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For DTS questions, please contact
the 266th FMC DTS helpdesk.

E-mail:
266dtshelpdesk@eur.army.mil

Kaiserslautern Helpdesk:
DSN 483-6746/6747

The Bavaria Helpdesk:
DSN 475-7285/8969
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Government Travel Charge Card

USAREUR GTCC Program
Manager can be reached at
DSN: 483-6740 or by email:

Email:
266dtshelpdesk@eur.army.mil

Upcoming APC classes:

Bldg 1566, Spinelli Barracks, Mann-
heim, 0900-1200

5 May

2 June

7 July

Call or e-mail to reserve a seat!

Upcoming DTS training classes

Location: Spinelli Barracks, Mannheim, Germany, Bldg 1566, Rm 404
e  Approving Officer Training: 0900-1600: 15 May, 12 June
e ODTA 3-Day Training: 0900-1600: 12-14 May, 9-11 June
(includes instruction on set up/re-organize an organization hierarchy in DTS)

Location: Kleber Kaserne, Kaiserslautern, Germany, Bldg 3200, Rm S205
e Approving Officer Training: 0900-1500: 8 May, 5 June
e ODTA 3-Day Training: 0900-1600: 5-7 May, 2-4 June

Location: Camp Normandy, Grafenwohr, Distance Training Facility (DTF), Bldg 3144.

e Approving Officer Training: 0830-1500: 29 May, 26 June

e ODTA 2-Day Training: 0830-1600: 27-28 May, 23-24 June
Please contact the DTS Helpdesk if interested in attending a training class, provide name,
unit, telephone number and e-mail address.

®
Where Is the DTS Helpdesk?!

Since March , the DTS helpdesk personnel have been constantly

busy. We are in the middle of Daily site visits to all units under our

area of responsibility for DTS. A two-person team is on the road visit- 2

ing a different unit everyday conducting DMM training and internal

audit reviews. This will continue through the end of May. While these

visits are happening we are also conducting our regularly scheduled

training classes and random TDYs. Please bear with us as we are

attempting every effort to assist all our customers. We realize it can get frustrating not being
able to get through to us when you call in. Please utilize our DTS helpdesk email,
266dtshelpdesk@eur.army.mil , including as much information as possible with your is-
sue and all attempts will be made to have the issue resolved and a response received
within 24 hours either by email or by phone.

DTS issues with Internet Explorer 7/VISTA

Users have been experiencing issues when logging in to DTS. After clicking the green login button,

LOGIN TO DTS
, it prompts the user to install DBSign when DBSign is already installed. .

This is because an ActiveX control is not installed.

File Edit VYiew Fawaorites Tools Help

Go to Tools>Internet Options>Security, ensure the ; . 5
Internet zone is created and click Custom Level. Set @ it @ \ﬂ @
“Automatic prompting for ActiveX controls” to En- Address |féj htkps fewwrs microsoft, comfdownloadssearch . aspxFdisp
abled. Click OK after changing and close out of Inter- | this sits m.ght require theEglIowmg fictived contral:
net Options . (*For Microsoft Vista users, there will be 3

a check box near the security level bar about keeping :
workstation in “protected” mode. Uncheck that box.)
Log in to DTS, and the prompt to install the ActiveX control will appear

=T A
_J Search 5 ;
4 I

TRAVEL TERMINOLOGY: GWOT (Global War On Terrorism) no longer exists. It has
been replaced with the term: OCO (Overseas Contingency Operations) .
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DTS AND YOUR GOVERNMENT CHARGE CARD

& Defense Travel System ttinerary Travel g DID YOU KNOW you can view your government charge card
A New Era of Government Travel . . ..
i transactions right inside your DTS voucher? A lot of us assume we

need to wait until we receive our CitiBank statements or contact
our APC for our Citibank charges. When you are creating your
voucher within DTS you can see your charges and add them onto
your expenses. From the EXPENSES tab > NON-MILEAGE
>above the ADD NEW EXPENSE there is a blue hyper-link ,

VIEW GOVT CHARGE CARD TRANSACTIONS,

Leave: 31-Mar-09 Return: 02-Apr-09

Use this screen to view non-mileage expenses for your travel document.

o
* Expense Type:
-OR- Description Date Amount
HOTEL&CONF.CENTRE
' S s ki) 04/02/2009 § 364.02
Cost: S
BREIGN CURRENCY
* Date: S 04/02/2009 § 3.64
(mm/dd/yyyy)
: GERDA AM MARKT (5812) | 03/31/2009 §20.59
Method of Reimbursement:
FORE BRI 03/31/2009 $0.21
+ view expense details / currency calcuator CONVERSI (0000)
. . . . .. COMMUNITY BK GER
You might be surprised what you find. Every time you use your CitiBank (6011) 03/24/2009 $200.00
card and are charged in a foreign currency you are charged a FOREIGN
CURRENCY CONVERSION which is reimbursable on your voucher. You B EE 03/24/2009 S 4.00

will also see any ATM withdrawals you made on your CitiBank card along .

with the 2% cash advance fee CitiBank charges. The actual Cash Advance amount is not reimbursable but the cash
advance fee is. You can add these charges onto your expenses by clicking the ADD link if its available or by manu-
ally selecting/typing the expense in the ADD NEW EXPENSE area.

