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New and Changed Help Topics - IATS Version 8.7.3

The following Help topic was updated to comply with DFAS SCR # 27605:

Creating Taxable TDY Orders: This Help topic was updated, to add a note
stating that this feature only applies to civilian travel. In addition, the text was
removed that addressed the Default State and State Tax Designation fields as
they are no longer used.

The following Help topics were updated to comply with DFAS SCR # 27667:

TQSE Overview: This Help topic was updated, to add a note stating that Actual
will no longer be allowed as a TQSE type for orders issued on or after 1 February
2025.

What's Authorized - CIVPCS Order: This Help topic was updated, to add a
note stating that Actual will no longer be listed as a TQSE type for orders issued
on or after 1 February 2025.

Completing the TQSE Daily Expenses Screen: This Help topic was updated,
to add a note stating that Actual will no longer be allowed as a TQSE type for
orders issued on or after 1 February 2025.

Adjusting the Dates on the Daily TQSE Expenses Screen: This Help topic
was updated, to add a note stating that Actual will no longer be allowed as a
TQSE type for orders issued on or after 1 February 2025.

Applying the PDDA Actual Expense Allowance: This Help topic was updated,
to add a note stating that Actual will no longer be allowed as a TQSE type for
orders issued on or after 1 February 2025.






Introduction

Overview

The Integrated Automated Travel System (IATS) is a Windows ® based application developed by
Professional Software Consortium, Inc. to serve as travel claims processing system for use by the
Department of Defense (DOD) and various other government agencies. IATS fully automates the entire
claim processing cycle - from tracking in-coming claims to reporting expenditures.

Following, is a list of the major processes automated by IATS:

Tracking in-coming requests

Issuance of travel advances

Computation of settlement requests

Disbursement capability to produce US Treasury checks
Disbursement capability via Electronic Funds Transfer (EFT)

History of all travel transactions

Debt management

Interfaces to Accounting, Budget, Disbursing, and Personnel systems
Interfaces with electronic mail systems.
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About IATS

The Integrated Automated Travel System (IATS) is a Windows ® based application developed by
Professional Software Consortium, Inc. to serve as travel claims processing system for use by the
Department of Defense (DOD) and various other government agencies. IATS fully automates the entire
claim processing cycle - from tracking in-coming claims to reporting expenditures.

After Logging into IATS, the IATS for Windows screen appears for the View associated with the users
account.

|ATS for Windows (System Adminstrator View)

file TJools View . [Help |

Contents

Sys Search
PU Index
. B;O(
7 Rec This Screen
vDek  AboutIATs |
v Deb. IOy OT IO &

Import

# Upload to Mainframe
# Downdoad from Mainframe

+ Reports
+ Utilities

Ext IATS /4 Help
Click on the option desired or Double Click to expand/collapse selection

At the IATS for Windows screen, you can click on the Help option on the tool bar and then select About
IATS to access information on the following items:

- System Info

- IATS Debug Log File
o License Info

- Load License

o CAC Info

After clicking on the About IATS option, the following About IATS screen will appear:
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About IATS,Net

IATS 7.0 - Copyright (C) 2019
Professional Software Consortium, Inc (PSC)

Sybase DB Version 7.2.0.180 Configuration: Army
Workstation Resolution: 1600 X 900 System Info..  Log File...

The Integrated Automated Travel System is a tool used by the Department of
Defense DFAS agencies and the US Coast Guard to reimburse travelers for
their authorized expenses incurred during approved Government travel.

Warmning: ... The Integrated Automated Travel System (IATS) is License Info
the sole property of Professional Software Consortium, Inc. , el
(PSC) of New Jersey. Itis licensed to agencies of the United Load License ..

States Government according to licensing agreements aranged

with each agency. IATS is licensed for production use only. Itis

not to be installed in a non-production environment without the CAC Info...
express written consent of Professional Software Consortium,

Inc. It cannot be distributed to US government facilities not

licensed for its use, to any non-governmental agency, installed in -

training schools, or installed in test/evaluation facilities without the OK ? Help
express written consent of PSC. s

Click on the See Also button below and select the topic that provides detailed instructions for any of
the information options listed above.
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Login

In order to use IATS, all users must login using a unique Username and Password combination. This
ensures only persons with proper authorization use IATS to process travel claims.

Start IATS by clicking on the associated icon on the PC desktop. The following User-Login screen
appears:

User Login

IATS TRAVEL SUITE

Office Interface

Copyright (C) 2020 - Professional Software

Application Version Sybase: 7.3.1.142

Select the IATS database

IATS-Army-8.0 v Next >
Y Help © cancel
IATS Travel Suite Build Date:June 1, 2021

|;ﬂlComplete the following steps to "login" to IATS:



6.

7.

Introduction

Database: - If ODBC connections have been set-up for more than one IATS database, you will
see the Database field on the Log In screen.

At the Database field, you can click on the down arrow button to see

a list of other available databases and then click on the desired database if applicable.

Once you have selected the desired database to log into, if applicable, click on the Next button.
IATS will now display the User ID and Password fields.

User Name: - At this field, type the assigned user name and press the Enter or Tab key to
continue.

Password: - At this field, type the assigned password and press the Enter or Tab key to
continue.

Click on the Log In button.

Note: Passwords should only be known by the individual user. After logging into IATS for the first time,
you are required to change the System Administrator created password to a new password known only
to the user. In addition, users should frequently change their passwords - every 60 days is required. If
the user is logging into IATS for the first time, the Change Passwords screen appears and the user is
required to change the Login password created by the System Administrator.

8.

The next screen to appear is the Privacy Act.
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User Login

PERSONAL DATA - PRIVACY ACT OF 1974 - HANDLE WITH
CARE!

THIS SYSTEM CONTAINS INFORMATION WHICH IS
REGULATED BY THE PRIVACY ACT OF 1974, (PUBLIC LAW
93.579). ADEQUATE SAFEGUARDS MUST BE USED WHEN

HANDLING AND USING THIS SYSTEM.

PRIVACY ACT STATEMENT AND DOD NOTICE AND CONCENT BANNER A

AUTHORITY: 5U.5.C. SECTION 301; DEPARTMENTAL REGULATIONS; 3
SECTION 404, TRAVEL And TRANSPORTATION ALLOWANCES: GENERAL
DIRECTIVE 5154.29. DOD PAY And ALLOWANCES POLICY And PROCEDU
DEPARTMENT Of DEFENSE FINANCIAL MANAGEMENT REGULATION (Do
7000.14-R, VOLUME 9; And E.O. 5397 (SSN) As AMENDED.

PURPOSE OF USE (S): TO PROVIDE AN AUTOMATED MEANS FOR COMP
REIMBURSEMENTS FOR INDIVIDUALS FOR EXPENSES INCURRED INCIC
TRAVEL FOR OFFICIAL GOVERNEMENT BUSINESS PURPOSES And TO A
FOR SUCH PAYMENTS.

ROUTINE USES: IN ADDITION TO THOSE DISCLOSURES GENERALLY
PERMITTED UNDER 5 U.S.C. 552a(b) OF THE PRIVACY ACT OF 1974 AS
REQUIRED, THESE RECORDS CONTAINED THEREIN MAY SPECIFICALLY
DISCLOSED OUTSIDE THE DOD AS A ROUTINE USE PURSANT TO 5 U.S
552a(b)(3) AS FOLLOWS: TO THE INTERNAL REVENUE SERVICE TO PRC

INFORMATION CONCERNING THE PAYMENT OF TRAVEL ALLOWANCES
ARF SIIRIFCT TN FENFRAI INCOMFE TAX TN THF FFNFRAI RFSFRVF |
< >

Do you understand and accept these terms and acknowledge responsibility to
protect this data?

Yes - Proceed No - Cancel

9. The Privacy Act statement appears to remind users that private information is protected by
public law. Click on the Yes, Proceed button to indicate understanding of the need to keep this
information confidential and continue logging into IATS.

10. The next screen to appear is the IATS Copyright screen. This screen appears to let the user
know that this software is the sole property of Professional Software Consortium, Inc. and
may not be installed or used by any organization not possessing a license for it's use.
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IATS Copyright

The Integrated Automated Travel System (IATS) is the
sole property of Professional Software Consortium, Inc.
(PSC) of New Jersey. Itis licensed to agencies of the
United States Government according to licensing
agreements arranged with each agency. IATS is
licensed for production use only. Itis not to be installed
in a non-production environment without the express
written consent of Professional Software Consortium,
Inc. It cannot be distributed to US government facilities
not licensed for its use, to any non-governmental
agency, installed in training schools, or installed in
test/evaluation facilities without the express written
consent of PSC.

License OK
@® Accept
O Decli
itk Cancel

11. At the IATS Copyright screen, click in the circle next to the option Accept or Decline as
applicable and then click on the OK button.
12. After clicking on the OK button, the Rules of Behavior screen appears

10



IATS 8.7.3 User Guide

Rules of Behavior

Integrated Automated Travel System (IATS) A
Rules of Behavior

Acknowledgement of these rules is a condition of access:

Authorized Users shall

¢ Hold a U.S. Government security clearance commensurate with the level of access
granted.

e Access only that data, control information, software, hardware, and firmware for
which they are authorized access and have a need-to-know, and assume only those
roles and privileges for which they are authorized.

¢ Immediately report all IA-related events and potential threats and vulnerabilities
mvolving IATS to the appropriate Information System Security Officer (ISSO).

o Use strong passwords. Passwords will not be composed of dictionary words. names, or
personally related items. Users shall not record, write, or display passwords at any
time. Passwords will be kept confidential and are not to be shared with anyone.

* Protect passwords. Report any compromise or suspected compromise of userid and

nnceniard 1a tha annvanviata TOOMN  Tha vwaiana TTrarTT) and nncerrracd Aambinatian vl

oK Cancel 7?7 b

13. You must read through the rules and if you comply, click on the OK button to continue.
14. After clicking on the OK button at the Rules of Behavior screen, you will see a pop-up message
displaying your Login Statistics.

11
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IATS Login Statistics - O X

Time of Last Success: 2018/04/26 09:32:27
Time of Last Failure: ~ N/A (no failures)

Failures Since Last Success: 0

OK

15. Click on OK to continue.
16. After clicking on the OK button, the IATS for Windows screen appears for the View associated
with the users account.

Note: A feature was added to IATS "Prevent Old Version Login" that prevents IATS users without
access to the Maintenance module to be able to login to IATS if the software is not current. This
feature is activated by a switch that can be turned on or off in the Maintenance module. When this
feature is activated, a user without access to maintenance privileges will see a message, when they
attempt to login, stating Login is disabled because the IATS version is out of date and to contact
their System Administrator. A user with access to maintenance privileges will see a message, when
they attempt to login, stating the IATS version is out of date and to contact their System
Administrator. They are, however, allowed to continue to login and use the obsolete version.

12
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Login using Active Directory and CAC Authentication

In order to use IATS, all users must login using a unique Username. This ensures only persons with
proper authorization use IATS to process travel claims.

Start IATS by clicking on the associated icon on the PC desktop.

Note: When IATS starts it now automatically checks the user's Windows Identity to determine if they
are part of the IATS Active Directory Windows Network group. If the Windows User is determined to
not be in the IATS group, IATS will immediately display a message to inform the user that they are not
in that group and will then exit.

If the user passes the first test of “group membership” then IATS will display the following User Login
screen.

13
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User Login

IATS TRAVEL SUITE

Office Interface

Copyright (C) 2020 - Professional Software
Application Version Sybase: 7.3.1.142

Select the |IATS database

IATS-Army-8.0 v Next >
Y Help © cancel
IATS Travel Suite Build Date:June 1, 2021

@Complete the following steps to "login" to IATS:

1. Database: - If ODBC connections have been set-up for more than one IATS database, you will
see the Select the IATS Database field on the User Login screen.

2. Atthe Database field, you can click on the down arrow button to see
a list of other available databases and then click on the desired database if applicable.

3. Once you have selected the desired database to log into, if applicable, click on the Next button.

14
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Note: If IATS detects only one ODBC it will pre-select that ODBC and auto-click the Next button so that
the first screen a user with such a configuration would see is CAC Certificate selection and
authentication screen as shown below.

IATS TRAVEL SUITE

Office Interface

Windows Security X

Certificates

Select a Certificate

Issuer: DOD EMAIL CA-51
Valid From: 11/12/2019 to 10/3/2022

Click here to view certificate properties

More choices

oK Cancel
Y Help @ Cancel
IATS Travel Suite Build Date:May 10, 2021

4. |If the Certificate shown by default is not the correct one the user must click the “More choices”
link in the lower-left to display a full list of certificates found on the CAC as shown below:

15
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Windows Security X

Certificates

Select a Certificate
Issuer: DOD EMAIL CA-51

Valid From: 11/12/2019 to 10/3/2022

Click here to view certificate properties

More choices

Issuer: MS-Organization-Access
Valid From: 11/19/2019 to 11/19/2029

Jon M
Nash:A01094E00000175944EC30900008B5C's
ID

Issuer: ldenTrust ECA S22

Valid From: 11/20/2020 to 11/20/2023

CN=Keyoti Conveyor Root Certificate Authority

2 - For development testing only!

Issuer: Keyoti Conveyor Root Certificate
Authority 2 - For development testing only!
Valid From: 5/8/2019 to 5/7/2025

5. The user must select the certificate they’ve been instructed by DFAS to use and click OK to
proceed.
6. After selecting the appropriate certificate, the ActivClient Login screen appears.

16
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ActiviD”

ActivClient®

Please enter your PIN.

PIN

Cancel

7. Here the user must enter and validate their CAC PIN. If the PIN is correct IATS will allow them
to proceed.

Note: If this is the first time the user has logged into IATS, then IATS will display the Username selection
screen where they will see the usual Username and Password fields. The password field will be
disabled and they will need to enter an IATS Username as instructed by the IATS administrator. If the
Username they enter is invalid or has been claimed and associated with another user/CAC IATS will
display a message to let them know.

8. The user will not enter a Password but will simply click the Log In button to continue.

Note: Once the user has logged in once and associated their CAC with an IATS Username they will no
longer be prompted for a Username unless the IATS system administrator associates their CAC with
one or more additional IATS user IDs. In that case the user would see the Username and Password
view of the login screen again. As before, the Password field would be disabled. In this case, however,
the Username would be displayed as a drop down list of IATS Usernames found to be associated with
their CAC. They can then select the Username they want to use and click the Log In button to finish
the IATS login process.

9. When the user clicks the Log In button, or when IATS finds that their CAC certificate is already
associated with just one IATS user account, IATS automatically displays the Privacy Act
screen

17
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User Login

PERSONAL DATA - PRIVACY ACT OF 1974 - HANDLE WITH
CARE!

THIS SYSTEM CONTAINS INFORMATION WHICH IS
REGULATED BY THE PRIVACY ACT OF 1974, (PUBLIC LAW
93.579). ADEQUATE SAFEGUARDS MUST BE USED WHEN

HANDLING AND USING THIS SYSTEM.

PRIVACY ACT STATEMENT AND DOD NOTICE AND CONCENT BANNER A

AUTHORITY: 5U.5.C. SECTION 301; DEPARTMENTAL REGULATIONS; 3
SECTION 404, TRAVEL And TRANSPORTATION ALLOWANCES: GENERAL
DIRECTIVE 5154.29. DOD PAY And ALLOWANCES POLICY And PROCEDU
DEPARTMENT Of DEFENSE FINANCIAL MANAGEMENT REGULATION (Do
7000.14-R, VOLUME 9; And E.O. 5397 (SSN) As AMENDED.

PURPOSE OF USE (S): TO PROVIDE AN AUTOMATED MEANS FOR COMP
REIMBURSEMENTS FOR INDIVIDUALS FOR EXPENSES INCURRED INCIC
TRAVEL FOR OFFICIAL GOVERNEMENT BUSINESS PURPOSES And TO A
FOR SUCH PAYMENTS.

ROUTINE USES: IN ADDITION TO THOSE DISCLOSURES GENERALLY
PERMITTED UNDER 5 U.S.C. 552a(b) OF THE PRIVACY ACT OF 1974 AS
REQUIRED, THESE RECORDS CONTAINED THEREIN MAY SPECIFICALLY
DISCLOSED OUTSIDE THE DOD AS A ROUTINE USE PURSANT TO 5 U.S
552a(b)(3) AS FOLLOWS: TO THE INTERNAL REVENUE SERVICE TO PRC

INFORMATION CONCERNING THE PAYMENT OF TRAVEL ALLOWANCES
ARF SIIRIFCT TN FENFRAI INCOMFE TAX TN THF FFNFRAI RFSFRVF |
< >

Do you understand and accept these terms and acknowledge responsibility to
protect this data?

Yes - Proceed No - Cancel

10. The Privacy Act statement appears to remind users that private information is protected by
public law. Click on the Yes - Proceed button to indicate understanding of the need to keep this
information confidential and continue logging into IATS.

11. The next screen to appear is the IATS Copyright screen. This screen appears to let the user
know that this software is the sole property of Professional Software Consortium, Inc. and
may not be installed or used by any organization not possessing a license for it's use.
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IATS Copyright

The Integrated Automated Travel System (IATS) is the
sole property of Professional Software Consortium, Inc.
(PSC) of New Jersey. Itis licensed to agencies of the
United States Government according to licensing
agreements arranged with each agency. IATS is
licensed for production use only. Itis not to be installed
in a non-production environment without the express
written consent of Professional Software Consortium,
Inc. It cannot be distributed to US government facilities
not licensed for its use, to any non-governmental
agency, installed in training schools, or installed in
test/evaluation facilities without the express written
consent of PSC.

License OK
@® Accept
O Decli
itk Cancel

12. At the IATS Copyright screen, click in the circle next to the option Accept or Decline as
applicable and then click on the OK button.
13. After clicking on the OK button, the Rules of Behavior screen appears
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Rules of Behavior

Integrated Automated Travel System (IATS) A
Rules of Behavior

Acknowledgement of these rules is a condition of access:

Authorized Users shall

¢ Hold a U.S. Government security clearance commensurate with the level of access
granted.

e Access only that data, control information, software, hardware, and firmware for
which they are authorized access and have a need-to-know, and assume only those
roles and privileges for which they are authorized.

¢ Immediately report all IA-related events and potential threats and vulnerabilities
mvolving IATS to the appropriate Information System Security Officer (ISSO).

o Use strong passwords. Passwords will not be composed of dictionary words. names, or
personally related items. Users shall not record, write, or display passwords at any
time. Passwords will be kept confidential and are not to be shared with anyone.

* Protect passwords. Report any compromise or suspected compromise of userid and

nnceniard 1a tha annvanviata TOOMN  Tha vwaiana TTrarTT) and nncerrracd Aambinatian vl

oK Cancel 7?7 b

14. You must read through the rules and if you comply, click on the OK button to continue.

15. After clicking on the OK button at the Rules of Behavior screen, you will see a pop-up message

displaying your Login Statistics.
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IATS Login Statistics - O X

Time of Last Success: 2018/04/26 09:32:27
Time of Last Failure: ~ N/A (no failures)

Failures Since Last Success: 0

OK

16. Click on OK to continue.
17. After clicking on the OK button, the IATS for Windows screen appears for the View associated
with the users account.

Note: A feature was added to IATS "Prevent Old Version Login" that prevents IATS users without
access to the Maintenance module to be able to login to IATS if the software is not current. This
feature is activated by a switch that can be turned on or off in the Maintenance module. When this
feature is activated, a user without access to maintenance privileges will see a message, when they
attempt to login, stating Login is disabled because the IATS version is out of date and to contact
their System Administrator. A user with access to maintenance privileges will see a message, when
they attempt to login, stating the IATS version is out of date and to contact their System
Administrator. They are, however, allowed to continue to login and use the obsolete version.
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Selecting a new Theme

Introduction

In computing, a theme is a preset package containing graphical appearance details. A theme usually
comprises a set of shapes and colors for the graphical control elements, the window decoration and the
window. Themes are used to customize the look and feel of a piece of computer software or of an

operating system.

The IATS program was designed using a specific theme. A feature was added, however, to allow an

IATS user to change the default theme to another one if desired.

(@Complete the following steps to "change" the default IATS theme:

1ATS for Windows (System Administrator View)

File ITOE;] View Help
Traveler Profile
Traveler Qrder
User Initials
DTOD
Delete Traveler
History
History By Order
History By DOV
Change Password
Rates
Change Office

Select New Theme

Select Background Image...

Click on the option desired or Double Click to expa

RESET

BeigeOne
ExpressionDark
ExpressionLight
GreenHouse
MacBlue
MacSilver
Office2007Black
Office2007Blue
Office2007Silver
Office2010Barbie
Office2010Black
Office2010Blue
Office2010Green
Office2010Red
Office2010Silver
Office2013DarkGray
Office2013Gray

Office2013White
Office2016Black
Office2016Colorful
Office2016DarkGray
Office2016White
RainerOrange
ShinyBlue

Violette
VS2013Blue
VS2013Dark
VS2013DarkSolar
VS2013Green
VS2013Light
VS2013Purple
VS2013Red
VS2013Tan | Help
Windows8Blue
Windows8Brown

1. Atthe IATS for Windows screen, regardless of your view, click the Tools menu and then click

on the Select New Theme option.

2. You will see a variety of theme names appear.
3. Click on the new theme you wish to select. IATS will change the appearance to the selected

theme.

4. |IATS may display the following warning message depending on the theme you select.
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Theme Warring
Themes that are complex, use gradiated color schemes, and affect many controls may cause some screens in IATS to respond more siowlty. Do
you want to change the theme?
[xes | w
5. If this warning message appears, click on Yes or No as desired.

Traveler Profile

Traveler Qrder |

User Initials RESET B Office2013White

pDTOD BeigeOne Office2016Black

Delete Traveler ExpressionDark Office2016Colorful

History ExpressionLight Office2016DarkGray

History By Order GreenHouse Office2016White

History By DOV MacBlue RainerOrange

Change Password MacSilver ShinyBlue

Rates Office2007Black Violette

Change Office Office2007Blue V52013Blue

‘ ‘Select New Theme Office2007Silver VS2013Dark

Select Badnground Image... Office2010Barbie VS2013DarkSolar
Office2010Black VS2013Green
Office2010Blue VS2013Light
Office2010Green VS2013Purple
Office2010Red VS2013Red }.w ]
Office2010Silver VS52013Tan

Click on the option desired or Double Click to expa Office2013DarkGray Windows8Blue

6. If you wish to change the theme back to the default theme, click on the RESET option as

shown above.
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Introduction

On occasion, a representative from Professional Software Consortium (PSC) or DFAS may assist an
IATS user with a particular error with the IATS software. Often times, the representative may need to

review the System Information for the user's PC.

A feature was added to IATS that enables you to easily display the System Information for your

computer.

@Complete the following steps to "display" the System Information for your computer:

LATS for Windows (System Admini

View)

file Tools View | Help 1

-
+-Unb
¢ Re
i Deb

Contents
Search
Index

This Screen

About IATS

+ Debn marayerniem

Import

+ Upload to Mainframe

+ Download from Mainframe
¢ Reports
& Uliities

Click on the option desired or Double Click to expand/coliapse selection

Ext IATS ¢ Help

1. Atthe Menu bar at the top of the IATS System Administrator, Examiner, Auditor, or
Disbursing View screen, click on the Help option. A drop down list of additional options will

appear.

2. Click onthe About IATS option. The About IATS screen appears.
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About IATS, Net

IATS 7.0 - Copyright (C) 2019
Professional Software Consortium, Inc (PSC)

Sybase DB Version 7.2.0.180 Configuration: Army
Workstation Resolution: 1600 X 900 System Info... [ Log File...

The Integrated Automated Travel System is a tool used by the Department of
Defense DFAS agencies and the US Coast Guard to reimburse travelers for
their authorized expenses incurred during approved Government travel.

Waming: ... The Integrated Automated Travel System (IATS) is ’ T——
the sole property of Professional Software Consortium, Inc. el
(PSC) of New Jersey. ILis licensed to agencies of the United Load License. .

States Government according to licensing agreements aranged

with each agency. IATS is licensed for production use only. Itis ‘

not to be installed in a non-production environment without the CAC Info...
express written consent of Professional Software Consortium, :

Inc. It cannot be distributed to US government facilities not

licensed for its use, to any non-governmental agency, installed in -

training schools, or installed in test/evaluation facilities without the OK ? Help
express wrtten consent of PSC. : o

3. Atthe About IATS screen, click on the System Info link. The MS Windows System screen will
appear showing the System Information for your computer.

B
4 B, ContretPaned + System and Security » System v &  SemchCo. P
Centeol Paned Home i . o
View basic information about your computer
® Device Manager Windows sdticn
® Remste sttings Wiindews 10 Pro -- 3
W System protection © 2013 Microsaft Corporaticn. AT rights resenved Wl nd OWS 10
0 Advanced system settingt .-
System
Manutacturer Det
Model Iesgiron 3T70
Procensor: Irtel(R] Core(TM) i5-82500 CPU @ 1.50GH: 1.80GH:
installed memcry (RAME: 00 GB (7.90 GB urablle)
System type 63-bit Operating System, x64-based processor
Pen and Touch: No Pen or Touch input is avadable for this Display
Dol support
Websie: Onine suppert

Computer name, deman, and workgroup settings

Computer rame: DESKTOP-15B06VG @ iunge settings
Full computer name: DESKTOP-{5806VG
Computer descripton:

See o Workgroup: WORKGROUP

Security and Maintenance Windows activation
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4. Click on the (X) in the top right corner when you are finished reviewing the System screen.
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Locating the IATS Debug Log File

On occasion, a representative from Professional Software Consortium (PSC), may assist an IATS user
with a particular error with the IATS software. Often times, the representative may need to review the
IATS debug log file that resides on the users computer.

A new feature was added to IATS that enables you to easily find the location where the IATS debug log
file resides on your computer.

@Complete the following steps to "find" the location where the IATS debug log file resides:

LATS for Windows (System Admini View)
[ ]

fite Jools View | Help- |

Contents

Sys Search
+-Unb

- Index
i Rex This Screen
*De  Apout IATS
+ Deby marayenmn

Import

+ Upload to Mainframe

+ Download from Mainframe
¢ Reports

i Ulilies

Egt IATS ? Help
Click on the option desired or Double Click to expand/coliapse selection

1. Atthe Menu bar at the top of the IATS System Administrator, Examiner, Auditor, or
Disbursing View screen, click on the Help option. A drop down list of additional options will
appear.

2. Click onthe About IATS option. The About IATS screen appears.
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About IATS Net

IATS 7.0 - Copyright (C) 2019
Professional Software Consortium, Inc (PSC)

Sybase DB Version 7.2.0.180 Configuration: Army

Workstation Resolution: 1600 X 900 System Info... | Log File...

The Integrated Automated Travel System is a tool used by the Department of
Defense DFAS agencies and the US Coast Guard to reimburse travelers for
their authorized expenses incurred during approved Government travel.

Warning: ... The Integrated Automated Travel System (IATS) is License Info
the sole property of Professional Software Consortium, Inc. =)
(PSC) of New Jersey. Itis licensed to agencies of the United Load License .

States Government according to licensing agreements aranged

with each agency. IATS is licensed for production use only. Itis

not to be installed in a non-production environment without the CAC Info...
express written consent of Professional Software Consortium,

Inc. It cannot be distributed to US government facilities not

licensed for its use, to any non-governmental agency, installed in

training schools, or installed in test/evaluation facilities without the OK ? Help
express wntten consent of PSC. =

3. Atthe About IATS screen, click on the Log File link. The File Explorer screen will appear
showing the exact drive/directory where the IATS debug log file is residing..
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U E=| Temp

- Home Share View

™ > ThisPC » Windows (C:) » Users » Dave » AppData > Local » Temp

Name Date modified Type Size
o Quick access  mat-debug-13524 12/19/2019 7:38 AM  Text Document 0Ke
[ Desktop # = mat-debug-18852 12/19/2019 819 AM  Text Document 0KB
& Downloads ~ # | mat-debug-19240 12/19/2019 1:56 AM  Text Document 0KB
& Oocuments ¢ ) mat-debug 2154 12172019 500PM_Text Document ks
B Pictwres |1 NellATS ittt i L
| DOWNLOAD ] NetiATS.Jog.1 12/18/20194:42 PM 1 File 10K8
- ] NetlATS.log.2 12182019 357 PM 2 File 9KB
B F R ] NetiATS.log.3 12/18/20193:50 PM 3 File 4¥B
. My Documents | NGLClient_default 12/17/2019 622 PM  Text Document 1K8
. NetlaTs-Help & Olitmp01 12/18/20199:04 AM  PNG File 2K8
@ Creative Cloud Files g om 12/18/20199:26 AM  PNG File 288
- oobelib 12/18/2019 4011 PM  Text Document 750 KB
@ OneDrive-On CallC = QUTLOOK.EXE_c2rdli(2019121718192128F...  12/17/2019 619 PM  Text Document 0KB
B This PC . PDApp 12/19/2019 411 PM  Text Document 1,880 KB
= _ 1 5qla0000.tmp 12/19/20194:25PM  TMP File 1,032K8
3 30 Objects B swiag 12/18/20193:41 PM  Text Document 2K8
I Desktop [ tmp11368assasa 12/17/2019621 PM  File 314KB
| Documents 3 Update 12/18/201911:53 ..  DATFile 5,552 KB
& Downloads ] URLIEE9.tmp 12/19/20198:01 AM  TMP File 60 KB
D Music " URL2C6F tmp 12/18/201910:30..  TMP File S7TKB
it | URL2EOE.tmp 12/18/2019 430 AM  TMP File 63 KB
B Videos 7 URLZEO4mp 12/19/20197:01 AM  TMP File 60 KB
- ] URL3BB9.tmp 12/18/20199:30 PM  TMP File 57KB
‘e Windows (C:) ] URL3C44tmp 12/19/20136:01 AM  TMP File 60 KB
@b Network ] URL3D48.tmp 12/18/20193:30 AM  TMP File 63KB
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Checking the Status of your IATS License

A valid and current license is required in order to use the IATS program. This license is included with
the IATS software but will expire after 60 days if the monthly per diem rates update provided by
Professional Software Consortium (PSC) is not installed.

A new feature was added to IATS that enables you to check the status of your IATS license to
determine if the expiration date is near.

@Complete the following steps to "check" the status of your IATS license:

|ATS for Windows (System Administrator View)

File Tools View | Hselp

contents

Sys Search
7 Unk

» Index
i Bloc
+ Rec This Screen
* Dek About IATS
+ Deb. OOy I
2 Import

o Upload to Mainframe

o Download from Mainframe
 Reports

+ Utilities

Ext IATS ¢/ Help

Click on the option desired or Double Click to expand/collapse selection

1. Atthe Menu bar at the top of the IATS System Administrator, Examiner, Auditor, or
Disbursing View screen, click on the Help option. A drop down list of additional options will
appear.

2. Click onthe About IATS option. The About IATS screen appears.
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About IATS,Net

IATS 7.0 - Copyright (C) 2019
Professional Software Consortium, Inc (PSC)

Sybase DB Version 7.2.0.180 Configuration: Army
Workstation Resolution: 1600 X 900 System Info..  Log File...

The Integrated Automated Travel System is a tool used by the Department of
Defense DFAS agencies and the US Coast Guard to reimburse travelers for
their authorized expenses incurred during approved Government travel.

Warmning: ... The Integrated Automated Travel System (IATS) is License Info
the sole property of Professional Software Consortium, Inc. , el
(PSC) of New Jersey. Itis licensed to agencies of the United Load License ..

States Government according to licensing agreements aranged
with each agency. IATS is licensed for production use only. Itis
not to be installed in a non-production environment without the CAC Info...
express written consent of Professional Software Consortium,

Inc. It cannot be distributed to US government facilities not

licensed for its use, to any non-governmental agency, installed in »

training schools, or installed in test/evaluation facilities without the OK ? Help
express written consent of PSC. -

3. Atthe About IATS screen, click on the License Info button. The IATS Licenses display will
appear.
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IATS 7.0 - Copyright (C) 2016
Professional Software Consortium, Inc (PSC)

Database Version 7.1.2.227 Configuration: Army
Workstation Resolution: 1600 X900  System Info.. LogFile...
|ATS Licenses
used by the Department of
to reimburse travelers for
License Currently Loaded: Government travel.

- IATS License Valid Through 2/29/2020

Waming: ... The Integrated

the sole property of Prof :
of New Jersey. Itis licen OK License Info...
Government according to agreements arra

each agency. |ATS is licensed for production use only. Itis not to

be installed in a non-production environment without the express CAC Info...
written consent of Professional Software Consortium, Inc. It

cannot be distributed to US government facilities not licensed for

its use, to any non-governmental agency, installed in training

schools, or installed in test/evaluation facilities without the

express written consent of PSC. OK 7 Help

4. Click on the OK button after you have finished reviewing your IATS license information.
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Load License

A valid and current license is required in order to use the IATS program. This license is included with
the IATS software but will expire after 60 days if the monthly per diem rates update provided by
Professional Software Consortium (PSC) is not installed.

In addition, a special license is needed to use some of the IATS features. These features are typically
specific to a particular IATS customer.

A new feature was added to allow users to easily load a required license.

3 Complete the following steps to "load" an IATS license:

|ATS for Windows (System Administrator View)

File Tools View | Help

contents

Sys Search
P Index
i Bloc
s+ Rec This Screen
# Del About IATS
+ Deberwanoyorore
o Import

o Upload to Mainframe

o Downdoad from Mainframe
i Reports

+ Utiities

Ext IATS ¢/ Help

Click on the option desired or Double Click 1o expand/collapse selection
1. Atthe Menu bar at the top of the IATS System Administrator, Examiner, Auditor, or
Disbursing View screen, click on the Help option. A drop down list of additional options will

appear.
2. Click onthe About IATS option. The About IATS screen appears.
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About IATS, Net

IATS 7.0 - Copyright (C) 2019
Professional Software Consortium, Inc (PSC)

Sybase DB Version 7.2.0.180 Configuration: Army
Workstation Resolution: 1600 X 900 System Info.. LogFile..

The Integrated Automated Travel System is a tool used by the Department of
Defense DFAS agencies and the US Coast Guard to reimburse travelers for
their authorized expenses incurred during approved Government travel.

Waming: ... The Integrated Automated Travel System (IATS) is ' Licemainio ‘
the sole property of Professional Software Consortium, Inc. Wiz
(PSC) of New Jersey. Itis licensed to agencies of the United { Load License.. |

States Government according to licensing agreements aranged
with each agency. IATS is licensed for production use only. Itis -
not to be installed in a non-production environment without the CAC Info... \
express written consent of Professional Software Consortium, -
Inc. It cannot be distributed to US government facilities not

licensed for its use, to any non-governmental agency, installed in

training schools, or installed in test/evaluation facilities without the OK
express wrtten consent of PSC.

.g

3. Atthe About IATS screen, click on the Load License link. The Open screen will appear.

Open X
— v 4 > ThisPC » Documents » PSC v O Search PSC p

Organcze v New folder B v [ 0

~ - g < L4
@ OneDrive - On Ca Name Date modified Type Size

0 This PC | TPAX License 2022-08-18.5ic Q 8/17/2020 418 PM LIC File 2%8

- 30D Objects

B8 Desktop

=] Documents
CGSCRs
Custom Office
IATS 7.1
My Document:

\w My RoboHelp |

PSC

& Downloads v

File name: | TPAX License 2022-08-18.lic | License Files (*lic) v|

oo ][ conce
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35

4. Atthe Open screen, navigate to the drive/directory/folder where the license file is located.
5. Click on the license file you wish to load.
6. When the desired file is highlighted as shown above, click on the Open button.

IATS 7.0 - Copyright (C) 2019
l Professional Software Consortium, Inc (PSC)

Sybase DB Version 7.2.0.180 Configuration: Army
Workstation Resolution: 1600 X 900 System Info..  Log File.
Load License x
id by the Department of
reimburse travelers for
TPAX Interface License Valid Through 8/18/2022  jovernment travel.
Continue?
Wamning: ... The Integ - Inf
the sole property of Pr ok [ coosl | | stk
(PSC) of New Jersey. | , Load License...
States Government a ng to ng ents arranged
with each agency. IATS is licensed for production use only. Itis
not to be installed in a non-production environment without the CAC Info...

express written consent of Professional Software Consortium,

Inc. It cannot be distributed to US government facilities not

licensed for its use, to any non-governmental agency, installed in

training schools, or installed in testevaluation facilities without the OK 7 Help
express written consent of PSC :

7. 1ATS displays a message pertaining to the status of the license as shown above.
8. Click on OK to continue. IATS loads the selected license.




Displaying your CAC Info

Introduction

On occasion, a representative from Professional Software Consortium (PSC), may assist an IATS user
with determining what their CAC identification number is that is associated to their IATS user
account. This information is entered into IATS when their user account is created and is stored in the

IATS database.

A feature was added to IATS that allows a user to quickly and easily display their CAC information.

@Complete the following steps to "display" the System Information for your computer:

ATS foe Windaws (System Admini

[

View)

fite Jools View | Help- |

-
+- Unb
¢ Re
i Deb

Contents
Search
Index

This Screen

About IATS

+ Debn marayerniem

Import

+ Upload to Mainframe

+ Download from Mainframe
¢ Reports
& Uliities

Click on the option desired or Double Click to expand/coliapse selection

Ext IATS { Help

1. Atthe Menu bar at the top of the IATS System Administrator, Examiner, Auditor, or
Disbursing View screen, click on the Help option. A drop down list of additional options will

appear.

2. Click onthe About IATS option. The About IATS screen appears.

36



IATS 8.7.3 User Guide

About IATS,Net

IATS 7.0 - Copyright (C) 2019
Professional Software Consortium, Inc (PSC)

Sybase DB Version 7.2.0.180 Configuration: Army
Workstation Resolution: 1600 X 900 System Info..  Log File...

The Integrated Automated Travel System is a tool used by the Department of
Defense DFAS agencies and the US Coast Guard to reimburse travelers for
their authorized expenses incurred during approved Government travel.

Warmning: ... The Integrated Automated Travel System (IATS) is License Info
the sole property of Professional Software Consortium, Inc. , el
(PSC) of New Jersey. Itis licensed to agencies of the United Load License ..

States Government according to licensing agreements aranged

with each agency. IATS is licensed for production use only. Itis

not to be installed in a non-production environment without the CAC Info...
express written consent of Professional Software Consortium,

Inc. It cannot be distributed to US government facilities not

licensed for its use, to any non-governmental agency, installed in -

training schools, or installed in test/evaluation facilities without the OK ? Help
express written consent of PSC. s

3. Atthe About IATS screen, click on the CAC Info button. An IATS Notification will appear
displaying the user's CAC information.
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IATS 7.0 - Copyright (C) 2016
Professional Software Consortium, Inc (PSC)

Database Version 7.1.2.227 Configuration: Army
Workstation Resolution: 1600 X900  System Info..  Log File..

IATS Notiffication X

CAC Info: EAB468557568F3B74A434E2F28B52A22. The current IATS user's card 1D is 123456789

Government according to licensing agreements arranged with
each agency. IATS is licensed for production use only. Itis not to
be installed in a non-production environment without the express s CAC Info...
written consent of Professional Software Consortium, Inc. It
cannol be distributed to US government facilities not licensed for
its use, to any non-governmental agency, installed in training
schools, or installed in test/evaluation facilities without the 1 G
express written consent of PSC. OK ? Help

4. When you are finished reviewing the CAC info, click on the OK button to continue.
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Checking Inactivity for an IATS User

An IATS user account will automatically be suspended after a particular number of days of inactivity,
which is determined by the organization.

A feature was added to IATS to allow the System Administrator to check the inactivity status of an IATS
user.

@Complete the following steps to "check" the inactivity status of an IATS user:

IATS for Windows (System Administrator View)

file Jools | Miew lﬁelp
Examiner
. ot
Auditor ked Records
Disbursing o
ang
Esfor..
—— T D Waragement
mport

Upload to Mairframe
Download from Manframe
Reponts

Lities

F-B-P-BF

Ext IATS ? Help

Click on the option desired

1. Atthe System Administrator View screen, click on the View option. A drop down menu
appears listing the various views the user has the privilege for.
2. Click on the Maintenance option. The Maintenance Main Menu screen will appear.
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Maintenance Main Menu

&- Configuration/Base Parameters s
- Configuration

- Base Description

- Official Travel Offices

- Official Travel Office Organizations
+- Email Configuration

- Certification Statement

- Letters

- RUC/Liaison Offices

- Update All Rates/Locations

~Merge Databases

- Allow Temporary Database Access
- Holiday Schedule

-~ User Passwords and Privileges

-~ Assign Role Administrators

- System Reporting - Ad Hoc Reports

ey

Done ? Help

Click on the option desired or Double Click to expand/collapse selection

3. At the Maintenance Main Menu, click on the plus sign to the left of the item
Configuration/Base Parameters. An expandable menu appears listing the various options.

4. Click onthe User Passwords and Privileges option. The Maintain User Passwords and
Privileges screen appears.
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Maittan User Pastvords and Pivleges |DRGINAL MASTER DATABASE)

Enter/Modity Uses Paramelets
WD N ApUSDOVE  SaN I
svs | SYSTEM  SYSTEM THE CACEplyee ‘ \

) W m\g pm mmg Dy nactne ——_._-_' T Ay i
Voo (S | A0 |0 s |
aMal 327600¢@oomeast net

Adtl N
Offices
1 ORIGINAL MASTER DATABASE -

O'g“m v LA
Passwords

oo | Colnen *

Reerler | | Roele |
Roles

Sakctorn Aot ‘

(AN N || e LG
ol Use aocounts b susperded afe 30

P QukFg | Change P ‘w,,m, B T
Enter the user's kast name

5. Click on the desired user name from the list of IATS user accounts in the grid on the left side of
the screen.
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If you position your mouse pointer over the words User ID at the top of the screen, a pop-up
message will appear showing how many days the selected user has been inactive.

Notice at the bottom of the screen there is a statement indicating the number of days of
inactivity that will cause the user account to become suspended.
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Accessing the Maintenance Screen

The IATS Maintenance Module is where IATS users must establish all of the configuration
parameters for their particular customer type or branch of service.

Access to the IATS Maintenance Module is only available from the System Administrator screen if the
user has been granted the privilege to access Maintenance.

@Complete the following steps to "access" the IATS Maintenance Module:

IATS for Windows (System Administrator View)

file Jools | Miew I Help
Examiner
. ko
Auditor ked Records
Disbursing o
ang
Es for...
T Debt Management
mport

Upload to Mairframe
Download from Manframe
Reponts

Lities

F-B-P-BF

Ext IATS ¢ Help

Click on the option desired

1. Atthe System Administrator View screen, click on the View option. A drop down menu
appears listing the various views the user has the privilege for.
2. Click on the Maintenance option. The Maintenance Main Menu screen will appear.
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-- Military Parameters

- Civilian Parameters

- MBIE Rate Breakdowns

- Locality Data

- Constants/Descriptions

- Accounting

- Automated DataBase Backup
- Manual Database Backup

. Database Backup History

B- Configuration/Base Parameters

| »

m

e~
g

Introduction
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Changing Passwords

Passwords should only be known by the individual user. After logging into IATS for the first time, you are
required to change the System Administrator created password to a new password known only to the
user.

Password Requirements:

# passwords must be case sensitive
# At least 8 characters must be changed to be valid

#  You cannot change your password to a password that was previously used during the last 12
months or the last 10 passwords used

# passwords must be a minimum of a 15-character mix of upper case letters, lower case letters,
numbers, and special characters (i. e. @, #,$,%,&,!).

® A 15-character password consists of the following:
# Atleast two lower case letters.
# At least two upper case letters.
@ Atleast two numbers.

# At least two special characters.
In addition, the DoD requires you to change your logon password every 60 days.
If you have logged into IATS and your logon password is expired, the following pop-up message
appears:

Change Password X

Your password is older than 60 days and must now be changed.

OK

When this pop-up message is displayed, click on the OK button. The Change Passwords screen
appears and you will then need to complete steps 3 - 7 below to change your passwords.

Note: When changing your logon password, you must enter a new password that was different than the
old one.

@Complete the following steps to "change" your passwords:
Note: An IATS user may only change their passwords once during a 24 hour period.

1. Loginto IATS.
2. Atthe IATS for Windows screen, regardless of your view, click the Tools menu and then click
on the Change Password option. The following screen appears:
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Change Passwords

Logon Password

| Old Password
New Password

Re-enter New Password

Enter old logon password

Confirmation Password

Old Password

New Password

Re-enter New password

0K Cancel ?

Help

At this screen, type the requested information and press the Enter or Tab key to continue.

3. Old Password: Enter your current password.
4. New Password: Enter your new password.

5. Re-enter New Password: Re-enter the password you just entered at the New Password field to

ensure accuracy.

6. Repeat steps 3-6 above to change the Confirmation Password also, if desired.

7. After entering the new password information, click the OK button to continue.
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Change Offices

IATS allows travel offices to combine multiple databases into one centralized database. This applies
even if the configuration/customer type is different. For example, the original master database was Army,
but DLA, Marines, and Navy, databases were merged into the original master database.

If this situation occurs, users must have a way to switch between the different offices/configurations after
logging into IATS.

Note: In order to be able to perform this task, a user with the privilege to create/modify user passwords
and privileges must access the maintenance module and specify which offices are active for a
particular user.

UJCompIete the following steps to "change" your office:
1. Login to IATS.
2. Atthe IATS for Windows screen, regardless of your view, click the Tools menu and then click
on the Change Office option. A sub-menu will appear listing the offices that are active for the
particular user.

1ATS for Windows (System Admenistrator View)
Fle ' Toels | View Help

Change Office
Select New Theme . 2 DFAS-IN

Select Background Image.. 3 DFAS-ROME

Exit IATS { Help
Click on the option desired or Double Click 1o expand/collapse selection

3. Click on the desired office you wish to switch to.

4. The Confirmation Password screen appears and you must enter your confirmation password
and then click on OK.

5. After you have switched offices, the office name you have switched to will now appear in the
label at the top of the screen as shown below.
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.WISVU;UID:S\‘STEMFvidcy,Jmuyl.ZOZI Controlled Unclassified Information (CUI) =" ] X

- System Administrator
# Unlocking Locked Records
4 Block Processing

i Request Processing

@ Delete All Detads for.

# Debt Management
idlmporl
 Upload to Mainframe

# Download from Mainframe
éRepods

@ Utiities

Exit IATS 7 Help

Click on the option desired or Double Click to expand/collapse selection )
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Navigation

After a user logs-in to IATS, navigation through IATS is accomplished in a variety of ways:

49

Using a mouse: - Since IATS is a Windows® based program, a mouse is a common and
frequently used device for navigating through IATS. Users may click on menu options, button
options, selection lists, and input fields to make selections or access fields.

Using a Keyboard: - Every effort was made during the development of IATS to allow the user to
press keys on the keyboard to navigate through IATS.

Arrow Keys: - When using the keyboard, the Up/Dn arrow keys may be used to navigate
through menu options, drop down lists, and tables.

Hot Keys: - When using the keyboard, users will often see a letter underlined on a button or
menu option. If you don't see any underlined letters, press the Alt key to make them

appear. When you see underlined letters, press and holds down the Alt key on the keyboard
and then presses the letter that is underlined IATS performs the associated function.

Tab Key: - When using the keyboard, it is best to use the Tab key to navigate through the
various input fields. Pressing the Tab key will usually take the user to the next input field.
Depending on the screen, however, this may not always work.

Enter Key: - When using the keyboard, users may also press the Enter key to navigate through
the various input fields. Pressing the Enter key will usually take the user to the next input field.
Depending on the screen, however, this may not always work.

Space Bar: - When using the keyboard, certain input screens require the user to make
selections to activate features or entitlements as depicted in the screen displayed below.
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System Description

Standalone Allow Claims by Self
DoD ID Required Audit/Enter Same Claim
Liaison Reports Use OCR Font
Reservist Travel Payroll Office

Reason for Delete Enable CAC

RITA Office Aware Allow Duplicate Login
Prevalidate Accounting Massive Multiple Travel
Forced Audit HHG Calculator
Prepayment Audit Use ISO 3166 Codes
EFT Rejects ID Reason for Suppl

Change DBs
Cash Payment Allowed
Create Voucher Print File

Auto Delete Blocks
Email Completed Claims
HHG DPS Interface Active

DIHIHDDHDDDDH!DDD

# Days User S ded till Deleted: | 15 oo joe
RS SSSESIEpOncon s eeec ODS Secure Upload Active
ReAssign Claims w/o Block List Allow DTOD Override
Retum Reason Is Mandatory Activate DTOD Web Service
Prevent Old Version Login Enable Safeguards
Scrub Disbursing Uploads

Allow Auditor Remarks
Use DMDC Web API

Rather than using the mouse to click in these boxes to activate the features, the user
may simply press the space bar when the desired option is in focus. Being in focus
means that a dotted line appears around the option as shown for the Liaison Reports
option above.

When making selections from listed items, the user may also use keyboard commands
as follows:

# Shift: - By using the Shift key on the keyboard, a user can select items listed
consecutively by clicking on the first item, pressing and holding down the
Shift key and then clicking on the last item.

#® Ctrl: - By using the Ctrl key on the keyboard, a user can select items randomly
by clicking on the first item, pressing and holding down the Ctrl key and then
clicking on the other desired items.

URNOOO0OMAOOOD0ONOORNXAOROER
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Menu Bar

At the top of the Examiner, Auditor, Disbursing, or System Administrator screen, users will see a
menu bar. The options available on the menu bar will vary depending on the users View and the
privileges associated with their user account.

uﬁh“ﬁ\dmgwi\a\"a|
[ Blle.| Edit Tools View Help l
Grab Block(s)
Create New Block $ From One Block to Another
Log Requests \J
Change Database 3 Date Received A
View All Completed Blocks
Exi
Email Block
Post Offiine Transactions
Process Collections ’ List Items Ready for Collection
Access CIVPCS Records Collecting IATS Debt
Special CIVPCS Adjustments Collecting Non-IATS Debt
Access DITY Summary Records Assign/Delete CV Number
Print Collection Vouchers
New Block
Grab Blocks Log Requests Offiine Trans Collections Exil IATS Y Help

Select a block to work with and choose an action

If the user clicks on an item from the menu bar, a drop down menu appears displaying the available
options. If there is a right arrow next to an option, an additional menu appears when the user points on
the option and displays more options.

Options are selected from the menu(s) two ways:

# Click on an option using a mouse

# Ppress the Up/Dn arrow keys on the keyboard to scroll through the menu. When the desired
option is highlighted press the Enter key.
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Button Options

On every IATS screen, user will see a variety of buttons depending on the particular screen and the
processes the user is performing, or has the privilege to perform.

Notice that on every button, there is a letter that is underlined.
This is a hot key that may be activated by using the keyboard.

Process Block Release Biock(s) Print Block(s) Delete Block(s) New Block
Grab Blocks Log Requests Offine Trans Collections Eyl IATS { Help

Button Options are selected two ways:

# Click on a button using a mouse.
# Ppress and hold down the Alt key on the keyboard and then press the letter that is underlined on
the button. For example; pressing (Alt + G) will select the Grab Blocks option.
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DTOD Mileage Look-up

Note: When the DTOD Lookup screen is displayed, you will notice in the title bar the version of the
DTOD table IATS is using to pull the distance if the DTOD Web Service is being used. Refer to Help
topic "Maintaining DTOD Web Service Versions" if you wish to change the version/effective date.

When processing a request for settlement, it may be necessary to look-up the authorized mileage for the

official distance in the DTOD mileage table.

This can be accomplished two (2) ways.

Method 1:

1. By clicking the Tools menu at the top of the Examiner, Auditor, Disbursing, or System
Administrator View screen. A drop-down menu appears displaying the available options.

4TS for Windows (Examines View)
Eile Edit [Iools View Help

To Do

-

ARMSC
EVAC
FSN
MILITAR
MILITAR
MILITAR
MILITAR
PCSGO
PCSRTE
SCR151

Proces

Traveler Profile
Traveler Qrder

DTOD

Delete Traveler Profile

Dump Traveler
History

History By Qrder
History By DOV
Change Password
Rates

Trip Calculator
Change Office

Select New Theme

Select Background Image

pmont
;mml
?pmnnt
:’mml
pment
’Dmml
pment
pment
smeat
pment

Grab Blocks

Sedect a block to work with and choose an action.

