butler 

melissa.a.butler.civ@mail.mil

Chuck Johnson 

charles.a.johnson6.civ@mail.mil
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Travel Academy Survey and Questions

NDTA Events App

▪ Download the free “NDTA Events” Mobile App available for iOS 
or Android devices at the Apple Store or Google Play 

Questions

▪ Use the ? on the NDTA App for this TA class to capture any 
outstanding Questions.

NDTA-DTMO GovTravels Website

▪ Use the QR code to access the Website

▪ Visit the NDTA Home Page, Events & National Meetings, for 
more information on the NDTA Events App. 

▪ Visit the NDTA Table/Help Desk for assistance

Wi-Fi Network: GovTravels

Wi-Fi Password: NDTA2026

NDTA Events 

App

Please complete the TA Class survey – It only takes 30 seconds!

GovTravels 

Website

Travel Academy 

Survey

Executing a Successful 

DTS Training Program 

and DTS Best Practices

Find Agendas, Surveys, Attendees, Q&A, & Expo Hall Info:



Defense Travel Management Office

Questions

Questions
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