“DTS DIDN’'T PAY MY GOVERNMENT CHARGE CARD RIGHT! «

Entitlecment Summary

DTS does not decide what dollar amounts get
disbursed to your government charge card—YOU DO.
Certain expenses are automatically defaulted to the Total Expensest €363.00 $553.77 £016.77
government charge card because it is mandatory to use

your government charge card for them : AIRFARE, Less Prior Pmts: $0.00 50.00 50.00
RENTAL & LODGING. All other expenses are Plus Colections: $0.00 $0.00 50.00
defaulted to personal unless you change the method of

reimbursement to GOVCC. To know exactly how your

Personal(S) Individual GOVCC(S) Total($)

voucher is going to pay out to your personal account Net to Traveler: $363.00 $553.77 5916.77
and your GOVCC go to the ADDITONAL OPTIONS
tab> PAYMENT TOTALS. At the bottom of the page ~*¢GOVECATA: 2 00

your disbursements are broken down. If you need more
or less money disbursed to your GOVCC you can adjust
it here. Less Prev Pmts to

Add1 GOVCC Amt: $-38.69 38.69

, GOVCC(By Travelerl:  OO° B » Calcdate
If your voucher pays out and you did not have enough
money going to your GOVCC it is your responsibility to ~ Prev Pmt Adjustments:  50.00 50.00
send payment to CitiBapk. You cannot amend your Final Distribution(Net to traveler)
voucher to change the disbursement after you have
been paid Net Distribution: $324.31 $592,46 $916.77

Remember: Your CitiBank Government Charge card is your responsibility.
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IBA VS. CBA

IBA: Individual Billed Account (Government Charge Card)
CBA: Central Billed Account (SATO uses the fundcite on the Travel Orders to charge the Airfare)

The DTS helpdesk has been flooded with assistance requests in correcting DTS orders with contradicting
form of payment statement/info for airfare. SATO must have DTS orders clearly stating ONE FORM OF
PAYMENT.
The most common issue we encounter is on the DTS orders it states:

Traveler is Non-Exempt. (meaning mandatory for GOVCC use)

Further down in the Remarks the DTS order states the following:

This trip currently uses a Centrally billed Account (CBA) as the form of payment of Air or Rail Tickets.
But The traveler is a Non-Exempt cardholder and use their Individually billed Account (IBA).

This really confuses the SATO staff and they are not sure how to bill the tickets. This needs to be clari-
fied and streamlined. These DTS Orders should state only one form of payment and not  multiple

forms of payment.

16. REMARKS (Use this spsce for special requirements, [25ve, eXcass DSQgape, Accammonanions, registralion fees, ei )

Traveler is rom the mandatory provisions of the TTRA.
RONG

The ‘Travel and Transportation Reform Act of 1998" stipulates that the
government -sponscred, contractor-issued travel card shall be used by all
U.2. Government personnel (eivilian and wmilitary) to pay for costs incident
to official business travel unless gpecifically exempted by authority of
the Administrator of General Services or the head of the agency.

Government travel cardholders shall obtain cash, as authorized, through
automated teller machines (ATM), rather than obtaining cash advances from
a DoD disbursing officer.

REMARKS continued on next page

Possible causes:

1. Some users have IBA's and are just not using them and/or have improper settings in their DTS pro-
file. This has surfaced regularly in DTS assistance review visits which we are currently conducting
with the MSC's. We are identifying this in the reviews.

2. But nothing is simple! To complicate matters, we have some travelers who were issued Citibank
cards, had them top loaded to DTS by DTMO, but have never physically received the cards. We had
to call the local SATO here to ask them to put a ticket on a CBA for one such case who was
departing over the weekend. These cases need to be identified to their unit GTCC APC's, so we can
report them to DTMO & Citibank for reissuance. We have been communicating this to the
organizational APC's throughout the GTCC transition since November, but they are still popping up.

One way to reduce this issue is for LDTAs to obtain a listing from the organization APC and bounce
this off of a people report run in DTS. This will identify individual who have profiles incorrectly iden-
tified as exempt. | CONTINUED
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IBA VS. CBA

Resolutions:

Travelers/Travel Clerks:

When you create your orders go to ADDITONAL OPTIONS>PROFILE>ADDITIONAL INFORMATION

Correct Combination if card holder: Duty Station
Advance Authorization: CARD HOLDER Bresent Station: KLEBER KASERNE
Mandatory Use of GOVCC : Y
Organization: DABS0Z 1TFMCHOQSPCE
Not a card holder: ]
Printed Org: 266th PCE KLEBER
Advance Authorization: ADVANCE AUTH * Routing List: DTS
Mandatory Use of GOVCC : N * 5elf AD Approval: M

*Advance Authorization: CARD HOLDER

' J'-'.am:la.tc:-rg.r Use of N INCORRECT!

ODTAS:
Run a PEOPLE LIST in the DTA Maintenance Tool! PEOPLE>VEIW PERSONS LIST
Search People | Create Person | Receive Person | View Person Lists

View Person Lists

Select Report:  Complete Traveler Info List ~

Select Organization:  DA89021TFMCHQSPCE i d [v] —Include Sub-Organizations
Show Full SSN:

This will generate an Excel Spreadsheet Report. Scroll all the way to the right to view the GOVCC information For

every traveler.

Mandatory
(GOVCCO) Advanced Authori- use of GOVCC Account Num-
Holder zation GOVCC ber (Last 6 digits)
Yes CARD HOLDER Non-Exempt | XXXXXXXXXX83
No ADVANCE AUTH Exempt

They MUST have all 4 columns appropriately matching. There should be no other combinations but the two above.

QUESTION:

Is there anything in the regulations that exempts travelers from using their GTCC for international airfare vs domestic?
Reason being, my boss brought up the point that some people with restricted cards are spending over half their limits
on expensive flights alone.

ANSWER:

If they are a GOVCC holder they SHOULD NOT be exempt. Restricted cards/not a high enough credit limit are not justi-
fications for making the member exempt from the GOVCC use. If members need a higher credit limit on their GOVCC
their APCs have the capability of temporary increasing the limit for a specific time period to cover a particular TDY
which will be available within 24hrs.
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