Log Requesls

Qffiine Trans

Assigned to Exsmmes
Assignod to Exammer
Assigned to Exammner

Assigned to Exammer

Assigned to Exammer
Assigned to Exammner
Assigned to Exammner
Assigned to Exammner
Assigned to Examner
Assigned to Examner
Assigned 1o Examner

Prant Block(s)

Delete Block(s)

12/25/2020

432020
111412020
122020
41072020
41072020
41072020
4102020
832020
232020
2072020

Exit IATS

New Block

{ Hep

2. From the drop-down menu, click on the DTOD option. IATS will then display the DTOD Lookup
screen.
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DTOD Lockup 340 |
DTOD Query
Effective Dale:
& Travel is in the DTOD's North American region [12/2912020
¢l departure location | |Select amval location.. G 3
Search Search
Trave! Distance:
f Lookup
OK 7 Hep

Method 2:

1. When processing a request for settlement, click on the Other button if it appears on the screen.
A sub-menu appears displaying the available options.

'.‘:r,',!::-: TS ::&"\‘.ﬂl\’wﬁi
SMITH, MARKY M. ES TONO: FSNS

Roguost Type - Sottlement
Type of Seement | Final - First Submission

Famit To AdwiAcer Enttlernunts Calculations Financisl Reenirks

Typos of Entthements Clamed

Travnl Not Pectonmed Not & Reservst
T 3
TripsiType Dates Encompassed Status Add Boweary
| eenporary Duty hv[ 10 L
VwModty
Delote
Ti
Dty Summary Elapend Timo Cons. Comp Show Calos
i | hoAl Save
E o Audor Remarks SAVE Cancst 7 Hop
History

orop + 3 this claim

2. From the sub-menu, click on the DTOD option. IATS will then display the DTOD Lookup screen.

Sedect
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DTOD Lockup 340
DTOD Query
Effective Dale:
& Travel is in the DTOD's North Amencan region 12/292020
Select departure location v isggd arnival location.. v‘:
Search Search
Trave! Distance:
| Lookup
0K 7 Hep

Refer to the Help topic, "Completing the Query DTOD Screen", for detailed instructions on using this
screen.
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Introduction

Note: When the DTOD Lookup screen is displayed, you will notice in the title bar the version of the
DTOD table IATS is using to pull the distance if the DTOD Web Service is being used. Refer to Help
topic "Maintaining DTOD Web Service Versions" if you wish to change the version/effective date.

When processing a request for settlement, it may be necessary to look-up the authorized mileage for the

official distance in the DTOD mileage table.
This can be accomplished by using the DTOD Lookup screen.

@Complete the following steps to "complete" the DTOD Lookup screen:

1. Access the DTOD Lookup screen by using one of the methods demonstrated in the Help topic

"DTOD Mileage Look-up".

DTOD Lockup 340

DTOD Query

&2 Travel is in the DTOD's North Amencan region

acl departure location . Select anmval location

Search

Travel Distance
Lookup

Effective Dale
12/292020

Search

&
Ix
[
©

2. Atthe top of the DTOD Lookup screen, you will see a check box next to the words "Travel is in
the DTOD's North American region". If not already checked, click in the check box to activate

it if the mileage you wish to look-up is in the North American region.

3. Effective Date: - The current date will default to the Effective Date field. Enter a new date in
MMDDYY format or click on the down arrow button to use the calendar if you wish to change

this date.

4. Select Arrival Location: - Enter the Zip Code or the name of the arrival city and then click on

the Search button.
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4 Travel is in the DTOD's North American regon

DD Lockup 340
DTOD Query
192125 Wash, VZ. Tantoyucal

<

92125 Wash, VZ, Tantoyuca
92123 Wash, VZ. Tanto

20500 Washington, DC, Distnct of Columisa
20001 Washington, DC, Distnct of Columbia
20002 Washington, DC, District of Columbia
20003 Washington, DC, District of Columbia
20004 Washington, DC, Distnct of Columbea
20005 Washington, DC, District of Columbia
20006 Washington, DC, District of Columbia
20007 Washington, DC, Districl of Columbia
20008 Washington, DC, District of Columbea
20009 Washington, DC, Distnct of Columbia
20010 Washington, DC, Distnct of Columbia
20011 Washington, DC, District of Columbia
20012 Washington, DC, Distnct of Columbia
20015 Washington, DC, District of Columbia
20016 Washington, DC, Distnict of Columbia

:_Select amwval location

Lookup

Effective Dale
1212912020
Search
0K 7 Hep

5. Click on the down arrow button if needed to display a list of city names matching the city name

you entered.

6. Click on the desired location from the drop down list of city names to make your selection.
7. Select Departure Location: - Enter the Zip Code or the name of the departure city and then

click on the Search button.

DTOD Lockup 340

DTOD Query

&4 Travel is in the DTOD's North Amencan regon

92125 Wash, VZ, Tanloyuca

Traved Distance:

Select armval location

Lookup

Effective Dale:
(1212912020
Search
OK ?  Hep
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8. Click on the down arrow button if needed to display a list of city names matching the Zip Code

or city name you entered.

9. Click on the desired location from the drop down list of city names to make your selection.
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10. Travel Distance: - After selecting the arrival and departure locations, click on the Lookup button
at the Travel Distance field. IATS will look-up the mileage and display it in the Travel Distance

field.
N i
| DTOD Lockup 240 i
DTOD Query
Effective Dale:
&2 Travel is in the DTOD's North American region [12/2972020
92125 Wash, VZ, Tanloyuca v 46226 Indianapolis, IN, Manon
Search Search ‘
Trave! Distance
1831 Lookup
0K {  Help

11. When finished using the DTOD Lookup screen, click the OK button.
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View Travel History

The Travel Order History screen is used to provide users with an easy to read inquiry screen, and
includes all necessary travel data elements stored in the travel account database.

Tip: The Travel Order History screen can be accessed from the Examiner, Auditor, Disbursing, or
System Administrator View screen, or by clicking on the Other button when processing a Request for
Advance, or Settlement. Please refer to the instructions below to access the Travel Order History
through either method.

l.ﬂ]CompIete the following steps to "view" a traveler's historical record:

1. Atthe Examiner, Auditor, Disbursing, or System Administrator View screen, click on the
Tools menu. A drop down menu appears listing various options.

2. Click on the History option. The Select Traveler screen appears.

3. At either the Select Traveler screen, there are (2) methods for selecting a traveler account:

# Method 1: - At the Search By field, click in the appropriate radio button to select your search
by either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID
at the corresponding input field and then press Tab.

# Method 2: - Type the first (2) letters of the traveler's last name. A listing appears displaying all
travel accounts in the IATS database beginning with these (2) letters. Click on the Up/Down
arrows next to this listing or press the Up/Down arrow keys on the keyboard to scroll through
the list. When the desired traveler is highlighted, click on the highlighted name.

4. After selecting a travel account, the Travel Order History screen appears.

Tevel Crde Hitory

SMITH, MARKY M. E9

In Suspensa $0.00 Funds Ay
Travel Orders
Order Number SCR1496
Ovder Number Travel Dates Type Issue Date 15suer Funds Suspense
EVAC 2020 10:m02-202010031 Evacuation 20201007 DFAS Army $0.00 |

2020/06/15-20200/18 Normal 20200910

3 SCR1498 20200302- 202003405 Noemal 202002/24
| SCR1509 20200113- 20200117 Noemal 202000105
| oY1 20200309-20200812 Normal 202003902 DFAS Army $0.00
| TRANSIENT 2020007720-2020007/24 PCS 20200717 DFAS Army 30 II'J;
Dsplay

Travel Ovder Details
Transaction  Create  Tolal Claimed / Net In  Pay Check |

R oect N vt E) e Type Dale  Transaction Applled Transaction Suspense Mathod Trace #

202000302- 20200305 Settiement 2020:0311 £3 550 75 $3,550.75

* For advances, the Net Transachon Colurmn s the amount of the advance nol yel colkacted

Desplay

| Othar Prot Egt 7 Help

Enter the Ovder with whvich you wish 10 work

Note: This screen is divided into (2) sections; Travel Orders and Travel Order Details. The Travel
Order section, lists every travel order existing in the IATS database for the selected traveler. The

59



Introduction

Travel Order Details sections, lists every transaction existing in the IATS database for the travel order
number highlighted above in the Travel Order section.

At the Travel Order History screen, travel orders can be displayed by the following methods:

Method 1: - Double click on an order number listed in the Travel Order section.

Method 2: - Click on an order number listed in the Travel Order section and then click on the

Display button.

# Method 3: - Type the desired order number at the Order Number field and then click on the
Display button.

6. After using one of the methods above, the Travel Order screen appears for the selected travel

“ LY

order.
Traved Order User ID: SYSTEM Weedsscley, December 30, 2020
Traveler's Name Grade/Rank Order Number/TONO Order Type VIEW ONLY
SMITH, MARKY M E9 E9 R1496 Normal
| Description Remarks :
E Dates :
; Purpose of Trip Site Visit Issue Date 22412020 .
Begn Date 31212020
Issung Organzaton  |DFAS )
= Number of Days 4
Paying Organzation | DFAS
End Date 3502020
DSSNATR 6416
Funds Ay
|
Group Travel (8
Back Next Rone { Hep

| Click 'Done’ button when finished réviewing travel order

Tip: At this screen, the user may click on each tab to review the specific details pertaining to the travel
order.

7. When finished reviewing the Travel Order screen, click on the Done button. IATS returns to
the Travel Order History screen.

@Complete the following steps to "view" travel order details:

1. Click on atransaction listed in the Travel Order Details section and then click on the Display
button. The Travel Order Detail screen appears for the selected transaction.
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Travel Order Detal (Settlement)

SMITH, MARKY M E9

Description

Trace #/Chack #
Block Numbes
Status
Transaction Type
Payment Mathod

Settiement Type

Location Name

Qther

Request

Amounts

SCR1496
Completed
Settlement
EFT

Final - First Subnussion

OFFICEONE

Document

Audit Requrred

Dates / Remarks

Who Had It

Claim Number
Examiner

Auditor

Payment Certified By
Num POC Shipped
Transport Req &
PCS Envoute Type
Trip Number

pDov e

TONO: SCR1406

1
SYSTEM, THE
SYSTEM, THE
(Not Avatable)

0

222333444

Tip: At this screen, the user may click on each tab to review the specific details pertaining to the

transaction. Different tabs will be available depending on the type of travel order selected. In addition, if
the Request button is visible at the bottom left corner of the Travel Order Detail screen, you may click
on this button to display the input screens for the selected request.

2. When finished reviewing the Travel Order Detail screen, click on the Exit button. IATS returns
to the Travel Order History screen.

@Complete the following steps to "view" a travel history record from the Advance or Settlement

Request screen:

1. Atthe Advance or Settlement Request screen, click on the Other button. A sub-menu appears
listing various options.
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Settiement Reguert - Mock No: SCRING - Reguest Nex 1

View Only
SMITH, MARKY M E9 TONO SCR1496
Roquest Type - Saltirent
Type of Settloment Finadl - Farst Submission
Reme To AdviAcen Ertheneis Calculatons Francal Romarks
Types of Emtiernonts Clarmed
[ Trawsd Not Pectormed Not & Reservist
Tops/Type Dates Encompassed Status Addd Wterary
L Tempoeary Duty Trp a0 V2020 Vabdated Data
View'Modey
Dolwin
2 R Dy Summary Elapsed Time Cons Comp Show Cales
Rucwipts
B Rates i ?
G—— {  Prnt Roquost Audnor Remarks OK Cancel { Hep
1 Hisoy §
. |
Check th DrIooD bt been perfarmed (Trip not taken)

2. Click on the History option. The Travel Order History screen appears.

3. From this point, follow the instructions provided in the first section above to continue viewing
the Travel Order History screen.

4. When finished viewing the Travel Order History screen, click on the Exit button. The Select
Traveler screen appears allowing you to make a selection and view the history for a different
person, if desired.

5. If you do not want to view the history for another individual, click on the Cancel button to return
to the Advance or Settlement Request screen.
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View Travel History by Order

The Travel Order History screen is used to provide users with an easy to read inquiry screen, and
includes all necessary travel data elements stored in the travel account database.

A new feature was added to IATS that allows the user to look-up a traveler's History record by just
entering a travel order number.

@Complete the following steps to "view" a traveler's historical record:

file Edit | ool View Help
Traveler Profile

To Do Traveler Qrder =

proD Cl

Delete Traveler Profile One DOV # Block Status Dale Received

Dump Traveler |

History

History By Qrder

Change Password

Rates

Change Office

Select New Theme

Select Background Image
New Block
Grab Blocks Log Requests Offiine Trans Colections Exgt IATS Help
Select a block 1o work with and choose an action

1. Atthe Examiner, Auditor, Disbursing, or System Administrator View screen, click on the
Tools menu. A drop down menu appears listing various options.

2. Click on the History By Order option. The Select Order By Travel Order Number screen
appears.
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Select Order By Travel Order Number

Travel Order Number: SCR1496
Traveler: |SMITH, MARKY M v
. ARNOLD, TOMMY G
Begin:
Type: Normal

OK | Cancel

3. Atthe Select Order By Travel Order Number screen, enter the order number at the Travel
Order Number field and then press the Tab key.

4. If the order number exists, the traveler's name and traveler order information will appear.

5. Traveler: Atthe Traveler field, you can click on the down arrow button. IATS will list the
names of any other travelers with the same Travel Order Number. Click on the correct traveler
name to make your selection if applicable.

6. If this is the correct order number and traveler, click on the OK button. The Travel Order
History screen will appear.

| Tawel Order History

SMITH, MARKY M. E9

In Suspensa $0.00 Funds Army
Travel Ordexs T
Order Number | SCR1496 l
070121T0Y 202100615-2021/07/20 Normal 20210601 DFAS Army $0.00 \
EVAC 2020010/02-2020110/31 Evacuation 20207001 DFAS Army $0.00 ‘
| FSNS 2020008115-2020/00/19 Normal 202000/10 DFAS Ay $0.00
MULTI 202107112.20210718 Noemal 20210701 DFAS Army $0.00
! 2U2000302- 2020003005 202002124
| [SCRTI00 o} 202001113- 20200117 o Nomal | 20200105 | DOFAS Ay _30.00}
Dssplay
| Travel Ovder Detats
Claa 0. Travel Detes Transaction  Create Total Claimed / Net In Pay Check /

Type Date  Transaction  Applled Transaction Suspense Method Trace #

202000302- 20200305 Settement

* For advances, the Net Transachon Column & the amount of the advance nol yel coliacted

Othar Bnt.. Egt ? Hep

| Enter the Order with which you wish 10 work
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Refer to the Help topic, "View Travel History", for additional instructions on how to view a traveler's
History.
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View Travel History by DOV Number

Introduction

The Travel Order History screen is used to provide users with an easy to read inquiry screen, and
includes all necessary travel data elements stored in the travel account database.

A feature was added to IATS that allows the user to look-up a traveler's History record by just entering a

DOV number.

@Complete the following steps to "view" a traveler's historical record:

Hle Edit |.Tools View Help

To Do

Lor |

O7TDY

Process Block

Grab Blocks

Traveler Profile
Traveler Order

pTCD

Delete Traveler Profile

Dump Traveler

Assigned 1o Examiner

Assgned to Examiner

History ment
History By Qrder

History By DOV

Change Password

Rates

Change Office ’

Select New Theme

Select Background Image

Redease Block(s) Prnt Block(s)

Log Requests Offline Trans Colections

Sedect a block to work with and choose an action

71302018
1302018
Dedete Block(s) New Block
Ext IATS Help

1. Atthe Examiner, Auditor, Disbursing, or System Administrator View screen, click on the
Tools menu. A drop down menu appears listing various options.
2. Click on the History By DOV option. The Select Traveler / Order by DOV screen appears.
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Select Traveler / Order by DOV
Select DOV 2222222222 ] Search
Name SSN TONO Amount
7 Help 0K Cancel

3. Atthe Select Traveler / Order by DOV screen, enter the DOV number at the Select DOV field.
4. Click on the Search button. The Select Traveler / Order by DOV screen will re-appear listing all
payments associated to the DOV number you entered.
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Select DOV: | 2222222222 | Search |\
Name
| ;M ARNOLD, TOMMY XXX-XX-1111 | TNPO02 $2 97528
? Help OK Cancel

5. Click on the payment you wish to display the history for.
6. When you have selected the desired payment, click on the OK button. The Travel Order
History screen will appear.
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Vovel Order Hhstery
ARNOLD, TOMMY G E7 In Suspense. 3207528 Funds. |  Amy
Traved Orclers
Order Number | [rNPoo2)
| OuorNumber  TrawiOats  Type
MILPCS [ 202211002-202210017 [
PCS

2022/1121-2022/1205
022/07/01-2022/07/01

Traved Order Detals

ChlWo.| DS | s Dale  Transaction mmmn:'w Trace #

* For advances, the Net Transacbon Column s the amount of the advance not yo! collected Disp

§

Ofrver Brint. Egl

Enter the Oedier with which you wish %0 work

Refer to the Help topic, "View Travel History", for additional instructions on how to view a traveler's
History.
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Display Rates

While using IATS, the user may find it necessary to look-up a rate on occasion. The Display Rates
screen provides the user with an easy way to look up various rates that will assist in processing the
various travel transactions or answering inquiries.

@Complete the following steps to "display" rates:

Access the Display Rates screen through one of the following methods:
Method 1: - Click on the Tools menu and then select the Rates option.
Method 2: - Click on the Other button and select the Rates option.
Method 3: - Click on the Lookup button and select the Rates option.

After using one of the (3) methods listed above, the Display Rates screen appears.

& & -

Display Rates

Allowances Based on Cost Schedules o
Bulky Articles Allowances

Ferry and Bridge Tolls

Florida Termination Allowances

Pickup or Delivery Transportations Allowances

Temporary Quarters & Subsistence Expense

Federal Marginal Tax Rates

Federal Estimated Tax Rates

FICA/Medicare Rates and Retirement Plans

All States Tax Schedules for 2019 RITA's and Beyond

All States Tax Schedules for 2018 RITA's and Earlier
Puerto Rico Only (from 2006 until 2018)

M&IE Rates

Country/States Descriptions

Locality Descriptions

City Names

View All Rates

Locality Rates

Negotiated ILP Rates v

Display Cancel Y Help

2. Atthis screen, the various rates tables in the IATS Maintenance module are listed.
3. Double click on one of the listed tables or click on a item and then click the Display button.
IATS displays the screen for the selected rates table.
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4. After reviewing the selected rates screen, click the Cancel button to close the screen.
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Using the View Locality Rates - Screen

The View Locality Rates screen provides the user with an alternative way to look up various rates that
assists in processing the various travel transactions or answering inquiries.

@Complete the following steps to "display and use" the View Locality Rates screen:

Access the Display Rates screen through one of the following methods:
Method 1: - Click on the Tools menu and then select the Rates option.
Method 2: - Click on the Other button and select the Rates option.
Method 3: - Click on the Lookup button and select the Rates option.

After using one of the (3) methods listed above, the Display Rates screen appears.

L SN N T

Display Rates

Florida Termination Allowances &
Pickup or Delivery Transportations Allowances

Temporary Quarters & Subsistence Expense

Federal Marginal Tax Rates

Federal Estimated Tax Rates

FICA/Medicare Rates and Retirement Plans

All States Tax Schedules for 2019 RITA's and Beyond

All States Tax Schedules for 2018 RITA's and Earlier
Puerto Rico Only (from 2006 until 2018)

M&IE Rates

Country/States Descriptions

Locality Descriptions

City Names

View All Rates

Locality Rates

Negotiated ILP Rates

Advance Percents

Audit Parameters

Zero Voucher/Suspense Parameters v

Display Cancel Y Help

2. Atthis screen, the various rates tables in the IATS Maintenance module are listed.
3. Double click on View All Rates option or click on the View All Rates option and then click the
Display button. IATS will display the View Locality Rates screen.
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Note: You can also access the View Locality Rates screen from the Maintenance Main Menu by using
the following steps: At the Maintenance Main Menu, click on the plus sign next to the word Locality
Data and then click on the View All Rates option.

| View Locaiey Rates
* U ther firet row of thi gnd b search and ffor remuts View Rates

Sefect Country State v Cloar Filor
- e GIBRALTAR a e
[ Gy |GREECE County Is Base MAIE Localty ILP Locs
GREENLAND 1 1

{GRENADA

GUADELOUPE

GUAM

GUATEMALA

GUINEA

GUINEA-BISSAU

GUYANA

HAIM

HI HAWAII

HOLY SEE (VATICAN CiTY)

HONDURAS

HONG KONG

HUNGARY

‘IA 1OWA

{ICELAND .

Faht-click the ity 11D IDAHO 7=

IL ILLINOIS Y,
. £l
| INDIA |
| S INDONESIA i

|'§ 1

4. Select Country/State: - At the View Locality Rates screen you must first select a country or
state you wish to display the rates for.

5. Click on the down arrow button at the Select Country/State field. IATS will display an
alphabetical listing of countries and states.

6. Press the Up/Dn arrow keys on your keyboard or click on the Up/Dn arrow buttons on the
slider bar on the right side of the listing to scroll through the list.

7. Click on the desired country or state name and then press Tab to display the associated
rates. IATS will display a list of cities for the selected country or state.

| View Locaiey Rates

* Une the firmt row of the g to seerch and fitor remuts view Rates

Sefect CountryState  IN INDIANA Clear Filor

{ City Zipeode County Is Base MAIE Localty WP *
|
| Alexandra Madson ANDERSON/ MADISON

Anderson 46011 Madtson ANDERSON/ MADISON
| Anderson 46012 Madson ANDERSON/ MADISON

Anderson 46013 Madison ANDERSON/ MADISON
|| Anderson 46014 Madson ANDERSON/ MADISON
! Anderson 46016 Madison ANDERSON/ MADISON
{ Anderson 46017 Madson ANDERSON/ MADISON

Chesterfield 46017 Madson ANDERSON/ MADISON

Curtswia 46036 Madson ANDERSON MADISON

Duck Creek 46036 Madison ANDERSON/ MADISON

Ewood 46036 Madson ANDERSON/ MADISON 5

< >
|
FRght-cick 1ha city. state or county colunmms 1o waw map =
* Rt oo | ocakty or 1L F whon 10 wow affacive rales EU. { m

LUse top row to search and filter. Right-dick 1o display map of location

Using the Filter Row:
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1. You will notice a blank line just under the column headings on the grid. This is a Filter Row
as shown above.

2. Inthe example below, (mo) was entered into the Filter Row in the City column. Notice that every
name displayed in the City column begins the letters (mo).

3. You may filter every column using this same technic except for the Zipcode column where you
must enter numbers instead of alpha characters.

4. When you are finished filtering the display, click on the Clear Filter button to return to the
original/default display.

| Viem Locality Rates

* Use the firmt row ol the gne to seaerch and fior resuts View Rates

Sefect CountryState  IN INDIANA Choax Filtor
Gty Zipcode County 15 Base MAIE Localty WP " |

Mocemle ANDERSON/ MADISON

Moorestown Lawranca BEDFORDILAWRENCE

Modesto Monroe BLOOMINGTON'MONROE

Mount Tabor Monroe BLOOMINGTONMONROE

Morgan Park Porter BURLNGTON BEACH / PORTER (VAL)

Monterey Vilage Hamilton CARMELUHAMILTON

Morgan Meadows Hamillon CARMELHAMILTON
| Mount Healthy Bartholomew COLUMBUS/BARTHOLOMEW

Mount Clve Martin CRANE | MARTIN

Mount Pleasant Martin CRANE ! MARTIN
| Monte Cassino Shnna Spancar DALES SPENCER o
IR >

* Raght-cick 1ha city. state or county colunmms o vwaw man

* Rt oo | ocakly or 1L F wahon o wow affacive rales

Use top row 10 search and filter. Right-chck 10 display map of location

Display the location on a Google map:

| View Locaity Rates

* Use the first row of thee g to seerch and fimr resuts View Rates

Sefect CountryState  IN INDIANA Cloaxr Fillor
Gty Zipcoda County Is Base MAIE Locaity WP " |
Ll

Alexandria 46001 Madison ANDERSON/ MADISON
Anderson 46011 Madtson ANDERSON/ MADISON
Anderson 46012 Madison ANDERSON/ MADISON
Anderson 46013 Madison ANDERSON' MADISON
| Anderson 46014 Madison ANDERSON/ MADISON
Anderson 46016 Madison ANDERSON/ MADISON
Anderson 46017 Madrson ANDERSON MADISON
Madson ANDERSON/ MADISON
Curbswiie 46036 Madson ANDERSON/ MADISON
Duck Creek 46036 Madson ANDERSON/ MADISON

| Emood 46036 Madison ANDERSON/ MADISON g

| € >

* Rght-cick tha city, state or county cokimns $o view map

* Rghd i | ocakly o I F wahon 1o wow affacive rales

Use top row 10 search and filter. Rig-ciick 10 display map of location

1. Click on a city name you wish to view on the Google map.
2. When the desired city name is highlighted, right click on the highlighted name with your
mouse. The Google Map screen will appear showing the selected location.
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3. When you are finished reviewing the map close the page to return to the View Locality Rates

screen.

Display the Locality Rates

=
8 —
2 w :. 41_]
- < . Dalaville
iy A
Anderson [ | 'J
,-‘l;'lltl,'ll:l'l) R | | -1
Airgont ";)- 5 T
° Chesterfield g T
i -
1) =
Maunda :
State Park &
i L
3 ' " 9 L
W Cory P 70 W
@y Gocgle @

R
| View Locality Rates

* R o | ocakty

ocahon o wew affacive rales

Use top row 10 search and filter. Rigi-ciick 10 display map of location

Sefect CountryState:  IN INDIANA Cloar Fillor
Gty  Zicode County 15 Base MAIE Locaity WP |
)
Alexandria 46001 Madison ANDERSON/ MADISON
Anderson 46011 Madson ANDERSON/ MADISON
Andesson 46012 Madison ANDERSON/ MADISON
Anderson 46013 Madison ANDERSON' MADISON
| Anderson 46014 Madson ANDERSON/ MADISON
\ Anderson 46016 Madison ANDERSON/ MADISON
Anderson 46017 Madson ANDERSON/ MADISON
Cheste Madson ANDERSON MADISON
|  Curbswlie 46036 Madson ANDERSON/ MADISON
|  Duck Creek 46036 Madison ANDERSON/ MADISON
‘ Emood 46036 Madson ANDERSON/ MADISON o
le >
* Rght-cick tha city. state or county columns o vwaw man
Ext 7 Help

* User ther first row of thw gt o search and fitor remuts View Rates

1. Click on a city name you wish to display the rates for.
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2. When the desired city name is highlighted, right click on the highlighted name in the M&IE
Locality column with your mouse. The Maintain Locality Rates screen will appear showing the
rates for the selected location.

View Only

Select Country/Slate

IN INDIANA

) 1
Selecl Locahly

ANDERSON/ MADISON

Maintain Rates

Effective Dato Maximum Lodging | M & IE Rate pPD
» $94.00 5500 $37.00
10112017 | $93.00 ' $51.00 | $35.00
10172016 $91.00  ss100 | $35.00
101112015 $89.00 | $51.00 | $35.00
10112013 $83.00 | s600 | $32.00

10112010 $77.00 $46 00 $3100 v

Print 0K ? Help

Modify rate start-date and value.

3. When you are finished reviewing the rates click on OK to close the screen and return to the
View Locality Rates screen.

Display the ILP Rates
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View Loceiey Rates |

* Usee ther first row of the gret b search and fitor remuts View Rates
Sefect CountryState  KY KENTUCKY | Cloar Fillor
ty | Zipcoda County ; IsBase MAIE Localty | ILP Localty *
WNA Cheistian FT CAMPBELL (KYHOP-TNCLA) FT CAMPBELL
4100 Kanton COVINGTONKENTON
410N Kenlon COVINGTONKENTON
41017 Kanton COVINGTONKENTON
41007 Kaenton COVINGTONKENTON
Kanton COVINGTONKENTON
Kanton COVINGTONKENTON
42223 Chestian HOPKINSVILLE-OAK GROVE/XCHRISTIAN FT C - OAK GROVE / CHRISTIAN CTY
FTKROX (OTH) !
40122 Hardin FT KNOX (OTH) FT KNOX
Hardin FTKNOX (OTH) FT KNOX v
< >
* Rght-cick tha city, state or county columns $o vew map
* R chck | ocakly ar 1LP Locahon to wow affectve rales Ext ? Help

Use top row 10 search and filter. Right-ciick 10 display map of location

1. Click on a city name you wish to display the rates for.

2. When the desired city name is highlighted, right click on the highlighted name in the ILP
Locality column with your mouse. The Maintain ILP Rates screen will appear showing the rates
for the selected location.
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Maintain ILP Rates

View Only

Select Country/Slate
iy KY KENTUCKY
Select Locality
FT KNOX
Maintain Rates
Effective Date Commercial Rate Privatized Rate  Government Rate
» s96.00 11 000
10172021 _ $83 00‘ $74 11 _ $0.00
312021 385.00' $7411 | $0.00
1172021 $83.00 | $74 11 . $0.00
10/1/2020 _ 588.4()‘ 374.11' $0.00
10/1/2019 $86 40 $72.11 $0.00 ¥
Print OK 7 Help

Modify rate start-date and value.

3. When you are finished reviewing the rates click on OK to close the screen and return to the

View Locality Rates screen.

4. When you are finished using the View Locality Rates screen, click on the Exit button to close

the screen.
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Sorting Blocks or Claims

When performing various functions using IATS, there are screens that appear displaying a list of blocks
or a list of claims. These lists may be sorted by clicking on the column headers.

Notice that there are several column headers displayed on the screen below.

View AN Blocks (ORIGINAL MASTER DATABASE)

!

Settlament e
201229T0Y | OFFICEONE Settiment Assigned 10 Examines 1272672020 SYSTEM
201229MPCS | OFFICEONE Settlament Logged 122872020 |
EVAC OFFICEONE Settlement Assigned 0 Examiner 111472020 SYSTEM
FSN | OFFICEONE Setllement Assigned 10 Examiner 10272020 SYSTEM
229481 OFFICEONE Tax Colection Assigned 1o Examiner 72020 EFERRAR
PCSRTN OFFICEONE Settlement Assigned 10 Examiner 32020 SYSTEM
PCSGO OFFICEONE Setllement Assigned 10 Examines B32020 SYSTEM
MUTARY01 | OFFICEONE Settlement Completed B32020 SYSTEM
ADV2 | OFFICEONE Advance Completed 12002020 SYSTEM
ADV1 | OFFICEONE Advarce Completed 72072020 SYSTEM
SCR150% OFFICEONE Settlement Complated 4202020 SYSTEM
1099 OFFICEONE Settlement Completed 4/28/2020 SYSTEM
ETTRA OFFICEONE Settloment Compieted 47235722020 SYSTEM
SCR1514 OFFICEONE Settlement Assigned 1o Examiner 472002020 SYSTEM
CIVPCS | OFFICEONE _ Setllement Completed ANT2020 SYSTEM
MILITARY02 | OFFRCEONE Settlement ! Assigned o Examines J 4AN02020 SYSTEM |
Selacl All Unseloct All
Eind Block
Bt : Display Done 7 Help

Click on any column header and the information listed will be sorted.
For example, notice that the Type column list shows both Settlement and Advance blocks.

If you click on the Type header, you will see that the column is now sorted by type. The Advance blocks
will be listed before the Settlement blocks as shown below.

View AN Blocks (ORGINAL MASTER DATABASE)

Block No. Otfice Type Block Status Status Date WhoHasit
> SYST
ADV1 | OFFICEONE Advance Completed 12062020 SYSTEM
201229CPCS | OFFICEONE Settloment Logged 1212572020 |
ARMSC15048 OFFICEONE Settlement Assigned 10 Examiner 4372020 SYSTEM
MILITARY0S (OFFICEONE Setlement Assigned 10 Examiner 41072020  SYSTEM
MILITARY04 OFFICEONE Settloment Assigned 1o Examiner 41002020 SYSTEM
MILITARY03 OFFICEONE Settlement Assigned 10 Examiner 41072020 SYSTEM
MILITARY02 OFFICEONE Setllement Assigned 10 Examines 41072020 SYSTEM
CVPCS | OFFICEONE Settlamoent Completed ANT2020 SYSTEM
SCR1514 | OFFICEONE Settlement ASSigned 10 Examines 4/2012020 SYSTEM
ETTRA  OFFICEONE Settlament Completed 47272020 SYSTEM
1069 OFFICEONE Settlement Complated 472072020 SYSTEM
SCR1509 OFFICEONE Settlement Completed 47292020 SYSTEM
MILITARYO1 | OFFICEONE Settloment Completed B2020 SYSTEM
PCSGO OFFICEONE Settlement Assigned 10 Examiner 32020 SYSTEM
PCSATN | OFFICEONE Selllsment Assigned 10 Examines B/3/2020 SYSTEM
229481 |OFFICEONE Tax Colection Assigned 1o Examiner 9172020 EFERRAR |
PR OLECAEOAIS it A dso o 102050 SYeTOM 4
Select All Unseloct All
Eind Block
Byt : Display Done 7 Help
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Click the header again and the column will be sorted in reverse order.
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Using the IATS Report Viewer

For some of the IATS reports, the IATS Report Viewer screen will appear when you have selected the
option to print the report.

Notice that there is a tool bar along the top of the screen that gives you a variety of options when using
this screen.

MComplete the following steps to "use" the IATS Report Viewer:

@ = -
ARB = A
= D = [é BPotSt 14 qpage 1 lof1 P M Q CBrawidin |5l Pages | @ Hand Tool
Tt [ Landscape Cira Window = C o Al Text Select Tool
Open Export Pont  Page O (> < Zoom =
Setup Bl Refiow - - o 2t & 100% B Search 1
Report Page Nawgston Zoom Toos

Controbed Unciassified Information

Travelers with Invalid Bank Routing Numbers

Report For Al Offices

SSN Traveler's Name Bank Routing Number
XXOX-XX-1111 SMITH, MARKY M 11111118
XXXX-1111 JONES, DEVIN G 111111118
XXX-XX-4444 DOE.JORN S 111111118

XOLXX-1111 MANN, CIMLIAN © 11111118
XX-XX-1111 MNAILS, RUSTY O 111111118
XXXXX-1111 RHOADES, DUSTY O 111111118
XXX -XX-2222 MANR, AR MY 11111118

1. Page Numbers: - If the report you have generated contains more than one page you can click
on the left and right arrow buttons to scroll to the different pages.

2. Printer: - Click on the Print button to print the report. a Print screen will appear allowing you to
select the desired printer and the number of copies.

3. Print Layout: - Click on the Print Layout button to adjust the layout of the print job.

4. Page Setup: Click on the Page Setup button to adjust the paper size, the paper source an
the orientation of the page

5. Export: - Click on the Export button if you wish to save the report to a file. Clicking on this
button will display a drop down menu giving you the options to save the report in an Excel, PDF
or Word format.
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WInIATS Help

Using

On-line Help

A Help System has been included with the IATS program that provides explanations for the numerous
program features. In addition, users will find detailed instructions that will guide them through the
various functions involved in processing travel claims.

The IATS Help System can be accessed from any screen by clicking on the Help menu or Help button.

IATS for Windows (Examiner View)
File Edit Tools View | Help

Contents
To Do Search
Index
This Screen
Block No. 3
> About IATS
ARMSC1504B Settlement
EVAC Settlement

After clicking on the Help menu, a drop down menu appears listing the following Help options:

Contents: - Select this option to see a display of the available topic categories.
Index: - Select this option to see an alphabetical listing of IATS Help topics.

Search: - Select this option, type a keyword into the dialog box, and then click on the List
Topics button. A list of every topic containing the keyword is displayed.

This Screen: - Select this option to see a Help topic for the particular IATS screen that is

About IATS: - Select this option to see a Help topic describing the IATS program.

Click on the Forward button to advance to the next topic in the browse sequence, or the Back

o
-
&
o
currently displayed.
L
Tips for using the IATS on-line Help system:
When a Help window is open, the following options are available:
# Users can maximize or re-size help windows as needed.
#  Click on the Print button to receive a print-out of the topic.
-
button to return to the previous topic.
L

Click on any word or phrase that is underlined and highlighted in blue to automatically jump to
a topic that describes the underlined item.
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# Click on alink from the menu displayed by the See Also button to jump from one topic to
another related topic.

#  After clicking on a link from the menu displayed from the See Also button, click the Back button
to return to the previous topic.

Topics in the IATS Help system are categorized into Books. Help Contents Books are displayed two
ways:

1. Click the Help menu at the top of any screen and then click on the Contents option.

2. Click on the Contents tab at the IATS Help Topics screen.

Click on the See Also button below and select the topic that provides detailed instructions for using
the IATS on-line Help program.
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Introduction

On-line Help

A Help System has been included with the IATS program that provides explanations for the numerous
program features. In addition, users will find detailed instructions that will guide them through the

variou

s functions involved in processing travel claims.

The IATS Help System can be accessed from any screen by clicking on the Help menu or Help button.

|ATS for Windows (Examiner View)
File Edit Tools View | Help

Contents
To Do Search
Index
This Screen
Block No. 3
> About IATS
ARMSC1504B Settlement
EVAC Settlement

After clicking on the Help menu, a drop down menu appears listing the following Help options:

Contents: - Select this option to see a display of the available topic categories.
Index: - Select this option to see an alphabetical listing of IATS Help topics.

Search: - Select this option, type a keyword into the dialog box, and then click on the List
Topics button. A list of every topic containing the keyword is displayed.

This Screen: - Select this option to see a Help topic for the particular IATS screen that is

About IATS: - Select this option to see a Help topic describing the IATS program.

]
o
]
]
currently displayed.
o
Tips for using the IATS on-line Help system:

When
o

a Help window is open, the following options are available:
Users can maximize or re-size help windows as needed.
Click on the Print button to receive a print-out of the topic.

Click on the Forward button to advance to the next topic in the browse sequence, or the Back
button to return to the previous topic.

Click on any word or phrase that is underlined and highlighted in blue to automatically jump to
a topic that describes the underlined item.

Click on a link from the menu displayed by the See Also button to jump from one topic to
another related topic.
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#  After clicking on a link from the menu displayed from the See Also button, click the Back button
to return to the previous topic.

Topics in the IATS Help system are categorized into Books. Help Contents Books are displayed two
ways:

1. Click the Help menu at the top of any screen and then click on the Contents option.

2. Click on the Contents tab at the IATS Help Topics screen.

Click on the See Also button below and select the topic that provides detailed instructions for using
the IATS on-line Help program.
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Displaying Help Topics

Introduction

Topics in the IATS Help system are categorized into Books.

m Introduction
- 2] Overview

% WinlATS Help

i ¢ 2> &

Hide Back Forwad Prnt
Conterts Index Search

Overview

[2) About IATS

(2] Login

Selecting a new Theme
Displaying your System Info

2] Locating the IATS Debug Log File

|2] Checking the Status of your IATS |

|2] Load License
Displaying your CAC Info

[2] View Trave! History by Order

View Travel History by DOV Numbe
Display Rates

2] Using the View Locality Rates - Sci
2] Soding Blocks or Claims

i~ |?] Using the IATS Report Viewer

WinlATS Help

@ Views
Screens
Travel Accounts

The Integrated Automated Travel System (IATS) is a
Windows ® based application developed by Professional
Software Consortium, Inc. to serve as travel claims
processing system for use by the Department of Defense
(DOD) and various other government agencies. IATS fully
automates the entire claim processing cycle - from tracking
in-coming claims to reporting expenditures.

Following, is a list of the major processes automated by
IATS:

@ Tracking in-coming requests

@ |ssuance of travel advances

@ Computation of settlement requests

@ Disbursement capability to produce US Treasury
checks

@ Disbursement capability via Electronic Funds Transfer
(EFT)

@ History of all travel transactions

©® Debt management

@ |nterfaces to Accounting, Budget, Disbursing, and
Personnel systems

@ |nterfaces with electronic mail systems.

MComplete the following steps to "display" a Help topic:

1.

2.

Double click on a Book. The Help system will then display Help topics contained within the

selected Book as shown above.

Click on any of the listed Help topics displayed after opening the book. IATS displays the
contents of the topic as shown above.

Click on the See Also button below and select the topic that provides detailed instructions for using
the IATS on-line Help program.
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Searching for Help Topics

The IATS on-line Help program includes a feature that allows the user to type a keyword to search for
topics containing the keyword entered.

@Complete the following steps to "search" for Help topics:

1. Atthe IATS Help screen, click on the Search tab. A dialog box opens.
2. Atthe dialog box, type the desired keyword and then click on the List Topics button. A list of
every topic containing the keyword is displayed.

2 WinlATS Help - m| X
& > 5

—/

Hide Back Forward Print

Contents Index Search g
L _ Archive Blocks B
Type in the keyword to find:
[Delete | || IATS allows a System Administrator to archive
completed blocks. The best practice is to actually
List Topics mmpleted blocks, but many travel offices
. - prefer to keep them available for inquiry
Select Topic to display: purposes.
Access Control Log Report A Archiving the blocks creates a text file of every
Accounts Awaiting Collection Action claim on the block that can be accessed when
Accounts Awaiting Collection Action - S... needed for answering inquiries or re-printing
Accrual Advance and TR Selection - Sc... vouchers.

Ad Hoc Reports

8] Complete the following steps to "archive’
completed blocks:

Amy Accounting Classffications - Screen

Assign CV Number : .
; 1. Login to IATS in the System
femockaed CIVECS Sumery Becord .. Administrator View mode or change the
Associated Civpcs Summary Records -... v View to System Administrator, if
necessary. v

< >

Display

Note: In the example screen above, the word delete was entered at the dialog box. After clicking on the
List Topics button, every Help topic containing the word delete was displayed.

3. When the topics list is displayed, double click on any topic to display the contents of that
topic. The keyword will be highlighted when the contents of the topic is displayed.

Click on the See Also button below and select the topic that provides detailed instructions for using
the IATS on-line Help program.
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Views
About Views

The Integrated Automated Travel System (IATS) is operated in five different View modes, which
determine what functions the user may perform. View modes are established by the System
Administrator when user accounts are created or modified in the Maintenance module. When user
accounts are created or modified, the System Administrator initiates the user account to operate in one
of the following Views:

Examiner, Auditor, Disbursing, System Administrator, and Super User.

Note: Click on any of the links listed below for addition information.

Examiner Functions

Auditor Functions

Disbursing Functions

System Administrator Functions

Super User Functions
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About Views

The Integrated Automated Travel System (IATS) is operated in five different View modes, which
determine what functions the user may perform. View modes are established by the System
Administrator when user accounts are created or modified in the Maintenance module. When user

accounts are created or modified, the System Administrator initiates the user account to operate in one
of the following Views:

Examiner, Auditor, Disbursing, System Administrator, and Super User.

Note: Click on any of the links listed below for addition information.

Examiner Functions

Auditor Functions

Disbursing Functions

System Administrator Functions

Super User Functions
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Changing Views

An IATS user with Super User capabilities has the option to change their View mode. After logging into
IATS, the View menu is displayed at the menu bar at the top of the System Administrator View screen.
Click on the View menu and a drop down list of View Modes is displayed.

IATS for Windows (System Admin: View)
file Tools | Miew | Help
Examiner
Auditor
Disbursing cords
Maintenance
g Dele;te All Detais 1o-r

# Debt Management

s Import

+ Upload to Mainframe

+ Download from Mainframe
+ Reports

# Utiities

Exit IATS Y Help

Click on the option desired or Double Click to expand/collapse selection

Click on one of the listed options or press the Up/Down arrows to highlight an option and press Enter
to make a selection.

After making a selection, the Title bar of the screen changes to indicate the selected View mode.
Note: Click on any of the links listed below for additional information.

Examiner Functions

Auditor Functions

Disbursing Functions

System Administrator Functions

Super User Functions
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Examiner Functions

An Examiner is the individual primarily responsible for the overall processing of travel payments. When
logged into IATS in the Examiner View mode, a user may log incoming claims, process advances and
settlements, post accrued per diem payments, and process collections.

In addition, examiners may have the capability to create traveler accounts and create travel order
records.

These functions, however, are dependent upon the privileges that have been established for the user
by the System Administrator.
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Auditor Functions

An Auditor is an IATS user, who has been assigned this function and associated privileges by the

System Administrator when the user account was created.

IATS flags certain claims for audit based on several criteria that may be established by the System

Administrator in accordance with office or regulatory requirements.

An audit is mandatory for any travel claim that has been flagged by IATS for an audit.

An Auditor is the individual responsible for reviewing travel claims that have been processed by an
Examiner and are flagged for audit.

When a claim has been flagged by IATS for audit, an individual with Auditor Function capabilities must

access the flagged block and either review the flagged claim on-screen, or review a printed audit report.

The way an audit is performed is dependent upon how IATS is configured for the particular travel office.

If IATS is configured for mandatory audit, the Auditor must review every input screen for a claim flagged

for audit.

Note: When a claim is flagged for audit, the entire block of claims is flagged and can only be released
for further processing by an individual with Auditor Function capabilities.

Once the auditor has reviewed the flagged claims, it may be necessary for the Auditor to return the
block to the Examiner to make corrections.

When the auditor is satisfied that all flagged claims on a block are correct and ready for payment, the
Auditor must release the block for further processing.
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Disbursing Functions

A Disbursing clerk is an IATS user, who has been assigned this function and associated privileges by
the System Administrator when the user account was created.

An individual with Disbursing capabilities is responsible for preparing a block of processed claims for
payment.

In addition, this individual must release the processed blocks to the Disbursing module and perform the
following functions depending on the way IATS is configured for the particular travel office:

# Assign Disbursing Office Voucher (DOV) numbers

# Generate Disbursing Reports
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System Administrator Functions

A System Administrator is an IATS user, who has been assigned this function and associated privileges
when the user account was created.

The System Administrator is the individual responsible for the overall operation of IATS and controlling
the work flow throughout the system. System Administrators are responsible for the set-up and
configuration of IATS for the particular travel office. In addition, System Administrators perform the
following additional functions:

# performing system maintenance

Establishing user accounts

Unlocking locked accounts and records

Assigning/re-assigning blocks and claims

Deleting completed blocks

Deleting unneeded traveler or travel order details

Debt management

Importing and updating system rates files

Processing interfaces between accounting, disbursing, and personnel systems

Generating management reports

Running utility programs
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Super User Functions

When user accounts are created by the System Administrator, a View mode must be established. The
functions a user may perform are dependent upon the View mode associated with their user ID.

Because some travel offices are small and may be operated by only one individual, however, IATS
includes a Super User View mode.

The Super User View allows the user to switch between various View modes without logging out and
logging back in with a different user ID.

When the Super User logs-in initially, their View mode defaults to System Administrator. A Super User
may access the View menu, however, and change the View to Examiner, Auditor, Disbursing, or
Maintenance functions as desired.

Note: Although, the title of this particular View is Super User, this does not mean that a user under this
View has the ability to perform any desired function. All privileges for every View are established in the
Maintenance module by the System Administrator and may be restricted as needed. The Super User
View is unique, however, because a Super User has the ability to change View modes, without having
to log out and then log back in with a different password in order to perform a different function.
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Accessing the Maintenance Screen

The IATS Maintenance Module is where IATS users must establish all of the configuration
parameters for their particular customer type or branch of service.

Access to the IATS Maintenance Module is only available from the System Administrator screen if the
user has been granted the privilege to access Maintenance.

@Complete the following steps to "access" the IATS Maintenance Module:

IATS for Windows (System Administrator View)

file Jools | Miew I Help
Examiner
. ko
Auditor ked Records
Disbursing o
ang
Es for...
T Debt Management
mport

Upload to Mairframe
Download from Manframe
Reponts

Lities

F-B-P-BF

Ext IATS ¢ Help

Click on the option desired

1. Atthe System Administrator View screen, click on the View option. A drop down menu
appears listing the various views the user has the privilege for.
2. Click on the Maintenance option. The Maintenance Main Menu screen will appear.
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About Traveler Profile

A Traveler Profile is an account that must be created for every individual who's travel advance or
settlement is processed through IATS. This profile is used to store personal information about the
traveler and is automatically transferred to transactions processed for the traveler.
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Creating Traveler Profile

Note: A traveler profile may be created by an IATS user in the Examiner or System Administrator view

if the privilege was established when the IATS user account was created.

@Complete the following steps to "create" a Traveler Profile:
1. Loginto IATS as an Examiner or System Administrator, and click on the Tools menu at the
top of the IATS for Windows screen. A drop down list of options appears.
LATS for Windows (Examiner View)
file Edit Ldools. View Help

Traveler Profile

To Do Traveler Qrder
pTOD ($)
T Delete Traveler Profile 5
pe Block Status Date Received
» DXnp Fraveler Assigried 1o Examnos 127292020

2. Click on the Traveler Profile option and the Select Traveler screen appears.

Select Traveler Controlled Unclassified Information (CUI)
Search By. SSN: Name
® SSN - ,
O DoD ID v
Address-1: | Grade/Rank:
Address-2 ’ Organization \
City: ' ’ DSSN:
State/Country: ' |
Zip Code
0K Cancel Y Help

Enter the SSN of the employee/member that you wish to find

3. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID..

4. After making your selection, enter either the traveler's SSN or DoD ID at the corresponding input
field and then press Tab.

5. The following message appears indicating that the account does not exist:
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Traveler Selection

There is no record for an Employee ID = 777-89-7777. To create this traveler ciick OK, otherwise click Cancel.

cares

6. Click the OK button to continue. The Verify New Traveler SSN screen appears.

Verify New Traveler SSN

Confirm New Traveler SSN

Venfy SSN. |  777-99-7777

0K Cancel ? Help

Re-enter the SSN of the employee/member that you wish to create

7. Re-enter the traveler's SSN at the Verify SSN field and then click on OK.
8. After clicking on OK, the Traveler Profile screen appears.

The following links provide detailed instructions for completing the Traveler Profile screen.
Enter Personal Information

Enter Financial Information

Enter Foreign Bank Information

Enter Mailing Address Information

Enter Office Address Information

Enter E-mail Address Information

Enter Miscellaneous Information
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Entering Traveler's Personal Information

The travel account personal information is used to identify the traveler's grade/rank, organization,
credit card status, etc.

|u'l;JJCompIete the following input fields, in the screen shown below, to "enter" a traveler's personal

information:

Traveler Profle

YSTEM Frdey, February 25, 2022

DOE, JOHN S
* SS5N DoD 1D Last Fust Midde
444-99-4444 Nasre DOE JOHN S

Personad Finanaal Address
Employee Status Mambes
Grade'Rank E7
Salutation SFC
Postion/Title CHIEF OF PAY E Automabically audit al dams for mdmdual
Secunty Clearance Secret [ Thes traveler has VIP status
DSSN 5150 L] Thss traveler has been frozen 4 Profile Flagged

Credt Card Status

Govt Credt Card Nbr

Holder of Govl. Credid Card

1112223334445555

1 Traveler is non-taxable (Foresgn National)

] Traveler s a Legal (Bona Fide) Resident of Puerto Rico

Semce Army Tan Oft Hard
Qrganzation DFAS-IN Last changed on by
Remarks
Enter your remarks hera
Back Next Print OK Canced { Hebp

DoD ID: - When this feature is activated in Maintenance, you must enter a 10 digit DoD ID number.

Name: - There are two methods for entering the traveler's name:

# Method 1: - Enter the last name in the Last Name field, and press Tab. The cursor moves to the
next field and prompts for entry of the traveler's First Name. Type the first name, and press Tab.
The cursor advances, and prompts for the Middle Initial. Type the traveler's middle initial (if
applicable) and press Tab.

# Method 2: - For example; if John S. Doe is the name you wish to enter, type: Doe, John, S at
the Last Name field. Press Tab and the name automatically separates into the three input fields.
When entering a suffix, such as, Jr., Sr., lll, etc., enter the suffix following the last name. For
example; input John E. Brown Jr.: [BROWN JR., JOHN E].

Employee Status: - Press the Down arrow button on your keyboard to scroll through the options or click
on the Down arrow button. A listing appears offering several employee categories. Click on the desired
choice or press the Up/Down arrow keys. When the correct choice is highlighted, press Tab.

Grade/Rank: - When Employee (Civilian), or Member (Uniform Services) is selected for the Employee
Status, a list appears displaying the legal field entries. Press the Down arrow key on your keyboard to
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scroll through the options or click on the Up/Down arrow buttons. When the correct choice is highlighted,
press Tab.

