: e Defense Travel Management Office
1;"‘;!" ********
i - K

2 Welcome to the TAC Outreach Call

Presenter(s) — Dan Greene
— Jason Prado

Date — July 28, 2020
Topic — Debt Management

The presentation will beqgin shortly

Phone Number - 703-679-6200
Conference Call ID - 8210518109
Participant Pin — HELP1GO (4357146)

We recommend dialing into the phone number rather than relying on DCS Audio.
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TAC Outreach Call
July 28, 2020

Debt Management

Presenters:
Jason Prado, Travel Assistance Center (TAC) Manager
Dan Greene, TAC Qutreach Call Coordinator
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* Top Issues for July

* Debt Management
— Debt Process in DTS
— Recognizing a Debt Situation
— DMM Requirements
— Debt Management Monitor
— How to Settle a Debt
— Requested Questions
— Tips and Tricks with Debt
» Resources

* Questions
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Issue #

DTS-17920

DTS-18017

DTS-17876

PPT

PPT

Top Issues for July

Summary

Users get stuck at Processing when saving changes to
rental car reservations expenses.

Flight and rental car expenses do not have the option to
be removed from vouchers. This was initially a
workaround to DT S-17920.

Certain travelers receive an error when updating their
profile under "My Profile”.

Gmail and iCloud email addresses are not receiving
password reset emails for TraX.

The authorization was trip cancelled but does not have
the option to stamp the document SIGNED and, the
document can be amended.

Defense Travel Management Office

Workaround

This issue was resolved. If you continue to experience it,
please contact the TAC.

This issue was resolved. If you continue to experience it,
please contact the TAC.

As a workaround, recommend adding the Date of Birth
under TSA Secure Flight Information. Once added, other
changes may be saved.

We are currently monitoring this issue for further escalation
in which commercial email addresses take longer fo receive
password reset emails. Please do not continue to
repeatedly request the reset. It will restart the time. We
recommend checking the spam folder of the email box to
verify the email has not been received there. Please be
aware that the correspondence with the Travel Assistance
Center will be received prior to the password reset email.

Unfortunately, there is no work around for this issue at this
time. Please contact the TAC for further guidance.

Release

FY20-July
Expenses Update

FY20-July
Expenses Update

FY21-MR-1
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Debt Process in DTS

A travel-related debt results when one of the following occurs:
— The trip was cancelled after the traveler received a travel advance.

— The total previous payments (i.e., travel advances, scheduled partial payments [SPPs],
and previous vouchers or local vouchers) exceed the actual reimbursable expenses.

— A post-payment review (PRR) determines that the paid voucher contains an
unauthorized expense that the Government must recover.

« When a voucher is filed, if the actual expense amounts are less than the previous
payments (advances, SPPs, or Voucher) the traveler received, DTS identifies the
trip as DUE US.

Defense Human Resources Activity
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Recognizing a Debt Situation

« Debts can be identified in a DTS voucher by selecting Financial Summary on the
Progress Bar.

« When the Review Financial Summary screen opens, look at the following two lines
located in the Credit Summary section:

Net to Traveler: If this
line reads $0.00, the
Government does not
owe the traveler any
maney.

Credit Summary Balance Due US:
This line will always If there is ﬂ”}q‘.rf
read $0.00 in a debt ollection $0.00 amount on this
situation. | ' line other than
I fralver/Appea 20.00 $0.00, the traveler
 Net To Travele $0.00 | owes money to
ince Due US $1947.06 Show Details » the Government.
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» To assistin the debt management
process, DTS keeps the fields in the
Credit Summary current including any
Collections and Waivers/Appeals.

Recognizing a Debt Situation (cont.)

Credit Summary
S5T26.00
50,00
50,00
i “ie Due US 5285200
COLLECTIONS
o L9 018 5T14.00
0/18/2018 $714.91
1071818 LT15.00
11272018 5T14.4]
122018 ST16.08
2203015 52152.00
Total Collections LET26.90

WAIVER/APPEALS

Total Amounts

Defense Travel Management Office

Total Debt: 52852.00

%0.00 5714.00
»0.00 571491
%0.00 5715.00
5000 2714.9]
%000 571608
(000 090909090 %2152
50,00 0,00
$0.00
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Recognizing a Debt Situation (Traveler/NDEA)

« When a potential DUE US voucher is signed, DTS displays a screen that states the
traveler will owe money to the Government if the AO approves the voucher in its
current state.

