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USmcr travel reservations
A Guide to creating an LOA in DTS [footnoteRef:1] [1:  25th Marine Regiment, MA; Last Updated March 2013] 

[bookmark: _GoBack]If YRRP funding is to be utilized within the Defense Travel System (DTS), the following actions need to occur: the appropriate Line of Accounting (LOA) must be created within DTS citing YRRP funding data elements; once Line of Accounting is complete, DTS Fiscal Representatives need to create a budget line within DTS in the budget module that also points to the YRRP Line of Accounting that was created; and, in both events, the FDTA at any given command or the Fiscal Representative is aware of this process.
Creating an loa in dts
1. In the main menu, find the “Administrative” option. Select “DTA Maintenance Tool.” It is located in the top menu of the program.
2. Under the “DTA Maintenance Home” option, select “Lines of Accounting.”
3. In “Lines of Accounting” click the “Search” button to list LOAs.
4. Once the list of LOAs has populated, find one that has similar data elements to the YRRP LOA if available. Then click “Copy.”
5. At the top of the screen, click the check box for “Yes” next to “Create Budget.”
6. Directly beneath that, type in the Budget Shell Fiscal Year (e.g. 2013).
7. Under “Label,” enter the LOA Fiscal Year and the LOA name (e.g. 13 and YRRP).
8. Under LOA Data Elements: 
a. Data elements in Accounts 1 through 4 should have the following items as their data points: 
i. Account 1
1. AAA or DTST: 067443
ii. Account 2
1. DEPT: 17
2. FY: 13
3. PY: 13
4. APPR: 1107
5. SH: BSS1
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iii. Account 3
1. OC/SOC: 2110
2. BCN: 67861
iv. Account 4
1. AAA: 067443
2. TTC: 2D
b. The next several accounts should be customized: 
i. Account 5 and 6 should include the Unit’s local Cost Code, MAC (AC), FA (BEA), and WC (BEA), as well as the YRRP Data Elements. Reimbursement will be allocated based on these data elements.
ii. Account 8 should have the following elements: 
1. DSSN: 6102
2. ACRN: AA
c. At the very end of the page, select “Save Copied Line of Accounting.”
9. Return to the Lines of Accounting page. Now that you have created your LOA, you should be able to find it in the list. Now the budget needs to be loaded.
loading a budget in dts
1. In the main menu, find the “Administrative” tab. Select “Budget.”
2. Under the Budget Main Menu, select “Budget Maintenance” from the blue menu bar at the top of the screen.
3. Under the “Budget Maintenance” menu, select “Show Budgets.”
4. Enter your organization or click on the magnifying glass icon to select a value.
5. Then, click on “Show Budgets for Selected Organization.”
6. Locate the recently created LOA. Click on “Edit” of the selected LOA to update the budget.
7. Enter the funding amount under the line titled “Funding Target Adjustments.
8. Enter “Remarks” at the bottom of the page. Note: Remarks is a required field.
9. After the data is entered, scroll to the bottom of the page to save.
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