Salutation: - This is an optional field, but does provide the salutation for the letters generated by IATS,
which are mailed to the traveler. Examples are: Mr., Mrs., SGT, LtCdr, etc. To bypass, press Tab.

Position/Title: - This is an optional field. Type the desired information or press Tab to bypass this field.

Security Clearance: - Press the Down arrow on your keyboard to scroll through the options or click on
the Down arrow button. A listing appears offering several choices. Click on the desired choice or press
the Up/Down arrow keys. When the correct choice is highlighted, press Tab.

DSSN: - The default number displayed is from the DSSN field at the Base Description screen in the
Maintenance module. This number is used to identify the office disbursing the payment. No input should
be needed.

Credit Card Status: - Press the Down arrow on your keyboard to scroll through the options or click on
the Down arrow button. A listing appears offering several choices. Click on the desired choice or press
the Up/Down arrow keys. When the correct choice is highlighted, press Tab.

Govt Credit Card Nbr: - If the Credit Card Status is Holder of Govt. Credit Card, enter the government
issued credit card number and then press Tab to continue.

Service: - The default value at this field will match the Customer IATS was configured for when the initial
maintenance was performed. No input should be needed.

Organization: - This is a required input field. Type the name or abbreviation for the organization the
traveler is assigned to. For example, [DFAS-IN] or [B CO., 1/9 INF] and press Tab.

Automatic Audit: - When this feature is activated, IATS will flag every settlement, processed for this
traveler, for audit. To activate this option, click in the check box next to the phrase "Automatically audit
all claims for individual”.

VIP Traveler: - When this feature is activated, the traveler and trip information will appear in red when
a claim is logged to a block indicating that the traveler has VIP status. To activate this option, click in the
check box next to the phrase "This traveler has VIP status".

Freeze Traveler: - When this feature is activated, the traveler account cannot be used. This feature was
added for situations where the traveler account was created incorrectly and claims have been

processed. By using this feature you may keep the historical data for the claim, (unless the account was

deleted), but prevent users from accessing the incorrectly created account again. Note that this feature
is only visible when you access the traveler's profile from the System Administrator View screen.

Traveler is non-taxable (Foreign National): - Click in the check box to activate this option if the
traveler is a foreign national and taxes should not be withheld from payments.

Profile Flagged: - Click in the check box to activate this option if you wish to flag the traveler's account
for review.

Traveler is a Legal (Bona Fide) Resident of Puerto Rico: - Click in the check box to activate this
option if applicable.

Turn Off Hardcopy Tax Statements: - By default, this option is set to On. This option can only be set to
Off by the traveler via their myPay account. IATS will import files from the myPay system that will reset
the flag to Off if the traveler makes that change to their myPay account. See the Note below.

Note: IATS Users with Role designation of Tax Accountant or the System Administrator or Super
User View can reset the Turn Off Hardcopy Tax Statements flag to On if it has been set to Off via a
myPay import file. The IATS users can only make this change if the privilege "Turn On Hardcopy Tax
Statements" granted to their user account.

Remarks: - When Profile Flagged is checked, a Remarks text box appears. Use this text box to enter
a reason for flagging the traveler's profile for review.
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Click on the Financial or Address/Contact Information tab or click the Next button to continue.
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Entering Traveler's Financial Information

The travel account financial information is used to identify the traveler's EFT status and establish the
bank routing and account numbers that are used for direct deposit payments.

@Complete the following input fields, in the screen shown below, to "enter" a traveler's financial
information:

[ Traveter Protae User D SYSTEM Fridey, February 29, 2022
DOE, JOHN S
* SSN DeD 1D Last Furst Mdde
444-99-4444 _ Name:  |DOE [JOHN | Is
Personal Financal Address
Employee Status Mamber
Grade'Rank E7
Sahsation SFC
Postion/Title CHIEF OF PAY B Automabtically audit ai claims for ndmidual
Secunty Clearance Secret ' [ Thes raveler has VIP status
DSSN 5150 ] Ths traveier has been frozen &4 Profile Flagged
Credt Card Status: Holder of Govt. Credit Card ] Traveler is non-taxable (Foregn National)
Gowt Credt Card Nbr 1112223334445555 [ Traveler is a Legal (Bona Fide) Resident of Puerto Rico
Senvice Army Tun Oft Hardoopy Tax Statements
Organzation DFASIN » Last changed on | loy [
Remarks
Enter your remarks hera
Back  Net | Print 0K Cancel | 7 Hebp

1. First you would click on the Financial tab to bring it into focus.
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Traveler Profde User I SYSTEM BMonday, March 4 20M

DOE, JOHN S
* SSN DoD 1D Last First Middie
444-99-4444 Name DOE JOHN S
Persona Financal Address
[ Foresgn Bank
EFT Status Active
EFT 1o be updated by IATS
Account Type Checking
Routing Number LARRRRRRE:
Account Number 444994444
Date Last Checked (/232020
Date Last Changed ! ]
Changed by
Date Last Downloaded
Back Next Pant 0K Canced { Hebp

2. EFT Status: - Press the Down arrow on your keyboard to scroll through the options or click on
the Down arrow button. A listing appears offering three choices. Click on the desired choice or
press the Up/Down arrow keys. When the correct choice is highlighted, press Tab.

Note: After clicking on the Down arrow, if you are unable to make a selection form the drop-down listing
at the EFT Status field, you do not have the privilege to create or modify the traveler's financial
information. A supervisor or IATS user with access to the Maintenance Module would have to grant the
privilege "Create/Modify Financial Information".

3. EFT to be Updated by: - Press the Down arrow on your keyboard to scroll through the options or
click on the Down arrow button. A listing appears offering two choices. Click on the desired
choice or press the Up/Down arrow keys. When the correct choice is highlighted, press Tab.

Note: The two types are either IATS, (when the EFT account data was manually entered), or Payroll,
(when the EFT account data was entered though the payroll interface process).

Tip: The EFT to be Updated by option must be set to IATS for travelers, who desire a different EFT
account for their travel pay instead of the account for their salary deposit. Otherwise, their EFT account
information will be overlaid with the information on the Payroll file the next time this file is processed.

4. Account Type: - Press the Down arrow on your keyboard to scroll through the options or click
on the Down arrow button. A listing appears offering several choices. Click on the desired choice
or press the Up/Down arrow keys. When the correct choice is highlighted, press Tab.

5. Routing Number: - The selection of Active in the EFT Status field requires entry of the (9) digit
Bank Routing Code (which includes a one character check digit). IATS will calculate this check
digit for accuracy. If the wrong check digit is entered, IATS will not accept the Bank Routing
Code. After typing the routing number press Tab to continue.

106



IATS 8.7.3 User Guide

6. If the routing number entered does not match a number in the routing number table in the IATS
database, the following pop-up message appears:

Unknown Number

Bank Routing Number not in Routing Number table, Do you want to accept it?

Yes No

7. Click on Yes or No as applicable.
8. After clicking on Yes, the Verify Bank Routing Number screen appears.

Verify Bank Routing Number

Verify 111111118

OK Cancel

Re-enter value to verify

9. Re-enter the bank routing number at the Verify field and then click on OK.

10. Account Number: - If Active was selected at the EFT Status field, type the account number for
the deposit of the EFT payment. After typing the account number press Tab to continue. The
Verify Bank Account Number screen appears.

Verify Bank Account Number

Verify 444994444

OK Cancel

Re-enter value to verify
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11. Re-enter the previously entered account number at the Verify field and then click on OK.

12. Date Last Checked: - This field is optional. If required to be entered by your travel office policy,
however, click in this field and enter the date that the traveler's EFT account information was
last verified in MMDDYY format. You can also click on the down arrow button and use the
calendar to select the date.

Note: After the traveler's EFT account information has been entered and saved, the fields "Date Last
Changed", "Date Last Checked", and "Changed by" will reflect the date the EFT information was
created/changed and show the initials of the person that created/changed the EFT information. The
"Date Last Downloaded" field will reflect that date that the information was changed by a payroll
download file.

Personal Financal Address

[J Foregn Bank

EFT Status Aclive

EFT to be updated by IATS

Account Type Checking
Routing Number LRARRARAL
Account Number 4444444
Date Last Checked 32372020

Date Last Changed
Changed by YSTEM TH

Date Last Downloaded

13. Foreign Bank: - Click in the check box to activate this option if the traveler wishes to have their
EFT payment sent to a foreign bank account. If this option is checked and the traveler already
had domestic bank account information established for their EFT payments, IATS will display
the following pop-up message.

Traveler Profile [3/4/2024 2:29 PM)

You have checked the Foreign Customer box Do you wish to delete the Domestic Banking information?

Yes No

14. Click on Yes or No as desired. If you click on No, IATS will display the following pop-up
message.
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Traveler Profile [3/4/2024 2:34 PM] X

You cannot have both IBAN and US Account information

OK

15. Click on OK to continue.

Foreign Bank Information:

When the Foreign Bank option is checked, IATS will display the following input fields as shown below:

Personal Financial Address Msc Info
1 Foresgn Bank
Foreign EFT Status Aclive
Account Type Checking
Currency for Payment US Dollar (USD)
SWIFT Code

IBAN Account Number
Date Last Checked
Date Last Changed
Changed By

Refer to the Help topic, "Entering Foreign Bank Information”, for additional instructions.
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Entering Foreign Bank Information

The travel account financial information is used to identify the traveler's EFT status and establish the
bank routing and account numbers that are used for direct deposit payments.

3 Complete the following input fields, in the screen shown below, to "enter" a traveler's foreign
bank information:

When the Foreign Bank option is checked on the Financial tab, IATS will display the following input
fields as shown below:

Personal Financial Address Misc Info
4 Foresgn Bank
Foreign EFT Status Active
Account Type C V‘»l_.i.:klf'oj
Currency for Payment US Dofar (USD)
SWIFT Code
IBAN Account Number

Date Last Checked
Date Last Changed
Changed By

1. Foreign EFT Status: - Click on the down arrow button. A listing appears offering three
choices. Click on the desired choice to make your selection.

2. Account Type: - Click on the down arrow button. A listing appears offering several choices.
Click on the desired choice to make your selection.

3. Currency for Payment: The default value will be Us Dollar (USD). If another type is desired,
click on the down arrow button to display a list of currency types and then click on your desired
type.

4. SWIFT Code/ Sort Code: - The default value at this field is SWIFT Code. Click on the down
arrow button to display the drop-down list and click on Sort Code if you wish to change the
Foreign EFT Type. After entering either a SWIFT Code or a Sort Code, a pop-up message will
appear requiring you to re-enter and verify the code you entered.
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Verify Sort Code

Verify: |123456

Re-enter value to verify

OK Cancel

S.
6.

Re-enter the code and click on OK to continue.

IBAN Account Number: - Click in this field and enter the foreign bank account number. After
entering the IBAN, a pop-up message will appear requiring you to re-enter and verify the IBAN
you entered.

Note: The following information is applicable to IBAN Account Numbers:

111

IBANs have a unique length depending on the country and they must begin with the country
code.

There are tables in the IATS Maintenance module, (maintained by the System Administrator),
that specify what the length of the IBAN codes are by country.

The characters must be alphanumeric, (letters and numbers) only.
Must start with a valid 2-character ISO country code.

There are some countries that do not use IBAN codes, but there is a customer requirement to
store EFT information for these countries. These are referred to as non-IBAN participating
countries.

Non-IBAN participating countries will have an IBAN length of 99.
For IBAN length of 99, the IBAN can be anywhere from 2 to 35 letters/digits long.

The EFT information for countries that have an IBAN legnth of 99 cannot be used for
disbursing and the EFT profile will be saved as Inactive.
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Verify IBAN Account Number

Verify: |DE00011122233344455566

OK Cancel

Re-enter value to verify 'l'\é

7. Date Last Checked: - This field is optional. If required to be entered by your travel office policy,
however, click in this field and enter the date that the traveler's EFT account information was
last verified in MMDDYY format. You can also click on the down arrow button and use the
calendar to select the date.
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Entering Mailing Address Information

The traveler's mailing address information is used to populate printed vouchers, letters, and upload
records, generated by IATS, with the address where the traveler receives mail.

|u'l;JJCompIete the following input fields, in the screen shown below, to "enter" a traveler's
Address/Contact information:

[ —— — —
| Travefer Prodie User ©: SYSTEM Thursday, October 18 2023

DOE, JOHNS
* SSN DaD 1D Lasl Fust Middie
444 99 44544 Name DOE JOHN S
Pessonal Financial Address
Maiing Address Office Address
Address-) 11T WEAST ST Address-1
Addross-2 Address-2
City INDIANAPOLIS Qily
State/Country IN INDIANA State/Country
Zip Code 46220 Zip Code
Phone = Phone Ex
Email Address
Primary Emad Address Secondary Emad Address
isActve [ || ts Active |
Back Noxt Prnt 0K Canced { Help

| Email address to be used for corespondence |

Tip: After making the required entries on at Personal tab, click on the Address/Contact Information
tab to display the Mailing Address, Office Address, and E-mail Address sections.

Address-1: - This is a required field. Type the first line of the traveler's mailing address and press Tab.

Address-2: - This field is optional, and is used to add an Apt. #, P.O. Box, etc. Type the desired entry, if
applicable, and press Tab.

City: - Arequired field. Type the name of the city where the traveler receives mail. Type APO or FPO on
this line if the traveler has an overseas military mailing address.

State/Country: - Arequired field. For CONUS locations, type the two letter state code. If unknown, enter
the letter the state begins with, then click on the Up/Down arrow keys until the desired state is
highlighted. Press Tab or click on the highlighted item. For an OCONUS location, type the first letter of
the country code. If the desired country is not highlighted, click on the Up/Down arrows to highlight the
desired locality code. Press Tab or click on the highlighted item. Press Tab, to move to the Zip Code
field if necessary.

Tip: To enter an overseas military mailing code, such as AA, AE, or AP, the user must select the correct
APO/FPO code from the drop-down list.
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Zip Code: - Arequired field. Type the traveler's zip code as either the standard five (5) digit zip code or
add a dash and the four (4) digit extension if desired. For example; 78233 or 78233-4594.

Phone: - This field is optional. If used however, the phone number may be entered in any desired
format. Special characters such as dashes, parenthesis, and commas are allowed. This will
accommodate OCONUS phone numbers. Press Tab, when finished, to continue.

Ext: - This field is optional. Type the (4) digit extension, if applicable, and press Tab.
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Entering Office Address Information

The traveler's office address information is used to store the address and phone number for the
traveler. This is historical information in case the travel office elects to send correspondence or
contact the traveler at his/her place of business.

@Complete the following input fields, in the screen shown below, to "enter" a traveler's Office
Address/Contact information:

I — e
| Travefer Prodie User ©: SYSTEM Thursday, October 18 2023

DOE, JOHNS
+ SSN DaD 1D Lasl Fust Middie
444 99 4344 Name DOE JOHN S
Pessonal Financial Address
Maiing Address Office Address
Address-) 111 W EAST ST Address-1
Addross-2 Address-2
City INDIANAPOLIS Ciy
State/Country IN INDIANA State/Country
Zip Code 46226 Zip Code
Phone Ex Phone Ex
Email Address
Primary Emad Address Secondary Emad Address
isActve 1 || ts Active |
Back Noxt Prnt 0K Canced { Help

| Email address to be used for corespondence |

Tip: After making the required entries on at Personal tab, click on the Address/Contact Information
tab to display the Mailing Address, Office Address, and E-mail Address sections.

Note: The traveler's Office Address information is optional and does not have to be entered.

Address-1: - Type the first line of the traveler's mailing address and press Tab.

Address-2: - This field is used to add an Apt. #, P.O. Box, etc. Type the desired entry, if applicable, and
press Tab.

City: - Type the name of the city where the traveler receives mail. Type APO or FPO on this line if the
traveler has an overseas military mailing address.

State/Country: - For CONUS locations, type the two letter state code. If unknown, enter the letter the
state begins with, then click on the Up/Down arrow keys until the desired state is highlighted. Press Tab
or click on the highlighted item. For an OCONUS location, type the first letter of the country code. If the
desired country is not highlighted, click on the Up/Down arrows to highlight the desired locality code.
Press Tab or click on the highlighted item. Press Tab, to move to the Zip Code field if necessary.
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Tip: To enter an overseas military mailing code, such as AA, AE, or AP, the user must select the correct
APO/FPO code from the drop-down list.

Zip Code: - Arequired field. Type the traveler's zip code as either the standard five (5) digit zip code or
add a dash and the four (4) digit extension if desired. For example; 78233 or 78233-4594.

Phone: - This field is optional. If used however, the phone number may be entered in any desired
format. Special characters such as dashes, parenthesis, and commas are allowed. This will
accommodate OCONUS phone numbers. Press Tab, when finished, to continue.

Ext: - This field is optional. Type the (4) digit extension, if applicable, and press Tab.
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Entering E-mail Address Information

The traveler's e-mail address information is used to store the e-mail address for the traveler. This is
used to send correspondence or contact the traveler via an e-mail message.

An e-mail address entered into this section is used by the E-mail for IATS feature to automatically attach
the traveler's printed voucher to the e-mail address and be sent to the traveler.

@Complete the following input fields, in the screen shown below, to "enter" a traveler's E-Mail
Address/Contact information:

[ Taveter Protie ser © $YSTEM " Thursday, Octobes 18 2023 a
DOE, JOBNS
+ SSN DaD 1D Lasl Fust Middie
444 99 4444 Name DOE JOHN S
Pessonal Financial Address
Maiing Address Office Address
Address-1 111 W EAST ST Address-1
Addross-2 Address-2
City INDIANAPOLIS City
State/Country IN INDIANA State/Country
Zip Code 46220 Zip Code
Phone Ex Phone Enx
Email Address
Primary Emad Address Secondary Emad Address
IsActve [ || ts Active |
Back Next Print 0K Canced { Help
Email address to be used for corespondence |

Tip: After making the required entries on at Personal tab, click on the Address/Contact Information
tab to display the Mailing Address, Office Address, and E-mail Address sections.

1. Is Active: - Click in this check box to activate the traveler's Email address.

2. Primary Email Address: - Click in this field and type the traveler's Email address and then
press Tab.

3. Verify Primary Email Address: - Re-enter the traveler's Email address and then press Tab.

4. Repeat the previous steps to add a Secondary Email Address if needed.

Note: If the traveler is a civilian employee, click on the Miscellaneous Tab and review or make
necessary changes to the Work Week section.

5. Click the OK button to save the entries.
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Entering Miscellaneous Information

Note: For civilian travelers, this section assists in determining when Annual Leave is chargeable, if
taken in-conjunction with a TDY trip.

l.'IQJJCOmpIete the steps below to "change"” to the traveler's Work Week information:

Traveler Profile User ID: DAVE Tuesday, February 17, 2015
ARNOLD, TOMMY View. System Administrator
=SSN Lag Frst Mdde
111441 Name ARNOLD TOMMY J

Pecsonal | Financial | Address || Misc. info
Work Week

Hours wodked per day 8
Select days of week worked by empioyee

Sunday 7! Monday 7! Tuesday v| Wednesday V! Thursday V| Fnday Seturday

Back Next 0K Cance! 7 Heb

Traveler's Last Name

Tip: After making the required entries at the Address/Contact Information tab, click on the
Miscellaneous Tab to display the Work Week section.

1. Atthe Hours worked per day field, the default value is eight hours. If necessary, delete the
existing number and type the number that represents the correct hours for the employee's
normal work day. Press Tab to continue.

2. Atthe Select Days of Week Employee Works field, the default value is Mon - Fri. If correct,
click the OK button. To select different days, click the box to the left of each regular work day for
the employee. To un-select any of the default days, click in the box to the left of the particular
day to remove the check mark.

3. Click the OK button to save the entries.
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Selecting Travel Accounts

Before a Request for Advance or Settlement may be processed, the IATS user must select the travel
account that is associated with the transaction being processed. In addition, there are numerous other
situations when the IATS user must first select a travel account before performing a particular

function. Some of these situations are listed below:

Viewing the Traveler's Profile

Viewing the Traveler's History Record

Selecting Travel Orders
Processing Collections

@Complete the following steps to "select" a travel account:

1.
-

Select Traveler
Search By SSN
@® SSN
' DoD ID 111-88-1111

Controlled Unclassified Information (CUI)

Name
SMITH, MARKY M

E9

DFAS

Address-1: 111122 E. WEST ST \' Grade/Rank:
Address-2 Organization
City INDIANAPOLIS i DSSN
State/Country | INDIANA
Zip Code 46226

OK

Enter the SSN of the employee/member that you wish to find

Cancel

Y Help

At the Select Traveler screen, there are (2) methods for selecting a traveler account:

Method 1: - At the Search By field, click in the appropriate radio button to select your search
by either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID
at the corresponding input field and then press Tab.
Method 2: - Type the first (2) letters of the traveler's last name. A listing appears displaying all
travel accounts in the IATS database beginning with these (2) letters. Click on the Up/Down
arrows next to this listing or press the Up/Down arrow keys on the keyboard to scroll through

the list. When the desired traveler is highlighted, click on the highlighted listing.

Note: A new feature was added to IATS referred to as the DMDC Webcall. This feature will only be
used by select travel offices that have enabled a connection between the travel office and

DMDC. When a DoDID is entered into IATS and the DoD ID is not in the database, IATS will initiate an
RBS (webcall) to DMDC to obtain the SSN for that traveler. DMDC will do a real time web call lookup
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using the DoDID and return in the results the SSN and traveler’s last name along with providing a
DoDID match code. The logic values/match codes returned should be evaluated by the user/examiner
to determine if the value should be accepted or rejected based on the match code received. If the user
accepts the response, IATS will input this DoDID into the DoDID field into IATS. If the user rejects the
response from DMDC, IATS will not import the DoDID provided on the RBS and the user will need to
correct the traveler name, or whatever mismatched information was provided on the response, then a
new RBS can be initiated to obtain the SSN based on the new DoDID information.

Below are examples of the messages a user may see when entering a DoDID into IATS and the DMDC
Webcall feature is in use:

Traveler Selection X

DMDC did not recognize DoD ID 3344567891 nor is it found in IATS.

To create this traveler please enter the traveler's SSN.

OK

Traveler Selection X

There is no record for an Employee ID = 989-46-5464. To create this traveler click OK, otherwise click Cancel.

carc

Traveler Selection X

DMDC recognizes DoD 1D 2001426250 but there is no record in IATS for DoD 1D 2001426250 / SSN 989465464
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Modifying Travel Accounts

On occasion, modification of an existing travel account is necessary. Additional information about the
traveler may be needed, or existing data may need to be changed.

@Complete the following steps to "modify" a travel account:
1. Loginto IATS as an Examiner or System Administrator, and click on the Tools menu at the
top of the IATS for Windows screen. A drop down list of options appears.
LATS for Windows (Examiner View)
file  Edit | dooks.| View Help

Traveler Profile

To Do Traveler Qrder
pToD '\')
— Delete Traveler Profile =
pe Block Status Date Received
» Dump Traveler Assignied 10 Exammes

2. Click on the Traveler Profile option. The Select Traveler screen appears.

3. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID.

4. After making your selection, enter either the traveler's SSN or DoD ID at the corresponding input

field and then press Tab. The Traveler Profile screen appears.

| Traveler Profle User IDx SYSTEM Wednesday, Feliruary 23, 2022

|
SMITH, MARKY M

* SSN DD 1D Last Furst Midde
111-88-1111 1234567800 Name:  |SMITH MARKY M
Personad Financal Address
Employee Status. Mamber
Grade/Rank E9
Salstabon SGM
Postion/Title [ Automabically audt al claims for ndmdual
Secunty Clearance Conddential [ Thes raveler has VIP status
DSSN 5150 L] Thss traveler has been frozen L] Profile Flagged
Credit Card Status Holder of Govt. Credit Card 1 Traveler is non-taxable (Foregn National)
Gowt Credit Card Nbr [ Traveler is a Legal (Bona Fide) Resident of Puerto Rico
Sence Army & Turn Off Hardecopy Tax Statements
Qrganzation DFAS Last changed one | 552020 | by myPay Import File |
|
' Back Next Print 0K Canced 7 Help

5. When the Traveler Account screen appears, click in the desired field and type the required
change.
6. When finished modifying the travel account, click on the OK button to save the changes.
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Viewing Travel Accounts

On occasion, it may be necessary to view the traveler's account information.

@Complete the following steps to "view" a travel account:

1. Atthe Examiner, Auditor or System Administrator View screen, click on the Tools menu. A
drop down list of options appears.

fle Edit [dook | View Help
Traveler Profile
To Do Traveler Qrder

RTOD

Delete Traveler Profile

L P— mp Traveler = R
> Dump Assigriod 10 Examnos 1272972020

2. Click on the Traveler Profile option and the Traveler Selection screen appears.

3. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID.

4. After making your selection, enter either the traveler's SSN or DoD ID at the corresponding input
field and then press Tab. The Traveler Profile screen appears.

| Traveler Profie User IDx SYSTEM

SMITH, MARKY M ‘
* SSN Do 1D Last Furst Midde ‘
111-88-1111 1234567600 Name:  |SMITH MARKY M \
|
Persona Financal Address 1
Employee Status. Mamber ‘
Grade'Rank E9
Salutation SGM
Postion/Title 0 Automabically audt all claims for ndmdual
Secunty Clearance Conddential [ Thes raveler has VIP status
DSSN 5150 L] Ths traveler has been frozen [ Profie Flagged
Credit Card Status: Holder of Govi. Credit Card 1 Traveler is non-taxable (Foreign Nabonal)
Gowt Credit Card Nbr [ Traveler is a Legal (Bona Fide) Resident of Puerto Rico
Semce Army & Turn Off Hardoopy Tax Statements
Qrganzation DFAS Last changed on | 552020 | by myPay Import Fie |
Back Next Print oK | Gancel 7 Help
|

4. When finished viewing the travel account, click on the OK or Cancel button.
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View or Modify the Traveler's Account from Input Screens

When processing travel pay transactions, the Traveler Profile screen can be viewed or modified from

an input screen.

@Complete the following steps to "view or modify" a traveler profile from an input screen

Secdorvart Facuaedt - Block No U722 - Raguest No. MEW

DOE JOBNS E7

Request Type - Setthkement

Type of Setthernent Finad - First Submission

Remat To AdvwAced

Address
Lne |
Lne 2
City
CountrgState

Zip Code

“Back ot

Becepts
Qther

Entér the first line of the traveler's sddress

Ertitoments Calodatons Firanced

111 WEAST ST

NOBNAFOLIS
N INDIANA

45226

TONO: (02001

Romarks

Upctate Travelor

SAVE Cance { Hep

1. Click on the button at the top of the screen displaying the traveler's name. IATS displays the
Traveler Profile screen for this traveler.
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Furst Mdde

JOHN ] Is

Travedes Profle User IDx SYSTEM Thrsday, Octabes 34, 2021
DOE, JOHN S
* SSN Last
| 4a004404 Namo. [ EHE
Persona Financal Address
Employee Status Mamber
Grade/Rank E7 .
Sahstation SFC
Postion/Title: CHIEF OF PAY
Secunty Clearance Secret
DSSN 5150
Credt Card Status: Holder of Govt. Credit Card
Govt Credit Card Nbr 1112223334445555
Semce Army
Organization DFAS-IN
Back Next Print

Traveler's Last Name

O Automabically audt all clams for ndmdual
[ Thes raveler has VIP status

(] Profile Flagged

[ Traveler is non-taxable (Foregn National)

[] Traveler is a Legal (Bona Fide) Resident of Puerto Rico

Turn Oft Hardcopy Tax Statements

Last changed on | oyl

oK Canced

7 Hep

2. When the Traveler Profile screen appears, the user may view the traveler's account information
or modify the information as needed.
3. When finished viewing or modifying the Traveler Profile screen, click on the OK button to save

any changes and return to the previous input screen.
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Deleting Traveler Profile

As a travel voucher examiner, it may be necessary to delete traveler profiles on occasion. This
commonly occurs when the traveler has relocated to a new duty station and the account is no longer
serviced by your office.

Tip: A traveler profile cannot be deleted until all of the details (including travel orders) have been deleted
first. Refer to the Help topic, "Deleting Travel Orders" for additional instructions.

There are two methods for deleting an existing traveler profile. One method is performed from the
Examiner View screen. Using this method however, will only delete profiles that have no Open Items,
Details, or Open Suspense ltems.

Note: Voucher examiners must have the privileges assigned to their user account that allow them to
delete a traveler's profile. There are two specific privileges that apply to this process:

# Delete Traveler Accounts Without Open Items.
# Delete Travelers With No Details.

Definitions:

Details: - A detail is a travel order or a transaction such as an advance or a settlement that has been
logged or processed and posted to the traveler's history record.

Open Items: - An open item is a transaction such as an advance or a settlement that has been
processed and posted to the traveler's history record, and no DOV# has been posted to the transaction.

Open Suspense Items: - An open suspense item is an amount due the US associated with a particular
travel order. This can be the result of an unsettled advance or a settlement that was processed
resulting in an amount due the US.

The second method is performed from the System Administrator menu, which requires a special
privilege. Using this method, the user can delete any profile regardless of the condition. Refer to the
Help topic, "Delete Travel Account Details", for instructions on using this method.

|JEICompIete the following steps to "delete" a Traveler Profile using the Examiner View:

1. Atthe Examiner View screen, click on the Tools menu and select the Delete Traveler
option. The Select Traveler to Delete screen appears.
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Select Traveler to Delete

S?SéghNBY SSN: Name
.
6 5B 111-88-1111

SMITH, MARKY M

Address-1: (11122 E WEST ST |
Address-2 ' ]
City: /INDIANAPOLIS \

State/Country: | INDIANA |

Zip Code 46226

Enter a partial last name to search (list appears after 2 characters)

Grade/Rank:

Organization

DSSN:

Delete

E9

\DFAS

5150

Cancel

? Help

2.

3.

At the Select Traveler to Delete screen, click in the appropriate radio button to select your

search by either SSN or DoD ID.

After making your selection, enter either the traveler's SSN or DoD ID at the corresponding input

field and then press Tab.

When the traveler's account information appears, click on the Delete button. The Confirmation

Password screen appears.

At the Confirmation Password screen, type the confirmation password at the Enter Password

field and click the OK button.

The Reason for Deletion of Claim and Traveler screen appears next.
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Reason For Deletion Of Claim and Traveler

Reason 1
Duplicate Claim v
Reason 2

Reason 3

Reason 4

Reasons for Deletion of Traveler:
Traveler has a duplicate account with an invalid SSN.

OK Cancel 'Y Help

Enter a reason for deletion.

7. Reason(s) for Deletion: - Notice that there are four Reason fields. You must select at least one
reason by clicking on the down arrow button in one of the Reason fields and then click on a
reason from drop down list of reasons.

8. Reasons for Deletion of Traveler: - In the text box at this field, you must enter a remark. Click
in the text box and type a remark.

9. When you have finished selecting reasons and entering remarks, click on OK.

10. If the travel account has any open transactions, suspense items, or Tax Records, a message
appears indicating the situation and asking if you are sure you wish to delete the account. If sure,
click the Yes button.

11. IATS deletes the account and displays a pop-up message appears stating that the account was
successfully deleted.

12. Click on OK to return to the Examiner View screen.
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Freeze Traveler Account

This feature was added for situations where the traveler account was created incorrectly and claims have
been processed. By using this feature you may keep the historical data for the claim, (unless the account
was deleted), but prevent users from accessing the incorrectly created account again.

@Complete the following steps to "freeze" a travel account:

1. Loginto IATS as a System Administrator, and click on the Tools menu at the top of the IATS
for Windows screen. A drop down list of options appears.

1ATS for Windows (System Admini View)
file | Jools. ' View Help

raveler Profile

raveler Qrder

pDTOD

2. Click on the Traveler Profile option and the Select Traveler screen appears.

3. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID.

4. After making your selection, enter either the traveler's SSN or DoD ID at the corresponding input
field and then press Tab.

5. When the traveler's account information appears, click on the OK button.

6. The Traveler Profile screen appears.
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Fust Mdde

Traveder Profle User IDx SYSTEM Friday, February 25, 2022
SMITH, MARKY M
+ SSN Do 1D Last
111-88-1111 | 1234567550 | Name:  [SMITH

Persona Financal Address
Employee Status. Mamber v
Grade/Rank E9 v
Postion/Title
Secunty Clearance Conddential vl
DSSN 5150 |
Crodit Card Status: Holder of Gowt. Credit Card vl
Govt Cradit Card Nbr '
Semce: Army
Organzation: DFAS
Back Next Print

Check to prevent ysers from accessing this account or entering claims for ths traveler

[ Automabically audt all claims for ndmdual

[ Thes traveler has VIP status

4 Ths traveler has been frozen| [] Profie Flagged
] Traveler is non-taxable (Forexgn National)

L1 Traveder is a Legal (Bona Fide) Resident of Puerto Rico

&9 Turn Off Hardcopy Tax Statements
Last changed on | 5552020 | by [myPay Import Fie |

oK | Cawa | 7 Hep

7. Click in the check box at the This traveler has been frozen field.
8. Click on the OK button to save your entry.

129







Travel Orders

Type of Orders

Before a travel advance or settlement can be processed using IATS, a Travel Order must be
created. Travel Order information determines the specific entitlements, trip dates and establishes the
limitations necessary for correct computation of the travel advance, or settlement.

When creating travel orders, IATS requires the user to specify what type of order is being created. The
type of travel order specified has a direct impact on the way IATS functions and the computation of the
entitlement. Following, is a listing of the various types of travel orders that may be created:

% Normal
Blanket
Repetitive
Invitational
MILPCS
CIVPCS
Local (1164)
Evacuation
®  Student

Click on any of the types listed above for a link to the Help topic explaining the requirements for
creating the selected type of travel order.
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Creating Travel Orders

Note: A traveler order may be created by an IATS user in the Examiner or System Administrator view if
the privilege was established when the IATS user account was created.

1. Loginto IATS as an Examiner or System Administrator, click on the Tools menu at the top of
the IATS for Windows screen. A drop down list of options appears.

msvo«mm@w\ﬁgw)
File  Edit | Tools View Help

Traveler Profile

chghtmi blocks have been retumed to examiner

To Do Traveler Qrder
Delete Traveler Profile h Py
Block Status Date Receved
2. Click on the Traveler Order option and the Select Traveler screen appears.
S?aécShNBy SSN: Name
O ‘
O DoD ID |  777-99-7777
Traveler Selection ;(W

There is no record for an Employee 1D = 777-99-7777. To create this traveler click OK, otherwise click Cancel.

StatelCountyy |

Zip Code

Cancel Y Help

Enter the SSN of the employee/member that you wish to find

3. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at
the corresponding input field and then press Tab or click on the OK button.

4. |If the traveler's account does not exist in the database, a message appears asking if you wish to
create a new traveler profile. Selecting OK causes the Verify SSN field to appear.
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Verify New Traveler SSN

Confirm New Traveler SSN

Venfy SSN: | -

OK Cancel ? Help

Re-enter the traveler's SSN at the Verify SSN field and then click on OK.
The Traveler Profile screen will now appear. Complete this screen by following the steps

covered in the topic "Creating Traveler Profile".
7. After accessing the traveler's account or creating a new travel account, the Travel Order

Selection screen appears.

o v
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GUY,NEW O

Traveler ID:

Address-1:

Address-2:

City:

| 777997777

|111 EWEST ST

|

|KILEEN

State/Country: |TEXAS

Zip Code:

—[z7300 ]

Traveler Name: [GUY, NEW O |

Grade/Rank: E

Organization: |ARMY ]

DSSN:

View Traveler Profile

New Travel Order

This travel order number doesn't exist. Do you want to create it?

TONO: | Button for
Ij travel
Order No Date
Dakste Change TONO OK Cancel ? Help

Select an existing order or enter a new order number with which you wish to work

8. Type the travel order number at the TONO field and click on the OK button. A pop-up message
appears indicating that the order does not exist and asking if you want to create it. Click on the
Yes button to continue.

9. The Travel Order screen appears next.

Refer to the Help topic, "Completing the Travel Order Screen”, for additional instructions.
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Completing the Travel Order Screen

After entering a new travel order number at the Travel Order Selection screen, the Travel Order
screen appears.
This screen is used to capture the specific details for the trip and to approve the various entitlements

necessary for the accomplishment of the mission. In addition, it captures the funding information
necessary for reporting the obligation and expenditures to the associated accounting systems.

Trovel Orcler User D: DAYE Wednesday, June 27, 2018

Traveler's Name Grade/Rank Order Number TONO Order Type
SMITH MARKT E7 E7 03-001 Norr

Descnption  Remarks

Dates
. T e \
Purpose of Trp Site Visit |ssue Date 311212018
Begn Date 3Ne2018
Issung Organizabion  DFAS
Number of Days 5
Payng Organzaton | DFAS
End Date 323:2018 2
DSSNITR 6416
Funds Army
Group Travel C

State Tax Designation |IN INDIANA

| [ et |7 e

Enter the expected end date of travel for this travel authorization

@Complete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

# Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

# Order Type: - The default order type at this field is normal. If normal is the desired type, press
Tab to continue. If another type of order is desired, click on the down arrow to display a listing
of various types and then click on the desired type to make a selection. Refer to the topic "Type
of Orders" for more specific details about the various types of travel orders.

® Purpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, click on the
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down arrow to display a listing of various choices and then click on the desired choice to make
a selection.

Max Trips Allowed: - Users can only access this field when the type of travel order is
Repetitive.

Issuing Organization: - The default value previously entered into the Organization field, when
the travel account was created, is displayed in this field. This information is posted to the travel
order detail record, and may be useful when conducting research or answering inquires.
Press Tab to continue or type a different organization if desired.

Paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering inquires.
Press Tab to continue or type a different organization if desired.

DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

UIC: - This field pertains to Navy customers only. The default value at this field is zeros. You
may leave the field as is or you may enter the UIC for the traveler. The purpose of this field is to
be able to generate the suspense reports for a specific UIC.

Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

Group Travel: - Click in the check box next to the Group Travel field if you must activate
Group Travel rules for this travel order.

State Tax Designation: - The State Tax Designation field appears on the Travel Order screen if
the option to withhold state taxes is activated in Maintenance. This field is used to specify
which state withholding taxes should be withheld for. Enter the two character abbreviation for
the desired state or click on the down arrow button and then click on the correct state name
from the drop down list.

Issue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for advance or settlement. You can also click on the
down arrow button and use the Calendar to select the date.

Begin Date: - Type the date the travel is expected to begin, in MMDDYY format, as shown on
the hard-copy travel order attached to the request for advance or settlement. You can also
click on the down arrow button and use the Calendar to select the date.

Number of Days: - If desired, type the number of days for the trip at this field. That will cause
IATS to automatically calculate the End Date for the trip. Press Tab to bypass this field if you
would prefer to enter the End Date rather than have it calculated by IATS.

End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

Remarks: - If you wish to add remarks for the travel order you are creating, click on the
Remarks tab and enter your desired remarks.

After completing all of the required input fields, click the OK button to save the entries.
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Entering Remarks on the Travel Order Screen

There are times when travel office personnel may need to enter remarks associated with the travel
order. IATS includes a feature that will allow you to perform this action.

The Travel Order screen has a tab that you may click on to enter any necessary remarks.

[ Tearet Qe User ID: SYSTEM Feiday, October 15, 2021
Traveler's Name Grade/Rank Order Number/TONO Order Type
TRAVELER, NEW: ES ES 10-001 Normal

Descrption Remarks

Order Remarks

[THIS IS WHERE YOU CAN ENTER ANY DESIRED REMARKS

Back Neut OK Cancsl { Hep

Enter rémarks to be associated with this traved order

If you wish to enter remarks, click on the Remarks tab. When the Remarks tab is displayed, click in the
text box and type your desired remarks.
When you are finished entering the remarks, click on OK to save your entries.
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Creating MILPCS Travel Orders

Note: For Navy users of IATS, if you are creating a travel order for a MILPCS Settlement or an
Advance for a (DITY/PPM) transaction, refer to the Help topics "Transactional Accounting" for
Settlements, or "DITY-PPM-Advances" if the transaction will involve Transactional Accounting.

Creating an IATS Travel Order record for MILPCS travel, requires the user to specify what entitlements
were authorized in accordance with the published orders.

Trevel Ordler User D: DAYE Menday, July 33 2018

Traveler's Name Grade/Rank Order Number TONO Order Type
BOY, SOLDIER E7 E7 06-PCS PCS

Description  What's Authonized (Military PCS)  Dependents  Remarks

Dates
Purpose of Trp Station to Station {ssue Date 81112018
Begn Date 6252018
Issung Organzabon  DFAS
Payng Organzation  |[DFAS
End Dale 7112018
DSSNATR 6416
Funds Armmy
Group Travel (W
Onigin FORT HOOD, TX, BELL
Destination IND, IN, MARION
Default State IN INDIANA
State Tax Designation |IN INDIANA
Back Next OK Cancel { Hep

| Enter the report date for this Permanent Change of Station Authorization
@Complete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

# Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

# Order Type: - The default order type at this field is normal. Click on the down arrow button to
display a listing of various types and then click on PCS. A selection can also be made by
pressing the Up/Dn arrow keys on the keyboard to scroll through the listing of various types.
When PCS is highlighted, it is automatically selected by IATS.
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Purpose of Trip: - The type of PCS selected affects the traveler's entitlements. At this field,
click on the down arrow to display a listing of various choices and then click on the desired
choice to make a selection. A selection can also be made by pressing the Up/Dn arrow keys on
the keyboard to scroll through the listing of various types. When the desired type is highlighted,
press Tab to make a selection.

Issuing Organization: - The default value, previously entered into the Organization field when
the travel account was created, is displayed in this field. This information is posted to the
travel order detail record, and may be useful when conducting research or answering inquires.
Press Tab to continue or type a different organization if desired.

Paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering inquires.
Press Tab to continue or type a different organization if desired.

DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

Group Travel: - Click in this box or press the space bar to activate this option if group travel
rules apply to the MILPCS trip the order is being created for. IATS places a check mark in this
box when group travel rules are activated.

Origin: - This is the location of the traveler's old Permanent Duty Station (PDS). At this field, the
Location Selection screen automatically appears. At the State/Country field, type the first two
letters of the state or country name. If necessary, click the Up/Dn arrows until the desired name
is displayed. Click on the highlighted name or press Tab to make the selection. At the City or
Locality field, type the first two letters of the city/locality name. This displays a listing of
city/locality names, for the previously selected state, beginning with those letters. Use the
procedures previously described to make the selection. Click on OK to continue.
Destination: - This is the location of the traveler's new Permanent Duty Station (PDS). Use the
same method explained at the Origin field to complete the Destination field.

Default State: - The name of the state for the member's new PDS destination will default to this
field. Thisis a view only field and cannot be changed.

State Tax Designation: - The state name entered into this field specifies which state the
member has a tax obligation too. IATS will use the tax rate for the state entered for calculating
the state tax withholdings. Enter the two character state code or click on the down arrow
button and then click on the desired state name from the displayed list.

Issue Date: - At this field, type the date the order was issued, in MMDDYY format, as shown on
the hard-copy travel order attached to the request for settlement or advance. You can also
click on the down arrow button and use the Calendar to select the date.

Begin Date: - At this field, type the date the travel is expected to begin, in MMDDYY format, as
shown on the hard-copy travel order attached to the request for settlement or advance. You
can also click on the down arrow button and use the Calendar to select the date.

End Date: - At this field, type the date the travel is expected to end, in MMDDYY format, as
shown on the hard-copy travel order attached to the request for settlement or advance. You
can also click on the down arrow button and use the Calendar to select the date.

After completing all of the required input fields, click on the Next button, the What's Authorized
tab, or press the (Alt + N) keys to advance to the What's Authorized (Military PCS) tab.
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What's Authorized - Military PCS Tab

Creating an IATS Travel Order record for MILPCS travel, requires the user to specify what entitlements
were authorized in accordance with the published orders.

Description Whal's Authorized (Military PCS) Dependents Remarks

What's Authorized

& TLE &4 Emergency TLE
& Paid BAH
_] Ship POV
[J] Has BAH Waner
DLA With Dependents ] Proceed Time Separate COT Travel

Household Goods m

|vn'ﬁlCompIete this tab by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

TLA: - Click in this box or press the space bar to activate this option if the entitlement for
Temporary Lodging Allowance is authorized. |IATS places a check mark in this box when the
TLA entitlement is activated.

Ship POV: - Click in this box or press the space bar to activate this option if the traveler is
authorized to ship a POV to or from an OCONUS location. IATS places a check mark in this
box when this option activated.

DLA: - The type of DLA selected affects the traveler's entitlements. Click on the down arrow
button to display a listing of various types and then click on the desired choice. A selection can
also be made by pressing the Up/Dn arrow keys on the keyboard to scroll through the listing of
various types. When the desired type is highlighted, press Tab to make a selection.

TLE: - Click in this box or press the space bar to activate this option if the entitlement for
Temporary Lodging Expense is authorized. IATS places a check mark in this box when the
TLE entitlement is activated.

Emergency TLE: - Click in this box or press the space bar to activate this option if the
entitlement for Temporary Lodging Expense is authorized in a declared disaster area. IATS
places a check mark in this box when the Emergency TLE entitlement is activated. Checking
this box allows for the payment of TLE up to a maximum of 60 days.

Increase Standard TLE: - This check box will only appear if the Begin Date on the Travel Order
is prior to 10/01/22. You should click in this box or press the space bar to activate this option if
an extension to the entitlement for Temporary Lodging Expense has been approved and the
TLE period started in September 2022 but crossed over into October 2022. Checking this
option will increase the allowable number of TLE days to up to 14.
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Paid BAH: - Click in this box or press the space bar to activate this option if the member
received a payment for Basic Allowance for Housing (BAH) during the TLE period. When this
option is activated, IATS will reduce the lodging amount for days (15-60) of the TLE period by
the daily BAH rate.

Has BAH Waiver: - Click in this box or press the space bar to activate this option if the service
member provides an approved waiver. When this option is activated, IATS will not reduce the
lodging amount of TLE by the BAH daily rate.

Proceed Time: - Click in this box or press the space bar to activate this option if Proceed Time
was authorized on the hard-copy travel order attached to the request for settlement or advance.
Separate COT Travel: - Click in this box or press the space bar to activate this option

if Separate Consecutive Overseas Travel (COT) was authorized.

Household Goods: - At this field, click on the down arrow button to display a listing of various
types and then click on the desired choice. A selection can also be made by pressing the
Up/Dn arrow keys on the keyboard to scroll through the listing of various types. When the
desired type is highlighted, press Tab to make a selection.

CBA Authorized: - Click in this box or press the space bar to activate this option. Note that
this option applies to only Coast Guard and TPAX customers. This option activates the
requirement to flag claims for prepayment review or audit.

After completing all of the required input fields, click on the Next button, the Dependents tab, or press
the (Alt + N) keys to advance to the Dependents tab.

After completing the Dependents tab, if applicable, click on the Next button, the Remarks tab, or press
the (Alt + N) keys to advance to the Remarks tab if you wish to add some remarks to the travel order.

Click on the OK button to save the travel order record once you have entered all of the applicable
information.

141



Travel Orders

Dependents - Tab

Creating an IATS Travel Order record for PCS travel, requires the user to specify whether dependent
travel was authorized, in accordance with the published orders, and who the dependents are.

Traved Order User ID: SYSTEM Thersday, March 19, 2000

Traveler's Name Grade/Rank Order Number/TONO Order Type
SMITH, MARKY M- ES E9 1217B87PCS900000 S

| Description What's Authonzed (Military PCS)  Dependents  Remarks

Dependent Name "E'a.[“u"gl i Date of Birth  Active Status

SUZIE Dependent 03162012
7 MARY Spouse b4

-
Actve Miktary

Not Active Mallary

Delole

| Back Next OK Cancel { Hep
|

| Select the status for the spouse (Active Malitary or not)

Note: Clicking on the Get Dependents button will automatically copy the dependent(s) information from
another PCS travel order already in the database for this traveler. If there is not another PCS travel order

in the database for this traveler, follow the steps below to add the dependent information.

@Complete this tab by entering the required information in each field as described below:

Tip: After entering the required information at an input field, press Tab or click in the next field to
continue.

# Dependent Name: - At this field, type the dependent's first name.

# Relationship to Traveler: - At this field, a drop down list appears displaying various choices.
Click on the desired choice or press the Up/Dn arrow keys until the desired choice is
highlighted and then press Tab.

# Date of Birth: - If Dependent was selected at the Relationship field, type the dependent's date
of birth in MMDDYY format.
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# Active Status: - If the dependent is a spouse, you must click on the down arrow button and
then select either Active Military or Not Active Military.

After completing the Dependents tab, if applicable, click on the Next button, the Remarks tab, or press
the (Alt + N) keys to advance to the Remarks tab if you wish to add some remarks to the travel order.

Click on the OK button to save the travel order record once you have entered all of the applicable
information.

143



Travel Orders

Creating CIVPCS Travel Orders

Creating an IATS Travel Order record for CIVPCS travel, requires the user to specify what entitlements
were authorized in accordance with the published orders.

| Trawed Ordder User ID: SYSTEM Thersday, August § 2004

Travelar's Name Grade/Rank Order Number/TONO Order Type
CIVILIAN, JOEE: C E CPCS2023 S

Description  What's Authorized (Civilian PCS) Dependents Remarks

Dates
PCS Type Betwaen OMcial Slations |ssue Date 117172023
Begn Date 111712023
Issung Organzaton  |DFAS
Paying Organzation | DFAS
End Date 11202023
DSSNATR 5150
Date Job Offered 11/1/2023
Funds Arrmy
Financial
O ROME_NY, ONEIDA
gn it Retrement Code FERS
Destination IN CENTRAL CLG, IN, INDIANAPOLIS / MA
v W\ A
Payroll Offica AAA - ‘
Back Next OK Cancsl { Help

1
| Sedect the traveler’s grade or rank while traveling under this order |

@Complete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

# Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

® Order Type: - The default order type at this field is normal. Click on the down arrow button to
display a listing of various types and then click on PCS. A selection can also be made by
pressing the Up/Dn arrow keys on the keyboard to scroll through the listing of various
types. When PCS is highlighted, it is automatically selected by IATS.

# Ppurpose of Trip: - The type of PCS selected affects the traveler's entitlements. At this field,
click on the down arrow to display a listing of various choices and then click on the desired
choice to make a selection. A selection can also be made by pressing the Up/Dn arrow keys on
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the keyboard to scroll through the listing of various types. When the desired type is highlighted,
press Tab to make a selection.

Issuing Organization: - The default value, previously entered into the Organization field when
the travel account was created, is displayed in this field. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

Paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

Origin: - This is the location of the traveler's old Permanent Duty Station (PDS). At this field, the
Location Selection screen automatically appears. At the State/Country field, type the first two
letters of the state or country name. If necessary, click the Up/Dn arrows until the desired name
is displayed. Click on the highlighted name or press Tab to make the selection. At the City or
Locality field, type the first two letters of the city/locality name. This displays a listing of
city/locality names, for the previously selected state, beginning with those letters. Use the
procedures previously described to make the selection.

Destination: - This is the location of the traveler's new Permanent Duty Station (PDS). Use the
same method explained at the Origin field to complete the Destination field.

Default State: - The name of the state for the employees new PDS destination will default to
this field. This is a view only field and cannot be changed.

State Tax Designation: - The state name entered into this field specifies which state the
employee has a tax obligation too. IATS will use the tax rate for the state entered for
calculating the state tax withholdings. Enter the two character state code or click on the
down arrow button and then click on the desired state name from the displayed list.

Payroll Office: - If the Payroll Office field is displayed, type the traveler's payroll office

code. This field will only be visible when this option has been activated at the System
Configuration screen in the Maintenance module.

Issue Date: - At this field, type the date the order was issued, in MMDDYY format, as shown on
the hard-copy travel order attached to the request for settlement or advance. You can also click
on the down arrow button and use the Calendar to select the date.

Begin Date: - At this field, type the date the travel is expected to begin, in MMDDYY format, as
shown on the hard-copy travel order attached to the request for settlement or advance. You can
also click on the down arrow button and use the Calendar to select the date.

End Date: - At this field, type the date the travel is expected to end, in MMDDYY format, as
shown on the hard-copy travel order attached to the request for settlement or advance. You can
also click on the down arrow button and use the Calendar to select the date.

Job Offered: - At this field, type the date the traveler was offered the new assignment or the
date the transportation agreement was signed. You can also click on the down arrow button
and use the Calendar to select the date.