— This notification serves as the traveler’s initial notification of the debt (it does not apply
DUE PROCESS SERVED).

— If aNon-DTS Entry Agent (NDEA) creates and signs a DUE US voucher, DTS sends an
email to the traveler to serve as the traveler’s initial notification of a potential debt

situation

NOTIFICATION OF DEBT

D This voucher, NDCHICAGDILO10219_V01-01, indicates a debt may be owed to the U.5. Government if
approved as submitted.

i your voucher is approved with an amount owed to the Government, you will have 30 days from the date of
ahectronic notification to make payment or submit a request for waiver, remission or cancellation of the debt

Contact your Debt Management Monitor to discuss or initiate a debt waiver. If a debt waiver is not
recorded in DTS within 30 days, action will automatically be taken to collect the debt via payroll

deduction

Cancel Confirm and Continue
Defense Human Resources Activity
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Recognizing a Debt Situation (AO)

« The AO first learns of the potential debt situation when approving a voucher that has
a negative balance.

— If the amount of the debt is less than or equal to $10.00, the Digital Signature screen
displays a Notification of Debt that indicates the debt will not be collected.

NOTIFICATION OF DEBT

© This voucher, NDCHICAGOIL010219_V01-01, indicates a balance due to the U.5. Government that is less
than or equal to $10.00.

Prior to completion of the approval process, this voucher will be automatically adjusted to include an expense
item to offset the debt. The traveler is not required to pay back the amount.

Confirm and Continue
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Recognizing a Debt Situation (AO)

« The AO first learns of the potential debt situation when approving a voucher that has
a negative balance.

— |If the amount of the debt exceeds $10.00, the AO sees a Notification of Debt indicating
the need to inform the traveler and the DMM about the debit.

NOTIFICATION OF DEBT

© This voucher indicates a Balance Due to the Government as a result of an excess travel payment.

AOs are required to contact the traveler to ensure that the traveler received the notification of the debt . Once
this has been completed, AOs are required to contact the Debt Management Monitor to have them update DTS
that this action has been accomplished.

| have personally notified the traveler of this debt.

Confirm and Continue
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Recognizing a Debt Situation (DMM)

» To ensure that the due process requirements in the DoD Financial Management
Regulation (DoDFMR), Volume 16 are met, the AO and DMM must verify that the
traveler has received notification of the debit.

— Selecting Confirm and Continue completes the signing process.
— The AO should notify the traveler of the debt immediately.

» Applying the APPROVED stamp to the document will begin the DUE US process
within DTS.

Defense Human Resources Activity
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A The DUE US (Debt) Process within DTS

« When the APPROVED stamp is applied to a voucher that contains a debt, the
following actions occur:

1.

DTS generates and sends an adjusting obligation to the accounting systems to
decrease the obligation to the amount previously disbursed, if necessary.

DTS sends a “no pay due voucher” with a zero dollar net to traveler to the disbursing
system.

A 96-hour delay allows transactions to post to accounting and disbursing.
DTS transmits an initial A/R to the accounting system to set up the debit.

Upon receipt of the positive acknowledgement from accounting that the A/R has posted
successfully, DTS emails the due process notification of debt to the traveler, AO, DMM,
and the Central Disbursing System (CDS).

DTS tracks the DUE US situation and reports it in the Debt Management Monitor.

Defense Human Resources Activity
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) Traveler’s Responsibility for Payment of Debt

« The traveler has 30 days from the email notification to repay the debt or request a

waiver of the debt before actions can be initiated to collect the unpaid debt through
payroll deduction.

— Civilian employees with a debt on a cancelled trip are allowed up to 15 days to settle the
debt.

» |f the traveler is repaying the debt directly, they should include a copy of the
notification email when submitting the payment to the disbursing system.
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3 What is a DMM?

« The Debt Management Monitor is responsible for tracking, processing, and
recording of all actions related to traveler debt.

 In accordance with the DTS Regulations (DoDI 5154.31, Volume 3), paragraph
030403:

— DMMs may be appointed as Departmental Accountable Officials (DAOs) to track the
debt collection process in DTS due to overpayment of travel funds to travelers.

» [tis not necessary for a DMM to be located at each site, but each organization
within DTS must have at least one DMM assigned.

