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LEARNING OBJECTIVES  

a. TERMINAL LEARNING OBJECTIVE: 
Given financial data elements, access to the Defense Travel System (DTS) and the references, input lines of accounting into DTS to ensure 100% accuracy of financial data in DTS.
b. ENABLING LEARNING OBJECTIVES:

                     (1) With the aid of references, identify the key terms related to inputting lines of accounting into DTS to ensure 100% accuracy of financial data in DTS. 
         (2) With the aid of references, identify the key concepts related to inputting lines of accounting into DTS to ensure 100% accuracy of financial data in DTS. 
         (3) Given access to DTS and the references, access the appropriate option in DTS to input lines of accounting to ensure 100% accuracy of financial data in DTS. 
                     (4) Given access to DTS, financial elements and the references, review data for accuracy to ensure 100% accuracy of financial data in DTS.
         (5) Given access to DTS, financial elements and the references, complete the update of the data elements process to ensure 100% accuracy of financial data in DTS. 
1.  OVERVIEW 

a. DTS was developed to streamline the processes involved in arranging and paying for travel for those who travel on official business for the Department of Defense (DOD). With DTS, you can create autho​rizations (travel orders), vouchers from authorizations, and local vouchers; make trip reservations; and manage other travel-related tasks – all from your computer and with no paperwork.  DTS is an integrated computer system that provides you, the DOD user or traveler, with paperless travel planning and reimbursement. DTS consists of commercial-off-the-shelf software (COTS) that includes interfaces to many other systems for making airline, lodging, and rental car reservations. DTS uses DOD Common Access Card (CAC) certificates that enable you to sign documents securely.

b. During the organizational setup process, the Finance Defense Travel Administrator (FDTA) establishes LOAs and correspond​ing budget shells and maintains them with the Defense Travel Administrator (DTA) Maintenance Tool, and maintains the associated Budget Items in the DTS Budget Module.


c. DTS Lines of Accounting (LOA) section of the DTA Maintenance Tool tracks travel funding associated with an organization’s budget. The resource management per​sonnel, referred to in DTS as FDTAs, reconciles accounts by using the applicable accounting system for their service or agency. 

d. FDTAs can do this any time after the organization structure has been established. The user must have a permission level 6 to edit LOAs. The FDTA typically has permission levels of at least 0, 1, 3, 5 and 6; as well as organization access to work with LOAs and Budgets. 

(NOTE: DTS is not an official accounting system.)

2.  FINANCE DEFENSE TRAVEL ADMINISTRATOR 

a. The FDTA may consist of one or more budget, resource management, or accounting and finance personnel who would be responsible for managing and supporting the financial aspects of DTS at the organizational and/or site level. The FDTA has fund control responsibility within DTS and is responsible for managing lines of accounting and budgets and ensuring that all financial information remains accurate. 


b. The FDTA must comply with all local financial policies and procedures for monitoring funds. The FDTA must also be familiar with JFTR/JTR, Appendix O, and their respective Service/Agency internal control policies. The FDTA must be appointed in writing as an Accountable Official and when the appointment ends, it must be revoked in writing. In addition, the FDTAs permission level must be reduced to the lowest allowable level to perform his or her duties, thereby limiting access to DTA functions. Some other responsibilities include:

(1) Manage and support DTS at the organizational and/or installation level.

(2) Manage travel data by reconciling periodically the official accounting system with DTS.


(3) Allocate funds to the appropriate DTS budget module after funds have been certified as available by the comptroller, or designated representative.


(4) Ensure Lines of Accounting (LOAs) are properly established and maintained in the authorizing official’s DTS budget module, labeled in a clear and easy to understand manner, with the fiscal year included in the first two positions of the LOA label.


(5) Prevent violations of the Anti-deficiency Act by adhering to sound funds control and accounting practices.


(6) Retain a file of approved letters of appointment for authorizing officials appointed as certifying officials for travel claims at the organizational and/or installation level supported by the FDTA. The FDTA shall provide a letter signed by the installation or activity commander to the appropriate disbursing office(s) stating that all authorizing officials acting as certifying officials for travel claims have been appointed and delegated in writing.  


(7) Ensure that access permission levels and routing schemes within DTS provide for review and approval of travel authorizations and payments only by the appropriate official(s). Permission levels must provide for appropriate separation of duties. 

3.  LINES OF ACCOUNTING (LOA).  




a. The Line of Accounting (LOA) tracks travel funding associated with an organization’s budget. Each LOA has an associated budget in the DTS budget module. The FDTA should reconcile all accounts by using SABRS. 

b. LOA format maps define valid format templates for each LOA type. Additionally, each element in an LOA follows a 10 X 20 format. There are 10 accounts, each account containing up to 20 data characters. Lastly, each LOA is labeled in a particular format. The first account in all LOAs contains only the six-digit accountable station number. These format maps will define the subfields of each account field by position, including name, valid content length, and type. All LOAs for Marine Corps appropriations must be created using the MC FORMAT map in the DTA Maintenance Tool.

4.  CREATE AN LOA IN DTS

a. Login Procedure


(1) Log on to http://www.defensetravel.osd.mil. 