Retirement Code: - At this field, select the current retirement program in effect for the
employee. The code selected will affect the amount of employment taxes withheld. Click on
the down arrow button to display a listing of various programs and then click on the desired
choice. A selection can also be made by pressing the Up/Dn arrow keys on the keyboard to
scroll through the listing of various programs. When the desired choice is highlighted, press
Tab to make a selection.




Travel Orders

# WTA to be paid: - Determine if the traveler has elected to receive a WTA payment and activate
this option if applicable. Click in the box or press the space bar. IATS places check mark in
this box when the option is activated.

After completing all of the required input fields, click on the Next button, the What's Authorized
tab, or press the (Alt + N) keys to advance to the What's Authorized (Civilian PCS) tab.
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What's Authorized - CIVPCS Order

Creating an IATS Travel Order record for CIVPCS travel, requires the user to specify what entitlements
were authorized in accordance with the published orders.

Trave Order User ID: SYSTEM Thersday, August § 2004

Traveler's Name Grade/Rank Order Number/TONO Order Type
CIVILIAN, JOEE: C (] -1 |CPCS2023 'CS

Descrniption What's Authorized (Civilian PCS)  Dependents Remarks

Mileages
Mies Old Residence to Old Station Miles Old Reskience to New Station Miles Ofd Station to New Station
20 550 683
What's Authonzed

& Miscallansous & House Purchase 2 Al Fuel Authorized  House Hunling

[ Traller [] Renewal Traved {1 Ship POV &4 Employee 4 Spouse
Student Traval [ Property Mgmtl Num POV (O B2 Lump Sum Max Days 10
House Sale Sell Home
Household Goods TQSE
Type GBL . Type of TQSE Lump Sum
£ HHG Taxable Temp Storage &2 Not Temp Storage Maoomum days on Lump Sum TQSE: | 30
Total # Taxable Storage Days Authonzed 60 TQSE Lump Sum Accepled Date 11172023
Third Parly Paymenls
L1 Third Party DPS Payment LJ HHG Non-temporary Storage [ Shep POV CONUS 2 Shp Mobde Home
Back Next OK Cancal 7 Hep

Check this box if the shipment of an Altemative Fuel POV is authonzed

l:l-‘!lCompIete this tab by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

Mileages

# Miles Old Residence to Old Station: - At this field, type the number of miles the traveler
commuted daily from the residence to the old duty station.

# Miles Old Residence to New Station: - At this field, type the number of miles from the
traveler's old residence to the new duty station.

# Miles Old Station to New Station: - At this field, IATS will automatically populate the number of
miles. If the mileage does not automatically populate, however, type the number of miles from
the traveler's old duty station to the new duty station.

What's Authorized
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Miscellaneous: - Click in this box or press the space bar to activate this option if
Miscellaneous Expense Allowance was authorized on the hard-copy travel order attached to the
request for settlement. IATS places a check mark in this box when this option activated.
House Purchase: - Click in this box or press the space bar to activate this option if Real
Estate Expenses were authorized on the hard-copy travel order attached to the request for
settlement. IATS places a check mark in this box when this option activated.

Alt. Fuel Authorized: - Click in this box or press the space bar to activate this option if the
Authorizing Official has approved the shipment or the use of an alternative fueled vehicle (AFV)
in connection with the PCS move. Such approval authorizes circuitous travel routes to
accommodate vehicle ranges and fueling availability limitations.

Trailer: - Click in this box or press the space bar to activate this option if the traveler was
authorized reimbursement for the movement of a house trailer on the hard-copy travel order
attached to the request for settlement. IATS places a check mark in this box when this option
activated.

Student Travel: - Click in this box or press the space bar to activate this option if Student
Travel was authorized for this travel order.

Renewal Travel: - Click in this box or press the space bar to activate this option if Overseas
Renewal Travel was authorized on the hard-copy travel order attached to the request for
settlement. IATS places a check mark in this box when this option activated.

Ship POV: - Click in this box or press the space bar to activate this option if the traveler was
authorized to ship a POV to or from an OCONUS location on the hard-copy travel order attached
to the request for settlement. IATS places a check mark in this box when this option activated.
Num POV: - Click in this field and enter the number of POVs being shipped if Ship POV was
authorized.

Property Management: - Click in this box or press the space bar to activate this option if PM
services were authorized on the hard-copy travel order attached to the request for settlement.
IATS places a check mark in this box when this option activated.

House Sale: - If Real Estate Expenses were authorized on the hard-copy travel order attached
to the request for settlement, click on the down arrow button to display a listing of various types
and then click on the desired choice. A selection can also be made by pressing the Up/Dn
arrow keys on the keyboard to scroll through the listing of various types. When the desired type
is highlighted, press Tab to make a selection.

Household Goods: - At this field, click on the down arrow button to display a listing of various
types and then click on the desired choice. A selection can also be made by pressing the
Up/Dn arrow keys on the keyboard to scroll through the listing of various types. When the
desired type is highlighted, press Tab to make a selection.

HHG Taxable Temp Storage: - Click in this box or press the space bar to activate this option if
Non-temporary Storage of HHGs was authorized on the hard-copy travel order attached to the
request for settlement. IATS places a check mark in this box when this option activated.

Total # Taxable Storage Days Authorized: - At this field, type the number of days authorized
on the hard-copy travel order attached to the request for settlement for Non-temporary Storage of
HHGs.

House Hunting

Employee: - Click in this box or press the space bar to activate this option if the employee was
authorized to perform a round trip for the purpose of finding a new residence at the new PDS.
Spouse: - Click in this box or press the space bar to activate this option if the employee's
spouse was authorized to perform a round trip for the purpose of finding a new residence at the
new PDS.

Lump Sum: - Click in this box or press the space bar to activate this option if the employee
was authorized to be reimbursed under the Lump Sum method for computing a Househunting
trip.

Max. Days: - At this field, type the number of days authorized, on the hard-copy travel order
attached to the request for settlement, for performing a Househunting trip.
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TOSE
-

Type of TQSE: - If Temporary Quarters Subsistence Expense (TQSE) was authorized, on the
hard-copy travel order attached to the request for settlement, click on the down arrow button to
display a listing of various types and then click on the desired choice. A selection can also be
made by pressing the Up/Dn arrow keys on the keyboard to scroll through the listing of various
types. When the desired type is highlighted, press Tab to make a selection.

Note: Actual will no longer be listed as a TQSE type for orders issued on or after 1 February 2025.

Number of days at higher rate: - If Actual was selected as the type of TQSE reimbursement,
enter the number of days the traveler should be reimbursed for TQSE at the higher rate for the
settlement being processed. Note that this option does not apply to travel orders issued on or
after 1 July, 2024.

Maximum days on Lump Sum TQSE: - If Fixed was selected as the type of TQSE
reimbursement, enter the maximum number of days, authorized, on the hard-copy travel order
attached to the request for settlement, for the reimbursement of TQSE at the Fixed Rate.
TQSE Lump Sum Accepted Date: - At this field, type the date the employee accepted to
receive a Lump Sum payment for TQSE, in MMDDYY format. You can also click on the down
arrow button and use the Calendar to select the date.

Total # TQSE Days Authorized: If Actual was selected as the type of TQSE reimbursement,
enter the maximum number of days, authorized, on the hard-copy travel order attached to the
request for settlement. The default value is 60, but the user may enter any number between 1
and 120.

After completing all of the required input fields, click on the Next button, the Dependents tab, or press
the (Alt + N) keys to advance to the Dependents tab.

After completing the Dependents tab, if applicable, click on the Next button, the Remarks tab, or press
the (Alt + N) keys to advance to the Remarks tab if you wish to add some remarks to the travel order.

Click on the OK button to save the travel order record once you have entered all of the applicable
information.
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Creating Blanket Travel Orders

Creating an IATS Travel Order record, requires the user to specify what entitlements were authorized
in accordance with the published orders.

A Blanket Travel Order is used when the traveler will perform an unlimited number of trips against the
same travel order number during a specified period.

Teaved Order User ID: SYSTEM Feiday, October 15 2021 ‘
|
Traveler's Name Grade/Rank Order Number TONO Order Type l
TRAVELER NEW: ES E5 10-001 laianket] [+
Normal
|Blanket
Repetitive
Inwtational
Description Remarks PCS
Local (SF1164)
Local DITY
Dales Evacuation
Purpose of Trip Sile Visit lssue Date (TOY with DITY
Begn Date 101472021
Issung Organzation  ARMY
= Number of Days 5
Paying Organzation | ARMY
End Date 1082021
DSSNATR 5150
Funds Army
Default State
State Tax Designation
Back Next OK Cancal { Hep
Select the category that best describes type of travel authorized foe this order

@Complete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

@ Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

®  Order Type: - The default order type at this field is normal. Click on the down arrow to display a
listing of various types and then click on Blanket to make a selection.

# Ppurpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, click on the
down arrow to display a listing of various choices and then click on the desired choice to make
a selection.
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Issuing Organization: - The default value, previously entered into the Organization field when
the travel account was created, is displayed in this field. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

Paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering inquires.
Press Tab to continue or type a different organization if desired.

DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

State Tax Designation: - The State Tax Designation field appears on the Travel Order screen if
the option to withhold state taxes is activated in Maintenance. This field is used to specify
which state withholding taxes should be withheld for. Enter the two character abbreviation for
the desired state or click on the down arrow button and then click on the correct state name
from the drop down list.

Issue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for settlement or advance. You can also click on the
down arrow button and use the Calendar to select the date.

Begin Date: - Type the date for the beginning of the repetitive period, in MMDDYY format, as
shown on the hard-copy travel order attached to the request for settlement or advance. You can
also click on the down arrow button and use the Calendar to select the date.

Number of Days: - If desired, type the number of days for the trip at this field. That will cause
IATS to automatically calculate the End Date for the trip. Press Tab to bypass this field if you
would prefer to enter the End Date rather than have it calculated by IATS.

End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

After completing all of the required input fields, click the OK button to save the entries.
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Creating Repetitive Travel Orders

Creating an IATS Travel Order record, requires the user to specify what entitlements were authorized
in accordance with the published orders.

A Repetitive Travel Order is used when the traveler will perform a specified number of trips against the
same travel order number during a specified period.

Teawed Order User ID: SYSTEM Friday, October 15, 2021

|
Traveler's Name Grade/Rank Order Number TONO Order Type
TRAVELER, NEW: ES E5 10-001 IRepetitne) [+
Normal
Blanket
|Repetitive
Inwlational
Description Remarks PCS
Local (SF1164)
Local DITY
Dales Evacuation
Purpose of Trip Sile Visit lssue Date (TOYwithDITY
Max Trips Allowed 1 Taken or Advanced —
Begn Date 101472021
Issung Organizaton  ARMY
Number of Days 225
Paying Organzation | ARMY
End Date 5162022
DSSNATR 5150
Funds Ay
Default State
State Tax Designation
[
Back Next OK Cancel { Hep

lSc-l:\:'. the category that best describes type of travel authorized for this order

@Complete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

@ Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

®  Order Type: - The default order type at this field is normal. Click on the down arrow to display a
listing of various types and then click on Repetitive to make a selection.

# Ppurpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, click on the
down arrow to display a listing of various choices and then click on the desired choice to make
a selection.
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Max Trips Allowed: - At this field, type the number of trips the traveler is authorized to perform
against this order.

Taken or Advanced: - This field is a display to show how many trips were taken or advances
were issued against this order.

Issuing Organization: - The default value, previously entered into the Organization field when
the travel account was created, is displayed in this field. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

Paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

State Tax Designation: - The State Tax Designation field appears on the Travel Order screen if
the option to withhold state taxes is activated in Maintenance. This field is used to specify
which state withholding taxes should be withheld for. Enter the two character abbreviation for
the desired state or click on the down arrow button and then click on the correct state name
from the drop down list.

Issue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for settlement or advance. You can also click on the
down arrow button and use the Calendar to select the date.

Begin Date: - Type the date for the beginning of the repetitive period, in MMDDYY format, as
shown on the hard-copy travel order attached to the request for settlement or advance. You can
also click on the down arrow button and use the Calendar to select the date.

Number of Days: - If desired, type the number of days for the trip at this field. That will cause
IATS to automatically calculate the End Date for the trip. Press Tab to bypass this field if you
would prefer to enter the End Date rather than have it calculated by IATS.

End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

After completing all of the required input fields, click the OK button to save the entries.

153



Travel Orders

Creating Invitational Travel Orders

Creating an IATS Travel Order record, requires the user to specify what entitlements were authorized
in accordance with the published orders.

An Invitational Travel Order is used when the traveler is not a member or employee, but has been
invited to perform travel on behalf of the US Government.

Travel and transportation allowances authorized for these individuals are the same as those ordinarily
authorized for employees performing TDY.

Trave Order User ID: SYSTEM Feiday, October 15, 2021

|
Traveler's Name Grade/Rank Order NumberTONO Order Type
TRAVELER. NEW: E5 E5 10-001 imvitational [
Normal
Blanket
Repetitive
[Invitational
Description Remarks PCS
Local (SF1164)
Dat Local DITY
— Evacuation
Purpose of Trip Site Visit - |ssue Date (TOY with DITY
Begn Date 1001472021
Issung Organzaton ARMY
S Number of Days 10
Paying Organzation | ARMY
End Date 10/13/2021
DSSNATR 5150
Funds Ay
Default State
State Tax Designation
|
Back Next OK Cancal { Hep

| Sedect the category that best describes type of travel authorized for this oeder

@Complete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

# Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

® Order Type: - The default order type at this field is normal. Click on the down arrow to display a
listing of various types and then click on Invitational to make a selection.

® Purpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, click on the
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down arrow to display a listing of various choices and then click on the desired choice to make
a selection.

Issuing Organization: - The default value previously entered into the Organization field, when
the travel account was created, is displayed in this field. This information is posted to the travel
order detail record, and may be useful when conducting research or answering inquires.
Press Tab to continue or type a different organization if desired.

Paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

State Tax Designation: - The State Tax Designation field appears on the Travel Order screen if
the option to withhold state taxes is activated in Maintenance. This field is used to specify
which state withholding taxes should be withheld for. Enter the two character abbreviation for
the desired state or click on the down arrow button and then click on the correct state name
from the drop down list.

Issue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for advance or settlement. You can also click on the
down arrow button and use the Calendar to select the date.

Begin Date: - Type the date the travel is expected to begin, in MMDDYY format, as shown on
the hard-copy travel order attached to the request for advance or settlement. You can also
click on the down arrow button and use the Calendar to select the date.

Number of Days: - If desired, type the number of days for the trip at this field. That will cause
IATS to automatically calculate the End Date for the trip. Press Tab to bypass this field if you
would prefer to enter the End Date rather than have it calculated by IATS.

End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

After completing all of the required input fields, click the OK button to save the entries.

155



Travel Orders

Creating Local (1164) Travel Orders

Creating an IATS Travel Order record, requires the user to specify what entitlements were authorized
in accordance with the published orders.

A Local Travel Order is used when the travel is performed within the Local Travel Area of the traveler's
PDS.

Teawed Order User ID: SYSTEM Friday, October 15, 2021

|
Traveler's Name Grade/Rank Order NumberTONO Order Type
TRAVELER, NEW: E5 E5 10-001 Ik ocal (SF1164) >
Norrmal
Blanket
Repetitive
Inwtational
Description Remarks ‘F'l,'s
|Local (SF1164)
Local DITY
Dales Evacuation
Purpose of Trip Other v Issue Date ‘_T‘DiYiwml DITY -
Begn Date 101472021
Issung Organizaton  ARMY
= Number of Days 2
Paying Organzation | ARMY
End Date 10052021
DSSNATR 5150
Funds Ay
Default State
State Tax Designation
[
Back Next OK Cancel { Hep

lSc-l:\:'. the category that best describes type of travel authorized for this order

@Complete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

@ Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

® Order Type: - The default order type at this field is normal. Click on the down arrow to display a
listing of various types and then click on Local (SF1164) to make a selection.

# Ppurpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, click on the
down arrow to display a listing of various choices and then click on the desired choice to make
a selection.
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Issuing Organization: - The default value previously entered into the Organization field, when
the travel account was created, is displayed in this field. This information is posted to the travel
order detail record, and may be useful when conducting research or answering

inquires. Press Tab to continue or type a different organization if desired.

Paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

State Tax Designation: - The State Tax Designation field appears on the Travel Order screen if
the option to withhold state taxes is activated in Maintenance. This field is used to specify
which state withholding taxes should be withheld for. Enter the two character abbreviation for
the desired state or click on the down arrow button and then click on the correct state name
from the drop down list.

Issue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for advance or settlement. You can also click on the
down arrow button and use the Calendar to select the date.

Begin Date: - Type the date the travel is expected to begin, in MMDDYY format, as shown on
the hard-copy travel order attached to the request for advance or settlement. You can also
click on the down arrow button and use the Calendar to select the date.

Number of Days: - If desired, type the number of days for the trip at this field. That will cause
IATS to automatically calculate the End Date for the trip. Press Tab to bypass this field if you
would prefer to enter the End Date rather than have it calculated by IATS.

End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

After completing all of the required input fields, click the OK button to save the entries.
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Creating Local Move Travel Orders

Creating an IATS Travel Order record, requires the user to specify what entitlements were authorized
in accordance with the published orders.

A Local Move Travel Order is used when a traveler is authorized reimbursement for the movement of
household goods and Partial Dislocation Allowance, but is not associated with a Permanent Change
of Station (PCS).

I Travel Order User ID: SYSTEM Mendey, luly 18, 2022
| Traveler's Name Grade/Rank Order Number/TONO Order Type [
MANN, ARMY: E7 E7 LOCMOVE local Move) [+
Normal
Blanket
Repettive
Inwtational
I Description Remarks PCS |
Local (SF1164)
|Local Move
Deslns Evacuation
Purpose of Trip Other - |ssue Date . | DY wml'p.E‘Y'“_
Begn Date 71812022
Issung Organzation  ARMY
= Number of Days 2
Paying Organzation | ARMY
End Date 712022
DSSNATR 6416
Funds Ay
Local Move Authorizations
Partial DLA Authorized %)
Back Next OK Cancel { Hep

| Select the category that best describes type of travel authorized for this order

l:ﬂlComplete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

® Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

# Order Type: - The default order type at this field is normal. Click on the down arrow to display a
listing of various types and then click on Local Move to make a selection.

® Purpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, click on the
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down arrow to display a listing of various choices and then click on the desired choice to make
a selection.

Issuing Organization: - The default value previously entered into the Organization field, when
the travel account was created, is displayed in this field. This information is posted to the travel
order detail record, and may be useful when conducting research or answering

inquires. Press Tab to continue or type a different organization if desired.

Paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

Issue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for advance or settlement. You can also click on the
down arrow button and use the Calendar to select the date.

Begin Date: - Type the date the travel is expected to begin, in MMDDYY format, as shown on
the hard-copy travel order attached to the request for advance or settlement. You can also
click on the down arrow button and use the Calendar to select the date.

Number of Days: - If desired, type the number of days for the trip at this field. That will cause
IATS to automatically calculate the End Date for the trip. Press Tab to bypass this field if you
would prefer to enter the End Date rather than have it calculated by IATS.

End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

Partial DLA Authorized: - Click in the check box to select this entitlement if authorized.

After completing all of the required input fields, click the OK button to save the entries.
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Creating Evacuation Travel Orders

Creating an IATS Travel Order record, requires the user to specify what entitlements were authorized
in accordance with the published orders.

An Evacuation order is created when the travel must be performed due to the authorized/ordered
movement of dependents from a specific area, when authorized/ ordered by the appropriate authority.

Evacuation refers to movement or departure from one area to another (both areas may be in the same
city or country, or each may be in a different city or country).

In addition, a new evacuation allowance was created for Service Members and their dependents when a
localized emergency situation arises and the member must evacuate his/her home, (whether on base,
off base, or privatized), obtain lodging in the local area, and may or may not continue to report to his/her
duty station.

T Osder User ID: SYSTEM Friday, November |, 2004
Traveler's Name Grade/Rank Order Number TONO Order Type
JONES, DEVIN G E7 E7 NEWEVAC | Evacuator

Description Dependents Remarks

Dates
FURPONE DL Iy i Issue Date 1011012024
Member Authonzed Evacuation Alowance | ——
Begn Date (101132024
Issung Organization  DFAS
"9 Number of Days 19
Paying Organzation  DFAS
End Date | 10731/2024
DSSNATR 5150
Funds Army
Disaster GEORGE (Military) Disasler Override
Evacuated From IND, IN, MARION

Ovemde Disaster Table [
Designated Locabon /COLUMBUS, IN, BARTHOLOMEW

Sponsonng Org HHS

S w7t

Enter the Sporsoring Organization for this Evacuation Order

@Complete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.
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Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

Order Type: - The default order type at this field is normal. Click on the down arrow to display a
listing of various types and then click on Evacuation to make a selection.

Purpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, click on the
down arrow to display a listing of various choices and then click on the desired choice to make
a selection.

Member Authorized Evacuation Allowance: - Click in the check box to select this option if the
member has been authorized to receive evacuation allowances for a local emergency
displacement. Note that If this check box is un-checked, the order cannot be saved unless
there are dependents listed on the Dependents tab.

Issuing Organization: - The default value previously entered into the Organization field, when
the travel account was created, is displayed in this field. This information is posted to the travel
order detail record, and may be useful when conducting research or answering

inquires. Press Tab to continue or type a different organization if desired.

Paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

Disaster: - The default value at the Disaster field is None. Clicking on the down arrow will
display a list of named disasters from the Disaster Rates Table in the IATS Maintenance
module. If the evacuation order is being created for a named disaster, click on the down arrow
and then click on the applicable disaster name from the drop down list.

Evacuated From: - This is the location the traveler/dependent(s) are being evacuated from. At
this field, the Location Selection screen automatically appears. At the State/Country field, type
the first two letters of the state or country name. If necessary, click the Up/Dn arrows until the
desired name is displayed. Click on the highlighted name or press Tab to make the selection. At
the City or Locality field, type the first two letters of the city/locality name. This displays a
listing of city/locality names, for the previously selected state, beginning with those letters. Use
the procedures previously described to make the selection. Click on OK to continue
Designated Location: - This is the location of the traveler's/dependent(s) designated location
(DL) to be used as a safe haven (SH). Use the same method explained at the Evacuated from
field to complete the Designated Location field.

Issue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for advance or settlement. You can also click on the
down arrow button and use the Calendar to select the date.

Begin Date: - Type the date the travel is expected to begin, in MMDDYY format, as shown on
the hard-copy travel order attached to the request for advance or settlement. You can also
click on the down arrow button and use the Calendar to select the date.

End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

Override Disaster Table: - If the evacuation travel order is being created for a named disaster
that was selected from the listed disasters at the Disaster field, the Disaster Rates table in the
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Maintenance module determines how many days the per diem is payable for at the higher
rate. In some cases, however, the command may have the discretion to determine how many
days are payable at the higher rate. If the command has the authority to extend the number of
days payable at the higher rate, click in the check box at the Override Disaster Table field.

@ # of Days at High Rate: - If the check box was checked at the Override Disaster Table field,
enter the number of days determined by the command for the payment of per diem at the higher
rate.

# Sponsoring Org: - The default value at the Sponsoring Org field is the traveler's paying
organization. If the evacuation travel, however, is being sponsored by an organization other
than the traveler's paying organization, enter the name or unit number of the sponsoring
organization at this field.

After completing all of the required input fields on the Description tab, click on the Dependents and or
Remarks tabs to complete the travel order.
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Creating Student Travel Orders

Creating an IATS Travel Order record, requires the user to specify what entitlements were authorized
in accordance with the published orders.

The purpose of Student Travel is to send an employee's dependent on one round trip each year from
the employee's OCONUS duty station to a school in the United States. This type of travel requires the
creation of a Student Travel order.

Teaved Order User ID: SYSTEM Mendey, October 18, 2001

Traveler's Name Grade/Rank Order Number TONO Order Type
MANN, CIVILIAN O: C C STUDENT Student Travel

Description Dependents Remarks

Dates
rpose of T O
Purpose of Trip Other Issue Date anzo
Begn Date 8102021
Issung Organzaton  |DFAS
Paying Organzation | DFAS
End Date 82021
DSSNATR 5150
Funds Ay

School Destination BLOOMINGTON, IN, MONROE

Defaull State

State Tax Designation |IN INDIANA

Back [I] 0K Cancel ! Hep '

| Enter the expected end date of travel for this travel authorization

l:ﬂlComplete the Travel Order screen by entering the required information in each field as
described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

® Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

# Order Type: - The default order type at this field is normal. Click on the down arrow to display a
listing of various types and then click on Student Travel to make a selection.

# Purpose of Trip: - For Student Travel, the purpose of the trip will always default to Other. No
action is necessary at this field.
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# |ssuing Organization: - The default value previously entered into the Organization field, when
the travel account was created, is displayed in this field. This information is posted to the travel
order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

# Ppaying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

@ DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

# Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

# School Destination: - When you advance to the School Destination field, the Location
Selection screen will appear and you must specify the exact location of the school the student
will attend. At the State/Country field, type the first two letters of the state or country name. If
necessary, click the Up/Dn arrows until the desired name is displayed. Click on the highlighted
name or press Tab to make the selection. At the City or Locality field, type the first two letters of
the city/locality name. This displays a listing of city/locality names, for the previously selected
state, beginning with those letters. Use the procedures previously described to make the
selection. Click on OK to continue.

# State Tax Designation: - The State Tax Designation field appears on the Travel Order screen if
the option to withhold state taxes is activated in Maintenance. This field is used to specify
which state withholding taxes should be withheld for. Enter the two character abbreviation for
the desired state or click on the down arrow button and then click on the correct state name
from the drop down list.

# |ssue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for advance or settlement. You can also click on the
down arrow button and use the Calendar to select the date.

# Begin Date: - Type the date the travel is expected to begin, in MMDDYY format, as shown on
the hard-copy travel order attached to the request for advance or settlement. You can also
click on the down arrow button and use the Calendar to select the date.

# End Date: - Type the date the travel is expected to end, in MMDDYY format, as shown on the
hard-copy travel order attached to the request for advance or settlement. You can also click on
the down arrow button and use the Calendar to select the date.

After completing all of the required input fields on the Description tab, click on the Dependents and or
Remarks tabs to complete the travel order.
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Creating TDY with DITY Travel Orders

Creating an IATS Travel Order record, requires the user to specify what entitlements were authorized
in accordance with the published orders.

A TDY with DITY Travel Order is used when a traveler is authorized reimbursement for the movement
of household goods in conjunction with a TDY trip.

Traved Order

Traveler's Name
TRAVELER, NEW

Description Remarks

Purpose of Trip

Issung Organization
Paying Organzation
DSSNATR

Funds

Default State

Back Neot

User ID: S

SYSTEM

ES

Training

Ay

Group Travel U

State Tax Designation |IN INDIANA

Mendey, Octeber 12, 2001
Grade/Rank Order NumberTONO
E5 TDY-DITY

Dates
Issue Date

Begn Date

Number of Days

End Date

| Select the category that best describes type of travel authorized for this order

Order Type

DY with DITY]

8

Normal
Blanket
Repetitive
Inwtational
PCS

Local (SF1164)
Local DITY
Evacuation
|TOY with DITY

352021
185

9/5/2021

Cancal

@Complete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to

continue.

@ Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or

advance.

® Order Type: - The default order type at this field is normal. Click on the Down arrow to display a
listing of various types and then click on TDY with DITY to make a selection.

# Ppurpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, click on the
down arrow to display a listing of various choices and then click on the desired choice to make

a selection.

165




Travel Orders

# TDY DITY Authorized: - A check mark appears in the check box next to this item when TDY
with DITY is selected as the order type. Click in the box to un-check it if a DITY move is not
authorized in conjunction with the TDY trip.

# |ssuing Organization: - The default value previously entered into the Organization field, when
the travel account was created, is displayed in this field. This information is posted to the travel
order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

# paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

# DSSNITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

# Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

# Group Travel: - Click in this box or press the space bar to activate this option if group travel
rules apply to the trip the order is being created for. IATS places a check mark in this box when
group travel rules are activated.

# State Tax Designation: - The State Tax Designation field appears on the Travel Order screen if
the option to withhold state taxes is activated in Maintenance. This field is used to specify
which state withholding taxes should be withheld for. Enter the two character abbreviation for
the desired state or click on the down arrow button and then click on the correct state name
from the drop down list.

# |ssue Date: Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for settlement or advance. You can also click on the
down arrow button and use the Calendar to select the date.

# Begin Date: - Type the date for the beginning of the repetitive period, in MMDDYY format, as
shown on the hard-copy travel order attached to the request for settlement or advance. You can
also click on the down arrow button and use the Calendar to select the date.

# Number of Days: - If desired, type the number of days for the trip at this field. That will cause
IATS to automatically calculate the End Date for the trip. Press Tab to bypass this field if you
would prefer to enter the End Date rather than have it calculated by IATS.

# End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

After completing all of the required input fields on the Description tab, click on the Remarks tab if you
wish to add remarks to the order or click on OK if you are done.
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Creating Taxable TDY Orders

This feature applies to civilian travel only.

After entering a new travel order number at the Travel Order Selection screen, the Travel Order
screen appears.

This screen is used to capture the specific details for the trip and to approve the various entitlements
necessary for the accomplishment of the mission. In addition, it captures the funding information
necessary for reporting the obligation and expenditures to the associated accounting systems.

Trave Order User ID: SYSTEM Mendey, Febeuary 10, 2025

Travelar's Name Grade/Rank Order Number/TONO Order Type
ARNOLD, TOMMY G C C LTTDY Normal

Description Remarks

Dates
Purpose of Trip e Visit Issue Date 2172021
Begn Date 205201
Issung Organzation  |DFAS
S Number of Days 366 Taxable TDY 2
Paying Organzation | DFAS
End Date 21512022
DSSNATR 5150
Funds Army
Mobéization [
s Financial

Retrement Code FERS

Pay WTA

|
| Check this check box if WTA is to be paid

@Complete this screen by entering the required information in each field as described below:

TIP: After entering the required information at an input field, press Tab or click in the next field to
continue.

# Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement.

# Order Type: - The default order type at this field is normal. If normal is the desired type, press
Tab to continue. If another type of order is desired, click on the down arrow to display a listing
of various types and then click on the desired type to make a selection. Refer to the topic "Type
of Orders" for more specific details about the various types of travel orders.
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Purpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, click on the
down arrow to display a listing of various choices and then click on the desired choice to make
a selection.

Issuing Organization: - The default value previously entered into the Organization field, when
the travel account was created, is displayed in this field. This information is posted to the travel
order detail record, and may be useful when conducting research or answering

inquires. Press Tab to continue or type a different organization if desired.

Paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

UIC: - This field pertains to Navy customers only. The default value at this field is zeros. You
may leave the field as is or you may enter the UIC for the traveler. The purpose of this field is to
be able to generate the suspense reports for a specific UIC.

Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

Group Travel: - Click in the check box next to the Group Travel field if you must activate
Group Travel rules for this travel order.

Issue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for advance or settlement. You can also click on the
down arrow button and use the Calendar to select the date.

Begin Date: - Type the date the travel is expected to begin, in MMDDYY format, as shown on
the hard-copy travel order attached to the request for advance or settlement. You can also
click on the down arrow button and use the Calendar to select the date.

Number of Days: - If desired, type the number of days for the trip at this field. That will cause
IATS to automatically calculate the End Date for the trip. Press Tab to bypass this field if you
would prefer to enter the End Date rather than have it calculated by IATS.

Taxable TDY: - IATS automatically checks this field to apply tax withholdings for TDY trips in
excess of 365 days. Click in the check box to remove the check mark if taxes should not be
withheld. This feature applies to civilian travel only.

End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

Remarks: - If you wish to add remarks for the travel order you are creating, click on the
Remarks tab and enter your desired remarks.

After completing all of the required input fields, click the OK button to save the entries.
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Creating Alaska Leave Travel Orders

Creating an IATS Travel Order record, requires the user to specify what entitlements were authorized
in accordance with the published orders.

Alaska Leave Travel Orders are created when a member, assigned to a Permanent Duty Station (PDS)
in Alaska, is authorized the special leave transportation allowance reimbursement for one round trip
airfare between the member's PDS and Home of Record (HOR).

Note: This entitlement is effective December 23, 2022 to December 31, 2023.

Vavel Order User ID: SYSTEM Monday, May 13, 2023
Traveler's Name Grada/Rank Order Number/TONO Order Type
JOHNSON, DUSTIN J: E7 E7 AKLEAVE Alaska Leave) |
Nomal
Blankel
Repetitve
Invitabonal
Description  Remarks PCS -
Local (SF1164)
Local Move
Eias Evacuation
Purpose of Tnp Alaska Leave Allowance - Issue Date TDY with DITY
; Alaska Leave 1
Begin Date 4102023
Issuing Organzabion  ARMY
Number of Days 21
Paying Organization  ARMY
End Date 4/3012023
DSSNITR 5150
Funds Ay
Default State
State Tax Designation AK ALASKA
Back Next OK Cancel { Help

Select the category that best descrites type of travel authorized for this order

@Complete this screen by entering the required information in each field as described below:

Tip: After entering the required information at an input field, press Tab or click in the next field to
continue.

# Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.

® Order Type: - The default order type at this field is normal. Click on the down arrow to display a
listing of various types and then click on Alaska Leave to make a selection.
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# Purpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, IATS will
automatically default to Alaska Leave Allowance as the purpose.

# |ssuing Organization: - The default value previously entered into the Organization field, when
the travel account was created, is displayed in this field. This information is posted to the travel
order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

# paying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

# DSSNITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

# Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

# State Tax Designation: - The State Tax Designation field appears on the Travel Order screen if
the option to withhold state taxes is activated in Maintenance. This field is used to specify
which state withholding taxes should be withheld for. Enter the two character abbreviation for
the desired state or click on the down arrow button and then click on the correct state name
from the drop down list.

# |ssue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for settlement or advance. You can also click on the
down arrow button and use the Calendar to select the date.

# Begin Date: - Type the date for the beginning of the repetitive period, in MMDDYY format, as
shown on the hard-copy travel order attached to the request for settlement or advance. You can
also click on the down arrow button and use the Calendar to select the date.

# Number of Days: - If desired, type the number of days for the trip at this field. That will cause
IATS to automatically calculate the End Date for the trip. Press Tab to bypass this field if you
would prefer to enter the End Date rather than have it calculated by IATS.

# End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

After completing all of the required input fields, click the OK button to save the entries.
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Creating Mobilization Travel Orders

Creating an IATS Travel Order record, requires the user to specify what entitlements were authorized
in accordance with the published orders.

Mobilization Travel Orders must be created when a member or employee assigned to a Permanent Duty
Station (PDS), is ordered to participate in a contingency operation that requires mobilization.

Due to a new requirement to show Mobilization/Demobilization and TDY expenses on separate
accounting lines and separated by fiscal year some new features were added to IATS to handle these
requirements.

One of the key new features is the ability to turn on the Mobilization Travel feature when creating the
Travel Order.

Traved Qudes Utser 10: SYSTEM Tuesdsy September 26 2022

Travelor's Name Grade/Rank Order NumberTONO Order Type
TEST, MOBONE L. E5 ES A Noem

Description  Remarks

Dates
Purpose of Tnp Sile Visit 1ssue Dato b 52022
Begin Date | 552022

Issung Osganization  |D
Number of Days | 293

Payng Orgamzation (D

End Dale | 21212023
DSSNATR 6416
Funds Amy
Group Travel |

i | | i v | 7

Enter the expected end date of travel for this travel authorization

uCOmplete this screen by entering the required information in each field as described below:

Tip: After entering the required information at an input field, press Tab or click in the next field to
continue.

# Order Number: - If not previously entered at the Travel Order Selection screen, type the travel
order number as shown on the hard-copy travel order attached to the request for settlement or
advance.
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# Order Type: - The default order type at this field is normal. Click on the down arrow to display a
listing of various types and then click on Alaska Leave to make a selection.

# Purpose of Trip: - The data input to this field is posted to the travel order detail record. This
information is useful when conducting research or answering inquires. At this field, IATS will
automatically default to Alaska Leave Allowance as the purpose.

# |ssuing Organization: - The default value previously entered into the Organization field, when
the travel account was created, is displayed in this field. This information is posted to the travel
order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

# Ppaying Organization: - The default organization displayed is the information entered into the
Organization field when the travel account was created. This information is posted to the
travel order detail record, and may be useful when conducting research or answering
inquires. Press Tab to continue or type a different organization if desired.

# DSSN ITR: - The default number displayed is from the DSSN ITR field at the Maintain Base
Description screen in the Maintenance module. This number is used to identify the source of
the payment when the payment is disbursed at a DSSN located other than where the voucher
was computed.

# Funds: - The type of customer IATS is configured for defaults to this field. No input is
necessary.

# Mobilization: - Click in the check box to activate this option if the issued travel orders indicate
that the purpose is in support of a contingency operation. Activating this option will turn on
new features added to IATS that will enable the ability to show Mobilization/Demobilization and
TDY expenses on separate accounting lines separated by fiscal year.

# |ssue Date: - Type the date the order was issued, in MMDDYY format, as shown on the hard-
copy travel order attached to the request for settlement or advance. You can also click on the
down arrow button and use the Calendar to select the date.

# Begin Date: - Type the date for the beginning of the repetitive period, in MMDDYY format, as
shown on the hard-copy travel order attached to the request for settlement or advance. You can
also click on the down arrow button and use the Calendar to select the date.

# Number of Days: - If desired, type the number of days for the trip at this field. That will cause
IATS to automatically calculate the End Date for the trip. Press Tab to bypass this field if you
would prefer to enter the End Date rather than have it calculated by IATS.

# End Date: - If the number of days for the trip was previously entered at the Number of Days
field, no action is necessary. If not, type the date the travel is expected to end, in MMDDYY
format, as shown on the hard-copy travel order attached to the request for advance or
settlement. You can also click on the down arrow button and use the Calendar to select the
date.

After completing all of the required input fields, click the OK button to save the entries.
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Selecting Travel Orders

Essentially, all travel pay transactions require the use of a travel order. Before a Request for Advance
or Settlement may be processed, the IATS user must select the travel order that is associated with the
transaction being processed.

@Complete the following steps to "select" a travel order:

1. Atthe Travel Order Selection screen, any orders for the selected traveler are listed in the Order
grid.

Travel Order Selection

SMITH, MARKY M

Traveler ID: 111881111 | Traveler Name: | SMITH, MARKY M ]

Address-1:  |11122 E. WEST ST Grade/Rank:  [E9 |

Address-2: [ ] Organization: [DFAS_ ]
City: | INDIANAPOLIS ] DSSN: [
State/Country: |INDIANA |
View Traveler Profile
Zip Code: 46226
. < CR1496 ocal Travel Click the Local Button for
[ToNO:} i """" ‘ L Local (1164) travel
Order Number Category Start Date End Date

Normal 3/2/2020 3/5/2020
TDY1 ‘ Normal _ 3/9/2020 | 312/2020
SCR1509 _ Normal , 1132020 | 1117/2020
TRANSIENT PCS . 7/20/2020 | 7/24/2020
FSNS | Normal | 9/15/2020 | 9/19/2020
EVAC Evacuation 10/2/2020 10/31/2020

Select an existing order or enter
a new order number with which OK Cancel 7 Help
you wish to work

2. Select an order through one of the following methods:
# Method 1: - Double click on the desired order number.
# Method 2: - Click on the order number once and then click the OK button.
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# Method 3: - Enter a new travel order number at the TONO field. If a non-existing order number
is entered, a pop-up message appears asking if you want to create the order. If you click on
Yes, the Travel Order screen appears and you must create a new travel order.
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Viewing Travel Orders

On occasion, an IATS user may need to view an existing travel order to answer an inquiry or verify

authorizations.

Note: Travel Orders may be viewed by IATS users in either the Examiner or System Administrator

view if the privileges were granted when the user account was created.

@Complete the following steps to View a Travel Order:

1. Loginto IATS and change the view to Examiner or System Administrator, if applicable.
2. Atthe Examiner View or System Administrator View screen, click on the Tools menu and
select the Travel Order option. The Select Traveler screen appears.

State/Country: | INDIANA ]

Zip Code 46226

Enter the SSN gfthe employee/merplle_rlhjlyou wish to find

Select Traveler Controlled Unclassified Information (CUI)
Search By SSN: Name
S SMITH, MARKY M
O DoD ID 111-88-1111 ¥
Address-1: 111122 E WEST ST | Grade/Rank:
Address-2 ’ Organization
City: INDIANAPOLIS I DSSN:

OK

'E9

'DFAS

Cancel Y Help

3. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at

the corresponding input field and then press Tab.

4. When the traveler's account information is displayed, click on OK. The Travel Order Selection

screen appears.
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Travel Order Selection

SMITH, MARKY M

Traveler ID:  [111881111

Address-1:  |11122 E WEST ST

| Traveler Name: |SMITH, MARKY M

Grade/Rank

Address-2: | | Organization: |DFAS l
City. | INDIANAPOLIS | DSSN: [
State/Country: |INDIANA |
View Traveler Profile
Zip Code: 46226
TONO:  [060121TDY } Local Travel Click the Local Button for
— Local (1164) travel
Order Number Category Start Date End Date
SCR1496 Normal 3/2/2020 | 3/5/2020
TDY1 Normal 3/9/2020 | 312/2020
SCR1509 Normal 11372020 | 1/17/2020
TRANSIENT PCS 7152021 | 7/31/2021
FSNS Normal 9/15/2020 | 9/19/2020
EVAC Evacuation 10/2/2020 | 10/31/2020
MULTI Normal 71212021 7162021
060121TDY Normal 6/15/2021 7282021

you wish to work

Select an existing order or enter
Delete a new order number with which

OK Cancel

7 Help

traveler are listed in the table in the Order grid.

6. Click on the desired order and IATS highlights the order in dark blue. After selecting an order

click the OK button. The Travel Order screen appears.

Tip: An order may also be selected by double clicking on the desired order.

5. Atthe Travel Order Selection screen, any existing travel orders in the database for the selected
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e —— —

Trawe Order User ID: SYSTEM Thearsday, March 30, 2022

Traveler's Name Grade/Rank Order Number/TONO Order Type
SMITH, MARKY M E9 E9 .| lo701211DY Nocmal] ]

L"(vv 06012110V by SYSTEM on 3/ 10/2022 I

Description Remarks

Dates
Purpose of Trip Support Contingency Operation |ssue Date (8172021 ]
Begin Date 376751'15;'2702% 1

Issung Organzation | DFAS -

Number of Days |45
Paying Organzation | DFAS e
= End Date | 72902021

DSSNATR 5150

Funds Arrmy

Group Travel 0

Back Next OK Cancet 7 Hep

Select the category that best describes type of travel authorized foe this ceder

Note: A remark displayed under the Order Number/TONO field, as shown above, indicates that the
order number was changed. Clicking on this remark will jump you to the Changed Order Number
Report that will provide additional details regarding the number change.

7. When finished viewing the order, click on the OK button.
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View or Modify the Travel Order from Input Screens

When processing travel pay transactions, the Travel Order screen can be viewed or modified from an

input screen.

uCOmplete the following steps to "view or modify" a travel order from an input screen:

— - .
Sefemert Feguest < Block Noe SCRASM » Reguent Nex |

SMITH. MARKY M E9

Fequest Type - Setlkerendt

Type of Settlomont Finad - First Submission

Rema Tc AdviAced Erdtements Calcdators Firancial
|
|
\ Address
Lo 1 112 E WEST ST
Line 2
City NOWNAPOLES
CountryState IN INDIANA
Zip Code 46226
«Back Neort»
Becogts
Other Print Request Apdtor Remarks

View Only

TONO. SCR1456

Remarks

Update Trimveler

oK Cancs 1 Hep

1. Click onthe TONO button at the top of the screen displaying the travel order number. IATS
displays the Travel Order screen for this travel order number.
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Trave Order User ID: SYSTEM Menday, October 18, 2021

Traveler's Name Grade/Rank Order NumberTONO Order Type
SMITH, MARKY M- E9 E9 SCR1496 Normal

Description Remarks

Dates
Purpose of Trip Site Visit Issue Date 212412020
Begn Date 31212020
Issung Organzation | DFAS
) Number of Days 4
Paying Organzation | DFAS =
End Date 3502020
DSSNATR 5150
Funds Ay
Group Travel U

| Enter the expected end date of travel for this travel authorization

2. When the Travel Order screen appears, the user may view the travel order information or
modify the information as needed.

Note: A feature was added to IATS to allow the user to change the traveler's Grade/Rank at the Travel
Order screen and have this change update the traveler's profile if desired.

3. If changing the traveler's Grade/Rank, click on the down arrow button at the Grade/Rank field
to display a list of ranks or grades.

4. Click on the desired grade or rank you wish to change the current grade or rank to.

5. IATS will display the new grade or rank with a red background as shown below.

| Travel Order User ID: SYSTEM Fridey, March 27, 2000

|

| 7

| Traveler's Name Grade/Rank Order Number/TONO Order Type
| SMITH, MARKY M- E9 SCR1496 Normal

6. Click on the OK button, to save your changes.
7. If achange has been made to the traveler's grade or rank, IATS will display the following pop-
up message asking if you want update the traveler's profile with this change.
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UPDATE PROFILE

Do you want to update the Rank on the Traveler's Profile to match the Rank on this Order?

8. Click on Yes or No as desired.

Note: Another feature was added to IATS to allow the user to change the traveler's Retirement Code
after an order has been created and saved.

Description  Whal's Authorized (Civilian PCS)  Dependenls  Remarks

Dates
PCS Type Between OMcial Statons 1s5ue Dale 112024 *
Begin Date 152024 i
Issuing Organization  DFAS
Paying Orgarszation  DFAS ——— =
End Date 112312024
DSSNITR 5150 T
— Date Job Offered 11172024
Funds Army
Financial
0 IND, IN, MARION [
o — : | Retrement Code | | CSRS F
Destination FORT CAMPBELL, KY, CHRISTIAN |CSRS
Pay WTA {CSRS Offset
Payroll Office AAA |FERS ~
he 2
Default State KY KENTUCKY

State Tax Designation IN INDIANA

1. Atthe Description tab on the Travel Order screen, click on the down arrow button at the
Retirement Code field as shown above to display a list of Retirement Codes.
2. Click on the desired code. IATS will display the following pop-up message.

IATS Notification [1/26/2024 11:47 AM]

You are changing the retirement code. Would you like to continue?

Click YES to change the retirement code, NO to keep the original code.

Yes | No
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3. Click on Yes or No as desired.

When finished viewing or modifying the Travel Order screen, click on the OK button to save any
changes and return to the previous input screen.
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Travel Orders

On occasion, an existing travel order may need modification. Additional information or changes to

existing data may be necessary.

Note: Travel Orders may be modified by IATS users in either the Examiner or System Administrator

view if the privileges were granted when the user account was created.

@Complete the following steps to "modify" a Travel Order:
1. Login to IATS and change the view to Examiner or System Administrator, if applicable.

2. Atthe Examiner View or System Administrator View screen, click on the Tools menu and

select the Travel Order option. The Select Traveler screen appears.

State/Country: | INDIANA ]

Zip Code 46226

Enter the SSN of the employee/member that you wish to find

Select Traveler Controlled Unclassified Information (CUI)
Search By SSN: Name
S, SMITH, MARKY M
O DoD ID 111-88-1111 :
Address-1- 11122 E WEST ST j Grade/Rank:
Address-2 ’ Organization
City: INDIANAPOLIS 7 DSSN:

OK

=)

!

'DFAS

Cancel

Y Help

3. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at

the corresponding input field and then press Tab.

4. When the traveler's account information is displayed, click on OK. The Travel Order Selection

screen appears.
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Travel Order Selection

SMITH, MARKY M
Traveler ID:  [111881111 | Traveler Name: |SMITH, MARKY M |
Address-1:  |11122 E WEST ST | Grade/Rank:  |[E9
Address-2: | | Organization: |DFAS |
City: | INDIANAPOLIS | DSSN: i

|

State/Country: |INDIANA

2 Code

View Traveler Profile

Click the Local Button for

TONO:  |060121TDY | Local Travel
= Local (1164) travel
Order Number Category Start Date End Date
SCR1496 , Normal . 322020 | 3/5/2020
TDY1 , Normal . 3/9/2020 | 312/2020
SCR1509 ' Normal | 1132020 | 1117/2020
TRANSIENT _ PCS , 7152021 | 713112021
FSNS ' Normal | 9/15/2020 9/19/2020
EVAC | Evacuation | 10722020 | 10/31/2020
MULTI Normal 711212021 7116/2021
(3l 060121TDY Normal 6/15/2021 712812021

Select an existing order or enter
Delete a new order number with which OK Cancel 7 Help
you wish to work

5. Atthe Travel Order Selection screen, any existing travel orders in the database for the selected
traveler are listed in the table in the Order grid.

6. Click on the desired order and IATS highlights the order in dark blue. After selecting an order
click the OK button. The Travel Order screen appears.

Tip: An order may also be selected by double clicking on the desired order.
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Trave Order User ID: SYSTEM

Traveler's Name
SMITH, MARKY M

Description Remarks

Purpose of Trp

Issung Organzation
Paying Organzation
DSSNATR

Funds

Group Travel

Back Next

ES

Site Visit

DFAS
DFAS
5150

Ay

O

Menday, October 18, 2021

Grade/Rank Order Number/TONO Order Type

E9 SCR1496

Dates
Issue Date
Begn Date
Number of Days

End Date

Travel Orders

22412020
31212020
4

31512020

| Enter the expected end date of travel for this travel authorization

7. Atthe Travel Order screen, press Tab to advance through the input fields or point to the desired
field and click the left mouse button.
8. Type the desired changes or select a hew option as needed.

Note: A feature was added to IATS to allow the user to change the traveler's Grade/Rank at the Travel

Order screen and have this change update the traveler's profile if desired.

1. If changing the traveler's Grade/Rank, click on the down arrow button at the Grade/Rank field

to display a list of ranks or grades.
2. Click on the desired grade or rank you wish to change the current grade or rank to.
3. IATS will display the new grade or rank with a red background as shown below.

| Travel Order User ID: SYSTEM

| Traveler's Name

SMITH, MARKY M- E9

Friday, March 27, 2020

Grade/Rank Order Number/TONO Order Type
SCR1496 Norma

4. Click on the OK button, to save your changes.
5. If achange has been made to the traveler's grade or rank, IATS will display the following pop-
up message asking if you want update the traveler's profile with this change.
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UPDATE PROFILE

Do you want to update the Rank on the Traveler's Profile to match the Rank on this Order?

6. Click on Yes or No as desired.

Note: Another feature was added to IATS to allow the user to change the traveler's Retirement Code
after an order has been created and saved.

Description  Whal's Authorized (Civilian PCS)  Dependenls  Remarks

Dates
PCS Type Between OMcial Statons 1s5ue Dale 112024 *
Begin Date 152024 i
Issuing Organization  DFAS
Paying Orgarszation  DFAS ——— =
End Date 112312024
DSSNITR 5150 T
— Date Job Offered 11172024
Funds Army
Financial
0 IND, IN, MARION [
o — : | Retrement Code | | CSRS F
Destination FORT CAMPBELL, KY, CHRISTIAN |CSRS
Pay WTA {CSRS Offset
Payroll Office AAA |FERS ~
he 2
Default State KY KENTUCKY

State Tax Designation IN INDIANA

1. Atthe Description tab on the Travel Order screen, click on the down arrow button at the
Retirement Code field as shown above to display a list of Retirement Codes.
2. Click on the desired code. IATS will display the following pop-up message.

IATS Notification [1/26/2024 11:47 AM]

You are changing the retirement code. Would you like to continue?

Click YES to change the retirement code, NO to keep the original code.

Yes | No
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3. Click on Yes or No as desired.
When finished viewing or modifying the Travel Order screen, click on the OK button to save any
changes and return to the previous input screen.

Note: Atravel order number cannot be modified. If the order was originally created with the wrong
order number, it must be deleted and re-created.
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Deleting Travel Orders

As a travel voucher examiner, it may be necessary to delete travel orders on occasion. This commonly
occurs when the same travel order is entered into the data base differently by more than one person.

There are two methods for deleting an existing travel order. One method is performed from the
Examiner View screen. Using this method however, will only delete orders that have no Open Items,
Details, or Open Suspense Items.

Note: Voucher examiners must have the privileges assigned to their user account that allow them to
delete a travel order. There are two specific privileges that apply to this process:

# Delete Travel Orders Without Open ltems.
# Delete Orders With No Details.

Definitions:

Details: - A detail is a travel order or a transaction such as an advance or a settlement that has been
logged or processed and posted to the traveler's history record.