Defense Human Resources Activity
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Eligibility Requirements for DMMs

« Components must identify DMMs and decide whether to appoint them as
Departmental Accountable Officials (DAQOs).

— If appointed as DAOs, DMMs should be appointed on a DD Form 577, which must be
maintained as outlined in DoDFMR, Volume 5, Chapter 5, paragraph 050401.

- DMMs must have permission level 6 and the Debt Management Monitor indicator
set to Yes in their DTS user profile.
— This grants access to DTS Debt Management functionality.

« The DTA must also grant the DMM organization access to allow them to run the DM
Report, and group access so they can access the documents of the travelers who

are in debi.
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System Status: (&) DTS \/

R | @ DANIEL J GREENE Vv

k

Partner System Setup &
alte ETUD ;:._(_‘["|["|'-'.T|,_'-|[||:"|[" IE.I|IF

Site Setup Interview &

The Debt Management
Tool can be accessed
from the Administration
Drop-Down only for users
who have that setting set
to “Yes" in their DTS
Profile.
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) Debt Management Tool (Gateway)
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8. Defense Travel System

¢ A New Era of Gowerniment

M Due Frocess Debt Lookup Achon Required Awalting Hesponse Al Debdt

Current Date: O7-24-2020

The following functions are available to the Debt Management Monitor in support of the DTS Debt Processing

Due Process Frasenis a list of al newly approved Due U S, vouchers for which the travelars nave not yvel been advised of their Lue
Righis
Debt Lookup Allows the DMM to locate a specinc Due LS, Debt Item for status, action, or processing ThE DEht MEHEQEmEﬂt
Action Required Presents a list of Due U.S. Debt tems requiring some DMM action Tool recently received

Awaiting Fresents a list of all Due U.5. Debdt Items processed by the DMM which are wailting for a response from outside of DTS JE.‘M"E!. FfEiﬂ"I EWDI"( UpdEtEE
Response but no functionality

changes were
implemented.

All Debt Presents a list of ALL Due U.S. Debt Items for the DMM's organization, regardiess of the stalus of those items

Use the navigation bar at the top to access the section you want to work with. Select "Close Window" at the top to exit Debt Monitor Maintenance

Defense Human Resources Activity
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Debt Management Tool (Gateway)

8. Defense Travel System

¢ A New Era of Gaowedr

M Due Frocess Debt Lookup Achon Required Awalting Hesponse Al Debdt

Current Date: O7-24-2020

The following functions are available to the Debt Management Monitor in support of the DTS Debt Processing

! nis <1 of wilv anoroved Diue 2 W Aar which the fravelare e mal val B . A am
Due Process :II::::] a | i al newly apporoved Due U S, youchers Tor wihil the travelars have nol vel bEeen advised of their LDy Euerymin_.g in thE DMM
Debt Lookup Allows the DMM to locate a specinc Due LS, Debt Item for status, action, or processing GEtEWE_‘_‘,F IS dfl‘u"Eﬂ Dﬁ Df
Action Required Presents a list of Due U.S. Debt Items requiring some DMM action Grnup Access.
Awaiting Fresents a list of all Due U.5. Debdt Items processed by the DMM which are wailting for a response from outside of DTS

Response
All Debt Presents a list of ALL Due U.S. Debt Items for the DMM's organization, regardiess of the stalus of those items

Use the navigation bar at the top to access the section you want to work with. Select "Close Window" at the top to exit Debt Monitor Maintenance
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Debt Management Tool (Gateway)

M Due Frocess Debt Lookup Achon Required Awalting Hesponse Al Debdt

8. Defense Travel System

¢ A New Era of Gowerniment Trave

Current Date: O7-24-2020

The following functions are available to the Debt Management Monitor in support of the DTS Debt Processing

Dus Process Frasenis a list of al newly approved Due U s, vouchers for which the travelers nave nol vel been advis . .
e * Due Process will display all the
Debt Lookup Allows the DNMM 1o locate a specimc Due LS, Debt Item for status, action, or processing ﬂEWl}F _apprnved DUE US VDUEhEFS
Action Required  Presents a list of Due U.S. Debt Items requiring some DMM action for which the travelers have not yet
Awaiting Presents a list of all Due U.S. Debt Items processed by the DMM which are walting for a response from been advised of their Due Process.
Response