(2) Click “Yes” on the Security Alert window if displayed. 


(3) Click “Accept” on the Privacy and Ethics Policy screen. 


(4) The Digital Signature Login Prompt box displays. 


(5) Select the appropriate certificate. 


(6) Type in the FMS training password (dts4You!) and click “OK”.


(7) Your private DTS page displays. You are logged into DTS and ready to work.


b. Navigating through DTS


(1) From your private DTS page, mouse over the Administrative tab and click “DTA Mainte​nance Tool” link. (Figure 1)
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Figure 1

(2) Select “Lines of Accounting” from the DTA Maintenance Home drop-down list. (Figure 2)
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Figure 2

(3) Click the “Create LOA(s)”. (Figure 3)

NOTE: The Create Line(s) of Accounting feature allows the user to create a new LOA within their organiza​tion setup in DTS. To create an LOA, select Lines of Accounting from the DTA Tools drop-down list. The Search LOA(s) screen opens by default. There are two options on the dark blue navigation bar that enables the user to perform tasks using the LOA tool: Search LOA(s) and Create LOA(s).
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Figure 3

(4) The Create Lines of Accounting screen opens (Figure 4).  


(5) Click the Format Map drop-down list (Center screen). 


(6) Select MC 1, 8/1/2001 format map from the drop-down list.


(7) Click “Continue”.
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Figure 4

(8)  Create Line of Accounting screen opens (Figure 5). This screen informs the user that a new empty budget shell will be created for the new LOA.

(9) Select the Organization Name drop-down list to select the correct organization name.
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Figure 5

(10) The Create Budget “Yes” check box is checked by default to create a budget shell for the LOA.


(11) Complete the Empty Budget Shell Fiscal Year field with the four-digit fiscal year; this will apply to the empty budget shell that will be created for the new LOA.
Note: The LOA label consists of up to 15 alphanumeric characters made up of a two-digit fiscal year followed by a space and a 12-character identifier.

(12) Complete the LOA Fiscal Year field with the two-digit fiscal year.

(13) Enter a brief description of the new LOA in the LOA Name field (e.g., TRAINING). The description must not exceed 12 characters and must be typed in all caps.

(14) Complete Account fields 1 through 10 as needed.
Note: Account fields 1-10 are made from FIP information specific to that units Line Of Accounting and set information specific to DTS itself. See example of DTS MC LOA FORMAT on definitions (below) for each account field and how to construct an LOA.

(15) Review fund data for accuracy then select “Save Line of Accounting” to save LOA and update LOA table in DTS.
· EXAMPLE OF DTS MARINE CORPS LOA FORMAT (10x20 MATRIX)
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MARINE CORPS LOA DEFINITIONS:
ACCT    FIELD NAME 
8        Accounting Classification Reference Number (ACRN): A
         two-position alphanumeric code unique to each line of
         accounting assigned by document originator. 
2        Appropriation Number (APPR)(BSYM): A four-digit
         Alphanumeric code that identifies the type of funds
         being used. 
1, 4     Authorization Accounting Activity (AAA): A six-digit
         alphanumeric code that identifies the Activity which is
         responsible for performing the official accounting and
         reporting for the funds. 
6        Budget Reporting Code (BRC): A two-digit alphanumeric
         field used to identify and track specific programs of
         high-level interest. 
3        Bureau Control Number (BCN): A five-digit alphanumeric
         field used to identify the holder of an appropri-ation
         or the purpose of an allotment and the specific 
         subdivision of the budget to which the allotted funds 
         will be applied. Composed of a five-digit operating 
         budget holder or a three-digit allotment number 
         prefixed by a two-digit budget project number.
6        Cost Account Code (CAC): A four-or-six digit
         alphanumeric code established to classify transactions
         according to their purpose. It is normally the last 
         four characters of the cost code of the Navy/Marine 
         Corps accounting classification code or, in a job order 
         system, the third through the sixth digit of the job 
         order number. 
5        Cost Code (CC): The last element of Navy/Marine Corps    
         accounting classification code. It is the source of     
         information needed for the preparation of local reports 
         and consists of 12 alphanumeric characters constructed 
         as follows: Operating Target Number (1-3); Expense 
         Element (4); Program Element (5-6); 
         Functional/Subfunctional (7-8); Cost Account (9-12). 
2        Department Code (Dept): The department code is a two-
         digit alpha numeric code which identifies the military 
ACCT    FIELD NAME 
         department or government entity receiving the 
         appropriation. 
2        Fiscal Year (FY): A one-position alphanumeric code that 
         designates the year funds are available for obligation. 
6        Fund Administrator (FA)(BEA): A two-digit alphanumeric
         field which identifies an organizational element desig-
         nated by a Major Activity to control a specific segment
         of funds. 
6        Fund Code (FC): A two-position alphanumeric code 
         established for each appropriation. These codes facil-
         itate computer processing and are an element of the 
         allotment code. 
8        Job Local Use Code (JONU): A four-digit alphanumeric 
         code used to identify and track costs related to a 
         specific project or job. 
3       Object Class/Sub Object Case (OC/SOC): A four-position
        code that classifies transactions according to the 
        nature of the goods procured or services performed 
        rather than their purpose. 
8       Paying DSSN: A four-digit code that indicates which of
        four paying stations to route the voucher for payment. 
        The paying DSSN is determined by the traveler’s 
        organization, rather than on the organization 
        responsible for funding the authorization. 
2       Program Year (PY): The program year code is required 
        only for appropriations that never expire (FY X), yet 
        require fiscal year accountability because of the 
        language in the Appropriation Act. 
7       Reimbursable Bill Code (RBC): A one-digit field assigned 
        to relate an LOA to a reimbursable Customer 
        Identification Number for billing purposes. 
7       Reimbursable Order Number (RON): A fifteen-digit field 
        assigned locally to identify a specific request for 
        reimbursable work which has been accepted. 
2       Subhead (SH): The limitation or subhead is a four-digit
ACCT    FIELD NAME 
        suffix to the US. Treasury account number (basic 
        symbol). The limitation is used to identify a 
        subdivision of funds that restricts the amount or use of 
        funds for a certain purpose or identifies sub-elements 
        within the account for management purposes. On 
        accounting documents, the limitation is preceded by a 
        decimal point. If there is no limitation, leave these 
        positions blank. 
3       Suballotment Number (SA): A one-digit numeric code 
        assigned by the suballotment grantor for regular 
        suballotments. SANs are used as a separate element 
        within an accounting classification. 
4       Transaction Type Code (TTC): A two-position alphanumeric
        code that classifies transactions by type (i.e., plant
        property, travel advances, progress payments). 
6       Work Center (WC)(BESA): A two-digit field representing
        the level in the financial management structure at which
        trans-actions are generated.
5.  BUDGETS