Open Items: - An open item is a transaction such as an advance or a settlement that has been
processed and posted to the traveler's history record, and no DOV# has been posted to the transaction.

Open Suspense ltems: - An open suspense item is an amount due the US associated with a particular
travel order. This can be the result of an unsettled advance or a settlement that was processed
resulting in an amount due the US.

The second method is performed from the System Administrator menu, which requires a special
privilege. Using this method, the user can delete any order regardless of the condition.

Refer to the Help topic, "Delete Travel Order Details", for instructions on using this method.

@Complete the following steps to "delete" a Travel Order using the Examiner View:

1. Atthe Examiner View screen, click on the Tools menu and select the Travel Order option. The
Select Traveler screen appears.
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Select Traveler

Search By:
@® SSN
© DoD ID

Address-1:
Address-2
City:
State/Country:

Zip Code

Controlled Unclassified Information (CUI)

SSN: Name

444-99-4444 DOE, JOHN S |
111 W EAST ST | GradeRank:  |E7 |
| | Organization. | DFAS-IN |
INDIANAPOLIS | DSSN: 5150 ]
INDIANA |
46226

OK Cancel 7?7 Help

Enter the SSN of the employee/member that you wish to find

2. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at
the corresponding input field and then press Tab.

3. When the traveler's account information is displayed, click on OK. The Travel Order Selection
screen appears.
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Travel Order Selection

DOE, JOHN S
Traveler ID: 444994444 | Traveler Name: |DOE, JOHN S |
Address-1:  [111 WEAST ST ] Grade/Rank:  |[E7 ]
Address-2: ’ ] Organization: [DFAS-IN ]
City. | INDIANAPOLIS ] DSSN: 5150
State/Country: | INDIANA |
View Traveler Profile
Zip Code: 46226
TONO: !bz -001 _! Local Travel Click the Local Button for

Local (1164) travel

Order Number Calegory Start Date End Date

Normal 9/13/2021 91712021

Delete a new order number with which OK Cancel 7 Help

Select an existing order or enter

you wish to work
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At the Travel Order Selection screen, any existing travel orders in the database for the selected
traveler are listed in the table in the Order grid.

Click on the desired order and IATS highlights the order in dark blue. After selecting an order
click the Delete button. A pop-up message appears asking if you are sure you want to delete
the order.

Click on Yes. The Confirmation Password screen appears.

At the Confirmation Password screen, type the confirmation password at the Enter Password
field and then click on the OK button.

The Reason for Deletion of Claim screen appears next.
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Reason For Deletion Of Claim

Reason 1
Duplicate Claim v
Reason 2

Reason 3

Reason 4

Remarks
This claim was already submitted for processing.

OK Cancel ' Help

Enter a reason for deletion.

9. Reason(s) for Deletion: - Notice that there are four Reason fields. You must select at least one
reason by clicking on the Down arrow button in one of the Reason fields and then click on a
reason from drop down list of reasons.

10. Remarks: - In the text box at this field, you may enter optional remarks. Click in the text box
and type a remark if desired.

11. When you have finished selecting reasons and entering optional remarks, click on OK. IATS
deletes the travel order and displays a pop-up message indicating that the order was deleted.

12. Click on OK to continue.
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Changing Travel Order Numbers

A feature was added to IATS that will allow a voucher examiner the ability to change the number of a
travel order that has already been created and exists in the IATS database.

Wicomplete the following steps to "modify" a Travel Order:

1. Atthe Examiner View screen, click on the Tools menu and select the Travel Order option. The
Select Traveler screen appears.

2. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at
the corresponding input field and then press Tab.

3. When the traveler's account information is displayed, click on OK. The Travel Order Selection
screen appears.
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Travel Order Selection

MANN, CIVILIAN O

Traveler ID:  [111551111

| Traveler Name: |MANN, CIVILIAN O

Address-1:  |101W EAST ST

Grade/Rank: IC

Address-2: | | Organization: |DFAS |
City. | INDIANAPOLIS | DSSN: i
State/Country: |INDIANA |
View Traveler Profile
Zip Code: 46226
TONO:  |TDY1 |
Order Number Category Start Date End Date
SCR1510 PCS , 2372020 | 3727/2020
LOCAL Local (SF1164) | 8/19/2021 | 8/19/2021
CIVPCS PCS 7/12/2021 7131/2021

Normal 3/3/2022

Delete Change TONO

OK Cancel

Select an existing order or enter a new order number with which you wish to work

7 Help

4. Atthe Travel Order Selection screen, any existing travel orders in the database for the selected
traveler are listed in the table in the Order grid.

5. Click on the desired order and IATS highlights the order in dark blue. After selecting an order

click the Change TONO button. The Change Order Number / SDN screen appears.
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Change Order Number / SDN - O X
Current Order Number / SDN: TDY1
New Order Number / SDN: TDY2
Verify New Number / SDN: TDY2
Remarks:

TONO TDY1 changed to TDY2.

Change Number Cancel Y Help

6. New Order Number / SDN: - Enter the new order number and then press Tab.

7. Verify New Number / SDN: - Re-enter the new order number and then press Tab.

8. Remarks: - IATS will automatically populate the remarks text box with a standard remark
regarding the order number change. You may enter additional remarks, however, if desired.

9. Click on the Change Number button. IATS displays the following message.

Change Complete X

The order number TDY1 has been changed to TDY2.

OK

10. Click on OK to continue.

Note: After a Travel Order Number is changed, a remark is displayed under the Order Number/TONO
field on the Travel Order screen, as shown below. This remark indicates that the order number was
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Purpose of Trip | Site Visit

Issung Organizaton | DFAS

Paying Organzation | DFAS

pSSNITR Cra—.
Funds Ay
Bk Net

Select the category that best describes type of travel authorized for this order

112022 v
]
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Changing Travel Order Numbers

A feature was added to IATS that will allow a voucher examiner the ability to change the number of a
travel order that has already been created and exists in the IATS database.

@Complete the following steps to "modify" a Travel Order:

1. Atthe Examiner View screen, click on the Tools menu and select the Travel Order option. The
Select Traveler screen appears.

2. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at
the corresponding input field and then press Tab.

3. When the traveler's account information is displayed, click on OK. The Travel Order Selection
screen appears.
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Travel Order Selection

MANN, CIVILIAN O

Traveler ID:  [111551111

| Traveler Name: |MANN, CIVILIAN O

Address-1:  |101W EAST ST

Grade/Rank: IC

Address-2: | | Organization: |DFAS |
City. | INDIANAPOLIS | DSSN: i
State/Country: |INDIANA |
View Traveler Profile
Zip Code: 46226
TONO:  |TDY1 |
Order Number Category Start Date End Date
SCR1510 PCS , 2372020 | 3727/2020
LOCAL Local (SF1164) | 8/19/2021 | 8/19/2021
CIVPCS PCS 7/12/2021 7131/2021

Normal 3/3/2022

Delete Change TONO

OK Cancel

Select an existing order or enter a new order number with which you wish to work

7 Help

4. Atthe Travel Order Selection screen, any existing travel orders in the database for the selected
traveler are listed in the table in the Order grid.

5. Click on the desired order and IATS highlights the order in dark blue. After selecting an order

click the Change TONO button. The Change Order Number / SDN screen appears.
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Change Order Number / SDN - O X
Current Order Number / SDN: TDY1
New Order Number / SDN: TDY2
Verify New Number / SDN: TDY2
Remarks:

TONO TDY1 changed to TDY2.

Change Number Cancel Y Help

6. New Order Number / SDN: - Enter the new order number and then press Tab.

7. Verify New Number / SDN: - Re-enter the new order number and then press Tab.

8. Remarks: - IATS will automatically populate the remarks text box with a standard remark
regarding the order number change. You may enter additional remarks, however, if desired.

9. Click on the Change Number button. IATS displays the following message.

Change Complete X

The order number TDY1 has been changed to TDY2.

OK

10. Click on OK to continue.

Note: After a Travel Order Number is changed, a remark is displayed under the Order Number/TONO
field on the Travel Order screen, as shown below. This remark indicates that the order number was

197



Examiner Functions

changed. Clicking on this remark will jump you to the Changed Order Number Report that will provide
additional details regarding the number change.

Traved Ordder User ID: SYSTEM

Traveler's Name
MANN, CIVILIAN O: C

Desciiot

Thearsctay, March 30, 2002
Grade/Rank Order Number/TONO Order Type
e -| [ovz || .

| Prov: TDY1 by SYSTEM on 3102022 |

Purpose of Trip ' Site Visit

Issung Organization | DFAS

Paying Organization  DFAS

DSSNATR 15150
Funds Amvy
Back Neot

Select the category that best describes type of travel authorized foe this order

Dates
Issue Date

Begn Date
Number of Days
End Date

[3riz022 ]
(332022 -
2|

(32022 v
OK Cancel

7 Hep
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Log Requests

The first step in the request processing cycle is to log the incoming requests into IATS. This step is
completed through the logging module, and consists of creating the traveler's account and travel order, (if
they don't already exist) and entering the dates of the trip.

Note: Logging in-coming requests is optional, but a good idea for records keeping. By logging the in-
coming requests, users can easily determine if a request has been received, when answering an
inquiry.

l.‘I;JJCompIete the following steps to "log" in-coming requests:
1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.
2. Atthe Examiner View screen, click on the Log Requests button. The Block Selection screen

appears.
| _EI:-JVSQVIn!;\.-f:‘ .‘;«V:L'L-r-;r E:;.'Lri'. 10 chvku-.'.nl-lr;-r;lh: Legged Podl :OF‘,'SH.'-J:L’,‘-STEF BAL‘-E‘-L'S& -
| ~ ~ , ~ - |
Block No. Office Type Block Status Status Date Who Has It ’
201229CPCS OFFICEONE Sattloment Logged 122602020 ,
>
201229TDY OFFICEONE Settloment Logged 122802020 |

Eind Block
Prnt oK Cancel 'Y Help

Tip: At the Block Selection screen, any block in the status Logged, that is not already assigned to an
Examiner is listed. Requests may be added to an existing block, if any, or a new block may be created by
clicking the New button.

3. Double click on an existing block or click the New button to create a new block. If the New
button is clicked, the Create New Block screen appears next.
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Create New Block (ORIGINAL MASTER DATABASE)

SYSTEM Monday, July 26, 2021
Block Number 07262101 [] Tax Collections
Block Type Settlement v

OK Cancel Y Help
Select the type of block to be processed

4. Atthe Block Number field, type the desired block ticket number unless the Automatic Block

Numbering feature is turned on. If so, the word New will already be displayed in this field, and no
action is necessary.

Tip: Block numbers can be from (1) to (10) characters in length. In addition, the numbers may be alpha,
numeric, or a combination of both.

5.

At the Block Type field, the default value is Settlement. If wishing to create a block for Advance
Requests, press the down arrow key or click on the down arrow button. When Advance is
displayed, press Tab to continue.

Click in the check box next to the words Tax Collections if the requests that will be logged to
the block are specifically for a tax collection.

Click the OK button to complete the process.

After selecting an existing block or creating a new block, the Logging of Requests screen
appears.

200



IATS 8.7.3 User Guide

Logging OF Regquests - [ORGINAL MASTER DATABASE

Block Number oY1 Type of Transachon | Settement Number of llems (] Max ltems 50

Add or Modily Logged Claim

SSN @ poDID  Name TONO/ SDN Date lssued Date Start Date End
==
Date Recaned
Log it hscard
Flagged for  Flagged for 2
Detete Retumn SSNID Name TONO/SDN From To Date R

Ennt Block

Othar 0K Cancel { Help
Enter the DoD 1D number

201

10.

11.

12.

13.

14.

15.

16.

Click in the appropriate radio button to use either the traveler's SSN or DoD ID to log the
request.

After making your selection, enter either the traveler's SSN or DoD ID at the corresponding input
field and then press Tab.

If the traveler's account exists, the name appears in the Name field, and the cursor moves to the
TONO/SDN field. If the travel account does not exist, a message appears asking if you wish to
create a new traveler profile. After creating a new traveler profile, the cursor returns to the
TONO/SDN field.

At the TONO/SDN field, click on the down arrow button to display a drop down list of all orders
existing in the database for the traveler. If wishing to log an in-coming request for one of these
orders, click on the desired order number. To log a request for a new travel order, type the order
number in this field and press Tab. If a new traveler order number is entered, a message
appears asking if you wish to create a new order. After creating a new traveler order, the cursor
returns to the Date Start field.

Date Issued: - The date shown at the Date Issued field will default from the issue date entered
when the travel order was created. If this date is correct, press Tab to continue, or type a new
date if necessary. You can also click on the down arrow button and use the Calendar to select
the date.

At the Date Start field, the beginning date of the trip defaults to this field. If this date is correct,
press Tab to continue, or type a new date if necessary. You can also click on the down arrow
button and use the Calendar to select the date.

At the Date End field, the ending date of the trip defaults to this field. If this date is correct, press
Tab to continue, or type a new date if necessary. You can also click on the down arrow button
and use the Calendar to select the date.

The Date Signed field will only appear if the option Activate Liaison was checked when the
block was created. At the Date Signed field, type the date, in MMDDYY format, the claim was
signed by the traveler and press Tab. You can also click on the down arrow button and use the
Calendar to select the date.
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Loggng OF Reguests - JORGINAL MASTER DATABASE

Block Numbes oY1 Type of Transaction | Setement Number of llems 0 Max ltems | 50

Add or Moddy Logged Claim

SSN Name TONO/ SDN Date kssued Date Start Date End
g MITH, MAR} 03-001 V1212018 » 3192018 * 3232018
Date Signed Date Signed by AO Date Forwarded Date Recanved Expected Pay Date

32612018 - 3272018 - 12872018 - 47212018 - 4182018 - Logit Drscard

Flagged  Flagged Date Date
for Delete for Returm SSNID Name TONOVSDN From To Signed Signed by
Pnnt Block
Other

0K Cancel { Help

Enter the Expecied Pay Date

17.

18.

19.

20.

21.

The Date Signed by AO field will only appear if the option Activate Liaison was checked when
the block was created. At the Date Signed by AO field, type the date, in MMDDYY format, the
claim was signed by the AO and press Tab. You can also click on the down arrow button and
use the Calendar to select the date.

The Date Forwarded field will only appear if the option Activate Liaison was checked when the
block was created. At the Date Forwarded field, type the date, in MMDDYY format, the claim
was forwarded by the RUC/Liaison office and press Tab. You can also click on the down arrow
button and use the Calendar to select the date.

At the Date Received field, the date the request was logged appears. If this date is correct,
press Tab to continue, or type a new date if necessary and press Tab. You can also click on
the down arrow button and use the Calendar to select the date.

The Expected Pay Date field will only appear if the option Activate Liaison was checked when
the block was created. The default value at this field is 4 days from the current date. If this date
is correct, press Tab to continue, or type a new date if necessary and press Tab. The
Expected Pay Date is used for tracking the processing time for the Voucher Turnaround
Report.

After completing all of the input fields, click on the Log It button. The request will now appear in
the grid below the purple heading.
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| Logging OF Reguests - (JORGINAL MASTER DATABASE)

Block Number TDY1 Type of Transaction | Setlement Number of ltems 1 Max ltems | 50

Add or Modity Logged Claum

® SSN OpoDID  Name TONO / SDN Date lssued Date Start Date End
Date Recared
Log it Discard
Flagged for  Flagged for
Detet ki SSNID Name TONOVSDN From To Date R

111881111 SMITH, MARKY M 31212020

Ennt Block Claar

Other 0K Cancel { Help

Enter the SSN number

22. The cursor returns to the SSN field. Follow the steps above to continue logging additional
requests to the block if desired.

23. When finished logging requests to the block, click the OK button to save the entries. A pop-up
message appears asking if you wish to notify the traveler that their claim has been received.

IATS Notification

Do you wish to notify each traveler via email that their claim has been received?

Yes No

24. Click on Yes or No as desired.
25. If the automatic block numbering feature is used, a message appears at this time indicating
the system generated block number.

Note: Only 50 requests may be logged to a block. Once 50 requests have been logged, IATS will write
over requests that have already been logged. A warning message appears when 50 requests have
been logged to advise the user that the limit has been met.

Tip: If you wish to return or delete a request that has been logged in, click in the check box at the
Flagged for Return or Flagged for Delete column to the left of the SSN/ID field for the claim you wish to
return or delete. When you click on OK, the Return Voucher or Reason for Delete screen will appear. If
you wish to simply clear/remove a request from the logging screen you would click on the Discard
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link. A request may be discarded/removed as long as the block has not been saved and a claim has not
been saved to the block

Note: This feature to initiate the process to return or delete a claim from the Logging of Requests screen
cannot occur unless the block has actually been saved and a claim has been saved to the block.

Click on the See Also button below for instructions on clearing,deleting, and returning logged
requests.
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Clearing Logged Requests

On occasion you may wish to clear/remove a request from the Logging of Requests screen. This is
allowed if the request has not been saved to a block.

@Complete the following steps to "clear" alogged request:

1. Atthe Logging Of Requests screen, click on the request you wish to remove.

Loggieg OF Requests - (ORGINAL MASTER DATABASE)
Block Numbes 201229CPCS Type of Transaction | Setement Number of ltems | 2 Max ltems | 50

Add or Modiy Logged Claim

SSN: Name TONO ) SDN Date lssued Date Start Date End
[ I . : .
Date Signed Date Signed by A0 Date Forwarded Date Recaned Expacted Pay Date
[ Log it Discard
R e : : : = : = ——
Delete Retum ot S— AR S S~
| ] 111881111 SMITH MARKY M TDY1 392020 31212020 7/26/2021 712€
» ) L) 111771111 ARNOLD, TOMMY G SCR 1506 2/24)2020 2282020 712672021 26

Ennt Block Claar

Othar 0K Cancal 7 Help

Enter the SSN number

2. Atfter selecting the desired request, click on the Clear button. A pop-up message appears
asking if you are sure.

IATS Notification

Are you sure you want to Clear this item?

Yes No

3. Ifyou are sure, click on Yes. The selected request is then deleted.
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Delete Logged Requests

On occasion a request must be deleted from a block ticket. For example, a claim may have been
logged to the wrong block.

@Complete the following steps to "delete" alogged request:

1. Atthe Examiner View screen, click on the Log Requests button. The Block Selection screen
appears.

2. Atthe Block Selection screen, click on the block containing the request you wish to delete and
then click the OK button. The Logging Of Requests screen appears.

Loggang OF Reguests - JORGINAL MASTER DATABASE)
Block Number 201229CPCS Type of Transaction | Setement Number of ltems 2 Max ltems | 50

| Addor Modity Logged Clam

SSN Name TONO ) SDN Date Issued Date Start Date End
Date Signed Date Signed by A0 Date Forwarded Date Recaned
Log it Discard
paged for | FMIORI Y| -sswiD Name TONOISDN From To  Date Signed D“'M
111881111 SMITH MARKY TDY1 32020 31212020 71262021 712¢

111661111 JONES, DEVIN 332020 712672021

| Ennt Block Clear Edit

Other 0K Cancal 7 Help

| Enter the SSN number
3. Atthe Logging Of Requests screen, click in the Flagged for Delete box for the request you
wish to delete.
4. Click the OK button, If you have the Reason For Deletion option turned on in Maintenance the
Reason For Deletion of Claim screen appears.
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Reason For Deletion Of Claim

Reason 1

Invalid Claim
Traveler Deceased

Tnp Cancelled
Duplicate Claim

v

Reason 4

Remarks

OK Cancel = 7 Help

5. Atthe Reason 1 - 4 fields, click on the down arrow button to display a list of reasons and then

click on the desired reason.

You may also click in the Remarks text box and manually enter a remark.

Click on OK after you have finished adding the reason.

A pop-up message appears asking if you wish to print the Block Tickets for the blocks

released.

9. Click on the Yes or No button as desired. IATS deletes the selected request and returns to the
Block Selection screen.

10. If finished deleting logged requests, click on the Cancel button to return to the Examiner View
screen.

© N
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Grab Blocks

Before a block of requests can be processed, the block must be assigned to an IATS user. The most
common method of assigning a block, is for the user to "grab" the desired block from those available.
After in-coming claims are logged to a block or when a block is released for further processing, the block
resides in a pool awaiting assignment.

@Complete the following steps to "grab" a block:

1. Atthe Examiner, Auditor, or Disbursing View screen, click on the Grab Blocks button and the
Block Selection screen appears.
[ Elock Sdt-.L;‘.-rz Grabling Eh:’nb-.rlv ke —'v;df.n.lf o the Audi Pool [ORIGINAL V.';'-ETU-'V'."AL'-ELSE'
|
| Block No. Office Type Block Status Status Date Who Has It

OFFICEONE S 1200

Selact Al Unselacl All
Eind Block -
Prnt OK Cancel { Help

—_ ——

2. Select a block by double clicking on the desired block or by clicking on the block once and
then clicking the OK button.

Tip: Users may select all of the blocks listed by clicking on the Select All button. To void a selection,
click the Unselect All button.

3. After selecting a block, the Confirmation Password screen appears. Complete the process by
typing your assigned Confirmation Password at the Enter Password field and then click on
the OK button.
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Create Blocks

Most travel offices control settlement and advance requests by using block ticket numbers. As
requests are received, they are grouped together in small batches of 10-15 claims, and assigned a
number for control purposes. Throughout the workflow process, the requests will normally remain in the
batch. Because the blocking process is common in most travel offices, IATS simulates this process.

@Complete the following steps to create a Block:

1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.
2. Atthe Examiner View screen, click on the New Block button and the Create New Block screen

appears.
Create New Block (ORIGINAL MASTER DATABASE)

SYSTEM Monday, July 26, 2021
Block Number 07262101 [] Tax Collections
Block Type Settlement v

OK Cancel Y Help
Select the type of block to be processed

3. Atthe Block Number field, type the desired block ticket number unless the Automatic Block
Numbering feature is turned on. If so, the word New will already be displayed in this field, and no
action is necessary.

Tip: Block numbers can be from (1) to (10) characters in length. In addition, the numbers may be alpha,
numeric, or a combination of both.

4. Atthe Block Type field, the default value is Settlement. If wishing to create a block for Advance
Requests, press the down arrow key or click on the down arrow button. When Advance is
displayed, press Tab to continue.

5. Atthe Tax Collections field, click in the check box if the block you are creating is for tax
collection transactions.

6. Click the OK button to complete the process.
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-,n“'.q- P TN \‘M
file Edit Tools \iew Help

Examiner Functions

To Do
Block No. Type Block Status Date Received
MILITARY03 Saetffement | Assgned to Examiner ANw2020
Assigned 10 Examiner 372020
SCR1514 Settement Aszigned to Examiner 4720v2020
Procass Block Release Block(s) Print Block(s).. Delate Block(s) New Block
Grab Blocks Log Requests Offiine Trans Colections Exit IATS 7 Help

Sedect » block 10 wark with and chooss an action

At the Examiner View screen, double click on the desired block number listed under the To Do section
or by clicking on the block once and then clicking the Process Block button.
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Refreshing the Blocks Display

The Travel Pay System (TPS)/IATS interface is a one-way web interface with TPS being the primary
system pushing and pulling information to/from IATS.

TPS will push info to auto create a block in IATS and assign it to the correlating IATS user ID. The
IATS block number and Travel Order # will be pushed from TPS to the IATS Block Number field and
TONO field in the Create New Block and Travel Order Selection screens respectively.

The Refresh button on the Examiner's screen is used by users to update the Blocks display IATS once
the interface has been completed to show the block being created and assigned to the appropriate user.

The Refresh button is located just above and to the right of the Date Received field as shown below.
Click on this button when you wish to refresh the list of blocks that are assigned to the user.

LATS fer Windows Eeamines View)
Fle Edit Jools \iew Help

To Do :
|
MILITARY03 Seotfoment Assigned to Exarmnor 410v2020
R2020
SCR1514 Setdomoent Assignod to Exarminer 472002020
Process Block Belease Block(s) Print Block(s) . Delete Block(s) New Block
Grab Blocks Log Requesls Qffine Trans Collections ExlIATS 7 Help

Select a block to work with and choose an action.
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Using the IATS Note Pad

An IATS customer requested a new feature referred to as the “IATS Note Pad”. The customer wants the
ability to enter notes on a Block or Settlement Request which would be similar to a Post-It Note that
one might stick on a printed document before pushing it aside or placing it into a communal folder for
another day.

Note: Any Comments/Remarks that are added will not be written to the History Record or printed out
on the voucher. These Comments/Remarks are for internal office use only.

This feature will allow the user to create:
b Comments/Remarks
@ Custom Background Colors
This feature allows the customer to use custom colors along with the text. If a Travel Office agrees on

certain colors to mean certain things it gives them a way to specify what action or in-action needs to
be taken.

Note: The IATS Note Pad screen is only available from the Examiner View screen, the Auditor View
screen, and the Request Selection screen.

@Complete the following steps to "use" the IATS Note Pad:

Fle Edit TJools View Help

To Do

LATS Note Pad - m] =
(¥
Select background color 7 Fransparent Reset
Block No { Date Received

CIVPCSN | ] 17712021

MILITARY(03 . 410:2020
PCSRKRTN v 81372020
RETURNED ‘ 1142021

Yoo |

Save Cancel Help
Process Block ) New Block

Grab Blocks Log Requesls Offine Trans Collections Ext IATS { Help
Select a block to work with and choose an action

1. Ateither the Examiner View screen, the Auditor View screen or the Request Selection screen,
right click on the Block or Settlement Request you wish to use.
2. The IATS Note Pad screen is displayed.
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IATS Note Pad — O X

Select background color: |/ Transparent ¥|..| | Reset

\Web @ System Custom

Note:

Enter your remarks here. ||M CadetBlue

PowderBlue

LightBlue
DeepSkyBlue

SkyBlue

Light SkyBlue
M SteelBlue
AliceBlue
DodgerBlue
SlateGray
Light SlateGray
Light SteelBlue
ComflowerBlue
RoyalBlue
Midnight Blue
Lavender

Navy
DarkBlue delp
MediumBlue

(#a]
HE N

Select background color: - You will notice that Transparent is the default color when the IATS
Note Pad screen is displayed.

If you wish to add a background color to a Block or Settlement Request, click on the down
arrow button at the Select background color field where Transparent is shown above.

IATS will display a drop down list of colors at the Web tab. Note that you can click on the
System tab for another list of colors or click on the Custom tab if you wish to create a custom
color.

Click on the Up/Dn arrow buttons or drag the slider bar on the right side of the list to scroll up
or down the list of colors.

Click on the desired color to make a selection.

It is highly recommended that you do not use the colors Red or Yellow since IATS already uses

these colors to emphasize Returned items and Auditor Remarks.

8.
9.
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Click in the Text Box and enter any desired Comments/Remarks.
When you have finished adding a color and/or text, click on the Save button.



JATS for Windows (Examner View)

Ele Edit TJook View Help

Examiner Functions

To Do
4
Block No. Type Block Status Date Recewed
cvPCsi Setement Assigned 1o Examiner Va2
MILITARYO3 Setement Assigned to Examiner ANe2020
PCSRTN Setement Assigned 10 Examiner 8372020
RETURNED Seement Assigned 10 Examiner 11472021
» Setement Assigned 1o Exarmines 202020
Process Block Release Block(s) Print Block(s) New Block
Grab Blocks Log Requests Qffiine Trans Collecbons Egt IATS Help

Select a biock 10 work with and choose an action.

Note: After you have finished adding a color and/or text, IATS will return to the Examiner View screen,

the Auditor View screen, or the Request Selection screen. You will now see the color that was

selected as a background for the Block number or the Traveler's Name. In addition, you will see a
green information icon in the Block No. or Name field if Comments/Remarks were added at the IATS

Note Pad screen.

10. If you see a green information icon in the Block No. or Name field you can right click on the
Block Number or Settlement Request to display the IATS Note Pad screen so you can read the

Comments/Remarks as shown below.
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IATS Note Pad — a X
Select background color: [ ‘Turquoise v | Reset
These are the remarks entered at the Note Pad screen.

Save Cancel Help

11. If you wish to remove the background color and/or text from the Block or Settlement

Request. Click on the Reset button at the IATS Note Pad screen.
12. If you click on the Reset button and then click on the Save button, IATS removes the color and
text and returns to Examiner View screen, the Auditor View screen, or the Request Selection

screen as shown below.
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To Do

CIVPCSD1 Assigned 1o Examiner 172021

MILITARY03 Settement Assigned to Exammer 41072020
PCSRTN Setdement Assigned to Exammer 32020
Assigned to Examner 11472021

| GrabBocks  logRequests  OffineTrans  Collectons ExtIATS

Sedect a block to work with and choose an action.
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Process Blocks

After an Examiner has "grabbed" a logged block, the next step in the request processing cycle is to
process the block.

Note: Although recommended, requests are not required to be logged before a block may be
processed. A user may simply create a new block and add requests to the block at the time of
processing.

l.‘IQICompIete the following steps to "process" a block:
1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.

LATS for Windows (Exerminer View)
file Edit TJools View Help

To Do
("

Block No. Type Block Status Date Recetved

| 2 MILITARYD Assigned to Examiner ANW2020

MILITARYD2 Settlermant Assignod 1o Examiner 41002020
MILITARY(Q Settloment Assgned 1o Examiner 4102020
MILITARYD4 Sattierment Assigned 1o Examiner 410r2020
MILITARYDS Sattlement Assgned to Examiner 41072020
SCR1514 Sattlement Assyned 10 Examiner 472012020
Process Block Release Block(s) Print Block(s) Delete Block(s) New Block
Grab Blocks Log Requests Offline Trans Cobections EQLIATS { Hep

Sedect 3 block to work with and choose an action

Tip: At the Examiner View screen, all blocks that were previously "grabbed" by the Examiner or
assigned to the Examiner by the System Administrator are listed in the To Do section. Notice that the
block status is "Assigned to Examiner".

2. Select a block by double clicking on the desired block or by clicking on the block once and
then clicking the OK button.

Note: If wishing to create a new block, click the New Block button. Refer to the topic "Create Blocks" if
additional information about creating blocks is needed.

3. After selecting a block or creating a new block, the Request Selection screen appears.
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Poqeet Setaction
Ci Unc fied infor
Block No 201229MPCS Block Type Setlement Block Stalus Assigned 1o Exammer
Selectod Request(s)
Number of requests 3
SSN Name A TONO D Jweol T oiiDatle  EndDale O3  Status

» RARRFARRAI ARNOLD TOMMY Settlament Log 382020 IN32020 127202020

111881111 SMITH, MARKY TRANSIENT Settlemant Loc 7202020 712412020 7262021 PCS Logged |
11es1nm JONES, DEVIN TITINTTIIRTT100] Setlement Loc 282021 211212021 282021 Normust Logged
Sakct Al Unsedect AR Dedeta VewModty New

Qther Print Biock Ticket Betun Request Skekton Request Print Requesi(s) Dong 7 Help

Note: When the Request Selection screen appears, any request previously logged to the block, is listed

in the Selected Requests section. In the screen display above, there are (3) requests logged to the
block.

4. Process arequest by double clicking on the desired request or by clicking on the request once

and then clicking the View/Modify button. The Settlement Request or Advance Request
screen appears next.

Tip: Additional requests may be added to a block by clicking the New button. If the New button is

clicked, the Select Traveler screen appears. A user must then enter the traveler's SSN and create a
traveler profile if the travel's account does not exist in the database. After creating or accessing the

traveler profile, the user may also need to create a travel order for the associated request.

Refer to the Help topic, "Process Requests”, for additional instructions.
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Selecting Requests

Confrolied Undiassafied information
Block No. 201220MPCS Block Type Settlement Block Stalus | Assigned 1o Examer
Selected Requesl(s) =
Number of requests 3
SSN Name TONO Start Date

Dale
EndDate S8 Calegary Status

» RERRFARRA ARNOLD TOMMY 3132020

111881111 SMITH, MARKY TRANSIENT Settiement Log 7202020 71242020 72612021 PCS Logged |
111661111 JONES, DEVIN TITITINIT101]  Seltlement Loc 2082021 20121202) 712812021 Nommul Logged
< »
Sakct A1 Unselect AR Dedete VewModfy New
Qther Print Block Ticked Betun Request Skekton Request Print Request(s).. Done 7 Hep

At the Request Selection screen, select a request for Advance or Settlement through one of the
following methods:

# Method 1: - Double click on the desired request.

# Method 2: - Click on the request once and then click the View/Modify button.
# Method 3: - Click on the New button to add a new request.

Note: If the New button is clicked, the Select Traveler screen appears. At this screen the Examiner
must select or create the traveler's account and select or create a new travel order.
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Process Requests

After grabbing a block and selecting a request for processing, the Settlement or Advance Request
screen appears. At this screen, the particular details for the trip are entered into IATS for the calculation
of an advance or settlement request.

Settlernent Request - Block No: 030315-TDY - Request No: NEW
SMITH. MARK E: E7 ' ‘ TONO: 2015BLNKT
Raqueat Type - Settlement
Type of Sattlamant Fns v
Remt To Adv/Aces Entslements Ccuatons | Froncel | Remaks Woddion
Address
Une 1 123N SOUTH STREET
Line 2
Cay INDIANAPOLIS
Country/State IN INDIANA -
Zp Code 46226 Update Traveler
<éod< | Neat >
lQher. ] SAVE || Gacel || 7 el
Enter the fiest kne of the traveler's address

What do you want to do?

Process a TDY Advance Request

Process a MILPCS Advance Request

Process a CIVPCS Advance Request

Process a TDY Request

Process a Local Travel Request
Process a MILPCS Request
Process a CIVPCS Request
Process a MILPCS DITY Request
Process a Local DITY Request

Process a Supplemental Request

220



IATS 8.7.3 User Guide

Hot Save
Note: This feature is not to be used by Coast Guard customers.

When processing a Request for Settlement or Advance, it may be necessary for a voucher examiner to
stop before the claim is completed and saved. This required the voucher examiner to cancel out of the
entire claim and then restart the entire claim at a later time.

To resolve this problem, a feature was added to IATS that allows the voucher examiner to perform a Hot
Save and save the data that was entered prior to cancelling out of the claim.

Note: This function is allowed from only the Settlement or Advance Request screen.

l.I-J.]COmpIete the following steps to "perform" a Hot Save:
1. Completely finish the input screen for an entitlement. If you are processing claim that requires an
itinerary, you must complete the itinerary and enter MC - Mission Complete.
2. Click on the Completed button.
3. Return to the Settlement or Advance Request screen.

Settiement Raguest - Bock Nes SCRTSH - Raguest Nx 10
Hol Saved

NALS RUSTYO' C TONO SHIP POV

Request Type - Sedemant

Type of Settement Parsal

Reenst To AdwiAoce Enttlomonis Calculsbons Financsal Remarks
Types of Entifaments Clamed
od Effectvo Dato of Orders ¥62020
Inps/Type Dates Encompassed Status Add Eratiement
Ll POV Shipment - Pessonally Procured V2020 - 362020 Urrenddaed Data
View'Modity
Dedoto
Doy & a Elzpzod Tene Cons Comp Show Calos
o Next> Oawly Surmmary psod Tene e oW

R Hot Save !

Rates
4 History Audtor Remarks SAVE Cancel { Help

ro DToD

Enter the PCS Summary [

4. Atthe Settlement or Advance Request screen, click on the Other button and then click on the
Hot Save option. The following message appears indicating the claim was successfully hot
saved.
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Hot Save Successful X

The claim has been successfully hot saved.

OK

5. Click on OK to continue.

Examiner Functions

6. Click on Cancel to quit working on the claim. The following pop-up message appears asking if

you are sure cancel.

IATS Notification

i Are you sure you wish to cancel this screen and lose any changes that may have been made?

Yes

No

7. Click on Yes or No as desired. IATS returns to the Request Selection screen.
8. When you continue processing the claim at a later time, you will see the words "Hot Saved" (in

red) at the top of the Settlement or Advance Request screen.

Note: If you recall a claim, make changes, and then perform another Hot Save, you will overwrite the

original claim with new Hot Saved data.
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Activating the Multiple Travelers Function

When the Multiple Travelers function is activated, IATS will repeat the previously entered itinerary for
each subsequent settlement. This is a useful feature that can be used when processing a block of
settlements involving different travelers with identical or similar itineraries.

@Complete the following steps to "activate" the Multiple Travelers function:

1. Atthe Request Selection screen, click on the Other button. A menu appears listing several

options.
Fepen Seectnon
Cor Uncl d
Block No MULTITRAV Block Type Settiemant Block Status | Assigned 1o Examinar
Selected Requesi(s)
Number of requests. 1
SSN Namo TONO ool SDate EndDale Lo Calegory Status

> BASFFARRR ARNOLD, TOMMY MULT! Selvemant Lod 7122021 nao2 262021

* Mutiplo Travelors : ] Delata ViewiModity Now
Rates
Histary
E prot Skaieton Requast Prnt Requestis) Done 7 Help
PCS Summary

Save/Retrieve Scanned Document for ARNOLD, TOMMY (MULTY)

2. Click on the Multiple Travelers option. After selecting this option, the words Multiple Travelers
appears in red at the top of the Request Selection screen as shown below.

223



Examiner Functions

Controlled Unclassifiod Information Multipte Travolers
Block No MULTITRAV Blodck Type SetBement Block Status | Assgned o Examnes
Selected Requesi(s)
Numbey of requests 1
SSN Name ToNO StaiDale  EndDate  DN®  Category Status

Sattemeant Lo N2

ARNOLD, TOMMY

Select AR Unsakect Al Dedate

Ep—

Betum Request Skeleton Request

Print Request(s)

3. Process the first settlement as usual and then proceed to process the next settlement.
4. When the Settlement Request screen appears for the next settlement, click on the
Entitlements tab. At this tab, a trip, for the dates entered for the previous settlement, is listed

as shown below.
SMITH, MARKY M ES

Roquest Type - Setement

Type Of Sttt Finai - First Submission
Rome To AdvwAcor Erttiomonts C Fi R
Types al Emtlements Clamed
Travel Not Perdormed Not a Resorwst
Tnps/Type Status

Amw

AR 12 Vakdated Data

Ll Tesnporany Duty Tep

Cons. Comp

<Back Nose> Doty Sumenary Ebpsed Time

Bwcapts
Qetor Audtor Remarks

Select 20 add an enbtiement ta this caim

TONO. MULTI

Show Caics

SAVE Cancel T lbelp

Note: Since the Multiple Travelers function is activated, IATS duplicated the previous itinerary and

applied it to the next settlement processed.
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5. Process this subsequent settlement, by clicking on the View/Modify button, make any

necessary changes to the itinerary, and add any reimbursable expenses.

Finish processing this subsequent settlement as usual.

7. Continue processing the remaining settlements on the block using the steps described above
for the Multiple Travelers function.

o

Tip: If you wish to de-activate the Multiple Travelers function, click on the Other button at the Request
Selection screen and then click on the Multiple Travelers option. IATS de-activates the feature if it was

previously activated.

225



Examiner Functions

Displaying Daily Calculations

After entering the details for an advance or settlement request, a break-down of the per diem
calculations can be displayed at the Daily Calculations screen.

@Complete the following steps to "display" the daily calculations:

=

Click on the Entitlements tab at the Advance or Settlement Request screen.

2. Atthe Entitlements tab, click on the entitlement or expense you wish to display the daily
calculations for. Note that if there is only one entitlement or expense listed, you do not have to
click on it since it will already be highlighted.

3. When the entitlement or expense is highlighted, click on the Show Calcs button. The Daily

Calculations screen appears.

- - S
| Dasty Cakculatbions

|
THREE, THRITY Q TONO: SCR1468

|
# Daw D M3 MEE g ln Dn  lodg Beak  Lunch Diener I MOIE

Type Rate Rate Tax

» 1] 010118 LDP 12500 6600 CM CM | CM 8500 Parsal Day 4950 11450 600
2 010219  LDP 12500 ©600 CM | CM  CM 6500 1600 1700 2300 5.00 000 13100 600
3] 0Wane | LDP 12500 | €600 CM | CM | OM | 6500 | 1600 1700 | 2800 500 000 13100 600
4 010419  LDP 12500 6600 CM | CM  CM | 6500 1600 1700 | 2800 5.00 000 13100 600
5010519 LDP 12500 6600 CM  CM | CM 6500 | 1600 1700 @ 2300 5.00 000 1300 | 6
6 010619 LDP 12600 66500 (&) CcM cMm 6500 1600 17.00 2200 500 000 131.00 600
7 01078  LDP 12500 €500 CM | CM | CM 6500 1600 1700 = 2300 5.00 000 13100 600
8 010819 | LDP 12500 6600 CM CM CM 6500 1600 1700 2300 5.00 000 13100 600
9| 010919 | LDP 12500 €600 CM | CM | CM | 6600 | 1600 1700 | 2800 500 000 13100 600
10 01079  LDP 12500 6500 CM | CM  CM 6500 1600 1700 | 2800 5.00 000 13100 600
N 0yNAg | LDP 12500 6600 CM | CM | CM | 6500 | 1600 @ 1700 | 2800 500 000 1300 | 600
12 011219  LDP 12500 6600 CM | CM CM 6500 1600 1700 | 2800 5.00 000 131.00 600
13 011319 | LDP 12500 6600 CM | CM | CM 6500 1600 1700 = 2300 500 000 13100 600
14 01h4ne LDP 12500 6600 c\ CM M 6500 1600 1700 2500 5.00 000 131,00 600

2
o
=
oo
=
a
8

15 011518 LDP 12500 @600 1600 1700 | 200 5.00 000 131.00 600
_— - LOans0n L A5 00 L5000 LA AL £AA EE D0 1800 100, IR00, nn - aleal 213200 S.00. b |
Qther Ayditor Remarks oK 7 Hebp

4. When finished reviewing this screen, click on the OK button to continue.
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Display Daily Summary of Days
After you have finished entering an entitlement, you may generate a daily summary of the days of the
trip. The information displayed will include the following information based on the type of trip:

# Number of Days for Trip

# Number of Days TDY

# Number of Days TDY Reimbursed

# Number of Days PCS Reimbursed

# Number of Days Enroute Travel

#  Number of Days Leave

l.IJICOmpIete the following steps to "display"” the Daily Summary of Days
1. Enter an Entitlement.
2. When IATS returns you to the Settlement Request screen, click on the Daily Summary
button. The following display will appear.

ARNOLD TOMMY G C TONO: MLAT

Request Type - Settherment

Type of Setthernont Final - Frst Submission

Remit To Adihcer Enthments v r

TATS NetiSCrtion

Types of Enttlements Clairmed Daty Summary of Days
4nd ’ :

Number of Days for Top = 5

Number of TDY Days Reimbursed = 5 ‘
Tnps/Type Number of PCS Days Rembwrsed = Add tnarary
» Number of Days TDY = 5
View/Mockly

= =

Doty Sumenary E od Time Cans Coog Show Calcs
<Hack Neot> ! - e

Recnigns
Othee Autdtor Remarks SAVE Canool { Hop

Select 10 view the caily summary recoeos for thes claam

3. After you have finished reviewing the Daily Summary of Days, click on the OK button.
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Displaying Constructive Comparisons

The Constructive Comparisons for Legs of Travel screen is provided for informational

purposes. The transportation circumstances for certain settlements require IATS to perform a
constructive comparison by legs of travel. The IATS computation compares the traveler's actual travel
leg to what could have been allowed depending on what was authorized in the travel order.

At this screen, amounts are shown representing the computation for the actual travel performed, and
what was authorized. The amounts highlighted in red indicate the amounts that will be used by IATS
for the reimbursement.

l:ﬁlCompIete the following steps to "display" constructive comparisons:
1. Atthe Settlement Request screen, click on the Entitlements tab, if not already in focus.
Soiborvest Rt - Bk W MUETTRAN - ot M NEW
SMITH, MARKY M ES TONO: MLLT)

Roquest Type - Setfement

Type of Settement Final - First Submission

Remt To AdwAoc Ertifoments Calouabons Financisl Remarks

Types ot Enatlements Clamed

1 Precamputed ] Travel Not Performed Not 8 Rosernst
Trps/Type Dates Encompassed Status A3d nerary
; MM22021 - e
View/Modity
Dentn
Jaidy Surm Capsed Tooe Cons. Co Show Calos
< N Daiy Summeary Lap | me || 8
Becopts
Qthar SAVE Cancel { Hep

Selact 10 view the Companson Detween the constnacted and aciual expenses
2. Atthe Entitlements tab, click on the trip listed in the Type of Entitlements Claimed section.

3. When the entitlement is highlighted, click on the Cons. Comp. button. The Constructive
Comparisons for Legs of Travel screen appears.
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Constructive Comparisons for Legs of Travel

From Date To Date Actual POV GTR
P 7122021 | 7122021 $328.16 $0.00 $150.00
7/16/2021 7/16/2021 $333.20 $0.00 $150.00

Note: Amounts in red indicate the method of payment used to pay the leg.

Done 7 Help

Note: At this screen, notice that the traveler's actual costs for the constructed comparison legs of travel
exceeded what the cost to the government would have been if the traveler had used the authorized
mode of travel. The amounts highlighted in red indicate the amounts used in the computation of the
settlement since it was the lower of the two amounts.

4. When finished reviewing this screen, click the Done button to return to the previous screen.
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Displaying Auditor Remarks

If a claim requires audit, sometimes it is necessary to make detailed comments that the examiner will
need to see so that all of the required changes are made.

When a Block is returned to an Examiner the Block will be highlighted in red on the Examiner View
screen as shown below:

file Edit Jools \View Help

Red highlighted blocks have been relurmned o examiner
To Do

G

| @ CIVPCSO1 Settlomaent Assigned 10 Exarmner

Assignod to Exarmner

PCSGO Setsement Assgned to Exammer 32020
PCSRTN Setsement Assigned to Exammner 372020
RETURNED SetSement Assigned to Exammer 142021
SCRI514 SetSoment Assigned 10 Examner 42002020
Process Block Redease Block(s) Pnnt Block(s) Delote Block|s) New Bilock
Grab Blocks Log Requests Offine Trans Collections Ext IATS 7 Help

Sedect & block 10 waork with and choose an action

If the Examiner selects the highlighted Block and then positions the mouse pointer over the Block, a tool

tip will appear displaying the Auditor's remarks explaining why the Block was returned:
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Red highlighted blocks have been relurned 10 examiner

To Do
CVPCSO! I Sattoment Assigned to Examiner | 172021
EVAC Setfement Assigned to Examiner 11/42020
> T | wea ]
PCSGO | Setter o 4 w2020
PCSRTN ‘ Settoment Assigned to Examiner . 2372020
RETURNED | Setement Assigned to Examner { 11472021
SCR1514 Settement Assigned to Examiner 42012020
Process Block Belease Block(s) Prnt Block(s).. Delete Block(s) New Block
Grab Blocks Log Requests Offiine Trans Collections Ext IATS 7 Help

Select a block to work with and choose an action,

Another method for displaying Auditor remarks is from the Settlement Request screen when the
Examiner modifies the claim to correct the problem.

FOUR, MIUTARY A E7 TONO 1IN

Request Type - Setlement
Type of Settiement Partal

Reenit To AdwAce Entig Calouk Finsocial Romars

Types of Ertitements Clamed
Trinvel Not Parformsd Effecive Date of Orders | 41172020 d
Trips/Type . Dales Encompassed  Status 404 Entitwiment
VowModdy
Dolete
T Caks.
<Back N> Dady Summany Plapsed Coes Comp Show
Aecwpts.
Auditor Remarks SAVE Cancel 7 belp

Qe

Enter the effective date for this order
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If the Examiner clicks on the Auditor Remarks button at the bottom of the screen the Reasons For
Auditor Return screen will appear displaying the remarks the Auditor entered at this screen when the
audit was performed.

Reasons For Auditor Return

Reason for Return #1
[Reimb. Expenses Not Entered

Reason for Retumn #2

Reason for Return #3

Auditor Comments:

Reimbursable Expenses seem excessive and not defined

Copy Save Reasons Now Cancel 7 Help

Enter a description for reason for retumn
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Displaying Required Receipts
The Required Receipts screen is provided for informational purposes. The IATS user may view this
screen to see a list of items associated with the settlement requests that must be accompanied by a

receipt before payment may be made. It's a good idea for examiners to review this screen after
completing the entries for a settlement request as a reminder to be sure a receipt is attached.

@Complete the following steps to "display" required receipts:
1. Atthe Settlement Request screen, click on the Entitlements tab, if not already in focus.

Semlerrert Peguest - Block N MULTITRAY - Rexaest Mo NEW

SMITH. MARKY M ES TONO: MULT)
Request Type - Selllsment
Type of Settloment Finad - First Submission
Remat To AvAced Entifements Calodanons Foancsl Remnarks
Types of Enstlements Clamed
[0 Precomputed ] Travel Not Parformed Not a Reservst
Trips/Type Dales Encompassed Stalus A3 Bnarary
|3 Tompocary Duty Tnp 22021 - ME2021 Vakdaned Data
View'Modity
Ddioto
Qady Summary Elxpsed Time Cans, Com Show Cales
<Back Dese> nd omg
|
=} Required Receipts
Save. Fi’."\l*f": Scanred Document SAVE Cancel { Help

Select 10 view the companson bDetween the constnucted and actusl sxpenses

2. Atthe Entitlements tab, click on the trip listed in the Type of Entitlements Claimed section.
3. When the entitlement is highlighted, click on the Receipts button and then click on the Required
Receipts option. The Required Receipts screen appears.
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Requered Receipts
SMITH, MARKY M ; TONO: MULTI
» ma2 752021 b, DC WASHINGTONDC. | Atleast$44000
oo CON: TED GTR AMOUNT. ‘ 15000
71612021 ‘CONSTRUCTED GTR AMOUNT: | 150.00

 oter | ok | ZHe

-

4. When finished reviewing this screen, click the OK button to return to the previous screen.
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Retrieve Scanned Documents from Database

IATS contains a feature that allows you to save scanned images of documents such as hotel or rental

car receipts into the IATS database.

There are two entry points in IATS that will allow you to retrieve a saved a scanned image. One is on
the Travel Order Detail screen. When this screen is displayed, you will see a Document button at the

bottom of the screen.

If you click on the Document button you will see a menu offering the options to either Scan In A
Document a document, or to Save/Retrieve Document.

[ SMITH, MARK T-C ] Audit Required TONO: PCS-1 |
CIVPCS Summary CIVPCS 5 Year Tax CIVPCS 5 Year Bxpense Msang or Incomplete Miscelianeous Discrepancy
Who Had It
Description Amourts Dates / Remarks Enttlements Pad CIVPCS Detals
{Civilan PCS)
Trace #/Check #: Cam Number, (10
Block Number: CIVPCS2 Examiner: FARRIS, DAVID O
S Completed Audor 'FARRIS, DAVIDO
Transaction Type Settlement Number of POC: 0
Payment Method EFT Transport Req &
Settlement Type: Patiad PCS Envoute Type Between Officia Stations
Trp Number: [0
Location Name: 'OFFICEONE DOV # 110816
' ‘ T, | ? |
| Qhe. || Bequest | | = {beb |
Scan In A Document )
Save/Retrieve Document

The other entry point will be found when you click on the Receipts button when you are processing a

claim as shown below:
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mmamm_

L SMITH, MARK T-C J [ TONO: PCS-1

Request Type - Settiement
Type of Settlament | Panis

Remit To Adv/dcal | Eretiements | Cocusons | Frencel Remaks | |
Address , |
e 1 101W EAST ST
Line 2
Gty INDIANAPOLIS
Courtry/State IN INDIARA
Zp Code 46226 Update Traveler

0 Save/Retrieve Scanned Document

J 1 J

E Scan In A Document |

rwm] [ox 1:-:-

mIComplete the following steps to "retrieve" a scanned image from the IATS database:
1. Using one of the two entry points discussed above, click on the option Save/Retrieve Scanned
Document.

Note: If you are using the entry point from the Travel Order Detail screen, you must first select the
travel order number that the document is associated to.

2. Atter clicking on the option Save/Retrieve Scanned Document, the Manage Images screen
appears.
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r N
Manage Images

Existing Images

Smith-Hotel

View All Delete

Import Image

‘ Import ’

Import Image From File:

Image Description:

I Done Help \

3. When the Manage Images screen appears, any saved scanned image associated to the
specified travel order will be displayed.

4. Select an image by double clicking on the desired image. If there are multiple images you can
select all of them by clicking on the View All button.