All Debt Presents a list of ALL Due U.S. Debt Items for the DMM's organization, regardiess of the stalus of those items

Use the navigation bar at the top to access the section you want to work with. Select "Close Window" at the top to exit Debt Monitor Maintenance
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arginal Balancwe Days Since Last
\:JH‘QUF\' Traveler Mame v/l Document Mame Debt Pue Last Action acton
& Orocess ¥ : : W01 636227 636227 POSACK
RECEIVED
These documents have been
APPROVED in DTS and stamped
with a DUE US but no further
. : N [— .| action has been taken by the
RECEIVEL traveler or DMM.
L T eSS 1 _ 291 4 51 .43 08 ACK (5
RECEIVEL
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Debt Management Tool (Gateway) — Due Process

DMMs must apply the DUE
PROCESS SERVED stamp
- Due Process before other options in the DMIM

Gateway become available.

The DMM needs to record the action that the traveler has received the required Due Process Notification Applicatinn of the DUE PROCESS
Use the Due Process link above to stamp the documeant SERVED STEFI"IP is not EDHﬁﬂQEﬂt
upon the receipt of the positive
acknowledgement of the A/R,
however a POS ACK should be
received FIRST before applying

Organization Name:
Traveler Name:
Traveler SSN:

Travel Document Number: DUE PROCESS SERVED.
Travel Document Name:
Original Amount of Debt: $6362.27 Applying Due Process Served will
Date Traveler Notified of Debt: 07/14/2020 begin the clock only (NO EMAILS
ARE GENERATED TO
Status Type Status Date Amount Balance Due U TF{A\..I’ELEH} and the DMM should
_ discuss the debt with the traveler.
DUE US 07/14/2020 $6362.27 $6362 27
POS ACK RECE "JE:-I 07/18/2020 $0.00 $6362 27
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Due Process

* Due Process is the legal requirement that the state must respect all of the legal
rights that are owed to a person.

« Before applying the DUE PROCESS SERVED stamp, the Debt Management
Monitor should reach out to the traveler.

— Either by email or by phone.

« The DMM should let the traveler know that they have a debt and provide assistance
to the traveler.
— Instructions of how to satisfy debt
— Instructions on Waivers and Appeals

Defense Human Resources Activity
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¢ A New Era of Gaowedr

Sr_stem

Debt Management Tool (Gateway) — Debt Lookup

Defense Travel Management Office

M Due Frocess Debt Lookup Achon Required Awalting Hesponse Al Debdt

traveler, or organization.

Debt Lookup allows the DMM to find
debt using a specific document,

bt Management Monitor in support of the DTS Debt Processing

Due Process

Debt Lookup
Action Required
Awaiting
Response

All Debt

Fresenis a st of al newly approved Due U S, vouchers Tor which the travelars nave nol yvel been advised of their Liue Frocess
Righis
Allows the DNMM 1o locate a specimc Due LS, Debt Item for status, action, or processing

Fresents a st of Due U.5. Debt Items requinng some DMM action

Fresents a st of all Due U.5. Debt llems processed by the DMM which are waiting for a response from outside of DTS

Presents a list of ALL Due U.S. Debt Items for the DMM's organization, regardiess of the stalus of those items

Use the navigation bar at the top to access the section you want to work with. Select "Close Window" at the top to exit Debt Monitor Maintenance
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Debt Management Tool (Gateway) — Debt Lookup

Enter a debt search criteria and click on submit 1o lookup specific debt

This feature allows you to locate
Search by Social Security Number Search by Travel Authorization Number | g specific DUE US voucher.
Iraveler SSN TANUM(S)

You can search by traveler’s

Search By Traveler Name Enter up to 10 TANUMs separated by comm SSMN. name. or Drganizatinn'
3 ¥ 1

- Search by Document Name TANUM; or document name.
First Name Document Name By marking the Include Satisfied
Search by Organization lude Safisied Dabt Debts box, you may access

NORIGE Satisred Debx debts that have already been
Jrganization v satisfied.
Category  Traveler Name CiviMil  Document Name Orginal Debt  Balance Due Last Action  Days Since Last Action

Defense Human Resources Activity
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Debt Management Tool (Gateway) — Action Required