a.   The DTS Budget Administration tool is used to support travel decisions and manage budgets. It is not an official accounting system. It is a tracking tool or “checkbook” to control the use of funds for travel. Once a budget item is set up, DTS decrements obligated expenses from the available funding and allows a user to run reports on budget activities. 


b. Budgets are typically maintained at the headquarters level, e.g., Resource Management Office or Comptroller. Under DTS, travel budget management has been decentralized to the Authorizing Official (AO) level. Authorizing Official’s (AO’s) are the officials in the final level of the routing list who have been designated in writ​ing to approve TDY/TAD travel documents. Sometimes they are referred to as an Approving Official. Authorizing Officials must have control of their travel funds, maintain a travel budget, and track the allocation of funds. AO’s have the authority to approve and disapprove travel. They use Budget Reports to verify that funds are available in their organization's travel budget. If there are not enough funds available for obligation, the AO can not approve the authorization. The AO must then contact the FDTA for additional funds.

c. FDTAs have funds control responsibility within DTS and are responsible for all financial information. They serve as the point of contact when financial errors are discovered, and it is their respon​sibility to see that the errors are corrected. The FDTA is responsible for maintaining the lines of accounting and associating those LOAs with the AO’s org. For each LOA, the FDTA will cre​ate a budget item within DTS.

d. The organization's FDTA serves as the primary point of contact for AO’s concerning all financial and related activities. The FDTA must complete all changes to budget data and complete all changes in funding targets to coin​cide with normal funding cycles. In accordance with local policies, the FDTA reconciles the balances in the DTS Budget module with official accounting records. The FDTA will load budget items and associated LOAs in the DTS Budget Administration tool for each AO. The AO will notify the FDTA when funds for travel are not available or in cases where he or she must adjust the organization’s budget because of mission changes. All DTS lines of accounting must have an associated budget. 
6.  CREATE A BUDGET 

a. Login using the previous login procedures.


b. From your private DTS screen, mouse over Administrative and select Budget (Figure 1).
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Figure 1


c. The Budget Administration Tool window opens (Figure 2).
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Figure 2

d. Click “Budget Maintenance” in the navigation bar.

e. The Budget Maintenance window opens (Figure 3).
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Figure 3

f. Click “Create Budget” in the sub-navigation bar.

g. The Create Budgets window opens (Figure 4).
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Figure 4

h. In the Format Map drop-down list select the MC 8/1/2001. 

i. Click “Copy an existing LOA to this budget”


j. The select LOA to copy screen opens (Figure 5).
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Figure 5

k. Enter the desired search parameters (format map is MC 8/ 1/2001).

l. Click “Search”.

m. The Accounting Codes screen opens (Figure 6).
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Figure 6


n. Click “Copy” next to the desired LOA.


o. The Select Budget Type screen opens (Figure 7).
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Figure 7

p. Select the desired options for “budget label” and “budget type”.


q. Review for accuracy then click “Save”.

r.The Create Budget screen opens (Figure 8).
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Figure 8

s. Enter the desired amounts in the budget fields.


t. Review for accuracy then click “Save” to save the new budget in DTS and to update the DTS budget module.


u. When the line of accounting and budget are created and utilized in DTS, it is important that all aspects of each item to be correct. This will allow for a smooth transition and interface between DTS and  SABRS. Once the travel in DTS interfaces with SABRS, it will post a COB on the active file and decrease the budget in SABRS as approved for that travel document via DTS. 
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