5. Once you have selected the desired image(s), you may view the image(s) by double clicking on
an image or clicking on the View All button.

6. The selected image will be displayed.

7. If you wish to delete the an image click on the image to select and then click on the Delete
button.

8. When you are finished using the Manage Images screen, click on the Done button.
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Importing Images

IATS contains a feature that allows you to save scanned images of documents such as hotel or rental
car receipts into the IATS database.

The Manage Images screen is used to view scanned images that are already existing in the database or
to import an image into the database.

@Complete the following steps to "import" a scanned image into the IATS database:

Manage Images

Existing Images

View Al Delete

Import Image
Import Image From File:
Browse
Image Description:
‘ Import ’
‘ Done ’ ‘ Help '

1. Atthe Import Image From File field, click on the Browse button. The Open screen appears.
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Documents library
Add-in Express

-

Name

Date modified Type
7/25/20133:52PM  Text Document

__ adxregistrator

12/22/2016 321 PM  Microsoft Word D...

2. Click on the file you wish to import and then click on the Open button.
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|

Existing Images

View Al

Import Image
Import Image From File:

Delete

C:\Users\Dave\Documents'\Budget .docx
Image Description:

Rental Car

Examiner Functions

3. Atthe Image Description field, enter a description for the image.

4. Click on the Import button.
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s

Manage Images

Existing Images

@

Rental Car

View All Delete

Import Image

Import Image From File:

Import |

Image Description:

—

I Done Help \

9.

The imported image file will now be displayed in the Existing Images section at the top of the
screen.

You may view any file displayed in the Existing Images section by double clicking on the file.
View All: Click on the View All button if you wish to view all of the files displayed in the Existing
Images section.

Delete: If you wish to delete an image, click on the file to select it and then click on the Delete
button.

If you click on the Delete button, a message will appear asking if you are sure you wish to delete
the selected file. Click on Yes or No as desired.

10. If you are finished using the Manage Images screen, click on the Done button.
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Returning Requests

Travel Offices frequently receive settlement requests that cannot be processed, and must be returned
to the traveler. These claims must be logged into the IATS system in order to create an audit trail, and to
generate a return letter. If the initial system maintenance was performed, a table with reason for return
codes was setup for managing this process.

Refer to the Help topic, "Maintaining Reasons for Return", for more information on reason for return
codes.

There are (3) methods you can chose for returning a request to the traveler:

Method 1: - Return arequest from the Logging of Requests screen.

‘-xqaq ¥ Regquests - ORIGINAL MASTER D )

Block Number TDY1 Type of Transaction | Settlement Number of llems 1 Max ltems | 50

Add or Modity Logged Clam

® SSN O poDID  Name TONO/ SDN Date Issued Date Start Date End
Date Recaned
Log it Discard
Flagged for  Flagged for
Datoto Retum SSNID Name TONO/SDN From To Date R

S 111881111 SMITH, MARKY M O 3122020

Pnnt Block Claar

Other 0K Cancsl { Help

Enter the SSN number
1. Click inthe check box at the Flagged for Return column to the left of the SSN/ID field for the
claim you wish to return. When you click on OK, the Return Voucher screen will appear.

2. Follow the steps (below) at the heading ' @Completethefollowmg steps to "return” a
request:" to return the request.

Method 2: - Return a request from the Examiner View screen.
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4TS for Windows (Examiner View)
[[Ble| Edit Tools view Help
Grab Blockis) Return Requests ’ Return Request
Create New Block Transfer Requests From One Block to Another Modify/Email/Print Letter(s) !
Process Block Log Requests Print All Return Letters !
Release Block(s) Change Database Purge Return Requests ] I
Print Block(s) ’ Exit 411072020 ‘
Email Block(s) ’ 726/2021 1
Post Offline Transactions ot |
47202020
Process Collections ’
Access CIVPCS Records
Special CIVPCS Adjustments
Access DITY Summary Records
Process Block Release Block(s) Print Block(s) Delete Block(s) New Block
Grab Blocks Log Requests Offine Trans Colectons ExtIATS 7 Help

Select a biock to work with and choose an action,

1. Atthe Examiner View screen, click on the File menu and then click on the Return Requests
option. The Select Traveler screen appears.

2. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at
the corresponding input field and then press Tab.

3. When the account information appears, click the OK button. The Return Voucher Selection
screen appears.
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Return Voucher Selection

111881111 (SMITH, MARKY M)

Request to Return
Travel Order
Numt Delail Type  Start Date End Date Block
Settlement Log 3/9/2020 31272020
MULTI Settlement 7/12/2021 7/16/2021 MULTITRAV
Find:
Other. . | OK Cancel = 7 Help

4. Atthis screen, click on the order number for the request being returned and then click the OK
button. The Return Voucher screen will appear.

5. Follow the steps (below) at the heading @ Complete the following steps to "return" a
request:" to return the request.

Method 3:- Initiate the process to return a request from the Request Selection screen,

Controled Unclassified Information

Block No 201229MPCS Block Type Settlament Biock Status | Assignad to Examines

Selecled Requesi(s)
Numbar of requasts 3
SSN Name TONO StatDale  EndDate  DX®  Calegory  Status
ARNCLD TOMMY

11881111 SMITH, MARKY TRANSIENT Settiement Log 72002020 112412020 122021 PCS Logged |

111661111 JONES, DEVIN 11111111111 Seltemant Loc 282021 21122021 W60 Normal Logged |
f >

Sekect M Unseact Al Debate \EnModity New
Other Prind Block Ticket Ratum Request Skaleton Request Print Requestis) Dong 7 Hep

1. Atthe Request Selection screen, click on the claim you wish to return.
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2. When the desired claim has been selected, click on the Return Request button. The Return
Voucher screen will appear.
3. Follow the steps below to return the request.

@Complete the following steps to "return" a request:

Return Voucher - (ORIGINAL MASTER DATABASE)

SSN: 111-77-11m1 Order Type: Normal |
Name: ARNOLD, TOMMY G | Date Retumned: |  7/27/2021
TIO. TEST !
Reason(s) for Return:

Send To: Address 1: |[111 SNORTH ST
Address 2:

| Ithe 1351-2 is not signed
|
City: | INDIANAPOLIS ]

l B

State/Country: IN INDIANA

Zip: 46236

Email: |327800@COMCAST NET ’

Parent Organization: [ DFAS

Address 1: | city|
_ | State/ T ' :
Address 2 | Gountry: | v 2ip:

Remarks |Add any desired remarks here.

4 Send email to traveler

Print Letter 0K Cancel 7 Help

Enter remarks pertaining to the reason for return

1. Send To: - When this screen appears, the traveler's address is displayed. If this information is
correct, no action is necessary. If not, click in the appropriate fields and type the desired
changes.

2. Parent Organization: - If wishing to route the return through the traveler's parent organization,
click in the appropriate fields and type the parent organization's address.
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Note: A new switch in the IATS Maintenance Module was added to make it Mandatory to provide a
Reason for Return when you are returning a request. When this switch is turned on, user must select a
reason from the first Reason(s) for Return combo box. All of the other Reason(s) for Return combo
boxes are optional. The following pop-up message will appear if a reason is not selected from the first
Reason(s) for Return combo box.

IATS.Net X

A reason for the return must be specified in the first
combo box when IATS has been configured to require mandatory
reasons for return or Prepayment Audit has been activated.

3. Reason(s) for Return: - At the first Reason(s) for Return combo box, click on the down arrow
button to display a list of the reasons for return from the Reasons for Return Codes table in
the Maintenance module. When the list is displayed, click on the desired reason to make a
selection.

4. Users may add up to (5) reasons for returning a request. If additional reasons are needed click
in the next available Reason(s) for Return combo box and repeat the instructions from step (7)
above to add additional reasons.

Remarks |You can add your remarks here

4 Send emall to traveler

5. Remarks: - Click in this field and type a remark if desired.

Note: When adding remarks you can emphasize a word by adding a bold, underline, or italics option
as shown above. To use this feature, double click on the word you wish to emphasize. When the
desired word is highlighted, press and hold down the ctrl key on your keyboard and then either press
(b) for bold, (u) to underline, or (i) for italics.

6. Send email to traveler: - Click in this check box if you wish to have IATS send an emalil
message to the traveler explaining why the claim is being returned.

7. Click on the Print Letter button. The Adobe Acrobat Reader screen will appear displaying the
return letter.
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187 Due Da 552023

Date Asturned 4042000
1N T SIN 00005250
REOGCOMCASTNET

Refecence: Travel Oeder # 120000

The Clam has tosr retursed for Ibe followng Reasen(s)
fe bavel erders

Pleace attach traval orders ant 19eum your cam 1 s effce.

8. Click on the Printer Icon button if you wish to print the return letter.
9. The Print screen will appear.
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Print X
I gl NPI338C 14 (HP LaserJet CM1415fnw) v Properties Advanced Help O]
Copies: |'| : [JPnntin grayscale (black and white) [JSave ink/toner (&

P to Print Scale: 96%
(OFA] Current Pages |1 85x 11 Inches
» More Options wur
-~ gy
[ o
Page Sizing & Handling (1) — P
Size Poster Multiple Booklet '_:::;'.::._.._
@ Fit (O Actual size e,
(O Shrink oversized pages (O Custom Scale: 100 %
[[] Choose paper source by PDF page size
Orientation: E— ] —
@ Auto O Portrait (O Landscape
Comments & Forms
Document v Summarize Comments > o
Page 1of 1
Page Setup... Cancel

10. Verify that the PC is configured for the correct printer or make any necessary changes.

11. Select the number of copies you wish to print and lick on the Print button.

12. IATS prints the letter and returns to the Adobe Acrobat Reader screen.

13. If you are finished using the Adobe Acrobat Reader screen, click on the X button in the top
right corner to close the screen.

14. IATS returns to the Return Voucher screen.

15. Click on OK. If the Send email to traveler option was selected, the Email Log screen appears
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Email Log

Emails Sent

Block Order Number SSN Name

Emails Not Sent

Block Order Number SSN Name
» 072721 TEST 111-77-1111 ARNOLD, TOMMY G.
Print Email Log Results OK

16.
17.
18.
19.
20.
21.
22.

23.

24,

249

If you wish to see or print the Email Log Report, click on the Print button.

The Adobe Acrobat Reader screen will appear displaying the Email Log Report.

Click on the Printer Icon button if you wish to print the Email Log Report.

The Print screen will appear.

Verify that the PC is configured for the correct printer or make any necessary changes.
Select the number of copies you wish to print and click the Print button.

IATS prints the letter and returns to the Adobe Acrobat Reader screen.

If you are finished using the Adobe Acrobat Reader screen, click on the red X button in the

top right corner to close the screen.
IATS returns to the Email Log screen. If you are finished, click on the OK button.
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Modify a Returned Request Letter

If you have processed a transaction to return a request to the traveler, you have the ability to modify the
return letter or email message that was previously generated.

@Complete the following steps to "modify" a return letter:

1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.

IATS fee Windews (Examiner View)
| Ble | Edit TJools View Help
Grab Block(s) Return Requests ’ Return Request
Create New Block Transfer Requests From One Block to Another Modify/Email/Print Letter(s)
Process Block Log Requests Print All Return Letters !
Release Block(s) Change Database Purge Return Requests r
View All Completed Blocks : : s I
712712021
Print Block(s) ~ =< | 12262020 |
Email Blockis) ’ 4nge2020 !
262021
Process Collections 32020 |
| |
Access CIVPCS Records 472002020
Special CIVPCS Adpustments
Access DITY Summary Records
Process Block Release Block(s) Print Block(s).. Delete Block(s) New Block
Grab Blocks Log Requests Offine Trans Collections Bxl IATS Y Help

Select a block to work with and choose an action.

2. Atthe Examiner View screen, click on the File menu and then click on the Return Requests
option. Another menu appears offering additional selections.

3. Click on the Modify/Email/Print Letters option. The Return Voucher Record Selection screen
appears.
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Return Voucher Record Selection |

Retumn Voucher Search
® SSN O DD ID Name
11771111 ARNOLD, TOMMY G (111-77-1111) Search

Date Retumed

Vouchers Returned

SSN TEDS s Order Type  StariDate EndDate 22  ReumedBy  DetaillD

> RARRZANAN Notmal YN2020 32020 2712021 | SYSTEM
M7z TEST Normal V2020 3132020 W272021 SYSTEM
Select All Unselect All Email
Qther 0K Cancel Y Hep

4. Atthe Return Voucher Search section at the_top of the screen, click in the appropriate radio
button to select your search by either SSN or DoD ID. After making your selection, enter either
the traveler's SSN or DoD ID at the corresponding input field and then click on the Search
button. The traveler's name will appear in the Name field.

5. Date Returned: - At the Date Returned field, enter the date of the original return letter if you
wish to access the letter by date returned.

6. Search: - Click on the Search button if you wish to access all of the return letters that were
previously generated for this traveler.

7. When the return letter(s) appear for this traveler, click on the letter you wish to modify. You can
also click on the Select All button if there is more than one return letter and wish to modify them
all.

8. When you have selected the letter(s) you wish to modify, click on the OK button. The Return
Voucher screen appears.
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Return Voucher - (ORIGINAL MASTER DATABASE)

SSN: [111-77-11m OrderType: | Nomal |
Name: ARNOLD, TOMMYG | Date Retumed: |  7/27/2021 |
/0. [TEST ]
Reason(s) for Return:
Send To: Ithe 1351-2 is not signed v]
L 2
Ciy: INDIANAPOLIS |
State/Country: |IN INDIANA vl
Zip: W\
Email: |327800@COMCASTNET |
Parent Organization: |D_FAS ]
Address 1- | | city |
Address 2 | | gﬁfM .| zp:

Remarks |Add any desired remarks here.

[C] Send email to traveler

Print Letter 0K . Cancel 7 Help

Enter the first address line

9. Make the required changes to the selected return letter.
10. If desired, click on the Print Letter button. The IATS Report Viewer screen will appear
displaying the return letter.
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187 Due Da 552023

Date Asturned 4042000
1N T SIN 00005250
REOGCOMCASTNET

Refecence: Travel Oeder # 120000

The Clam has tosr retursed for Ibe followng Reasen(s)
fe bavel erders

Pleace attach traval orders ant 19eum your cam 1 s effce.

11. Click on the Printer Icon button if you wish to print the return letter.
12. The Print screen will appear.
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Print X

v Properties Advanced Help @

(TNl NPI338C14 (HP LaserJet CM1415fnw)

Copies: |1 : []Print in grayscale (black and white) [ Save ink/toner ()
P graysc

P to Print Scale: 96%

@ All Cient Pages l] 8.5x 11 Inches

» More Options

Page Sizing & Handling (1) — P
Size Poster Multiple Booklet [ R

@ Fit O Actual size RS,

(O Shrink oversized pages (O Custom Scale: 100 %

[[] Choose paper source by PDF page size

PP |~

Orientation:
@ Auto O Portrait (O Landscape

Comments & Forms

Document v Summarize Comments

Page 1of 1

Page Setup... Cancel

13. Verify that the PC is configured for the correct printer or make any necessary changes.

14. Select the number of copies you wish to print and lick on the Print button.

15. IATS prints the letter and returns to the Adobe Acrobat Reader screen.

16. If you are finished using the Adobe Acrobat Reader screen, click on the red X button in the
top right corner to close the screen.

17. IATS returns to the Return Voucher screen. If you are finished, click on the Cancel button.
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Email a Returned Request Letter

If you have processed a transaction to return a request to the traveler, you have the ability to send an

email notice to the traveler that a request has been returned.

@Complete the following steps to "email" a notice to the traveler that a request has been

returned:

1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.

IATS fee Windows (Examiner View)
[ fle] Edit Tools View Help
Grab Block(s)
Create New Block
Release Block(s)
View All Completed Blocks
Print Block(s) '
Email Block(s)
Post Offfine Transactions
Process Collections
Access CIVPCS Records
Special CIVPCS Adpustments

Access DITY Summary Records

Retumn Requests
Transfer Requests From One Block to Another
Log Requests

Change Database

"

Return Request
Modify/Email/Print Letter(s)

Grab Blocks Log Requesls

Select a block to work with and choose an action.

Process Block Release Block(s)

Offine Trans.

Print All Return Letters '
Purge Return Requests r'
F
72712021
127292020 ‘
|
ANW2020
2672021 ‘
8/372020 ‘
412002020
Delete Block(s) New Block
Exil IATS Y Help

2. Atthe Examiner View screen, click on the File menu and then click on the Return Requests

option. Another menu appears offering additional selections.

3. Click on the Modify/Email/Print Letters option. The Return Voucher Selection screen

appears.
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Return Voucher Record Selection |

Retumn Voucher Search
® SSN O DD ID Name
11771111 ARNOLD, TOMMY G (111-77-1111) Search

Date Retumed

Vouchers Returned

SSN TEDS s Order Type  StariDate EndDate 22  ReumedBy  DetaillD

> RARRZANAN Notmal YN2020 32020 2712021 | SYSTEM
M7z TEST Normal V2020 3132020 W272021 SYSTEM
Select All Unselect All Email
Qther 0K Cancel Y Hep

|

4. Atthe Return Voucher Search section at the_top of the screen, click in the appropriate radio
button to select your search by either SSN or DoD ID. After making your selection, enter either
the traveler's SSN or DoD ID at the corresponding input field and then click on the Search
button. The traveler's name will appear in the Name field.

5. Date Returned: - At the Date Returned field, enter the date of the original return letter if you
wish to access the letter by date returned.

6. Search: - Click on the Search button if you wish to access all of the return letters that were
previously generated for this traveler.

7. When the return letter(s) appear for this traveler, click on the letter you wish to modify. You can
also click on the Select All button if there is more than one return letter and wish to modify them
all.

8. When you have selected the letter(s) you wish to modify, click on the Email button. The Email
Log screen appears.

256



IATS 8.7.3 User Guide

Email Log
Emails Sent
Block Order Number SSN Name
Emails Not Sent
b 072721 TEST 111-77-111 ' ARNOLD, TOMMY G.
Print Email Log Results OK

9. Click the Print button if you wish to print the Email Log report. The Adobe Acrobat Reader
screen will appear displaying the Email Log Report.

18 tmpCEEB g paf - Adobe Acrobat Resder DC (32541}

Ble Bt Yiew Sgn Wndow Hep

Home Tools tmpCEEBtmppdf X
w® 8 Q R MO = BT B 24D
Controlled Unclassified Tnformation
Email Log Report
Block Orxder Number SSN Name Status

10. Click on the Printer Icon button if you wish to print the Email Log Report.
11. The Print screen will appear.
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Print X

(NG NPI338C14 (HP Laserlet CM1415fnw) v Properties Advanced Help ('}

Copies: |1 : [C]Print in grayscale (black and white)  [_] Save ink/toner @®
P grays

P to Print Scale: 96%

@ Al Current Pages 11 85x 11 Inches

» More Options R ——

- —— - - ——

Page Sizing & Handling (1)
Size Poster Multiple Booklet

@ Fit (O Actual size
(O Shrink oversized pages (O Custom Scale: 100 %

[[] Choose paper source by PDF page size

Orientation:
@ Auto O Portrait (O Landscape
Comments & Forms
Document v Summarize Comments > o
Page 1of 1

Page Setup... Cancel

11. Verify that the PC is configured for the correct printer or make any necessary changes.
12. Select the number of copies you wish to print and click the Print button.
13. IATS prints the letter and returns to the Adobe Acrobat Reader screen.

14. if you are finished using the Adobe Acrobat Reader screen, click on the red X button in the
top right corner to close the screen.

15. IATS returns to the Email Log screen. If you are finished, click on the OK button.

16. IATS returns to the Return Voucher Selection screen. If you are finished, click on the Cancel
button.
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Print All Returned Requests

On occasion, user may need to print all of the letters for the settlement requests that have been
returned.

@Complete the following steps to "print" all return letters:

1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.

4TS for Windows (Examines View)
CHle | Edit Tools View Help
Grab Block(s) Return Requests ’ Return Request
Create New Block Transfer Requests From One Block to Another Modify/Email/Print Letter(s) i
Process Block Log Requests Print All Return Letters }
Release Block(s) Change Database Purge Return Requests I
View All Completed Blocks tomer Se é y n2ra02
-' .' Y
Print Blockis) ’ Exit 1272972020
Email Block(s) ’ 4/10/2020
Post Offline Transactions m
62021
Process Collections ’ 832020
Access CIVPCS Records 42002020
Special CIVPCS Adjustments
Access DITY Summary Records

Process Block Refoase Block(s) Print Block(s) Dedote Block(s) New Block

Grab Blocks Log Requests Offine Trans Collections Ext IATS 7 Help

Sedect & block 10 work with and choose an action.

2. Atthe Examiner View screen, click on the File menu and then click on the Return Requests
option. Another menu appears offering additional selections.
3. Click on the Print All Return Letters option. The Select Return Letters Date screen appears.
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712612021 o

Print All Return Vouchers Created On Or After:

Print Cancel

)
[m
D

©

Enter desired date

Examiner Functions

4. Type the desired date in MMDDYY format or click on the down arrow button to use the
Calendar to select the date.

5. When the desired date is displayed, click on the Print button. The IATS Report Viewer screen
will appear displaying the return letter(s).

INCRANAPOUIS. IV 55121

TO!  LANTERN JACK O
187

NN
HMOQCOMCASTNET

Reference: Travel Oeder # 120000

The Clam has tosr retursed for Ihe followng Reasen(s |

PRace A raval rders ant 1AM Your cam 1 TS offce.

Teday's Dae: Mondsy, Apal 24 2023
Due Data’ S5G023
Date Returaed 4247000
SN OIXXXE250

6. Click on the Printer Icon button if you wish to print the return letter(s).

7. The Print screen will appear.
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Print X

(NG NPI338C14 (HP Laserlet CM1415fnw) v Properties Advanced Help \)

Copies: I'l = []Pnint in grayscale (black and white)  [_] Save ink/toner ®

P to Print Scale: 96%

@ All Cutent Pages l] 8.5x 11 Inches

» More Options

Page Sizing & Handling (1) — P
Size Poster Multiple Booklet [ R

@ Fit (O Actual size R,

(O Shrink oversized pages (O Custom Scale: 100 %

[[] Choose paper source by PDF page size

PP |~

Orientation:
@ Auto O Portrait (O Landscape

Comments & Forms

Document v Summarize Comments

Page 1of 1

Page Setup... Cancel

Verify that the PC is configured for the correct printer or make any necessary changes.

Select the number of copies you wish to print and click the Print button.

10. IATS prints all of the return letters created on or after the specified date and returns to the
Adobe Acrobat Reader screen.

11. If you are finished using the Adobe Acrobat Reader screen, click on the red X button in the

top right corner to close the screen.

© oo
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Purge All Returned Requests Records

On occasion, user may need to purge all of the letters for the settlement requests that have been
returned.

Note: In order to purge the Returned Requests table, the user must have the privilege "Purge Return
Request for a Traveler" assigned to their user account by the System Administrator.

l.l-'JICompIete the following steps to "purge" all return letters:
1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.

LATS for Windows (Exammer View)

Cide | Edit Tools View Help
Grab Block(s) Return Requests . Return Reguest
Create New Block Transler Requests From One Block to Another Modify/Email/Print Letter(s)
Process Block Log Requests Print All Return Letters !
Release Block(s) Change Database Purge Return Requests I

View All Completed Blocks

Print Blockis)

Exit 1272972020
Email Block(s ’ AN02020
Post Offline Transactions
S T2B2021
Process Collections 22020
Access CIVPCS Records 42072020
Special CIVPCS Adjustments
Access DITY Summary Records
Process Block Release Block(s) Prnt Block(s) Delete Block(s) New Block
Grab Blocks Log Requests Offline Trans Collections Bt IATS 7 Hep

Sedect a block to work with andd choose an action

2. Atthe Examiner View screen, click on the File menu and then click on the Return Requests
option. Another menu appears offering additional selections.

3. Click on the Purge Return Requests option. The Select Purge Return Requests Date screen
appears.
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Select Purge Return Request Date

Purge All Return Requests Created before this date:
712812021 ¥

OK Cancel = 7 Help

Enter desired date

4. Type the desired date in MMDDYY format or click on the down arrow button to use the
Calendar to select the date.

5. When the desired date is displayed, click on the OK button. IATS purges all of the return letters
created before the specified date.
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Deleting a Request for Settlement

On occasion, a request for settlement must be deleted from a block. For example; a claim may have
been logged to the wrong block, or was computed, but cannot be disbursed because of a missing
receipt.

@Complete the following steps to "delete" a Request for Settlement:

1. Atthe Examiner View screen, select a block through one of the following methods:

# Method 1: - Double click on the desired block listed under the To Do section or by clicking on
the block once and then clicking the Process Block button.

# Method 2: - Click on the desired block listed under the To Do section and then click on the File
menu at the top left corner of the screen. A drop down menu appears listing several options.
Click on the Process Block option.

Note: After selecting a block using one of the (2) methods listed above, the Request Selection screen
appears. At this screen, all requests assigned to the block are listed under the Select Request(s)
section.

2. Atthe Request Selection screen, click on the request to be deleted.
3. When the correct request is highlighted, click the Delete button. The Delete this Settlement
Request screen appears.

Delete 5 Settlonest Requet - Block Nex SCRISIE - Request No' §

MANN, CIVLIAN O C TONO SCRI510
Reguest Type - Sellement
Type of Setsement Parsal
Reenit TO Adwiacon Entthenens Caculshons Financal Remarks

Types of Entifoments Clamed

Effactve Date of Ovders V2 X

Trips/Type Dates Encompassed Stalus Add Enatiemmnt
L Non Te wy Storage - Parsonally Procurod VX0 - 4202020 Viasdated Data
View'Modey
Datoto
<ack Noxt> Ly Sammary Elpsed Ten Cans Comg Show Cales
Hocepts
O Aydton Remacks Ddutn Cancal { Belp

Erer the effecive date for this ordes
4. Atthis screen, click the Delete button at the bottom of the screen. A message will appear asking
if you are sure you wish to delete the request. Click the Yes button.
5. Ifthe option in the IATS Maintenance module has been activated to generate the "Deleted
Details Report", the Reason For Deletion of Claim screen appears.

264



IATS 8.7.3 User Guide

Reason For Deletion Of Claim

Reason 1
Duplicate Claim v
Reason 2

Reason 3

Reason 4

Remarks
'This claim was already submitted for processing.

OK Cancel 'Y Help

Enter a reason for deletion.

Note: The Reason for Deletion of Claim screen only appears when the option "Reason for Delete" has
been enabled in the Maintenance module. [f this screen does not appear, proceed to step 10.

6. Atthe Reason for Deletion of Claim screen, you have the option of placing up to four reasons
for deleting the request by clicking on the down arrow button at the Reason fields.

Tip: At the Reason for Deletion of Claim screen, you have the option of either selecting a reason, or
simply entering a remark into the Remarks text box. One or the other is required. You may also do
both - select a reason from the drop-down list and add a remark if desired.

7. Ifyou click on the down arrow button, a list of all of the reasons that were previously entered
into the "Reasons for Claim Deletion" table in the Maintenance module, will be displayed.
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8. Click on the desired reason from the drop-down list of reasons that will appear after you click on
the down arrow button. Or, click in the Remarks text box and type the reason the request is
being deleted.

9. After selecting a reason, entering a remark, or both, click on OK.

10. The Confirmation Password screen appears next. Type your confirmation password at the
Enter Password field and press Tab or click the OK button. IATS deletes the request and
returns to the Request Selection screen.
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Deleting an Entitlement

On occasion an entitlement must be deleted from a previously entered request for settlement.

@Complete the following steps to "delete" an entitlement from a TDY Request for Settlement:

1.
-

At the Examiner View screen, select a block through one of the following methods:

Method 1: - Double click on the desired block listed under the To Do section or by clicking on
the block once and then clicking the Process Block button.

Method 2: - Click on the desired block listed under the To Do section and then click on the File

menu at the top left corner of the screen. A drop down menu appears listing several options.
Click on the Process Block option.

Note: After selecting a block using one of the (2) methods listed above, the Request Selection screen

appears. At this screen, all requests assigned to the block are listed under the Select Request(s)
section.

W eed

At the Request Selection screen, select a request through one of the following methods:
Method 1: - Double click on the desired request.

Method 2: - Click on the request once and then click the View/Modify button.

At the Request for Settlement Against an Order screen, click on the Entitlements tab. When

the Entitlements tab is displayed, any entitlement already processed against the selected
request appears in the Types of Entitlements Claimed section.

Romit To AdviAcer Entitlorments Calculations Financial Romarks

<Back
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Types of Emmaments Claimed

»

fdorme Not 3 Resorvist
Trips/Type Dales Encompassed Status Add bnerary
(3l Tempotary Duty Trip IN22021 - TNE202) Valdated Data e oo
nw
DRaily Summary Elapsed Time Cons. Comg Show Calcs

Neot>

At the Entitlements tab, click on the entitlement to be deleted.

When the desired entitlement is highlighted, click the Delete button. A message appears asking
if you are sure you wish to delete this entitlement. Click the Yes button. The entitlement
disappears from the Types of Entitlements Claimed section.

If there was more than one entitlement for the claim, click on the Financial tab and then click on
the Modify Accounting button to adjust the accounting lines for the entitlement deleted.

Finish processing the request as usual after modifying the accounting or click on the Cancel
button if no further action is needed.
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View or Modify an Entitlement

On occasion, it may be necessary to re-open a previously computed settlement request, to review or
modify the entries. This function may be performed if the Examiner still has control of the block the
request is assigned to.

@Complete the following steps to "view or modify" an entitlement:

At the Examiner View screen, select a block through one of the following methods:

Method 1: - Double click on the desired block listed under the To Do section or by clicking on
the block once and then clicking the Process Block button.

Method 2: - Click on the desired block listed under the To Do section and then click on the File

menu at the top left corner of the screen. A drop down menu appears listing several options.
Click on the Process Block option.

1.
-

Note: After selecting a block, using one of the (2) methods listed above, the Request Selection screen

appears. At this screen, all requests assigned to the block are listed under the Select Request(s)
section.

2. Atthe Request Selection screen, select a request through one of the following methods:

# Method 1: - Double click on the desired request.

# Method 2: - Click on the request once and then click the View/Modify button.

3. Atthe Settlement Request screen, click on the Entitlements tab. When the Entitlements tab is

displayed, any entitlement already processed against the selected request appears in the
Types of Entitlements Claimed section.

Rormt To AdviAcer! Entitements Calculahons Financal Romarks
Types of Enttlemnents Claimoed
Not & Resenst
Trps/Type Dates Encompassed Status Add Htinerary
L Temporary Duty Try V22021 - 762021 Valdated Data
View/Modify
Dwlete
aly S a Japsed T Cons. Col Show Calcs
<Back pre Dady Summary Elap: ime ns mg Show

4. Atthe Entitlements tab, if more than one entitlement is listed, click on the entitlement to be
viewed or modified.

5. When the desired entitlement is highlighted, click the View/Modify button.
6. Atthe Trip screen, click on the various tabs to view or modify the entries previously made.
7.

When finished viewing or modifying the entries, click the OK button. A message appears asking
if you wish to view/modify the Daily Exceptions. Click Yes or No as desired.

Note: If Yes is clicked to view/modify the Daily Exceptions, another message appears asking if you
wish to recalculate daily meals and/or lodging. If Yes is answered, IATS will recalculate the meals and

lodging based upon the entries made at the itinerary. If changes were previously made at the Daily
Exceptions screen, those changes will be lost.
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8. If the request was modified, click on the Financial tab and then click on the Modify Accounting
button to adjust the accounting lines for the entitlement modified.

9. Finish processing the request as usual after modifying the accounting.

10. If the request was viewed only and no modifications were made, click on the Cancel button. A
pop-up appears asking if you wish to cancel the screen. Click the Yes button. IATS returns to
the Request Selection screen.
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Print Requests

After an advance or settlement request is processed, IATS will produce an approved computer facsimile
of the DD Form 1351 and 1351-2. In addition, IATS also produces a facsimile of Optional Form 1164 for
local vicinity travel.

The IATS generated forms are referred to as the Advance Voucher Summary and the Travel Voucher
Summary.

IATS also produces the Advance Audit Voucher, the Travel Voucher Audit, and the Prepayment
Audit Checklist documents. Audit vouchers provide a printed display of the input made by the
voucher examiner.

Note: Requests may be printed by an IATS user in any of the View modes.

l.lllCOmpIete the following steps to "print" a request:
1. Atthe Examiner, Auditor, or Disbursing View screen, select a block.
2. Atthe Request Selection screen, click on the request you wish to print and then click the Print
Requests button. A pop-up appears listing several printing options.

Print Vouchers with Collection Letters
Print Audits with Collection Letters

Print Vouchers without Collection Letters
Print Audits without Collection Letters
Print PDF Voucher to DB

Print PDF Voucher to File

Email Voucher

Email Audit

Note: If you click on the option, Print PDF Voucher to DB, this process will happen transparently. You
will find the saved request(s) when you run the Retrieve Scanned Documents from Database process.

3. Atthe pop-up, click on the desired option. The following pop-up message will appear asking if
you would like to print the cover sheet only.

Print Cover Sheet

Print Cover Sheet Only?

Yes No

4. Click on Yes or No as desired. The following pop-up message will appear asking if you would
like to print with the traveler's personal identification excluded.
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Mask Pil

Do you wish to print with all the traveler's personal identification information excluded?

Yes No

5. Click on Yes or No as desired. The Adobe Acrobat Reader screen will appear next displaying
the selected print option.

(5 emph0T6kmp pdf + Adebe Acsebat Reader DX
Fle Edt Yiew Son Wodow ek

Homwe Toots tmpS076tmppdf %

w e e Q @ 2 A OO - K T B L2 & O

Personal Data — Privacy Act of 1974 - Handle with care Page No: 1

RELERASE 7.3

.0 Travel Voucher Summary Block: ARMSCI1504B
CLAIM NO -

4
DO Voucher No.
Namess:P: Iase: 2020909292 020202000000 e—e——e————— e
X3 (X Paid By

)

DFAS-IN
899 E. 56TH STREET
Indianapolls

(s}

Start Date: 10/1/201% End Date: 3/25/2020 Paid
Detach Date: 10/1/2019 Report Date: 3/31/2020
IN
SSN: XXX-XX-XXXX T/0 : 111111 462495
Travel Type: PCS Grade/RADK: XXX @ = | < ——mmmmmmorrmmer T
Prepared: 4/3/2020
ARdvances/Pricr Payments: €719.00
supplemental Voucher
WE CERTIFY THAT YOUR CLAIM HAS

Memb/Emp PCS Per Diem ...coceess 1057.00 BEEN REVIEWED FOR ACCURACY.
Memb/Emp MALT ...cccecsccacscass 437.00
House Hold GoOdS ..ccsccccsasnse 10450.00
Total Entitlement ......scs02004 11944.00
Less Partial Payments ........ +o ©719.00

6. Click on the Printer Icon button if you wish to print the selected print option.
7. The Print screen will appear.
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@FEit

Print X
I gl NPI338C 14 (HP LaserJet CM1415fnw) v Properties Advanced Help &)
Copies: |T— : [JPnntin grayscale (black and white) [[] Save ink/toner ®
Pages to Print Scale: 96%

(OF] O Cyrrent OPages [1-2 85x 11 Inches

» More Options

Page Sizing & Handling (1)

(O Shrink oversized pages (O Custom Scale: 100 %

[[] Choose paper source by PDF page size

Orientation:
@ Auto O Portrait (O Landscape
Comments & Forms
Document v Summarize Comments > ' o

Page Setup... Cancel

Size Poster Multiple Booklet

(O Actual size

Page 10of 2

10.
11.

Verify that the PC is configured for the correct printer or make any necessary changes.
Select the number of copies you wish to print and click the Print button.

IATS prints the letter and returns to the Adobe Acrobat Reader screen.

If you are finished using the Adobe Acrobat Reader screen, click on the X button in the top
right corner to close the screen.

Tip: The selected print option may also be printed to a PDF file by clicking on the File menu option at
the Adobe Acrobat Reader screen and then clicking on the Save As option. After activating this option,
you will have to specify what directory to save the file in and the file name.
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Print Blocks

After an advance or settlement request is processed, IATS will produce an approved computer facsimile
of the DD Form 1351 and 1351-2. In addition, IATS also produces a facsimile of Optional Form 1164 for

local vicinity travel.
The IATS generated forms are referred to as the Advance Voucher Summary and the Travel Voucher
Summary.

IATS also produces the Advance Audit Voucher and the Travel Voucher Audit documents. Audit
vouchers provide a printed display of the input made by the voucher examiner.

Note: Blocks may be printed by a user in the Examiner, Auditor, Disbursing or System Administrator
view mode.

@Complete the following steps to "print" a block:

1. Ateither the Examiner, Auditor, or Disbursing View screen, select the block(s) to be printed
by clicking on the desired block(s) listed in the grid.

AATS for Windows (Examiner View)
file Edit Toolks View Help

Red highlighted blocks have been returmed to examiner
To Do

W

L CIVPCS01 Selllemeont Assigned to Examiner 1772021
Assignod to Examiner

PCSGO Seftlerment Assigned to Examiner 832020
PCSRTN Setlloment Assigned 1o Examiner 82020
RETURNED Settlernant Assigned to Examiner 11472021
SCR1514 Settlemant Assigned to Examiner 472002020
Process Block Release Biock(s) Print Block(s).. Delete Block(s) New Biock
Grab Blocks Log Requests Offine Trans Collections Exl IATS ! Help

Sefect a block 10 work with and choose an action.

Tip: More than one block may be selected. To select consecutively listed blocks, click on the first block
you wish to print. Press and hold down the Shift key and then click on the last block you wish to print.
IATS will highlight all of the blocks between the first and last selections. To select multiple blocks that
are not listed consecutively, press and hold down the Ctrl key and then click on the blocks you wish to
print. IATS will highlight all of the selected blocks.

2. After selecting the block(s) to be printed, click the Print Block(s) button or click on the File
menu and select the Print Block(s) option. The following drop down Print menu appears:
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Print Vouchers with Collection Letters
Print Audits with Collection Letters

Print Vouchers without Collection Letters

Print Audits without Collection Letters
Print PDF Voucher to DB

Print PDF Voucher to File

Email Voucher

Email Audit

Examiner Functions

3. Atthe drop down Print menu, click on the desired option. The following pop-up message will
appear asking if you would like to print with the traveler's personal identification excluded.

IATS Notification

Do you wish to print to file with all

Traveler's personal identification information excluded?

Yes

No

4, Click on Yes or No as desired. The following pop-up message will appear asking if you would

like to print the cover sheet only.

Print Cover Sheet

Print Cover Sheet Only?

Yes No

5. Click on Yes or No as desired.

6. If you answer Yes, will generate a PDF file as usual and the Adobe Acrobat Reader screen will

appear next displaying the selected print option.
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(5 empfOT6 tmp pdf © Adebe Acvebet Reader OC

Fle Edt View Sgn Window Heb
Home  Tools tmp9076tmppdf %
Byvw®8 Q @O 2 RO OO - RFT B2 &
Personal Data — Privacy Act of 1974 - Handle with care Page No:
RELEASE 7.3.0 Travel Voucher Summary Block: ARMSC1S504B

CLAIM NO: 24
DO Voucher No.
Name:F Lase: = =020 mmm—meme—eee——eee—e—e—e————eee

.6.0.6.0.0.0.9.6.9.4 Paid By

$.$.9.9.9,0.4.9.0.64

p0.9.6.6.6.6.9.9.9.4 DFAS-IN

8899 E. 56TH STREET
Indianapolls
Start Date: 10/1/2019% End Date: 3/25/2020 Paid
Detach Date: 10/1/2019 Report Date: 3/31/2020
IN

S8N: XXX-XX-XXXX T/0 : 111111 46245

Travel Type: PCS Grade/Rank: XXX = =  ——mmmmmmmmmemeeeee e
Prepared: 4/3/2020
Advances/Pricr Payments: 6715.00
upplemental Voucher
WE CERTIFY THAT YOUR CLAIM HAS
Memb/Emp PCS Per Diem .......... L1057.00 BEEN REVIEWED FOR ACCURACY.
Memb/Emp MALT .vccecassccssnsnse 437.00
House Hold GoOdS ..ccssescecssse 10450.00
Total Entitlement ....cco0s0022... 11944.00
Less Partial Payments .........s €719.00

6. Click on the Printer icon. The Print screen appears.
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Print X
CITNE e NPI338C T4 (HP LaserJet CM1415fnw) v | Properties Advanced Help &)
Copies: [— = [JPnntin grayscale (black and white) [JSave ink/toner (&

Pages to Print Scale: 96%
OF O Cyrrent OPages [1-2 85x 11 Inches

» More Options
Page Sizing & Handling (1)
Size Poster Multiple Booklet

@ Fit (O Actual size
(O Shrink oversized pages (O Custom Scale: I 100 %

[[] Choose paper source by PDF page size

Orientation:
@ Auto O Portrait (O Landscape

Comments & Forms

Document v Summarize Comments > ' o

Page 10of 2

Page Setup... Cancel

Verify that the PC is configured for the correct printer or make any necessary changes.
Select the number of copies you wish to print and then click on the Print button.

IATS prints the block(s) and returns to the Adobe Reader screen.

0. If you are finished using the Adobe Reader, click on the red X button in the top right corner to
close the screen.

B©oo~

Print Cover Sheet

Print Cover Sheet Only?

Yes No

11. If you answer No, The following pop-up message will appear asking if you wish to save the
output to a text file.
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IATS Notification

Save output as a text file?

Yes No

12. Click on Yes or No as desired.

13. If you click on No, IATS will generate a PDF file as usual and the Adobe Acrobat Reader screen
will appear next displaying the selected print option.

14. If you click on Yes, the following Saved Output screen will appear.

h Saved Output X
« v A » ThisPC > Windows (C:) > Temp v O Search Temc el
Organize » New folder -
reports 0 Name Date modifie Type e

RoboHelp-201t | 1099REPORT-Domestic

System-Utility | 1099REPORT-Foreign 4/29/2020 415PM  Text Documer

Temp -| Ehgible-W2 472272020 3:50 PM fext Documen 2 KB
TempPath | SSN-Only 4/23/2020 12:36PM  Text Document 1 KB
TPAX —| W2-Domestic 472272020 &2 P Text [ ment I
TPAX-Help | W2-Foreign §/22/2020 421 PM Text Document 2KB
UpdateDataba:

Upgrade-Syba:

UPLOAD

Users At

LR CRRIATS - Vouchers-020121
Save as type:  Text Files

~ Hide Folders Cancel

15. At the Saved Output screen select the directory/folder to store the saved text file.
16. Enter a name for the text file you are saving at the File name field.
17. Click on the Save button.

Note: If you click on Cancel, IATS will generate a PDF file as usual and the Adobe Acrobat Reader
screen will appear next displaying the selected print option.
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Deleting Blocks in the Examiner View

On occasion it may be necessary to delete a block that's been assigned to an examiner for processing.
The block may have been created erroneously or may have been created with the wrong block number.

Note: A Block may only be deleted if it is empty. If there are any claims associated to the block it
cannot be deleted.

@Complete the following steps to "delete" a block in the Examiner View mode:

1. Atthe Examiner View screen, click on the block you wish to delete and then click the Delete
Block(s) button.
2. The following pop-up message appears asking if you are sure you wish to delete the block(s).

Delete Blocks

Are you sure you want to delete the selected blocks? Click Yes to continue or No to cancel this action.

Click on Yes or No as desired.
The Confirmation Password screen appears.
Type your confirmation password at the Enter Password field and then click the OK button.

IATS deletes the block.

IR
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Release Blocks

Voucher examiners have completed a block when all logged requests are in one of the following
conditions:

® Computed

#  Audited

# Transferred to another block

# Returned to the traveler

# Deleted
Once the IATS user is certain that there are no outstanding logged requests on the block, the next step
is to release it for further processing.

@Complete the following steps to "release" a block:

1. Atthe Examiner, Auditor, or Disbursing View screen, click on the listed block that you wish to

release.
2. IATS will highlight the selected block in blue as shown below.

WATS for Windows (Ecaminet View)
file Edit Jools VYiew Help

Red highlighted blocks have been returned o examiner

To Do
(W)
Block No. Type Block Status Date Received
CNVPCSO1 Settlernent Assigned to Examiner 7021
EVAC Settlement Assigned to Examiner 11/472020
PCSGO Settloment Assigned 1o Examinet B2020
PCSRTN Settlernant Assigned to Examiner 2020
RETURNED Settlemaent Assigned to Examiner 1142021

L SCR1514 Assigned to Examiner 42002020

Process Block ‘ Release Block(s) Print Block(s).. Delete Block(s) New Block

Grab Blocks Log Requests Offine Trans. Collections Exit IATS ? Help

Select a block 10 work with and choose an action,

Note: Before attempting to release a block, it's good idea to determine that all requests on the block
have been processed. This is accomplished by double clicking on the desired block. The Request
Selection screen appears. Look at the Status field to ensure the status of each request is Entered. If
there are any requests in the status "Logged", the request must be processed or deleted from the block
before the block may be released.

3. When the desired block(s) selection is complete, click on the Release Block(s) button. The
Confirmation Password screen will appear.
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Enter Confirmation Password

Enter Password: ||

OK Cancel Y Help

4. Atthe Confirmation Password screen, type your confirmation password at the Enter Password
field and then click the OK button or press Tab.

5. After entering the confirmation password, a message appears asking if you wish to print the
block tickets for the blocks being released. Click on Yes or No as desired.

Note: It's a good idea to always print the block ticket to use as a cover sheet. Settlement requests are
sometimes added to the block or deleted during the processing phase and may not reflect the cover
sheet originally printed, if the block was initially logged into IATS through the logging process.
Disbursing clerks can also use the latest block ticket cover sheet to verify that a valid request exists for
the transactions that appear in the upload file.
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Posting Offline Transactions

On occasion, a payment for an Advance of travel and transportation allowances or Accrued Per Diem
may be made at a location other than where the Request for Settlement is processed. If this type of
payment occurs, and is received by the office that will ultimately process the Request for Settlement.

It's a good idea to post these transactions to the IATS database. Once posted, IATS automatically
creates a suspense record for these items pending final settlement or collection.

@Complete the following steps to "post" an off-line Advance or Accrued Per Diem payment:

1.
2.

281

Login to IATS in the Examiner View mode or change the View to Examiner, if necessary.

At the Examiner View screen, click on the Offline Trans. button or click on the File menu and
select the Post Offline Transactions option. The Select Traveler screen will appear.

At the Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at
the corresponding input field and then press Tab

If the traveler's account exists in the IATS database, the traveler's account information

appears. If the account does not exist, a message appears asking if you wish to create a new
traveler profile. Click on OK to create a new profile. The Verify New Traveler SSN screen will
appear.

Enter the traveler's SSN at the Verify SSN field and click on OK. The Traveler Profile screen
will appear.

After accessing the traveler's account or creating a new profile, a travel order must be selected
or created if necessary.

At the Travel Order Selection screen, any orders existing in the IATS database for the selected
traveler appear in the Order section in the lower portion of the screen. If the desired travel order
number is listed, click on the travel order number and then click on OK.

If the desired order is not listed, enter the order number at the TONO field and then click on
OK. A pop-up message will appear stating that the order does not exist and asking if you wish
to create it.

Click on the Yes button to create a new travel order. The Travel Order screen appears.

. After selecting the travel order or creating a new order, the Accrual, Advance & Transportation

Request Selection screen appears.
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Accrual, Advance, & Trarcportation Request Selection

SMITH, MARKY M TONO: MULTI
Exsting Detais
Detail Date  Date Completed Type ~ StartDate  Dale End Amount  Claim #
Add Modity Delete
Other. 0K Cancel 7 Help

11. At this screen, click on the Add button.
screen appears.

The Accruals, Advances & Transportation Request
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Accruals, Advances & Transportation Requests

SMITH, MARKY M TONO: MULTI

Detail Information

Type: ‘Advance v|
DetailDate: | 7132021 | Amount: | $500.00 |
StartDate: | 7122021 | DOV#  |456789 |
EndDate: | 7162021 | How Paid:  |[EFT v
Date Paid: | 7132021 |
Check/Sched #: | |

Remarks. Emergency payment made at TDY site.

Other. oK ‘Qancel‘?ﬂelp‘

Click on this button to save information

Refer to the Help topic, "Completing the Accruals, Advances & TR screen”, for additional instructions.
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Completing the Accruals Advances and TR Screen

Wuse the following steps to "complete" the Accruals, Advances, & TR screen:

Accruals, Advances & Transportation Requests

SMITH, MARKY M TONO: MULTI

Detail Information

Type: Advance

Detail Date: | 77132021 -] Amount | $500.00 |
Start Date: 722021 | pov#  [456789 |
End Date: 7/16/2021 } How Paid:  [EFT

Date Paid: 7/13/2021 ‘]

Check/Sched #:

Remarks.  [Emergency payment made at TDY site.

Other.. 0K Cancel 7 Help

Click on this button to save information

1. Type: At this field, click on the down arrow button or press the Up/Dn arrow keys on the
keyboard to scroll through the options. When the desired option is highlighted, press Tab to
continue. The following options are available:

# Accrual - Use this option to post an offline transaction for a payment of accrued per diem

# Advance - Use this option to post an offline transaction for a payment of an advance of travel
and transportation allowances

# Transportation Request - Use this option to post the issuance of a government procured
transportation ticket to the traveler's history record.

2. Detail Date: At this field, type the date the transaction was paid or issued to the traveler. You
can also click on the down arrow button and use the calendar to select the date.
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8.

9.

Start Date: This date defaults from the Begin Date entered when the travel order was created.
Type a new date, if applicable, or press Tab to accept the default date. You can also click on
the down arrow button and use the calendar to select the date.

End Date: This date defaults from the End Date entered when the travel order was created.
Type a new date, if applicable, or press Tab to accept the default date. You can also click on
the down arrow button and use the calendar to select the date.

Amount: At this field, type the amount paid to the traveler for the offline transaction.

DOV#: At this field, type the Disbursing Office Voucher (DOV) number assigned to the offline
transaction.

How Paid: At this field, click on the down arrow button or press the Up/Dn arrow keys on the
keyboard to scroll through the options. When the desired option is highlighted, press Tab to
continue.

Check/Sched #: Click in this field and then type the check or schedule number the transaction
was issued against, if applicable.

Remarks: At this field, type any desired remarks that are pertinent to the transaction. These
remarks are posted to the traveler's history record.

10. When finished, click the OK button to save the entries and return to the Examiner screen.



Examiner Functions

View Travel History

The Travel Order History screen is used to provide users with an easy to read inquiry screen, and
includes all necessary travel data elements stored in the travel account database.

Tip: The Travel Order History screen can be accessed from the Examiner, Auditor, Disbursing, or
System Administrator View screen, or by clicking on the Other button when processing a Request for
Advance, or Settlement. Please refer to the instructions below to access the Travel Order History
through either method.

l.ﬂ]CompIete the following steps to "view" a traveler's historical record:

1. Atthe Examiner, Auditor, Disbursing, or System Administrator View screen, click on the
Tools menu. A drop down menu appears listing various options.

2. Click on the History option. The Select Traveler screen appears.

3. At either the Select Traveler screen, there are (2) methods for selecting a traveler account:

# Method 1: - At the Search By field, click in the appropriate radio button to select your search
by either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID
at the corresponding input field and then press Tab.

# Method 2: - Type the first (2) letters of the traveler's last name. A listing appears displaying all
travel accounts in the IATS database beginning with these (2) letters. Click on the Up/Down
arrows next to this listing or press the Up/Down arrow keys on the keyboard to scroll through
the list. When the desired traveler is highlighted, click on the highlighted name.

4. After selecting a travel account, the Travel Order History screen appears.

Tevel Crde Hitory

SMITH, MARKY M. E9

In Suspensa $0.00 Funds Ay
Travel Orders
Order Number SCR1496
Ovder Number Travel Dates Type Issue Date 15suer Funds Suspense
EVAC 2020 10:m02-202010031 Evacuation 20201007 DFAS Army $0.00 |

2020/06/15-20200/18 Normal 20200910

3 SCR1498 20200302- 202003405 Noemal 202002/24
| SCR1509 20200113- 20200117 Noemal 202000105
| oY1 20200309-20200812 Normal 202003902 DFAS Army $0.00
| TRANSIENT 2020007720-2020007/24 PCS 20200717 DFAS Army 30 II'J;
Dsplay

Travel Ovder Details

Transaction  Create  Tolal Claimed / Net In  Pay Check |
Type Date Transaction Apphed  Transaclion Suspense  Method Trace #

202000302- 20200305 Settement 202010311 £3550 75 $3.550.75

Claim No. Travel Dates

* For advances, the Net Transachon Colurmn s the amount of the advance nol yel colkacted

Desplay

| Othar Prot Egt 7 Help

Enter the Ovder with whvich you wish 10 work

Note: This screen is divided into (2) sections; Travel Orders and Travel Order Details. The Travel
Order section, lists every travel order existing in the IATS database for the selected traveler. The
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Travel Order Details sections, lists every transaction existing in the IATS database for the travel order
number highlighted above in the Travel Order section.