M Due Frocess Debt Lookup Achon Required Awalting Hesponse Al Debdt

8. Defense Travel

¢ A New Era of Gaowedr

Sr_stem

Action Required will display all the
documents that require action from

the DMM. bt Management Monitor in support of the DTS Debt Processing
Due Process Fresenis a st of al newly approved Due U S, vouchers Tor which the travelars nave nol yvel been advised of their Liue Frocess
Righis
Debt Lookup Allows the DNMM 1o locate a specimc Due LS, Debt Item for status, action, or processing

Action Required Fresents a st of Due U.5. Debt Items requinng some DMM action
Awaiting Fresents a list of all Due U.5. Debdt Ilems processed by the DMM which are waiting for a response from outside of DTS
Response
All Debt Presents a list of ALL Due U S. Debt Items for the DMM's organization, regardiess of the status of those items

Use the navigation bar at the top to access the section you want to work with. Select "Close Window" at the top to exit Debt Monitor Maintenance
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Sl Document Name

orginal
Dbt

180 4%

145./1

1 2480 30

105.00

Days Since Last
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Debt Management Tool (Gateway) — Action Required

This screen displays a list of DUE
US vouchers requiring DMM.

Some examples include
documents that require the DUE
PROCESS SERVED stamp,
referral to payroll for collection,
and referral to the Out Of Service
(O0S) Debt Management Office.

Defense Human Resources Activity




Category

Due U

S

]

o

L

Ln

L]

Traveler Name

CiviMil

C

M

I

Document Name

-
1, .'-.

=4 ¥4 ..l'-_FI|-'.. " B ._"I‘.\,.' "'l--ll?-'f-\- .'.\

;!

GaMUSCATOMNOST01Y

-

LEMELBOURNEFLOZ21220 VO1-

E

orginal
Debt

144 .35

19.50

3889.89

379.19

s
fa
=
|
=2

Balance
Due

144 35

29.82

19.90

379.19

22050

Debt Management Tool (Gateway) — Action

Last Action

POS ACK
RECEIVED

POS ACK

RECEIVED

PUS ALK
RECEIVED

P

q

A

m o

C) 0N

CK
VED

POS ACK
RECEIVED

POS ACK

RFCFIVFD

Defense Travel Management Office

Required

These documents have been
stamped DUE US.

{ The DMM should notify the
| traveler of the debt and apply
the Due Process Served stamp.

113

Defense Human Resources Activity



Show 10 ¢

Category

Due Process

Dué Process

Due Process

Due Process

Due Process

Due Process

entries

Traveler Name

CiviMil

[

M

M

M

Document Name

Orginal
Debt

17248.00

Balance
Due

17248 00

2480.30

2841

m

209.83

Defense Travel Management Office

Debt Management Tool (Gateway) — Action Required

Due Process Served was
applied by the DMM.

The DMM should monitor these
documents and work with the
traveler to ensure the debt is
collected.
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Category

Pavroll
Coliechon

Favroll

Pavyroll

Collection

Payroll

Collection

Payroll

Collection

Payroll

Collection

Pavroll
Collection

[ 1]

Travelar Name

CiviMil

M

I

I

)

Documant Name

Orginal
Debt

2561.01

&0.00

44500

1058.89

&0.00

392 00

1058.89

Debt Management Tool (Gateway) — Action Required

Last Action

DUE PROCESS
SERVED

DUE PROCESS
SERVED

POS ACK

S =2l T
"'\-\.L'-\_-_I-.'__

POS ACK
RECEIVED

DUE PROCESS

SERVED

POS ACK
RECEIVED

Defense Travel Management Office

Days Since Last
Action

149

The collection process has
started or is in progress for
these documents.

The DMM should monitor these
documents and work with the
traveler to ensure the debt is
collected.

[ s
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Debt Management Tool (Gateway) — Awaiting Response

M Due Frocess Debt Lookup Achon Required Awalting Hesponse Al Debdt

8. Defense Travel

¢ A New Era of Gaowedr

Sr_stem

Awaiting Response will display all the
documents that are awaiting a

response from a 5"_.1’51'5"1 or bt Management Monitor in support of the DTS Debt Processing
organization outside of DTS.

| all newly approved Due L s, youchers 1or which the travelers have nol yvel been advised of their Liue Frocess
Righis
Debt Lookup Allows the DNMM 1o locate a specimc Due LS, Debt Item for status, action, or processing
Action Required Fresents a st of Due U.5. Debt Items requinng some DMM action
Awaiting Fresents a list of all Due U.5. Debdt Ilems processed by the DMM which are waiting for a response from outside of DTS
Response