At the Travel Order History screen, travel orders can be displayed by the following methods:

Method 1: - Double click on an order number listed in the Travel Order section.

Method 2: - Click on an order number listed in the Travel Order section and then click on the

Display button.

# Method 3: - Type the desired order number at the Order Number field and then click on the
Display button.

6. After using one of the methods above, the Travel Order screen appears for the selected travel

“ LY

order.
Traved Order User ID: SYSTEM Weedsscley, December 30, 2020
Traveler's Name Grade/Rank Order Number/TONO Order Type VIEW ONLY
SMITH, MARKY M E9 E9 R1496 Normal
| Description Remarks :
E Dates :
; Purpose of Trip Site Visit Issue Date 22412020 .
Begn Date 31212020
Issung Organzaton  |DFAS )
= Number of Days 4
Paying Organzation | DFAS
End Date 3502020
DSSNATR 6416
Funds Ay
|
Group Travel (8
Back Next Rone { Hep

| Click 'Done’ button when finished réviewing travel order

Tip: At this screen, the user may click on each tab to review the specific details pertaining to the travel
order.

7. When finished reviewing the Travel Order screen, click on the Done button. IATS returns to
the Travel Order History screen.

@Complete the following steps to "view" travel order details:

1. Click on atransaction listed in the Travel Order Details section and then click on the Display
button. The Travel Order Detail screen appears for the selected transaction.
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Travel Order Detal (Settlement)

SMITH, MARKY M E9

Description

Trace #/Chack #
Block Numbes
Status
Transaction Type
Payment Mathod

Settiement Type

Location Name

Qther

Request

Amounts

SCR1496
Completed
Settlement
EFT

Final - First Subnussion

OFFICEONE

Document

Audit Requrred

Dates / Remarks

Who Had It

Claim Number
Examiner

Auditor

Payment Certified By
Num POC Shipped
Transport Req &
PCS Envoute Type
Trip Number

pDov e

Examiner Functions

TONO: SCR1406

1
SYSTEM, THE
SYSTEM, THE
(Not Avatable)

0

222333444

Tip: At this screen, the user may click on each tab to review the specific details pertaining to the

transaction. Different tabs will be available depending on the type of travel order selected. In addition, if
the Request button is visible at the bottom left corner of the Travel Order Detail screen, you may click
on this button to display the input screens for the selected request.

2. When finished reviewing the Travel Order Detail screen, click on the Exit button. IATS returns
to the Travel Order History screen.

@Complete the following steps to "view" a travel history record from the Advance or Settlement

Request screen:

1. Atthe Advance or Settlement Request screen, click on the Other button. A sub-menu appears
listing various options.
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Settiement Reguert - Mock No: SCRING - Reguest Nex 1

View Only
SMITH, MARKY M E9 TONO SCR1496
Roquest Type - Saltirent
Type of Settloment Finadl - Farst Submission
Reme To AdviAcen Ertheneis Calculatons Francal Romarks
Types of Emtiernonts Clarmed
[ Trawsd Not Pectormed Not & Reservist
Tops/Type Dates Encompassed Status Addd Wterary
L Tempoeary Duty Trp a0 V2020 Vabdated Data
View'Modey
Dolwin
2 R Dy Summary Elapsed Time Cons Comp Show Cales
Rucwipts
B Rates i ?
G—— {  Prnt Roquost Audnor Remarks OK Cancel { Hep
1 Hisoy §
. |
Check th DrIooD bt been perfarmed (Trip not taken)

2. Click on the History option. The Travel Order History screen appears.

3. From this point, follow the instructions provided in the first section above to continue viewing
the Travel Order History screen.

4. When finished viewing the Travel Order History screen, click on the Exit button. The Select
Traveler screen appears allowing you to make a selection and view the history for a different
person, if desired.

5. If you do not want to view the history for another individual, click on the Cancel button to return
to the Advance or Settlement Request screen.
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View Travel History by Order

The Travel Order History screen is used to provide users with an easy to read inquiry screen, and
includes all necessary travel data elements stored in the travel account database.

A new feature was added to IATS that allows the user to look-up a traveler's History record by just
entering a travel order number.

@Complete the following steps to "view" a traveler's historical record:

file Edit | ool View Help

Traveler Profile
To Do Traveler Qrder =

proD Cl
Delete Traveler Profile One DOV # Block Status Dale Received
Dump Traveler |
History
History By Qrder
Change Password
Rates
Change Office
Select New Theme

Select Background Image
New Block
Grab Blocks Log Requests Offiine Trans Colections Exgt IATS Help
Select a block 1o work with and choose an action

1. Atthe Examiner, Auditor, Disbursing, or System Administrator View screen, click on the
Tools menu. A drop down menu appears listing various options.

2. Click on the History By Order option. The Select Order By Travel Order Number screen
appears.
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Select Order By Travel Order Number

Travel Order Number: SCR1496
Traveler: |SMITH, MARKY M v
. ARNOLD, TOMMY G
Begin:
Type: Normal

OK Cancel

3. Atthe Select Order By Travel Order Number screen, enter the order number at the Travel
Order Number field and then press the Tab key.

4. If the order number exists, the traveler's name and traveler order information will appear.

5. Traveler: Atthe Traveler field, you can click on the down arrow button. IATS will list the
names of any other travelers with the same Travel Order Number. Click on the correct traveler
name to make your selection if applicable.

6. If this is the correct order number and traveler, click on the OK button. The Travel Order
History screen will appear.

Tavel Order History

SMITH, MARKY M. E9

L In Suspensa $0.00 Funds Army
Travel Ordexs T
Order Number | SCR1496 !
|
| Ovder Number Travel Dates Type lssue Date 1ssuer Funds Suspense | |
or2roy 2021006/15-202107/20 Normal 202106107 OFAS Army $0.00
EVAC 2020V10:02-20201 031 Evacuation 20201001 DFAS Army $0.00
| FSNS 202000815-202000/19 Noemal 202009'10 DFAS Ay $0.00
MULTI 202107112.202107116 Noemal 20210701 DFAS Army $0.00
202000302- 2020003805 orma 20200224
SCRLOS. i 20200113- 202001717 . Nomnal | 20200105 OFAS | Ay b 3000 .}
Dssplay
| Travel Ovder Detats
[ Clasi Travel Dat Transaction  Create Total Claimed / Net In Pay Check /
. Type Date Transaction  Applled  Transaclion Suspense  Method Trace #
202000302 - 20200505 Settement 202000311 355075 H

* For advances, the Net Transachon Colurmn s the amount of the advance not yet coliected

Desplay

Othar Bt Egt 7 bep

| Enter the Order with which you wish 10 work_
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Refer to the Help topic, "View Travel History", for additional instructions on how to view a traveler's
History.
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View Travel History by DOV Number

The Travel Order History screen is used to provide users with an easy to read inquiry screen, and
includes all necessary travel data elements stored in the travel account database.

A feature was added to IATS that allows the user to look-up a traveler's History record by just entering a
DOV number.

@Complete the following steps to "view" a traveler's historical record:

ple Edit | Zools| view Help
Traveler Profile
To Do Traveler Qrder
DTCD

Delete Traveler Profile

» Dump Traveler : Assigned 1o Examiner 71302018
O7TDY History ment Assigned to Examiner 1302018

History By Qrder

History By DOV

Change Password

Rates

Change Office ’
Select New Theme

Select Background Image

Process Block Redease Block(s) Prnt Block(s) Dedete Block(s) New Block

Grab Blocks Log Requests Offline Trans Colections Ext IATS Help

Sedect a block to work with and choose an action

1. Atthe Examiner, Auditor, Disbursing, or System Administrator View screen, click on the
Tools menu. A drop down menu appears listing various options.
2. Click on the History By DOV option. The Select Traveler / Order by DOV screen appears.
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Select Traveler / Order by DOV
Select DOV 2222222222 ] Search
Name SSN TONO Amount
7 Help 0K Cancel

3. Atthe Select Traveler / Order by DOV screen, enter the DOV number at the Select DOV field.
4. Click on the Search button. The Select Traveler / Order by DOV screen will re-appear listing all
payments associated to the DOV number you entered.
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Select DOV: 2222222222 | Search [}
Name
| M ARNOLD, TOMMY XXX-XX-1111 | TNP002 $2975.28
? Help OK Cancel

295

5. Click on the payment you wish to display the history for.
6. When you have selected the desired payment, click on the OK button. The Travel Order
History screen will appear.
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Vovel Order Hhstery
ARNOLD, TOMMY G E7 In Suspense. 3207528 Funds. |  Amy
Traved Orclers
Order Number | [rNPoo2)
| OuorNumber  TrawiOats  Type
MILPCS [ 202211002-202210017 [
PCS

2022/1121-2022/1205
022/07/01-2022/07/01

Traved Order Detals

ChlWo.| DS | s Dale  Transaction mmmn:'w Trace #

* For advances, the Net Transacbon Column s the amount of the advance not yo! collected Disp

§

Ofrver Brint. Egl

Enter the Oedier with which you wish %0 work

Refer to the Help topic, "View Travel History", for additional instructions on how to view a traveler's
History.
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Printing Travel History

After viewing the Travel History Record, you may want to generate a print-out. A new feature was added
to IATS that allows you mask the traveler's SSN when the print-out is generated.

@Complete the following steps to "print" a Travel History Record:

Towend Ordder Mastory

ARNOLD, TOMMY G C In Suspense $1,000.00 Funds Ay
Travel Orders
Order Number: MULTI
Order Number Travel Dales Type Issue Dale lssuer Funds Suspense
Mminnnm 2021/02108-202102112 Normal 202102101 DFAS Navy $0.00
ADV-TEST 2020007/20-202007/31 2020007720
2020072/12-2021X7/16 Noemad 20210701
SCR1506 2020102/24- 2020002724 Normal 202000217 DFAS Ay $0.00
TEST 2020/0300-20200313 Noemad 2020/03102 DFAS Ay $0.00
Display
Travel Order Dotals
F Transaction  Create Total Clasmed / Net In Pay Chock/
Chaim No. Travel Dates Type Date  Transaction  Applied Transaction Suspense  Method Trace #

» BB 202007116 | Setliement

* For advances, the Nal Transacton Column is the amount of the advanca not yel collected Disi

Print Al Traved Orclers Ext 7 Hep

Prnt Vouchers with Collection Letters

~ Print Sefected Travel Order Orly
Olhex

Enter the Order with wivch 1 Print Vouchers without Coliechion Letters

1. Click the Print button.

2. Atter clicking on either Yes or No, the following pop-up message appears with various print
options.

3. Click on the desired print option. The following pop-up message appears asking if you wish to
print with the traveler's personal information excluded:

Mask Pl

Do you wish to print with the Traveler's personal identification information excluded?

Yes No

4. Click on Yes or No as desired. Another pop-up message appears asking if you want the
Traveler's EFT information printed.
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Print EFT Info

Do you want the Traveler's EFT information printed on the history card?

Yes

No

5. Click on Yes or No as desired. The Adobe Acrobat Reader screen will appear displaying the

selected print option.

|8 trpS00A tmp. pef - Adote Acrotint Resder DX (12-b#)
file [dt Yiew 5Sgn Window Hep

Home Tools tmpSOBAtmp.pdf =

w e e Q

Personal Data - Privacy Act of 1974 - Handle with care

RELEASE 7.3.1.18
CLAIM NO: 58

R O 0O

Travel Voucher Summary

14%

T B 24D

Page No: 1

Block: MULTITRAV

Name :TOMMY G ARNOLD
111 S NORTH ST

INDIANAPOLIS IN 46236

Start Date:

T/O0 : MULTI
Grade/Rank: C

SSN: XXX-XX-1111
Travel Type: TDY
Advances/Prior Payments: 0.00
Full Voucher

7/12/2021 End Date: 7/

DO Voucher No.

DFAS-IN
8899 E. 56TH STREET
Indianapolis

Paid
IN

Prepared: 7/26/2021

Memb/Emp TDY Per Diem
Memb/Emp Reimbursables

..........

---------

Total Entitlement
Less Partial Payments

..............

..........

Total Charged to Acct. Class

547.50
40.00
587.50
0.00

WE CER
BEEN R

TI
EV

FY THAT YOUR CLAIM HAS
IEWED FOR ACCURACY.

6. Click on the Printer Icon button if you wish to print the selected print option.

7. The Print screen will appear.
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Print X
I gl NPI338C 14 (HP LaserJet CM1415fnw) v Properties Advanced Help &)
Copies: |T— : [JPnntin grayscale (black and white) [[] Save ink/toner @®
Pages to Print Scale: 96%

(OF] O Cyrrent OPages [1-2 85x 11 Inches

» More Options
Page Sizing & Handling (1)
Size Poster Multiple Booklet

@ Fit (O Actual size
(O Shrink oversized pages (O Custom Scale: 100 %

[[] Choose paper source by PDF page size

Orientation:
@ Auto O Portrait (O Landscape
Comments & Forms
Document v Summarize Comments > ' o

Page 1of 2

Page Setup... Cancel

8. Verify that the PC is configured for the correct printer or make any necessary changes.

9. Select the number of copies you wish to print and click the Print button.

10. IATS prints the selected print option and returns to the Adobe Acrobat Reader screen.

11. If you are finished using the Adobe Acrobat Reader screen, click on the X button in the top
right corner to close the screen.

Tip: The selected print option may also be printed to a PDF file by clicking on the File menu option at
the Adobe Acrobat Reader screen and then clicking on the Save As option. After activating this option,
you will have to specify what directory to save the file in and the file name.
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Display Rates

While using IATS, the user may find it necessary to look-up a rate on occasion. The Display Rates
screen provides the user with an easy way to look up various rates that will assist in processing the
various travel transactions or answering inquiries.

@Complete the following steps to "display" rates:

Access the Display Rates screen through one of the following methods:
Method 1: - Click on the Tools menu and then select the Rates option.
Method 2: - Click on the Other button and select the Rates option.
Method 3: - Click on the Lookup button and select the Rates option.

After using one of the (3) methods listed above, the Display Rates screen appears.

& & -

Display Rates

Allowances Based on Cost Schedules o
Bulky Articles Allowances

Ferry and Bridge Tolls

Florida Termination Allowances

Pickup or Delivery Transportations Allowances

Temporary Quarters & Subsistence Expense

Federal Marginal Tax Rates

Federal Estimated Tax Rates

FICA/Medicare Rates and Retirement Plans

All States Tax Schedules for 2019 RITA's and Beyond

All States Tax Schedules for 2018 RITA's and Earlier
Puerto Rico Only (from 2006 until 2018)

M&IE Rates

Country/States Descriptions

Locality Descriptions

City Names

View All Rates

Locality Rates

Negotiated ILP Rates v

Display Cancel Y Help

2. Atthis screen, the various rates tables in the IATS Maintenance module are listed.
3. Double click on one of the listed tables or click on a item and then click the Display button.
IATS displays the screen for the selected rates table.
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4. After reviewing the selected rates screen, click the Cancel button to close the screen.
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Display ILP Negotiated Rates

While using IATS, the user may find it necessary to look-up an ILP Negotiated Rate on occasion. The
Display Rates screen provides the user with an easy way to look up various rates that will assist in
processing the various travel transactions or answering inquiries.

@Complete the following steps to "display" ILP Negotiated Rates:

Access the Display Rates screen through one of the following methods:
Method 1: - Click on the Tools menu and then select the Rates option.
Method 2: - Click on the Other button and select the Rates option.
Method 3: - Click on the Lookup button and select the Rates option.

After using one of the (3) methods listed above, the Display Rates screen appears.

& & -

Display Rates

Pickup or Delivery Transportations Allowances o
Temporary Quarters & Subsistence Expense

Federal Marginal Tax Rates

Federal Estimated Tax Rates

FICA/Medicare Rates and Retirement Plans

All States Tax Schedules for 2019 RITA's and Beyond

All States Tax Schedules for 2018 RITA's and Earlier
Puerto Rico Only (from 2006 until 2018)

M&IE Rates

Country/States Descriptions

Locality Descriptions

City Names

View All Rates

Locality Rates

Negotiated ILP Rates

Advance Percents

Audit Parameters

Zero Voucher/Suspense Parameters

Reasons for Voucher Return v

Display Cancel Y Help

2. At this screen, the various rates tables in the IATS Maintenance module are listed.
3. Click on Negotiated ILP Rates and then click on the Display button. IATS displays the
Maintain ILP Rates screen.
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Maintain ILP Rates

Select Country/Slate
Enter Country/State Selection | 7
Select Locality
Enter Locality Selection
Maintain Rates
Dealots nsert
Print 0K Cancel 7 Help

Enter the Country State you wish to select.

4. Enter State/Country Selection: - Click on the down arrow button at the Enter State/Country
Selection field. A drop down listing of state/country names will be displayed.
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Maintain ILP Rates

Select Country/Slate

Enter Country/State Selection | =

|AA APO/FPO SOUTH/CENTAL AMERIC «
'AE APO/FPO EUROPE
Select Locality AFGHANISTAN
'AK ALASKA
- :
Enter Locality Selection iAL BANIA
ALGERIA
/ALL-OCONUS LOCS NOT LIST
Maintain Rates 'AMERICAN SAMOA
/ANDORRA
Effective Date  Commercial Ri /0 OLA
, ANGUILLA
" |ANTARTICA
|ANTIGUA AND BARBUDA (FT NOTE)
AP APO/FPO PACIFIC
|AR ARKANSAS
'/ARGENTINA
'/ARMENIA
|IARUBA -(ALSO NETH ANTILLLES)
iASCENSION ISLAND
'AUSTRALIA
AUSTRIA
'AZ ARIZONA
'AZERBAIJAN
'BAHAMAS THE
Print 'BAHRAIN
'BANGLADESH
'BARBADOS
‘RFI ARLIS

Enter the Country State you wish to select.

5. Scroll through the list until the desired state/country name is highlighted. You can scroll by
either pressing the up/dn arrow keys on your keyboard or clicking on the up/dn arrow buttons
on the slider bar at the right side of the list.

6. When the desired state/country name is highlighted, press Enter or click on the highlighted
name to make your selection. The Name for the selected state/country will now appear in the
Enter State/Country Selection field.

7. Press Tab to proceed to the Enter Locality Selection field.
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Maintain ILP Rates

Select Country/Slate
Enter Country/State Selection AL ALABAMA v
Select Locality
Enter Locality Selection | v
ANNISTON ARMY DEPOT
N 'BIRMINGHAM IAP AGS
PO [FT MCCLELLAN (ANNISTON)
- T FT RUCKER
Effective Date = Commercial '4GUNTER ANNEX AFB (MON)
b ' HUNTSVILLE
MAXWELL AFB (MON)
'REDSTONE ARSENAL (HUN)
Delote Inserl Apply
Print 0K Cancel 7 Help

Enter the County/Locality Code.

8. Atthe Enter Locality Selection field, click on the down arrow button. IATS will display a list of
Locality Descriptions that have already been established for the selected state/country.
9. Click on the desired Locality Description.
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Maintain ILP Rates

Select Country/Slate
Enter Country/State Selection AL ALABAMA v
Select Locality
Enter Locality Selection  BIRMINGHAM %
Maintain Rates
b
1172021 | $89.00 | $0.00 $0.00
11112020 $99.00 $0.00 $0.00
10/1/2019 $98.69 $0.00 $0.00
112019 $96.00 $0.00 $0.00
10/1/2018 $95 35 $0.00 $0.00 ¥
Delete Insert Apply
Print OK | Cancel 7 Help

Modify rate start-date and value.

10. After you have selected the desired Locality Description, IATS displays an Effective Date an
various Rate Fields for the location.

11. When you are finished viewing the rates, click on either the OK or Cancel button to close the
screen.
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Display Locality and Proportional Meal Rates

While using IATS, the user may find it necessary to look-up a rate on occasion. The Display Rates
screen provides the user with an easy way to look up various rates that will assist in processing the
various travel transactions or answering inquiries.

@Complete the following steps to "display"” locality and proportional meal rates:

Access the Display Rates screen through one of the following methods:
Method 1: - Click on the Tools menu and then select the Rates option.
Method 2: - Click on the Other button and select the Rates option.
Method 3: - Click on the Lookup button and select the Rates option.

& & -

After using one of the (3) methods listed above, the Display Rates screen appears.

Display Rates

Allowances Based on Cost Schedules &
Bulky Articles Allowances

Ferry and Bridge Tolls

Florida Termination Allowances

Pickup or Delivery Transportations Allowances

Temporary Quarters & Subsistence Expense

Federal Marginal Tax Rates

Federal Estimated Tax Rates

FICA/Medicare Rates and Retirement Plans

All States Tax Schedules for 2019 RITA's and Beyond

All States Tax Schedules for 2018 RITA's and Earlier
Puerto Rico Only (from 2006 until 2018)

M&IE Rates

Country/States Descriptions

Locality Descriptions

City Names

View All Rates

Locality Rates

Negotiated ILP Rates v

Display Cancel Y Help

2. When the Display Rates screen is displayed, the Locality Rates option is already highlighted.
Click on the Display button to continue. The Maintain Locality Rates screen appears.
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Maintain Locality Rates

Select Country/Slate

Select Locality

Maintain Rales

Modify rate start-date and value.

Effective Date Maximum Lodging M & IE Rate :
» 10/1/2019 $128.00 $56.00
11,2019 $125.00 $56.00
10/1/2018 $125.00 $56.00
1172018 $119.00 $54.00
10/1/2017 $119.00 $54.00

512017 $107.00 $54 00 ¥

Delete Insert Apply
Print OK Cancel ¢ Help

Enter Country/State Selection IN INDIANAR

Select Country/State and Locality by Zip 46226

Enter Locality Selection INDIANAPOLIS / MARION

3.

At the Enter Country/State Selection field, type the first two letters of the country or state
name. IATS displays the first locality beginning with these two letters. If the desired state or
country is not highlighted, click press the Up/Dn arrow keys on the keyboard until the desired
location is highlighted. Once the desired locality is highlighted, press Tab.

You can also click on the down arrow button to display the listing of countries and

states. When the list is displayed click on the up or down arrow button to scroll through the
list. When the desired location is displayed, click on the location to make your selection.
Select Country/State and Locality by zip code (CONUS only): If the selected locality is within
CONUS, enter the zip code for the desired locality and press Tab.

Enter Locality Selection: If the selected locality is within OCONUS, type the first two letters of
the country name. IATS displays the first locality beginning with these two letters. If the desired
country is not highlighted, click on the Up/Dn arrow buttons or press the Up/Dn arrow keys on
the keyboard until the desired location is highlighted. Once the desired locality is highlighted,
press Tab.

You can also click on the down arrow button to display the listing of localities within the
selected country. When the list is displayed click on the up or down arrow button to scroll
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through the list. When the desired location is displayed, click on the location to make your
selection.
8. IATS displays the associated per diem rates, by effective date, in the Maintain Rates section.

Tip: Generate a print-out of the selected locality rates, if desired, by clicking on the Print button.
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Dump Traveler Data

The Dump Traveler Data feature was developed for the purpose of being able to generate an output file
containing all of the details for a particular travel account.

This program is useful when attempting to research problems. When the user runs this process, IATS
creates a zipped output file that the user can then transmit to DFAS-IN or Professional Software
Consortium for analysis. Using this data, the programmers can determine what is causing a particular
problem or where an error exists in the program.

@Complete the following steps to "run" the Dump Traveler process:

1. Atthe Examiner View screen, click on the Tools menu and select the Dump Traveler option.
The Select Traveler screen will appear.

Select Traveler Controlled Unclassified Information (CUI)
Search By SSN: Name
b SMITH, MARKY M
O DoD ID 111-88-1111 ; v
Address-1 11122 E WEST ST | GradeRank:  |E9
Address-2 ] Organization { DFAS
City: INDIANAPOLIS | DSSN: 5150
State/Country INDIANA I Obfuscate Sensitive Data
Zip Code: 46226 y
You can add a remark here to explain why you are creating a dump of the traveler's data
OK Cancel 7 Help
Enter the ID of the employee/member that you wish to find

2. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at
the corresponding input field and then press Tab.

3. When the traveler's account information appears, ensure that a check mark appears in the
check box next to the words Obfuscate Sensitive Data.
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4. At the bottom of the Select Traveler screen you will see a text box where you can enter some
remarks explaining why you are creating a dump of the traveler's data.

5. lyou do not enter any remarks, you will see the following pop-up message appear when you
click on the OK button to continue.

IATS.Net

You have not entered a remark describing this dumpdata. Do you wish
to do so?

Yes No

6. Click on the Yes button if you would like to enter some remarks. If not, click on the No button to
continue.
7. click on the OK button. The Browse For Folder screen appears.

Browse For Folder X

Select Dump Traveler Folder

Current Folder: c:\UPLOAD\DumpData

TempPath A
TPAX

TPAX-Help
UpdateDatabase
Upgrade-Sybase-17
UPLOAD

Users

w2

Wac

Windows

Make New Folder Cancel

8. Atthe Browse For Folder screen, navigate to the directory/folder where you want the dump
traveler file to reside.

9. When you have selected the desired directory/folder, click on the OK button. IATS creates the
output file and displays the following message.
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IATS.Net X

“ Traveler data saved to: CG:\UPLOAD\ 220000001.zip

10. Click on OK to continue.
11. You will find the Dump Traveler output file in the directory/folder selected at the Browse For
Folder screen.

Note: IATS will obfuscate the traveler's real SSN and change it to 220000000 the first time a dump
traveler is created in your database. That will also be the filename for the zip file. The next time a dump
traveler is created the traveler's real SSN and the zip file name will be changed to 220000001. It will
increment by one number each time a dump traveler is created in your database. Once the incremental
number reaches 980000000, the numbering will restart at 220000000.

12. Copy the file to a disk or attach it to an e-mail message and forward the file to the desired
organization for analysis.
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View Completed Blocks

After a block is in the status "Completed" examiners may view the details of these blocks if desired.

@Complete the following steps to "view" completed blocks:
1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.

[file| Edit Tools View Help
Grab Block{s) Return Requests ’
Create New Block Transfer Requests From One Block to Another

Process Block Log Requests

Release Block(s) Change Database
View All Completed Blocks R ONing ’
Print Blockis) ’ Exit 1272972020

Email Block(s) 41002020

Post Offline Transactions

mne2021
0 ~all i0 ,
Process Caollections 2020

Access CIVPCS Records 42072020

Special CIVPCS Adjustments

Access DITY Summary Records

Process Block Release Block(s) Pnnt Block(s). . Delate Block(s) New Block

Grab Blocks Log Requests Offine Trans Cobechons Ext IATS ? Help

Sedect & block 10 wark with and choose an action

2. Atthe Examiner View screen, click on the File menu and then click on the View All Completed
Blocks option. The View All Completed Blocks screen appears next.
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View AR Completed Blocks (ORIGINAL MASTER DATABASE)

Block No. Office Type Block Status Status Date Who Has It
OMD 415202
ADV1 OMD Advance | Completed | 72002020 SYSTEM
ADV2 OMD Advance Comploted | T20r2020 SYSTEM
CWVPCS OMD Sattioment Completed ANT2020 SYSTEM
CVPCS OMD Settlernent Completed 2372021 SYSTEM
ETTRA OMD Settlernent Completed 4232020 SYSTEM
EVAC OoMD Setternent Completed 21267200 SYSTEM
MILITARYD1 OMD Seltlernent Compleled 8372020 SYSTEM
MILUTARY0S OoMD Sattioment Complated 2227200 SYSTEM
NAVY OMD Settlement Completed 2252021 SYSTEM
SCR1496 OMD Settlernent Comploled V212020 SYSTEM
SCR1506 OMD Sattlement Complated 472002020 SYSTEM
TOY OMD Settlement Completed 462020 SYSTEM

Selacl All Unselact All

Eind Block -
Print. [ Display Done { Help

3. Atthe View All Completed Blocks screen, select the block(s) you wish to view.

Note: At this screen, the Examiner may Print, Display or Archive the listed blocks as desired. Select the
block(s) and click on the Print or Display button as desired. If there are more blocks in the database
than can be displayed all at once on the View All Completed Blocks screen, users can type the block
number at the Find Block field for a quick search.

4. When finished viewing the blocks, click the Done button to return to the previous screen.
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Archive Completed Blocks

A new feature was added to IATS that allows an Examiner to archive completed blocks.

@Complete the following steps to "archive" completed blocks:

1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.

[fie] Edit Tools Yiew Help
Grab Block{s) Return Requests ’
Create New Block Transfer Requests From One Block to Another

Process Block Log Requests

Release Block(s) Change Database
View All Completed Blocks B <
Print Blockis) ’ Exit 122972020

Email Block(s) 4102020

Post Offline Transactions

‘ mnea021
Process Caollections b 82020

Access CIVPCS Records 4202020

Special CIVPCS Adjustments

Access DITY Summary Records

Procsss Block Release Block(s) Pnnt Block(s). . Delate Block|(s) New Block

Grab Blocks Log Requests Offine Trans Collections Ext IATS 7?7 Help
Sedect & block 10 wark with and choose an action

2. Atthe Examiner View screen, click on the File menu and then click on the View All Completed
Blocks option. The View All Completed Blocks screen appears next.
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View AR Completed Blocks (ORIGINAL MASTER DATABASE)

Block No. Office Type Block Status Who Has It
OMD Saettlornent W02

ADV1 OMD Advance Completed | SYSTEM
ADV2 OMD Advance Comploted SYSTEM
CIVPCS OMD Saettloment Completed SYSTEM
CINPCSD OMD Settiernent Completed SYSTEM
ETTRA OMD Settlorment Comploted SYSTEM
EVAC OoMD Settlement Completed SYSTEM
MILITARYD1 OMD Seltloment Completed SYSTEM
MIUTARY0S OMD Sattloment Complated SYSTEM
NAVY OMD Settlement Completed SYSTEM
SCR1496 OMD Settlemnent Comploted SYSTEM
SCR1506 OMD Saettlement Complated SYSTEM
TOY OMD Settlement Completed SYSTEM

|

|

Selacl All Unselact All

Eind Block
fi

Brint. (i [Display Done 7 Help

3. Atthe View All Completed Blocks screen, select the block(s) you wish to view.

Note: At this screen, the Examiner may Print, Display, or Archive the listed blocks as desired. Select
the block(s) and click on the Print button. If there are more blocks in the database than can be
displayed all at once on the View All Completed Blocks screen, users can type the block number at the
Find Block field for a quick search.

4. After selecting a block and clicking on the Print button, a drop down menu of printing options
appears.

Print Block Selection Screen

Print Block Ticket

Print Audits With Collection Letter

Print Audits Without Collection Letter
Print Vouchers With Collection Letter
Print Vouchers Without Collection Letter
Print Vouchers As PDF to DB

Email Log Notice
Email Vouchers
Email Audit
Archive Block(s)

5. Atthe drop down menu, click on the Archive Block(s) option. The following pop-up message
appears asking if you wish to mask the personal information.
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Mask PlI

Do you wish to mask traveler Pll data while archiving the selected blocks?

Click on Yes or No as desired.

After clicking on Yes or No, IATS creates a folder for the selected block and places it in the
folder established in the Maintenance module for Download files.

8. When finished archiving blocks, click the Done button to return to the previous screen.

No
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View Archived Blocks

Once a completed block has been archived, you may view the archived blocks.

@Complete the following steps to "view" archived blocks:

1. Using Windows Explorer, navigate to the folder established in the Maintenance module for
Download files.
| = | 1099
File Home Share View
— v 4 » ThisPC » Windows (C:) > DOWNLOAD » 1099
v 2, Windows(C:) A Name ) Date modified Type Size
s A 111881111 _SCR1509_14 2/11/2021 1:17 PM Adobe Acrabat D 9 KB
1099-Int € index 2/1172021 117 PM Microsoft Edge H | KB
AAPS
AAPS-Pay-Tabi
AF-Videos
ALK Technolog
ARMA
ARMA-Help
Auto-Backup
CG Files
ClhickFeed
Databases
Dell
DOWNLOAD
FTP Files

2. Open the folder for the Download files and then double click on the folder for the desired
archived block.

3. Once the folder for the archived block is opened, you will notice a file in this folder named
"Index".

4. Double click on the Index file. The following screen is displayed:

[ Block Ticket: 1099 X | +
C @ File | C/DOWNLOAD/1099/index.html
Requests In Block 1099
| SSN / Name | TONO | | Date | |Detail ID |Documents Images
111881111 / SMITH, MARKY| [SCR1509] [01/13/2020 - 01/17/2020] | 14) [Voucher ||

318



IATS 8.7.3 User Guide

Note: All claims contained in the archived block will be listed.

5. Click on the Voucher link in the Documents column. This will cause the following screen to
appear showing the selected claim.

[Y ook Tickee 3200 X B 1188 RI500_ 14 pot x |-

Tip: Click on the Back button to return to the previous screen if you wish to display another claim.

6. When finished viewing archived blocks, click on the (X) in the top right corner of the Explorer
screens until all windows are closed.
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Changing Database Login

This feature allows an IATS user to login to a different database without having to log out of IATS,
select a different database and then login to the new database.

@Complete the following steps to "login" to a different database.

1. Atthe Examiner View screen, click on the File menu and select the option Change Database.
The Change Database Login screen will appear.

Change Database Login

User Name: DAVE

Password: seesessssenee

ATSCG B
WinlATSCG
Winiats-Gema
WinlATS-MC

O WinlATS-ARMA p
WinlATS-Net ‘
WinlATS-Navy -
Select the database to which WinlATS-AMC r

WinlATS-DLA

2. Atthe Change Database Login screen, click on the down arrow button at the Database field. A
list of available database(s) is displayed.

3. Click on the database you would like to login to.

4. If the login was successful, you will see the following message.

Connected To New Database @

You are now connected to: WinIATS-MC

5. Click on OK.

6. If your User Name and Password is different in the database you are currently logged into and
the one you are trying to switch to, you will see the following message.

Unable To Connect &

IATS was not able to successfully connect to the database with the USER/PWD
suppied. Try another.
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7. Click on OK.
8. You will now see the User Name and Password field displayed at the Change Database Login
screen.

Change Database Login

User Name: SYSTEM

Password: sscsee
Database: WinlATS-Amy v
o ][ o (2 |

9. Enter the correct User Name and Password and then click on OK.
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Transfer Requests from Examiner View

On occasion, it may be necessary for the Examiner to transfer the requests from one block to another
block. This normally occurs when most of the requests on a block are processed, but there are some
claims that cannot be completed for some reason. The un-processed requests must be re-assigned to
another block to allow the processed claims to be disbursed.

Note: An Examiner may only transfer requests from one block to another that he/she has control of.

@Complete the following steps to "transfer" requests from one block to another:

IATS for Windows (Exarmines View)

file | Edit Tools \iew Help
Grab Block(s) Transfer Requests From One Block to Another er
Create New Block Log Requests

Process Block Change Database el

Release Block(s) tomer Se ’ [ Date Received

View All Completed Blocks Exit

Print Block(s) ’ AN52019
AN72019
452019
4N720019

Post Offline Transactions

Process Collections '
Access CIVPCS Records

Special CIVPCS Adjustments
Access DITY Summary Records

Return Requests '

Process Block Release Block(s) Ennt Block(s) Delele Block(s) New Block

Grab Blocks Log Requests Oftine Trans Colections Exit IATS Help

Select a block to work with and choose an action
1. Atthe Examiner View screen, click on the File menu option. IATS displays a list of functions
that may be performed using the File menu option.

2. Click on the Transfer Requests From One Block to Another option. The Reassigh Requests
to Another Block screen appears.
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Reaszign Requests to Ancther Block

To Block:

Select the block you wish to move dlaims from

3. From Block: At the From Block field, you can simply enter the number of the block you wish to
transfer a claim from and then press Tab. Or,you can also click on the down arrow button. A
drop down listing will appear displaying all of the blocks in the database that are currently
under your control. Click on the desired block number to make a selection. After selecting a
block, all of the requests assigned to the block are displayed below in the Claims In Original
Block section.
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FPeasnign Requests to Another Block

From Block: |1406SCR - To Block v

mn SCR1406

111661111 1406-

v ‘ 40¢ 4 ]
111551111 11427 | 91012018

Select the block you wish to move dlaims from

4. To Block: At the To Block field, you can simply enter the number of the block you wish to
transfer a claim to and then press Tab. Or,you can also click on the down arrow button. A drop
down listing will appear displaying all of the blocks in the database that are currently under

your control.

FPeasuign Requests to Another Block

From Block: | 1406S5CR v To Block. | @

111

[ 111661111
111881111
111551111

Select the block you wish to move the claims to.
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5. Click on the desired block number to make a selection.

Feasuign Requests to Another Block

From Block: {1408SCR 8 ToBlock |TDY2 /]

SCR1406
1406-2

o ‘ ¢ 4/1 ‘
111551111 11427 | 9102018

Select the block you wish to move the claims to.

6. Claims In Original Block: In this section, click the check box in the column to the left of the

SSN column to select the claim you wish to transfer.
7. After you have selected the desired claim, click on the arrow button in the middle of the screen

to move the claim from the From Block side to the To Block side.
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Reaszign Requests to Ancther Block

From Block: | 1406S5CR -

I4DBSCR. ToBlock |TDY2 |

\ | u
anrmn SCR1406 SCR1414
[ 111661111 1406-2 1406-
111551111

Select the block you wish to move the claims to.

8. When you have moved the claim you wish to transfer to the To Block side of the screen, click on
the Reassign button. The Confirmation Password screen will appear.

9. Type the confirmation password at the Enter Password field and then click on the OK
button. IATS transfers the claim and displays the following message.

Success X

The selected claims have been successfully transfered.

OK

10. Click on OK.
11. If you are finished transferring claims, click on the Done button.
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Access PCS Summary Records

Periodically, an IATS user may want to view the PCS Summary Records for a particular employee or
member. Users may need to answer questions regarding the computation of an entitlement or to verify
the posting of payment information.

Tip: PCS Summary Records can be accessed from the Examiner View screen, or by clicking on the
Other button when viewing or processing a Request for Advance, or Settlement. Please refer to the
instructions below to access PCS Summary Records by either method.

Note: The privilege "View Civilian PCS Summary Records" must be granted for the user's account in
order for an IATS user access to CIVPCS Summary Records.

2 Complete the following steps to "view" a PCS Summary Record:

1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.

2. Atthe Examiner View screen, click on the File menu and then click on the Access PCS
Summary Records option. The Select Traveler screen appears.

3. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at
the corresponding input field and then press Tab. When the account information appears, click
on OK. The Traveler Order Selection screen will appear.

4. Atthe Traveler Order Selection screen, any travel orders existing in the database for the selected
traveler appear in the Order section.

5. Click on the order number associated with the PCS record you wish to access and then click on
the OK button. The selection screen for the PCS summary record associated with the selected
travel order appears. The following example represents the selection screen for a CIVPCS travel

order.
S/;len Cavikan -‘L ;J’T\"‘-!l‘, Record
MANN, CIVILIANO O C TONO: CIVPCS
Amount
1st Date of 2nd Date of Payment
Entitlormont Paid 1o How Croated Supplomental
Expense Expense Toovelas Date
| 3 Enroute Travel 11212021 32021 $344 96 2002021  Syslem Generatod | |

Miscellaneous 201 $1,260 83 W20'2021  System Generated
TQSE - Lump Sum BA2021 Ba20 $5324 59 920:2027  System Generated
Personally Procured HHG ae2021 $14 984 52 Systern Generated

Yearly Summary Print Delete ViewModify New

Other Close { Help

6. Click on the PCS transaction you wish to display and then click on the View/Modify
button. The Summary Records screen appears.
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MANN, CIVILIANO. C

Systom Generated Summary Record
Expense:.  Enrouts Travel

Amount of Entitiement:
Number of Persons on Enroute Travel
TR Cost
Meals
Lodging
Transportaton
Non-taxable Fringe Benefits
State. IN Slate Wages
Excess Med
Voucher

Other_, Summary Print

Enter the Voucher Number for this expense

17

L 2]

Excess Med Rale
Dysbursing Date

TONO: CIVPCS

- 7312021
$3556
2200 YTD IATS Wages
YTD Payroll Wages
FICA:
$100.32
Medicare
$455 99
$100.32 Net Pad

0.00 State Withheld

920:2021

Payment Date

> Expected Payment Year 2021

000 % Excess Med Tax

$000
$750 000 00
$0.00
$661

$344 96

$0.00

[ 9202021 |

7. When finished viewing the PCS Summary Records screen, click on the Cancel button to return
to the selection screen.

8. Iffinished viewing PCS Summary Records for the selected traveler, click on the Cancel button
to return to the Travel Order Selection screen. At this screen, enter a new SSN to view the
records for a different traveler or click on the Cancel button to return to the Examiner View

screen.
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Special CIVPCS Adjustments

A feature has been included with IATS that allows the Examiner to access CIVPCS Summary Records
and perform special adjustments to the data that was previously entered.

Note: This feature is only allowed for CIVPCS Summary Records that were manually entered.

l.ﬂ]CompIete the following steps to "perform” a CIVPCS Special Adjustment:

1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.

2. Atthe Examiner View screen, click on the File menu and then click on the Special CIVPCS
Adjustments option. The Select Traveler screen appears.

3. Atthe Select Traveler screen, click in the appropriate radio button to select your search by
either SSN or DoD ID. After making your selection, enter either the traveler's SSN or DoD ID at
the corresponding input field and then press Tab. When the account information appears, click
on OK. The Traveler Order Selection screen will appear.

4. Atthe Traveler Order Selection screen, any travel orders existing in the database for the selected

traveler appear in the Order section.

5. Click on the order number associated with the CIVPCS record you wish to access and then
click on the OK button. The Select CIVPCS Summary Record screen appears.

Select Coviban PCS Summary Record

MANN, CIVILIANO O C

Amount

1st Date of 2nd Date of
Entitlormont Paid 1o
Expense Expense Trvalic
Enroute Travel TN272021 32021 $344 96
Miscellaneous 2021 $1,260 83
TQSE - Lumg Sum BA2021 R31/2021 $5,324 59

Personally Procured HHG 882021 $14 984 52

Payment
Date
202021
V202021
20v2021

8152021

TONO: CIVPCS

How Croated Supplemental

Systom Generatod
System Generated
System Generated
Systemn Generated

|l Pick Up Vehicle at Vehicle Port N22021

Yearly Summary Print

Other

Delete ViewModify New

Close { Help

Note: The Select CIVPCS Summary Record screen lists every CIVPCS transaction posted to the
IATS database by entitlement type. In addition, this screen provides information pertaining to the date

processed, amount paid, date paid, and how the record was created.

6. Click on the CIVPCS transaction you wish to adjust and then click on the View/Modify
button. The CIVPCS Summary Records screen appears.
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Cahan PCS Summary Records - Specul Adustment Mode

MANN, CIVILIANO. C

Manually Entered Summary Record
Expense

Amount of Entitiement:

State. IN
Excess Med
Voucher

Other Summary Prnt

Enter the Taxable Amount for this expense

Pick Up Vehicle at Vehicle Port

$350.00

Slate Wages

<| 722021 >

[ Taxable |

FITW Percent | 2200/
WTA Percont | 2821
WTA ‘ $98 72|

Tolal Payment: $44872

FITW i $96 72

S35000  State Tax Rate
$000]  Excess Med Rale

333444 Disbursing Date

| 8152021

TONO. CIVPCS
Expected Payment Year = 2021 |
YTD IATS Wages $000
YTD Payroll Wages $35,000 00|
FICA: [ $2500
Medicare $651|
Net Pad $315 40
000 State Withheld $0.00
000 % Excess Med Tax $0.00
PaymentDate | 8152021 |
0K Cancel 7 Help

7. Atthe CIVPCS Summary Records screen click in the appropriate input field and type the

desired adjustment.

8. When finished adjusting the CIVPCS Summary Record, click the OK button to save the
changes and return to the Select CIVPCS Summary Record screen.
9. Iffinished adjusting CIVPCS Summary Records for this traveler, click the Close button. IATS
returns to the Examiner View screen.
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TDY Advance Requests
Processing TDY Advance Requests

Payments are sometimes made for a portion of the travel and transportation entitlements prior to the
submission of a final settlement request. These payments are considered to be either advances or
accrued per diem payments. The traveler uses these payments to cover the expenses incurred when
performing TDY travel.

Note: Advance payments should not be processed for travelers eligible for the Government Charge
Card Program. Since not all travelers are eligible for the program, however, travel offices continue to
process a significant number of advance payments.

|ul-ﬂCompIete the following steps to "process" a TDY Advance Request :
1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.
2. Select a block through one of the following methods:
# Method 1: - Click the Grab Blocks button and select a block from the Logged Pool.
-

Method 2: - Double click on the desired block listed under the To Do section or by clicking on
the block once and then clicking the Process Block button.

# Method 3: - Click on the New Block button and create a new block.

Note: After selecting a block using one of the (3) methods listed above, the Request Selection screen
appears. At this screen, any request for advance already logged to the block is listed under the Select
Request(s) section.

At the Request Selection screen, select a request through one of the following methods:
Method 1: - Double click on the desired request.

Method 2: - Click on the request once and then click the View/Modify button.

Method 3: - Click on the New button.

& 8 e

Note: If the New button is clicked, the Travel Order Selection screen appears. At this screen the
Examiner must select or create the traveler's account and select or create a new travel order. After
selecting or creating the travel order, the Request for Settlement Against an Order screen appears.

4. After selecting a request using one of the methods listed above, the Advance Request screen
appears.
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‘ RHOADES, DUSTY 0. C TONO ADV-1

Typecf Advance | Ful Advance v|  Advance
Feenit To Enthermets Calcutions Financial Rtarks
Address
Line 1 101 § NORTH ST
Linw 2 \
Cty (INDIANAPOLIS
Country'State  [IN INDIANA -
Zip Code 48226 Upcdste Travber
|k || e
?M; s

= o] o (20

5. Refer to the Help topic, "Completing the TDY Advance Request for Settlement Screen”, for
additional instructions.
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Completing the TDY Advance Request for Settlement Screen

After selecting an advance request, the Advance Request screen appears. This screen is used to

capture the details from the advance request submitted by the customer.

Advarrce Paquest - Black Ne: ADVCIPCS - Reguest N NEW

RHOADES DUSTYO C

Roequest Type - Advance

Type of Advance Ful Advance
Reert TO E i thrrwets
Address
Lne 1
e 2
Cay
Country/State
Zp Codo
<gack Noxt>
Aecwpls
Othor

Wuse the following steps to "complete" the Advance Request screen:

Advance

Calcusbons Financis

101 S NORTH ST

INDIANAPOLUIS
IN INDIANA

406226

TONO ADV-1

SAVE Cancel { Hop

1. Type of Advance: - The default value is Full Advance. If you wish to change the type, click on
the down arrow button to display the list of types and then click on the desired type.

2. Address: - When the Advance Request screen appears, the Remit To tab is displayed. At this
tab, the traveler's address defaults from the address entered at the Traveler Profile screen when
the traveler's profile was created. Compare this address to the address appearing on the
Request for Advance submitted by the traveler and make any necessary changes. If the IATS
user changes the Remit To address at this tab, the change will appear with a red background.

Note: Any changes made to the address at the Remit To tab will only affect the advance being
processed. A permanent address change must be made at the Traveler Profile screen.

3. After verifying the address at the Remit To tab, click on the Entitlements tab or the Next button

to proceed.

Refer to the Help topic, TDY Advance Entitlements tab, for additional instructions.
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TDY Advance Entitlements - tab

The Entitlements tab is the beginning point for capturing the specific details pertaining to what is
authorized on the travel order in regards to the transportation allowances, the itinerary for the trip, and
any reimbursable expenses.

Ramit To Entitlernents Calculations Financial Romarks

Types of Entitlernants Clhimed

[J Precomputed Not 3 Reservst
Tnps/Type Dates Encompassed Status |  Add hinerary
View/'Modify
Daloto
DRaily Summary Elspsad Time Show I
<gack Next>

Wuse the following steps to "complete" the TDY Advance Entitlements tab:

1. Precomputed: Under the heading "Types of Entitlements Claimed", click in this box if a pre-
determined amount for the settlement is desired. IATS will by-pass the itinerary and
reimbursable expenses screens. A payment is generated for the amount entered at the Pre-
Computed Amount field that appears when this box is checked. No computation is made by
IATS.

2. Add ltinerary button: Click on this button to enter an itinerary for the trip submitted by the
traveler on the Request for Advance.

3. After clicking on the Add Itinerary button, the What's Authorized tab appears.

Refer to the Help topic, "TDY Advance What's Authorized - tab", for additional instructions.

334



IATS 8.7.3 User Guide

TDY Advance What's Authorized - tab

After clicking on the Add Itinerary button at the Entitlements tab, the What's Authorized tab appears.
At the What's Authorized tab, user must specify the transportation authorizations.

Whal's Authorized | Expected Itinerary Reimbursables

& Owner'Operator of POV Transp. Mode | Remarks Directed Travel by Air

Back Next

@Use the following steps to "complete” the TDY Advance What's Authorized tab:

1. Owner/Operator of POV: A check mark defaults to this field indicating that the traveler was
the owner and operator of the POV used in the performance of the trip. If the traveler was not
the owner/operator, click in this box or press the space bar to remove the check mark.

2. Transportation Mode: Click on the down arrow to the right of this field. A drop down listing of
various transportation modes appears. Use the Up/Dn arrows or press the Up/Dn arrows on the
keyboard to scroll through the list of available modes.

3. Refer to the travel order submitted by the traveler for the authorized mode of transportation and
then click on the authorized mode.

4. After completing this tab, the user must then click on the Expected Itinerary tab or click on the
Next button to continue.

Refer to the Help topic, "Expected Itinerary tab", for additional instructions.
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Expected Itinerary - tab

The Expected ltinerary tab is used to capture the anticipated details for the trip itinerary. While
completing this screen, refer to the prompt line at the bottom of the screen. The prompt line will explain
what information is requested at each input field.

What's Authorized  Expected Itinerary Reimbursables

Expected Duration  Greater than or equal %o 24 hours

Trans Duty IDL  Local Group Embark Who Else |
Date Location Reason Day OMN Method Lodge Meals AE %  Lodging Taxes Miles |
08022021 DEP  IND, Manon, INDIANA ce _ (] . C
08022021 ARR Washinglon, Dist of Columbia, WASHIN  TD %) n LDP cQ cM 000 $17200  $1200 0
08062021 DEP  Washington, Dist of Columbia WASHIN  CP =] 0 [
08106/2021  ARR  IND, Manon, INDIANA MC O 0.00 $0.00 $0.00 0
Back Nexd Duplicate Previous Insart Log Delote Leg Clear Completed

Wuse the following steps to "complete" the Expected Itinerary tab:

1. Expected Duration: - At this field, click on the down arrow. A drop down listing of trip
durations appears. Refer to the DD Form 1351-2 submitted by the traveler to determine the
duration and then click the correct choice.

2. Depart Date: - The departure date on the first line of the itinerary automatically defaults from the
Begin Date entered when the travel order was created. Press Tab to continue or type a different
date, in MMDDYY format, if necessary. You may also click on the down arrow button and use
the calendar to select the date.

3. Depart Location: - At this field, the Location Selection screen automatically appears. At the
State/Country field, type the first two letters of the state or country name. If necessary, click the
Up/Dn arrows until the desired name is displayed. Click on the highlighted name or press Tab to
make the selection.

4. Atthe City / Zip Code field, type the zip code or the first two letters of the city name. This
displays a listing of city/locality names, for the previously selected state or country, beginning
with those letters or zip code. Use the procedures described in step (3) above to make the
selection.

Tip: If the traveler is departing from an OCONUS location, click in the Locality field and use the
procedures described in step (3) above to make the Locality selection.

5. When the correct State/Country and City/Locality is selected, click on the DTOD button if you
wish to have IATS look-up and automatically populate the Miles field in the itinerary with the
official distance from the Defense Official Table of Distances.

If you wish to by-pass the DTOD Location screen click the OK button or press Tab to continue.
Transportation: - If the correct code for the mode of transportation is not displayed, click on the
down arrow button to display a list of transportation modes. Click on the correct mode to make
a selection.

No
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10.

11.

Local?: - When the mode PA is selected for the transportation, a prompt asking if travel was
to/from a local transportation terminal appears. If so, click in this box. If not, press Tab to
continue.

Arrival Date: - The date at the previous Departure Date field defaults to the Arrival Date field.
Press Tab to accept this date or type a new date, in MMDDYY format, if necessary. You may
also click on the down arrow button and use the calendar to select the date.

Arrive Location: - This is the location where the traveler stops to perform official duty, change
modes of transportation, or to rest overnight. Use the same method explained at the Depart
Location field to select the arrival and DTOD locations.

Reason for Stop: - The default value for this field is TD - Temporary Duty. Press Tab if this is
correct. If not, click on the down arrow button to display a list of reasons for stop. Click on the
correct reason to make a selection.

Click on the definitions button below for an explanation of the various reason for stop codes.

12. Duty Day: - A check mark automatically defaults to this field. If this day is an official day of

13.

14.

15.

16.

17.

18.
19.

20.

duty, press Tab to continue. If this day is not an official day of duty, however, click this box to
remove the check mark.

OMN: - This option is for Navy users. Click in the check box to activate this option if OMN
funding should be used for the trip.

Method: - The default value for this field is LDP - Lodgings Plus. Press Tab if this is correct. If
not, click the down arrow button to display a list of methods of reimbursement. Click on the
correct method to make a selection.

Lodging: - Atthe Lodging field, when completing the Expected Itinerary tab, a drop down listing
of various lodging types appears. Click on the correct type to make a selection.

Meals: - At the Meals field, when completing the Expected lItinerary tab, a drop down listing of
various meal types appears. Click on the correct type to make a selection.

AE %: - At this field, type the percentage rate to be used if Actual Expenses was approved in
the travel orders.

Lodging Cost: - Enter the dollar amount for the daily lodging cost.

Taxes: If the TDY location is within CONUS, Alaska, Hawaii, or a US territory, the user is
prompted to enter the daily lodging taxes amount. IATS will automatically reduce the taxes by
the appropriate percentage when the claimed amount for lodging exceeds the authorized
amount. If these taxes are entered into the itinerary, do not enter them again at the
Reimbursables tab. The amount calculated for the taxes will appear on the Calculations tab
after the trip has been completely entered.

Miles: - If not automatically populated by the DTOD look-up feature, type the number of miles
claimed by the traveler if a privately owned vehicle was used.

Note: Use the procedures previously explained to complete the return travel leg or additional travel legs
for the itinerary. When finished with the itinerary, click on the Completed button. The Reimbursables
tab appears next.

Refer to the Help topics, "TDY Advance Reimbursables - tab" or "PCS Advance Reimbursables - tab", for
additional instructions.
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TDY Advance Reimbursables - tab

This screen is where IATS users enter the traveler's reimbursable expenses associated with the TDY
Advance Request.

what's Authanzed  Expected Itinerary Resmbursables

Nature of Expense Amount
AIRFARE 25000
TAXILIMO TO AIRPORT 4500
ERTAXILIMO FROM AIRPOR hs 0 00
A TAXILIMO FROM AIRPORT A

TAXILIMO FROM LODGING TO DUTY
TAXULIMO OTHER

TAXULIMO TO AIRPORT

TAXILIMO TO LODGING FROM DUTY
TELEPHONE CALLS LOCAL

TELEPHONE CALLS LONG DISTANCE

TIP TO DRIVER OF COURTESY-FREE SHUTTLE

Back Next Insent Expense Delete Expense

Wuse the following steps to "complete” the TDY Advance Reimbursables tab:

1. Nature of Expense: At this field, click on the down arrow button or begin typing the name for the
expense. A drop down listing appears displaying the common expenses that have been entered
into the Reimbursable Descriptions table in the IATS Maintenance module. Click the Up/Dn
arrows until the desired expense item is displayed. Once the correct item is displayed, click on
this item to make a selection. If the expense claimed by the traveler is not listed, simply type the
description in this field and press Tab.

2. Amount : At this field, type the dollar amount anticipated by the traveler.

3. When finished entering the anticipated expenses, click the OK button. IATS returns to the
Advance Request screen.

4. Atthe Advance Request screen, click on the Calculations tab to review the calculated amount
and to specify the amount to be paid to the traveler.

Refer to the Help topic, "TDY Advance Calculations - tab", for additional instructions.
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Advance Calculations - tab

After completing the Reimbursables tab, IATS returns to the Advance Request screen. To view a
summary of the calculations for the advance request, click on the Calculations tab.

Remit To Enttiomants Caloulssons Financial Remarks
O it c tod % Adv. Total Computed Advance $523 60
» Memb/Emp M&IE Amount $342 00 80.00 $27360
Memb/Emp Lodging Amount $688 .00 0.00 $0.00
Memb/Emp Transportation $250.00 100.00 $250.00 Date Advance Due 7129/2021
o ) Reimbursables $0.00
Memb/Emp Reimbursables $93.00 0.00 iy Authonzed Advance $0.00
<Back Neoa>
CLICK OR TAB TO THE ADVANCE BOX TO APPLY ADVANCES

Note: At this tab, a summary of the calculations is displayed by expense category. In the %Adv
column, a percentage is shown that corresponds to the percentage established at the TDY, MILPCS,
or CIVPCS Parameters tabs on the Maintain Advance Percents screen in the IATS Maintenance
module. This establishes a limit that may be advanced to the traveler for a particular expense category.
The Total column reflects the amount that may be advanced after the limitation is applied.

Wuse the following steps to "complete" the Advance Calculations tab:

1. Computed Advance: - This field shows the total amount computed based on the entries made in
the Itinerary and at the Reimbursables tab.

2. Authorized Advance: - Click in this field, and type the amount to be paid to the traveler. The
amount entered cannot exceed the amount shown at the Computed Advance field.

3. After completing the Calculations tab, click on Next button or the Financial tab to proceed with
the accounting lines.

Refer to the Help topic, "Financial - tab", for additional instructions.
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Financial - tab

The Financial tab is used to specify the method of payment, a split payment amount, and to add the
accounting information.

Remit To AdwAcer! Entitlements Calculasons Financial Remarks
Method of Payment EFT : Computed Spit $396.00 ] Release Obligation
Due Traveler $391 g2 plit y $500.00 ] Apply 100°% to Spiit
Db/Cr Classification Amount
» Db 111111 21 9 2020 0000 76 2016 PE100000000 2172 000000 SMITT1ITISPUT S12345 $831 82
) C:
<Back Next> Modify Accounting

Wuse the following steps to "complete" the Financial tab:

1. Method of Payment: - The default value is EFT if the traveler's account is active for EFT
payments. | you wish to chose a different method of payment, click on the down arrow button to
display a list of payment options and then click on the desired method.

2. Computed Split: - The amount displayed at the Computed Split field is a combination of the
Lodging expense entered into the itinerary and the reimbursable expense items entered at the
Reimbursables tab that were selected for a split payment. If you double click in the Computed
Split field, the Split Payment field will be populated with the computed amount.

3. Split Payment: - If not already populated by double clicking in the Computed Split field, click in
this field and type the dollar amount specified by the traveler to be sent directly to the company
providing the Government Credit Card. This option is only available if the method of payment is
EFT.

Note: When the EFT information is blank or only the IBAN information is populated on the traveler
profile, and the GTCC number is populated, IATS users can select Check or EFT as the "Method of
Payment". If Check is selected no split payment is allowed. If EFT is selected however, IATS
automatically sends the entire amount to the GTCC and you cannot change the split amount in this case.

4. Release Obligation: - If a Transportation Request was issued for the performed travel, a
charge may still be pending for payment of the transportation, and the funds should not be de-
obligated. If the travel was not performed by government procured transportation, however,
click in this box to send a code to the accounting system that will allow the obligation to be
released.

5. Apply 100% to Split: - When this check box is checked, IATS will apply the whole amount due
the traveler to the company providing the Government Credit Card. Note that this check box
is only visible and applicable to TPAX users.

6. Modify Accounting: - Click this button to access the Accounting screen and enter the
accounting information.

7. After completing the Accounting lines, click the OK button to save the entries. IATS returns to
the Financial tab. If desired, click on the Next button or the Remarks tab and add any
necessary remarks.

Refer to the Help topic, "Remarks - tab", for additional instructions. If no remarks are needed, click the

Save button.
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Remarks - tab

After adding the accounting lines to a Request for Settlement or Advance, the user may want to add
some optional Remarks to the printed travel voucher, the traveler's historical record, or both.

Wuse the following steps to "complete" the Remarks tab:

1. Click onthe Remarks tab. The following screen appears:

Remit To Entilements Calculations Financial Remarks

Remarks in History

Don't spend it &l m one place

Remarks on Voucher

Don't spond it ol in one place

<Back Neoxt> Get Sid. Voucher Remarks Copy

2. Remarks in History: If wishing to add remarks to the traveler's historical record, click in this box
and type the desired remarks.

3. Remarks on Voucher: If wishing to add remarks to the traveler's printed voucher, click in this
box and type the desired remarks.

4. Copy: Clicking on the Copy button will copy the remarks from the Remarks in History text box
to the Remarks on Voucher text box.

5. If you wish to add a standard remark from the Standard Voucher Remarks table, click on the Get
Std. Voucher Remarks button. The Standard Voucher Remarks screen appears.
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Standard Voucher Remarks

Standard Voucher Remarks

TVS Advance

Please sign claim and return to this office
Please attach travel orders and return claim to this office.

1

OK Cancel 7 Help

Select the Standard Voucher Remark to Modify or Delete

At the Standard Voucher Remarks screen, click on the down arrow to display a list of remarks
and then click on the desired remark. The selected remark will be displayed in the Remarks in
History text box. If you are satisfied with the remark, click on OK.

7. Repeat steps 5 and 6 if you wish to add additional standard remarks.

8. When finished adding remarks, click on the Save button to save the entries.
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MILPCS Advance Requests

Processing MILPCS Advance Requests

|u!srlCompIete the following steps to "process" a MILPCS Advance Request :
1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.
2. Select a block through one of the following methods:
# Method 1: - Click the Grab Blocks button and select a block from the Logged Pool.
-

Method 2: - Double click on the desired block listed under the To Do section or by clicking on
the block once and then clicking the Process Block button.

# Method 3: - Click on the New Block button and create a new block.

Note: After selecting a block using one of the (3) methods listed above, the Request Selection screen
appears. At this screen, any request for advance already logged to the block is listed under the Select
Request(s) section.

At the Request Selection screen, select a request through one of the following methods:
Method 1: - Double click on the desired request.

Method 2: - Click on the request once and then click the View/Modify button.

Method 3: - Click on the New button.

& 8 e

Note: If the New button is clicked, the Select Traveler screen appears. At this screen the Examiner
must select or create the traveler's account and select or create a new travel order. After selecting or
creating the travel order, the Advance Request screen appears.

4. After selecting a request using one of the methods listed above, the Advance Request screen
appears.

Adverce Teguent < Block Nee ADVOVPCS - Reguest Mo NEW
JONES, DEWNG E7 TONO. PCSADVY

Reques! Type - Advance

Type of Advance Pamal Advarce Advance
Remit TO Entlements Calkadatons Francisd Remars
Addnss
Lre1 123'W EAST S1
Line 2
Caty INDIANAPOLUIS
Courary'State IN NDIWNA
&ap Code 46226 Dpiate Trarewhe
<Hack Doot>
Recwipts

Other | saE Caoel ? Hop
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5. Refer to the Help topic, "Completing the MILPCS Advance Request for Settlement Screen”, for
additional instructions.
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Completing the MILPCS Advance Request for Settlement Screen

After selecting an advance request, the Advance Request screen appears. This screen is used to
capture the details from the advance request submitted by the customer.

Adverce Teguent < Blocdk Ne: ADVOVPCS - Rreguest Mo NEW

JONES, DEWNG E7

Reques! Type - Advance

Type of Advance Pamal Advarce
Romit To Entigements
Addnss

Lre 1
Line 2
Caty
Counry'Stale
Zip Code

<Hack Dot>

Recsipts
Other

Calkadatons

123'W EAST ST

INDIANAPOUS
IN NDIANA

46226

Advance

Fnancisl

Rwmarks

TONO. PCSADVY

Dprfate Travswher

| saE Carvonl { Hop

Wuse the following steps to "complete" the MILPCS Advance Request screen:

1. Address: When the Advance Request screen appears, the Remit To tab is displayed. At this
tab, the traveler's address defaults from the address entered at the Traveler Profile screen when
the traveler's profile was created. Compare this address to the address appearing on the
Request for Advance submitted by the traveler and make any necessary changes. If the IATS
user changes the Remit To address at this tab, the change will appear with a red background.

Note: Any changes made to the address at the Remit To tab will only affect the advance being
processed. A permanent address change must be made at the Traveler Profile screen.

2. After verifying the address at the Remit To tab, click on the Entitlements tab or the Next button

to proceed.

Refer to the Help topic, "MILPCS Advance Entitlements - tab", for additional instructions.
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MILPCS Advance Entitlements - tab

The Entitlements tab is the beginning point for capturing the specific details pertaining to what is
authorized on the travel order in regards to the authorized PCS expenses, transportation allowances,
itinerary for the trip, and any reimbursable expenses.

Advence Reguest - Block Nee TOVADY - Request Nex HEW

JONES, DEWN G E7 Transwent Trareok TONO. PCSADVY

Reguest Type - Advance

Type of Advance Paniad Advance Advance

Roma To Enttlernonts Calassions Francal Remarks
Types of Enttiemonts Clarmed
Procomeuted
Trps/Type Dates Encompassed Status A -
Enroute PCS Travel
DLA
PCS DATY {Going to new PDS
TLE
Dady Sur Cak
<Back DNooxr
Becoges
Qthee SAVE Cancel { Help

Select 10 a3 an enitlement 10 hs Cam

Wuse the following steps to "complete" the MILPCS Advance Entitlements tab:

Note: In order to maintain the integrity of the suspense file, do not compute, enter, or process more
than one DLA advance for the same travel order.

1. Precomputed: Under the heading "Types of Entitlements Claimed", click in this box if you do
not want to use IATS to compute the amount for the advance. If this option is used, you are
required to enter a pre-determined amount to be paid.

2. Add Expense button: Click on this button to select the types of expenses the advance is
requested for. A menu appears and displays the expenses that were authorized when the travel
order was created.

3. Following, is a list of possible MILPCS Advance expense types and a link to additional
instructions for processing each particular expense type:

® Enroute: If the user clicks on the Enroute option, the What's Authorized tab appears and the
user must specify who is traveling and how many cars will be used. Refer to the Help topic,
"PCS Advance What's Authorized - tab", for additional instructions.

® TLE: If the user clicks on the TLE option, the Temporary Lodging Entitlement screen appears
and the user must complete this screen to specify the anticipated TLE expenses. Refer to the
Help topic, "Completing the TLE Screen", for additional instructions.

# DLA: If the user clicks on the DLA option, IATS automatically calculates the advance
Dislocation Allowance payment. Do not process more than one DLA advance for the same
travel order.
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# PCS DITY: If the user clicks on the PCS DITY option, the DITY Advance screen appears and
the user must enter the amount to be advanced for the DITY move. Refer to the Help topic,
"Completing the DITY Advance screen", for additional instructions.

4. Click on the desired expense type and complete the associated input screen to calculate the
advance entitlement for the selected expense.

5. When finished adding expenses, proceed to the Calculations, Financial, and Remarks tabs to
finish processing the advance.
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PCS Advance What's Authorized - tab

After clicking on the Add Expense and selecting the Enroute option at the Entitlements tab, the
What's Authorized tab appears. At the What's Authorized tab, the user must specify that the traveler is
the owner/operator of the POV, the number of cars used, and which travelers are to be included in the
advance calculation.

What's Authonzed  Expected Itnerary Rembursables

& OwneriOperator of POV [ No MALT Number of cars authorzed 1

VWho is beng paxd for this tnp

DEVIN (Member)
SHAWN (Spouse

Back Neot Selact Al Unselact Al

l'.‘I-Q]Use the following steps to "complete" the PCS Advance What's Authorized tab:

1. Owner/Operator of POV: - At this field, click in the box if the traveler was the owner and
operator of the POV used in the performance of the trip.

2. No MALT: Click in the check box to activate this option if no MALT should be paid.

3. Number of Cars: - At this field, type the number representing how many POV's are to be used
in the calculation of the advance.

4. Who is being paid: - At this section, the user must specify which of the listed travelers are to
be included in the calculation of the advance. If all of the listed traveler's should be included,
click on the Select All button. If not, click on the desired name.

Tip: Multiple traveler's may be selected by pressing and holding the Shift key and then clicking on the
desired names.

5. After completing this tab, the user must then click on the Expected Itinerary tab or click on the
Next button to continue.

Refer to the Help topic, "Expected Itinerary tab", for additional instructions.
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Expected Itinerary - tab

The Expected ltinerary tab is used to capture the anticipated details for the trip itinerary. While
completing this screen, refer to the prompt line at the bottom of the screen. The prompt line will explain
what information is requested at each input field.

What's Authorized  Expected Itinerary Reimbursables

Expected Duration  Greater than or equal %o 24 hours

Trans Duty IDL  Local Group Embark Who Else |
Date Location Reason Day OMN Method Lodge Meals AE %  Lodging Taxes Miles |
08022021 DEP  IND, Manon, INDIANA ce _ (] . C
08022021 ARR Washinglon, Dist of Columbia, WASHIN  TD %) n LDP cQ cM 000 $17200  $1200 0
08062021 DEP  Washington, Dist of Columbia WASHIN  CP =] 0 [
08106/2021  ARR  IND, Manon, INDIANA MC O 0.00 $0.00 $0.00 0
Back Nexd Duplicate Previous Insart Log Delote Leg Clear Completed

Wuse the following steps to "complete" the Expected Itinerary tab:

1. Expected Duration: - At this field, click on the down arrow. A drop down listing of trip
durations appears. Refer to the DD Form 1351-2 submitted by the traveler to determine the
duration and then click the correct choice.

2. Depart Date: - The departure date on the first line of the itinerary automatically defaults from the
Begin Date entered when the travel order was created. Press Tab to continue or type a different
date, in MMDDYY format, if necessary. You may also click on the down arrow button and use
the calendar to select the date.

3. Depart Location: - At this field, the Location Selection screen automatically appears. At the
State/Country field, type the first two letters of the state or country name. If necessary, click the
Up/Dn arrows until the desired name is displayed. Click on the highlighted name or press Tab to
make the selection.

4. Atthe City / Zip Code field, type the zip code or the first two letters of the city name. This
displays a listing of city/locality names, for the previously selected state or country, beginning
with those letters or zip code. Use the procedures described in step (3) above to make the
selection.

Tip: If the traveler is departing from an OCONUS location, click in the Locality field and use the
procedures described in step (3) above to make the Locality selection.

5. When the correct State/Country and City/Locality is selected, click on the DTOD button if you
wish to have IATS look-up and automatically populate the Miles field in the itinerary with the
official distance from the Defense Official Table of Distances.

6. If you wish to by-pass the DTOD Location screen click the OK button or press Tab to continue.

7. Transportation: - If the correct code for the mode of transportation is not displayed, click on the
down arrow button to display a list of transportation modes. Click on the correct mode to make
a selection.
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Local?: - When the mode PA is selected for the transportation, a prompt asking if travel was
to/from a local transportation terminal appears. If so, click in this box. If not, press Tab to
continue.

Arrival Date: - The date at the previous Departure Date field defaults to the Arrival Date field.
Press Tab to accept this date or type a new date, in MMDDYY format, if necessary. You may
also click on the down arrow button and use the calendar to select the date.

Arrive Location: - This is the location where the traveler stops to perform official duty, change
modes of transportation, or to rest overnight. Use the same method explained at the Depart
Location field to select the arrival and DTOD locations.

Reason for Stop: - The default value for this field is TD - Temporary Duty. Press Tab if this is
correct. If not, click on the down arrow button to display a list of reasons for stop. Click on the
correct reason to make a selection.

Click on the definitions button below for an explanation of the various reason for stop codes.

12. Duty Day: - A check mark automatically defaults to this field. If this day is an official day of

13.

14.

15.

16.

17.

18.
19.

20.

duty, press Tab to continue. If this day is not an official day of duty, however, click this box to
remove the check mark.

OMN: - This option is for Navy users. Click in the check box to activate this option if OMN
funding should be used for the trip.

Method: - The default value for this field is LDP - Lodgings Plus. Press Tab if this is correct. If
not, click the down arrow button to display a list of methods of reimbursement. Click on the
correct method to make a selection.

Lodging: - Atthe Lodging field, when completing the Expected Itinerary tab, a drop down listing
of various lodging types appears. Click on the correct type to make a selection.

Meals: - At the Meals field, when completing the Expected lItinerary tab, a drop down listing of
various meal types appears. Click on the correct type to make a selection.

AE %: - At this field, type the percentage rate to be used if Actual Expenses was approved in
the travel orders.

Lodging Cost: - Enter the dollar amount for the daily lodging cost.

Taxes: If the TDY location is within CONUS, Alaska, Hawaii, or a US territory, the user is
prompted to enter the daily lodging taxes amount. IATS will automatically reduce the taxes by
the appropriate percentage when the claimed amount for lodging exceeds the authorized
amount. If these taxes are entered into the itinerary, do not enter them again at the
Reimbursables tab. The amount calculated for the taxes will appear on the Calculations tab
after the trip has been completely entered.

Miles: - If not automatically populated by the DTOD look-up feature, type the number of miles
claimed by the traveler if a privately owned vehicle was used.

Note: Use the procedures previously explained to complete the return travel leg or additional travel legs
for the itinerary. When finished with the itinerary, click on the Completed button. The Reimbursables
tab appears next.

Refer to the Help topics, "TDY Advance Reimbursables - tab" or "PCS Advance Reimbursables - tab", for
additional instructions.
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PCS Advance Reimbursables - tab

This screen is where IATS users enter the traveler's reimbursable expenses associated with the PCS

Advance Request.

< Block No: TOYADY - Request No NEW

JONES, DEVIN G E7 TONO: PCSADV
What's Authorized Expacted tinerary Reimbursables
Noture o"E:ponu i Amomant [ Dependont? [
ATM ADVANCE EXPENSE 10.00 L
> NS vl 000 a
e TAXILIMO OTHER -~ O

TAXILIMO TO AIRPORT

TAXILIMO TO LODGING FROM DUTY
TELEPHONE CALLS LOCAL

TELEPHONE CALLS LONG DISTANCE

TP TO DRIVER OF COURTESY-FREE SHUTTLE

TRAINFARE -
Back Next

Insest Expensa Delete Expanse

Wuse the following steps to "complete” the PCS Advance Reimbursables tab:

1. Nature of Expense: At this field, click on the down arrow button to display a drop down listing of

the common expenses that have been entered into the Reimbursable Descriptions table in the
IATS Maintenance module. Click the Up/Dn arrows until the desired expense item is displayed.
If the user types the first letter of the description, IATS scrolls the listing until locating the first
item beginning with this letter. The user may then use the Up/Dn arrows to display the exact
item. Once the correct item is displayed, click on this item to make a selection. If the expense
claimed by the traveler is not listed, simply type the description in this field and press Tab.
Amount : At this field, type the dollar amount anticipated by the traveler.

Dependent: Click in the box in this field if the entered expense is associated with a dependent.
When finished entering the anticipated expenses, click the OK button. IATS returns to the
Advance Request screen.

At this screen, click on the Calculations tab to review the calculated amount and to specify the
amount to be paid to the traveler.

Refer to the Help topic, "Advance Calculations - tab", for additional instructions.
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PCS Advance Calculations - tab

After completing the Reimbursables tab, IATS returns to the Request for an Advance Against an
Order screen. To view a summary of the calculations for the advance request, click on the Calculations
tab.

Remit To Enttlements Calculations Fmnancial Remarks

D tion Computed % Adv. Total Computed Advance $890 11

» Flat Por Diom $453.00 10000 $453 00

Momb/Emp Reimbursables $30.00 100.00 $30.00 l

Memb/Emp MALT $167.36 100.00 $167.36 Date Advance Due 72002021

Dep Per D 339 75 100.00 39 75

Dep Per Diem $339.75 100.90 $339.7 | Authonzed Advance m
«<Back Noxr>

Note: At this tab, a summary of the calculations is displayed by expense category. In the %Adv
column, a percentage is shown that corresponds to the percentage established at the TDY, MILPCS,
or CIVPCS Parameters tabs on the Maintain Advance Percents screen in the IATS Maintenance
module. This establishes a limit that may be advanced to the traveler for a particular expense category.
The Total column reflects the amount that may be advanced after the limitation is applied.

Wuse the following steps to "complete" the Advance Calculations tab:

1. Computed Advance: - The amount shown at this field represents the total amount calculated
by IATS that is allowed to be paid.

2. Date Advance Due: - The current date defaults to this field. If this date is correct, no action is
necessary. If not, click in this field and type the desired date in MMDDYY format. You can also
click on the down arrow button and use the calendar to select the date.

3. Advance Authorized: - Click in this field, and the Allocate PCS Advance screen appears.
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Alocate PCS Advance

JONES, DEVIN G TONO: PCSADVT
Ew Compatod v Given |
MembEMp PCS Por Diem $453.00 $45300 |
MembEmp MALT $167 36 $167 36 ‘
Mamb'Emp Resmbursable Expenses $30.00 $30.00 |
P Dependent Per Dism $339.75 $339 75
< >
Total
Other Defaut 0K Cancel { Help

| Enter amount to be applied

4, Atthis screen, the amount calculated by IATS for the particular entitlement appears in the
Computed field. Users must click in the Given field, for each entitlement being advanced, and
type the amount to be paid.

Tip: Users can apply all of the calculated amounts simply by clicking on the Default button.

5. After applying all of the desired amounts, click on the OK button.
6. After completing the Calculations tab, click on Next button or the Financial tab to proceed with
the accounting lines.

Refer to the Help topic, "Financial - tab", for additional instructions.
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Financial - tab

The Financial tab is used to specify the method of payment, a split payment amount, and to add the
accounting information.

Remit To AdwAcer! Entitlements Calculasons Financial Remarks
Method of Payment EFT : Computed Spit $396.00 ] Release Obligation
Due Traveler $391 g2 plit y $500.00 ] Apply 100°% to Spiit
Db/Cr Classification Amount
» Db 111111 21 9 2020 0000 76 2016 PE100000000 2172 000000 SMITT1ITISPUT S12345 $831 82
) C:
<Back Next> Modify Accounting

Wuse the following steps to "complete" the Financial tab:

1. Method of Payment: - The default value is EFT if the traveler's account is active for EFT
payments. | you wish to chose a different method of payment, click on the down arrow button to
display a list of payment options and then click on the desired method.

2. Computed Split: - The amount displayed at the Computed Split field is a combination of the
Lodging expense entered into the itinerary and the reimbursable expense items entered at the
Reimbursables tab that were selected for a split payment. If you double click in the Computed
Split field, the Split Payment field will be populated with the computed amount.

3. Split Payment: - If not already populated by double clicking in the Computed Split field, click in
this field and type the dollar amount specified by the traveler to be sent directly to the company
providing the Government Credit Card. This option is only available if the method of payment is
EFT.

Note: When the EFT information is blank or only the IBAN information is populated on the traveler
profile, and the GTCC number is populated, IATS users can select Check or EFT as the "Method of
Payment". If Check is selected no split payment is allowed. If EFT is selected however, IATS
automatically sends the entire amount to the GTCC and you cannot change the split amount in this case.

4. Release Obligation: - If a Transportation Request was issued for the performed travel, a
charge may still be pending for payment of the transportation, and the funds should not be de-
obligated. If the travel was not performed by government procured transportation, however,
click in this box to send a code to the accounting system that will allow the obligation to be
released.

5. Apply 100% to Split: - When this check box is checked, IATS will apply the whole amount due
the traveler to the company providing the Government Credit Card. Note that this check box
is only visible and applicable to TPAX users.

6. Modify Accounting: - Click this button to access the Accounting screen and enter the
accounting information.

7. After completing the Accounting lines, click the OK button to save the entries. IATS returns to
the Financial tab. If desired, click on the Next button or the Remarks tab and add any
necessary remarks.

Refer to the Help topic, "Remarks - tab", for additional instructions. If no remarks are needed, click the

Save button.
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Remarks - tab

After adding the accounting lines to a Request for Settlement or Advance, the user may want to add
some optional Remarks to the printed travel voucher, the traveler's historical record, or both.

Wuse the following steps to "complete" the Remarks tab:

1. Click onthe Remarks tab. The following screen appears:

Remit To Entilements Calculations Financial Remarks

Remarks in History

Don't spend it &l m one place

Remarks on Voucher

Don't spond it ol in one place

<Back Neoxt> Get Sid. Voucher Remarks Copy

2. Remarks in History: If wishing to add remarks to the traveler's historical record, click in this box
and type the desired remarks.

3. Remarks on Voucher: If wishing to add remarks to the traveler's printed voucher, click in this
box and type the desired remarks.

4. Copy: Clicking on the Copy button will copy the remarks from the Remarks in History text box
to the Remarks on Voucher text box.

5. If you wish to add a standard remark from the Standard Voucher Remarks table, click on the Get
Std. Voucher Remarks button. The Standard Voucher Remarks screen appears.
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Standard Voucher Remarks

Standard Voucher Remarks

TVS Advance

Please sign claim and return to this office
Please attach travel orders and return claim to this office.

1

OK Cancel 7 Help

Select the Standard Voucher Remark to Modify or Delete

At the Standard Voucher Remarks screen, click on the down arrow to display a list of remarks
and then click on the desired remark. The selected remark will be displayed in the Remarks in
History text box. If you are satisfied with the remark, click on OK.

7. Repeat steps 5 and 6 if you wish to add additional standard remarks.

8. When finished adding remarks, click on the Save button to save the entries.
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Completing the TLE Screen

Temporary Lodging Expense (TLE) is payable to a member (and the member's dependents) when
temporary lodging is obtained during PCS travel. The purpose of these allowances is to offset the
additional expenses incurred when the member must obtain temporary lodging prior to departing the
old PDS, as well as after arriving at the new PDS.

TLE is not payable on any day the member or dependents are receiving per diem. In addition, both
allowances are subject to the limitations prescribed in the JFTR.

Many finance offices pay TLE allowances in the pay section rather than the travel section.

To allow services to pay this expense as a travel entitlement, IATS was programmed to calculate and pay
this entitlement.

Temporary Lodging Entitlemens
MEMBER, DOLLAR TONO: PCS
80 of 60 tolal slowed TLE Days enterod
Dale Location Who's being Paid Lodging BAH “

» 10012022 VIRGINIA BEACH, VA DOLLAR, SPOUSE $100.00 $200000
1010212022 VIRGINIA BEACH, VA DOLLAR $100.00 ' $2,000.00
10032022 VIRGINIA BEACH, VA DOLLAR $10000 $2,00000
100042022 VIRGINIA BEACH, VA DOLLAR $10000 | $2,00000
100052022 VIRGINIA BEACH, VA DOLLAR $10000 $2,00000
100062022 VIRGINIA BEACH, VA DOLLAR $10000 $200000
100072022 VIRGINIA BEACH, VA DOLLAR $100.00 $2,00000
10/08/2022 VIRGINIA BEACH, VA DOLLAR $100.00 | $2,000.00
1000972022 VIRGINIA BEACH, VA DOLLAR $100.00 §2,000.00 {
10102022 VIRGINIA BEACH, VA DOLLAR $100.00 | $2,000.00
1012022 VIRGINIA BEACH, VA DOLLAR $100.00 $2,00000
101212022 VIRGINIA BEACH, VA DOLLAR $100.00 $2.00000
10132022 VIRGINIA BEACH, VA DOLLAR $10000 $2,00000
101472022 VIRGINIA BEACH, VA DOLLAR $10000 $2,00000
10152022 VIRGINIA BEACH, VA DOLLAR $10000 $2,00000
1001672022 VIRGINIA BEACH, VA DOLLAR $100.00 $2,00000 3

Other Insert TLE Delele TLE 0K Cancel { Hep

Enter date for which TLE Is being claimed

@Use the following steps to "complete” the TLE screen:

1. Date: At this field, type the date in MMDDYY format for the first day of the TLE period.

2. Location: At this field, the Location Selection screen automatically appears. At the
State/Country field, type the first two letters of the state or country name. If the correct name
appears, press tab to continue. You can also click on the down arrow button to display a list of
State/country names that begin with the letters you entered. Click on the desired state/country
name to make a selection.

3. Atthe City field, type the first two letters of the city name and then click on the down arrow
button to display a list of city names that begin with the letters you entered. Click on the desired
city name to make a selection.. You can also enter the zip code for the city instead.

4. When the correct state/country and city name has been selected, click on OK.

5. Who's being paid: At this field, a drop down listing appears displaying the member and any
dependents entered when the travel order was created. Click on the desired names to make a
selection. After selecting the travelers press Tab to continue.
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Tip: Multiple traveler's may be selected by pressing and holding the Shift key and then clicking on the
desired names. You can also click on the Select All button if you wish to select all of the listed hames
and then click on the Apply button.

6. Lodging: At this field, type the total daily lodging costs incurred and press Tab.

7. BAH: - If the TLE claim is for Emergency TLE and the check box for BAH Paid is checked on
the What's Authorized tab on the Travel Order screen, the BAH field will appear on the
Temporary Lodging Entitlement screen. Atthe BAH field, you must enter the monthly amount
payable for BAH for the TLE location. IATS will then divide that amount by 30 and reduce the
lodging by that amount when computing the payment. The reduction will be displayed on the
TLE Expenses screen if you click on the Show Calcs button at the Entitlements tab on the
Settlement Request screen.

TLE Expenses
MEMBER, DOLLAR TONO- PCS
= I8
Dato Day # Rate Lodging MBIE “fm"*'?& Qg LossBAH | Pad

101522 15 181.00 100.00 4160 14160 2000 6667 | 7493
1016122 16 181.00 100.00 4160 14160 20000] 6667 7493
101722 17 181.00 100.00 4160 14160 20000] 6667 7493
1018722 18 181.00 100.00 4160 141.60 29000| 6667 7493
10119722 19 181.00 100.00 4160 141,60 20000| 6667 | 7493
10v2022 20 18100 100.00 4160 14160 290.00 66.67 7493
10121722 21 18100 100.00 4160 14160 29000| 6667 7493
10022122 22 18100 100.00 4160 14160 25000| 6667 7493
1023122 23 18100 100.00 4160 141 60 29000| 6667 7493
1024122 24 181.00 100.00 4160 141,60 29000] 6667 74.93
10025122 25 181.00 100.00 4160 141.60 29000| 6667 7493
10/26/22 26 181.00 100.00 4160 141,60 20000| 6667 74.93
10027122 27 181.00 100.00 4160 14160 20000| 6667 | 7483
10028122 28 181.00 100.00 4160 14160 2%000] 6667 74 93
1029122 29 181.00 100.00 4160 141 60 25000] 6667 7493
1030/22 30 181.00 100.00 4160 14160 20000| 6667 7493
1031722 3l 181.00 100.00 4160 141.60 250.00 0.00 | 14160
1101722 32 181.00 100.00 4160 141,60 29000] 6667 7493

Other Auditor Remarks OK Y Help

8. Atfter entering the lodging or BAH amount and pressing Tab, IATS automatically displays the
next consecutive date. If TLE expenses are applicable for that day, simply press Tab, or type
the correct date if another date is desired.

Note: IATS automatically populates each field with the same information entered on the previous day. If
this information is correct, press Tab to continue, or make the desired changes.

9. When finished making the required entries at the TLE screen, click the OK button. IATS returns
to the Settlement or Advance Request screen.
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Completing the DITY Advance screen

Service members who are authorized to personally move their household goods are entitled to receive
an advance payment of the entitlements to assist with the rental of a moving vehicle and the purchase
of packing supplies. The DITY Advance screen is used for this purpose.

DITY Advance

JONES, DEVIN G TONO: PCSADV1

Amount to be advanced for DITY move | $1,000.00

Other 0K Cancel { Help

Click this button to save information
At this screen, type the pre-computed dollar amount for the DITY advance at the Amount to be

advanced for DITY Move field and press Tab.
After entering the advance amount, click on the OK button to save the entry.
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Navy MILPCS Advance Requests
Navy MILPCS Advance Requests - Overview

A feature has been added to IATS for Navy customers computing MILPCS Advance Requests. This
feature allows the customer to process a MILPCS Advance Request as either a Full Advance or as a
Partial Advance.

This new feature was added to accommodate long term TDY situations in conjunction with PCS travel.
Under this circumstance, travelers are paid an advance of their TDY entitlements on 30 day increments.

Using this feature to pay partial advances, IATS allows the user to process an advance for the beginning
period, middle periods, and an ending period.

Click on the See Also button below for additional information on processing Partial Advances.
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Beginning Partial Advance

Navy Travelers performing long term TDY in conjunction with PCS travel are paid an advance of their
TDY entitlements on 30 day increments.

IATS allows the user to process an advance for the beginning period, middle periods, and an ending
period.

@Complete the following steps to "enter" a beginning partial advance:
Advente RBoguest « Block Ne: NEW - Peguest Noe NEW
STREET, DUSTY O E7 ] Transent Travelor TONO: 11111311111

Roquest Type - Advance

Type of Advance Partal Advance Type of Parad Begnning Partial
Not 8 Partiad
Begnning Partisl
Remt To Emtisenorts Cafculstions Financial pyMidde Partil
Ending Partel

1. Type of Advance: - At this field, click on the down arrow button to display the list of settlement
types and then click on Partial.

2. Type of Partial: - At this field, click on the down arrow button to display the list of partial types
and then click on Beginning.

The next key requirement for processing a beginning partial advance occurs at the Expected Itinerary
tab. At this tab, the user must specify the Pay To period.

What's Authonzed  Expected ltinerary Rembursables

Expected Duration | Greales han or equal 10 24 howrs Pay To 9@2021
Dale Location Reason Day OMN Melhod lLodge Meals AE% Lodging Taxes Mies
> 08092021 DEP  Norfok, VA Norfolk cP o J U -
08082021 ARR  San Diego, San Diego, CALIFORNIA ™ %) %) LDP GQ1 WDGM 000 $4500 $0.00 0
09062021  STOP  San Diego, San Diego, CALIFORNIA dJ | O s
09082021 CONT San Diego, San Diego, CALIFORNIA MC O O 000 3000 $0.00 0
Back Next Dyplcate Previous insedt Leg Defate Leg Clear Completed

3. Pay To: - At this field, type the end of the beginning partial period in MMDDYY format. You can
also click on the down arrow button and use the calendar to select the date.
4. Complete the itinerary as usual.

Note: The user will notice that IATS automatically populates the Reason field with MC to indicate the
end of the payment period. In addition, on the last line of the itinerary the column that is normally
populated with Arrive (ARR) now shows CONT. This indicates that this is the end of this period and an
additional period is pending.

361



Examiner Functions

5. Finish processing the request for advance as usual.
Click on the See Also button below and select the particular topic for additional information on working
with Partial Advances.
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Middle Partial Advance

Navy Travelers performing long term TDY in conjunction with PCS travel are paid an advance of their
TDY entitlements on 30 day increments.

IATS allows the user to process an advance for the beginning period, middle periods, and an ending
period.

@Complete the following steps to "enter" a middle partial advance:
Advance Reqeest - Black Noc NIW - Reguest Moo NEW
STREET, DUSTY O E7 O Transiont Traveler TONO: 11T Tm

Request Type - Advance

Type of Achance Parmal Advance Type of Partal | Midde Partia
Not 8 Partisd
Bagnning Parbal
Rome To Advidocr! Ematlements Calcdatons HMM" Portis}

Ending Partid

1. Type of Advance: - At this field, click on the down arrow button to display the list of settlement
types and then click on Partial.

2. Type of Partial: - At this field, click on the down arrow button to display the list of partial types
and then click on Middle.

The next key requirement for processing a middle partial advance occurs at the Expected Itinerary
tab. At this tab, the user must specify the Pay From/To period.

what's Authorzed  Expected Itinesary Resmbursables
Expecied Diration Qnalﬂ than or equal 1o 24 howrs 7 Pay From |9'%2021 Pay To |[10/92021
Dale Location Reason Day OMN Melhod Lodge Meals AE%  lodging Taxes Miles

b 08002021 DEP  San Dego, San Diego, CALIFORNIA cs ] 0 L .

08092021 ARR  San Deago, San Diego, CALIFORNIA TD E ] LDP GaQl WDGM 000 $45.00 $0.00 0

100972021 STOP | San Deago. San Diego, CALIFORNIA | [

10092021 CONT | San Deego. San Diego, CALIFORNIA MC ] 0.00 $0.00 $0.00 0

Back Next Dupicate Previous insert Leg Delete Lag Clear Completed

3. Pay From: - At this field, type the beginning of the middle partial period in MMDDYY
format. You can also click on the down arrow button and use the calendar to select the date.

4. Pay To: - At this field, type the end of the middle partial period in MMDDYY format. You can
also click on the down arrow button and use the calendar to select the date.

5. Date: - The date on the 1st line of the itinerary defaults to the date the traveler initially arrived
at the TDY location. Ensure that this date is not changed.
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6. On the second line of the itinerary, type the date for the beginning of the middle partial period in
MMDDYY format. You can also click on the down arrow button and use the calendar to select
the date.

7. Complete the itinerary as usual.

Note: The user will notice that IATS automatically populates the Reason field with MC to indicate the
end of the payment period. In addition, on the last line of the itinerary the column that is normally
populated with Arrive (ARR) now shows CON. This indicates that this is the end of this period and an
additional period is pending.

8. Finish processing the request for advance as usual.

Click on the See Also button below and select the particular topic for additional information on working
with Partial Advances.
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Ending Partial Advance

Navy Travelers performing long term TDY in conjunction with PCS travel are paid an advance of their
TDY entitlements on 30 day increments.

IATS allows the user to process an advance for the beginning period, middle periods, and an ending
period.

@Complete the following steps to "enter" an ending partial advance:
Advance Reguet - Wock Nee NIW - Raquest Mo NEW
STREET DUSTY O E7 [J Transwent Traveler TONG 1111911

FRequest Type - ANance

Typo of Advance Partin Advance Type of Parist Endng Partil
Not a Part
Begoning Pamiad
" ~ Midd Partisd
Remil To AdvAcen Erntrmnts Calcuations Fi
o |Ending Partisl

1. Type of Advance: - At this field, click on the down arrow button to display the list of settlement
types and then click on Partial.

2. Type of Partial: - At this field, click on the down arrow button to display the list of partial types
and then click on Ending.

The next key requirement for processing an ending partial advance occurs at the Expected Itinerary
tab. At this tab, the user must specify the Pay From period.

What's Authorzed  Expected ltinerary Remmbursables

Expected Duration | Greates hian of equal 1o 24 howrs Pay From | 10V1072021
Date Location Reason Day OMN Melhod lodge Meals AE%  lodgng Taxes  Mies
0810002021 DEF  San Diego, San Diego, CALIFORNIA cs (W O ) ]
10102021 ARR  San Dego, San Diego, CALIFORNIA 10 ) J LDP GQ1 WDGM 000 $45.00 $0.00 0
11112021 DEP | San Diego, San Diego. CALIFORNIA cp 0 |
11112021 ARR Jacksonwile, Duval, FLORIDA MC ) (M) 0.00 $0.00 $0.00 0
Back Next Duphcate Previous Inserl Leg Deials Log Claar Completed

3. Pay From: - At this field, type the beginning of the ending partial period in MMDDYY
format. You can also click on the down arrow button and use the calendar to select the date.
4. Date: - The date on the 1st line of the itinerary defaults to the date the traveler initially arrived
at the TDY location. Ensure that this date is not changed.
5. Complete the itinerary as usual.
6. Finish processing the request for advance as usual.
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CIVPCS Advance Requests

Processing CIVPCS Advance Requests

|u!s’lCompIete the following steps to "process" a CIVPCS Advance Request :
1. Loginto IATS in the Examiner View mode or change the View to Examiner, if necessary.
2. Select a block through one of the following methods:
# Method 1: - Click the Grab Blocks button and select a block from the Logged Pool.
-

Method 2: - Double click on the desired block listed under the To Do section or by clicking on
the block once and then clicking the Process Block button.

# Method 3: - Click on the New Block button and create a new block.

Note: After selecting a block using one of the (3) methods listed above, the Request Selection screen
appears. At this screen, any request for advance already logged to the block is listed under the Select
Request(s) section.

At the Request Selection screen, select a request through one of the following methods:
Method 1: - Double click on the desired request.

Method 2: - Click on the request once and then click the View/Modify button.

Method 3: - Click on the New button.

& 8 e

Note: If the New button is clicked, the Select Traveler screen appears. At this screen the Examiner must
select or create the traveler's account and select or create a new travel order. After selecting or
creating the travel order, the Advance Request screen appears.

4. After selecting a request using one of the methods listed above, the Advance Request screen
appears.

Advance Paqesst - Black No. ADVCHPCS - Raguest Na: MW

Waming - Incomplete Claim Exisis
ARNOLD, TOMMY G C TONO: PCSADY
Roquest Type - Advarnce
Type of Achvancm Partal Advance Advanon
Remt Ta Emtlernorts Calculshons Finanocal Romarks
Address
Une 1 1M S NORTH ST
Uno 2
Chy NDIANAPOLS
CountrySiate N INDIANA
Zo Code 46236 Update Traveler
Pack Noxt
Becopts
Ohar SAVE Canow { Belp

Enter the first ine of the traveler's address
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5. Refer to the Help topic, "Completing the CIVPCS Advance Request for Settlement Screen”, for
additional instructions.
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Completing the CIVPCS Advance Request for Settlement Screen

After selecting an advance request, the Advance Request screen appears. This screen is used to
capture the details from the advance request submitted by the customer.

Advance Paqesst - Black No. ADVCHPCS - Raguest Na: MW

Waming - Incompiete Claim Exists
ARNOLD, TOMMY G C TONO: PCSADY
Roquest Type - Advarnce
Type of Advancs Partal Advance Advanos
Remt To Emtlernonts Calculabons Fnanoal Remarks
Address
Unha 1 111 S NORTH ST
Lino 2
Chy NDIANAPOLS
CountrySiate N INDIANA
Zip Code 46236 Updato Traveler
<Puack Nent»
Becopts
Cthar SAVE Canos! { Help

Enter the first ine of the traveler's address

Wuse the following steps to "complete" the CIVPCS Advance Request screen:

1. Address: When the Advance Request screen appears, the Remit To tab is displayed. At this
tab, the traveler's address defaults from the address entered at the Traveler Profile screen when
the traveler's profile was created. Compare this address to the address appearing on the
Request for Advance submitted by the traveler and make any necessary changes. If the IATS
user changes the Remit To address at this tab, the change will appear with a red background.

Note: Any changes made to the address at the Remit To tab will only affect the advance being
processed. A permanent address change must be made at the Traveler Profile screen.

2. After verifying the address at the Remit To tab, click on the Entitlements tab or the Next button
to proceed.

Refer to the Help topic, "CIVPCS Advance Entitlements - tab", for additional instructions.
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CIVPCS Advance Entitlements - tab

The Entitlements tab is the beginning point for capturing the specific details pertaining to what is
authorized on the travel order in regards to the authorized PCS expenses, transportation allowances,
itinerary for the trip, and any reimbursable expenses.

Remit To Entitloments Calouasons Financial Romarks

Types of Entiloments Claimed

<Back

| Precomputed

Trips/Type Dates Encompassed Slalus ‘ | L E

e Enroute PCS Trave
House Hunting Trip
HHG Personally Procured

TQSE/FTA

Daily Surnmasty Elepsed Tamo Show Cales
Noxt>

Wuse the following steps to "complete” the CIVPCS Advance Entitlements tab:
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1.

Travel Not Performed: Under the heading "Types of Entitlements Claimed", click in this box if
the trip was not performed and you wish to generate a zero dollar transaction. This transaction
is then transmitted to the accounting system to de-obligate the funds set aside for the travel
order.

Add Expense button: Click on this button to select the types of expenses the advance is
requested for. A drop down listing appears and displays the expenses that were authorized
when the travel order was created.

Following, is a list of possible CIVPCS Advance expense types and a link to additional
instructions for processing each particular expense type:

Enroute: If the user clicks on the Enroute option, the What's Authorized tab appears and the
user must specify who is traveling and how many cars will be used. Refer to the Help topic,
"PCS Advance What's Authorized - tab", for additional instructions.

HouseHunting: If the user clicks on the HouseHunting option, the House Hunting Trip
Advance screen appears. Refer to the Help topic, "Completing the House Hunting Trip Advance
Screen"”, for additional instructions.

TQSE: If the user clicks on the TQSE option, the TQSE/FTA Advance screen appears. Refer to
the Help topic, "Completing the TQSE FTA Advance Screen", for additional instructions.

Click on the desired expense type and complete the associated input screen to calculate the
advance entitlement for the selected expense.

When finished adding expenses, proceed to the Calculations, Financial, and Remarks tabs to
finish processing the advance.




Examiner Functions

PCS Advance What's Authorized - tab

After clicking on the Add Expense and selecting the Enroute option at the Entitlements tab, the
What's Authorized tab appears. At the What's Authorized tab, the user must specify that the traveler is
the owner/operator of the POV, the number of cars used, and which travelers are to be included in the
advance calculation.

What's Authonzed  Expected Itnerary Rembursables

& OwneriOperator of POV [ No MALT Number of cars authorzed 1

VWho is beng paxd for this tnp

DEVIN (Member)
SHAWN (Spouse

Back Neot Selact Al Unselact Al

l'.‘I-Q]Use the following steps to "complete" the PCS Advance What's Authorized tab:

1. Owner/Operator of POV: - At this field, click in the box if the traveler was the owner and
operator of the POV used in the performance of the trip.

2. No MALT: Click in the check box to activate this option if no MALT should be paid.

3. Number of Cars: - At this field, type the number representing how many POV's are to be used
in the calculation of the advance.

4. Who is being paid: - At this section, the user must specify which of the listed travelers are to
be included in the calculation of the advance. If all of the listed traveler's should be included,
click on the Select All button. If not, click on the desired name.

Tip: Multiple traveler's may be selected by pressing and holding the Shift key and then clicking on the
desired names.

5. After completing this tab, the user must then click on the Expected Itinerary tab or click on the
Next button to continue.

Refer to the Help topic, "Expected Itinerary tab", for additional instructions.
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CIVPCS Expected lItinerary - tab

The Expected ltinerary tab is used to capture the anticipated details for the trip itinerary. While
completing this screen, refer to the prompt line at the bottom of the screen. The prompt line will explain
what information is requested at each input field.

What's Authonzed  Expected Itinerary Rembursables

Expected Duration | Greater than 12 howrs

Trans Duty IDL  lLocal Group Embark Who Else |
Date Location Reason Day OMN Method Lodge Meals AE% Lodging Taxes Miles |
, 08N6:2021 OEP  IND, IN, Marion PA ] ] [ -
" 08202021 ARR  Cleweland, Cuyahoga, OHIO MC ] - 0.00 $0.00 $0.00 KX1
Back Noodt Duphicate Prevous Inserl Leg Delete Lag Claar Completed

Wuse the following steps to "complete" the Expected Itinerary tab:

1. Expected Duration: - At this field, click on the down arrow. A drop down listing of trip
durations appears. Refer to the documentation submitted by the traveler to determine the
duration and then click the correct choice.

2. Depart Date: - The departure date on the first line of the itinerary automatically defaults from the
Begin Date entered when the travel order was created. Press Tab to continue or type a different
date, in MMDDYY format, if necessary. You may also click on the down arrow button and use
the calendar to select the date.

3. Depart Location: - The depart location defaults from the Origin location entered when the
Travel Order was created. If the default Depart Location is incorrect, double click in the
Location field and then use the Location Selection screen to select the correct location.

4. Transportation: - If the default type at the Transportation field is incorrect, click on the down
arrow button and select the correct mode from the list of types.

5. Press the Tab key until the Arrival date field is Highlighted. If the default date is incorrect, type a
different date, in MMDDYY format and then press Tab. You may also click on the down arrow
button and use the calendar to select the date.