All Debt Presents a list of ALL Due U.S. Debt Items for the DMM's organization, regardiess of the stalus of those items

Use the navigation bar at the top to access the section you want to work with. Select "Close Window" at the top to exit Debt Monitor Maintenance
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Orginal Balamce
Category Traveker Name Gl Document Name et Due Last acton
158 39 158 39 BAY O |
HEL]
=Ty T
=L
! 1 LE oM
5 g 95 PAY CT
= HEQUES
T Fi 'S
= ! 1 i 140 00 COLLE M

Days Since Last
Action

456

Defense Travel Management Office

Debt Management Tool (Gateway) — Awaiting Response

This screen displays a list of all debts that are

waiting for a response from an entity outside of
DTS.

This includes:

«  Waiver/Appeal - Documents awaiting a
waiver/appeal response

« Payroll Collection - Debts that have been
referred to the payroll system to request
collection

«  Qut of Service - Debts that have been
transferred to the O0OS Debt Management
Office to request collection

If a debt displays on this screen for an excessive
period of time, you should follow up with the
appropriate outside entity to resolve the matter.

Defense Human Resources Activity




Debt Management Tool (Gateway)

8. Defense Travel

¢ A New Era of Gaowedr
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M Due Frocess Debt Lookup Achon Required Awalting Hesponse Al Debdt

All Debt allows you to view a list of all
DUE US vouchers.

bt Management Monitor in support of the DTS Debt Processing

DMMs with access to smaller groups
may find this screen to be an easy-

i all newly approved Due L s, youchers 1or which the travelers have nol yvel been advised of their
to-access list of all debts.
o locate a specmc Due U5, Debt Iltem for status, action, or processing
HDWEUET, USiﬂQ it may be time i Due U5, Debt Items requinng some DMM action

group access because the lists of
debts may be very long.

fALL Due U.S. Debt Items for the DMM's organization, regardiess of the status of those items

Use the navigation bar at the top to access the section you want to work with. Select "Close Window" at the top to exit Debt Monitor Maintenance

Defense Travel Management Office

LILE FTOCess

. . . Fall Due U.S. Dedt Items processad by the DNMBM which are walting for a response from outside of DTS
consuming for DMMs with high-level - - = processe : F ) outst
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Heview the debt information

Organization Name:
Traveler Name:

Traveler SSN:

Travel Document Number:
Travel Document Name:
Onginal Amount of Debt:

Date Traveler Notified of Debt:

Status Type

DUE US

[

T T
(T )
=2 2
L 3

Pk
[
I..I

Status Date

04/032020

06/02/2020

Debt Management Tool (Gateway) — Debt Details

Amount

$60.00

$0.00

$0.00

Defense Travel Management Office

Once the Due Process Served
has been applied, the DMM will be
given additional options in the
traveler’s debt details.

Balance Due U.S.

$60.00

$60.00

$60.00

Defense Human Resources Activity
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Debt Settlement Actions

» There are many different ways Debt can be Settled:
— Traveler Mails a Payment
— Traveler Makes a Payment Online
— Traveler Requests a Waiver or Appeal
— Debt is Referred to Payroll for Collection
— DMM Refers Debt to the Out of Service (OOS) Office

 |n order to properly settle the debt, the DMM must apply the DUE PROCESS stamp
in the DMM Gateway first.

— VERY IMPORTANT
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} Traveler Mails a Payment

» |f the traveler mails the payment directly to the disbursing office, disbursing will
process the collection.

« The traveler should include a copy of the debt letter received from DTS. After the
collection is processed, disbursing will send an AOC to the accounting system and

to DTS.
— If the AOC is for less than the full amount of the debt, the collection will be annotated as

a partial collection.

« The CDS Debt Office at DFAS Indianapolis processes debt payments, and creates
AOCs to update most travelers’ debt records in DTS and the accounting system.

— The FACTS Debt Office provides these services for travelers assigned to DIA.
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d Traveler Makes a Payment Online

» |f the traveler makes a payment online using Pay.gov, the Department of the
Treasury will forward a Pay.gov detail report containing the payment information to
the CDS Debt Office.

« The CDS Debt Office will process the collection and send an AOC to the accounting
system and to DTS.

— |f the AOC is for the entire amount of the debt, the debt will be closed and archived.

— If the AOC is for less than the full amount of the debt, the collection will be annotated as
a partial collection.

» The Deposit Team at the Department of the Treasury and the CDS Debt Office at
DFAS Indianapolis are associated with this part of the process.
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} Traveler Requests a Waiver

« The Components determine the applicable processes and offices for waivers.
— Refer to local or Service or Agency business rules to determine the applicable office.

- |f the traveler requests a waiver to an outstanding debt, the DMM will enter the
waiver request in the DMM Gateway.

— The Debt and Claims Management Office (DCMO) at DFAS Indianapolis handles all
waiver request and response activities outside of DTS.

» The waiver may be approved, denied, or partially approved.
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Waiver Approval Example

Revienw the debd information

Real life example of a Oraanization Nama:
Waiver HEqLIESt heing Traveler Name:

Traveler S5N:

Appm‘v Ed fDr fU" Travel Document Numbaer:
amount h}l,r DCMO. Travel Document Name:

Original Amount of Debt E1872 (
Date Traveler Motified of Debt 2337018
Status Type Status Date Amount Balance Dues U.5
DUE US Ar2 4018 S1872.00 $1872 00
P08 ACK RECEIVEI 03032018 il S 187
DUE PROCESS SERVED 040472018 S0 0o $1872
PAY COLLECT RECHIESTD 041 TI2018 A %1

WAIVER REC SUBMIT 020122019 51872.00 $1872.00

-
ALY

m

R REQ APPROVED 05/06/2019 §1872.00 $0.00

DEBT SATISFIED DT 2014 $0.00 5000

LS ALK RECEIVEL OSM02019 Al £
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Organization Name:
Traveler Name:

Traveler SSN:

Travel Document Number:

Traual Basumant Name:
In this example, the nt of Debt:
traveler submitted a

waiver, which was
denied.

DUE US

DUE PROCESS SERVED

POS ACK RECEIVED

Motified of Debt:

= B

£n

Status Date

0972

Lh

12016
05/26/2016

A

06/01/2016

Amount

$13126.13

£0.00

$0.00

Balance Due U.S.

$13126.13
$13126.13

$13126.13

WAIVER REQ SUBMIT

WAIVER DISAPPROVED

09/21/2016

09/21/2016

0

13126.13

$13126.13

$13126.13

$13126.13

AFFEAL REW SUBMIT

APPEAL DISAPPROVED

11/01/2016

10/20/2017

d & PN BN T

$13126.13

$13126.13

el Tal el

$13126.13

$13126.13

el Falae Tal ot
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A Traveler Requests an Appeal

» Ifthe request for a waiver is denied or only partially approved, the traveler can
request an appeal of the decision to the DCMO, which will forward the request to the
Defense Office of Hearings and Appeals (DOHA).

« This process is also handled outside of DTS.

 Other external offices may be involved in this part of the process as determined by
local business rules.
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Organization Name:
Traveler Name:
Traveler SSN:

Travel Document Number:
Tl"iu’.ﬂl ljﬂﬂllmﬂﬂt Hjmn'

The traveler then filed for an
Appeal through DOHA, but
unfortunately, this was denied as
well.

DUE US

DUE PROCESS SERVED

POS ACK RECEIVED

WAIVER REQ SUBMIT

WAIVER DISAPPROVED

= B

£n

Status Date

0972

Lh

12016

02/26/2016
06/01/2016

09/21/2016

09/21/2016

Amount

$13126.13

£0.00

$0.00

0

13126.13

$13126.13

Balance Due U.S.

$13126.13

$13126.13

$13126.13

$13126.13

$13126.13

AFFEAL REW SUBMIT

APPEAL DISAPPROVED

11/01/2016

10/20/2017

$13126.13

$13126.13

$13126.13

$13126.13

d & PN BN T

el Tal el

el Falae Tal ot
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Debt is Referred to Payroll for Collection

» There are two processes for the referral of debt to payroll for collection.

» The typical process applies to all DoD travelers except members of the US Marine
Corps (USMC).

— The Marine Corps uses a separate, automated process.

« DTS initiates the collection process by using the information in the traveler’s profile
to determine the traveler's Component and status.
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Debt is Referred to Payroll for Collection
— Marine Corps Military Members

* The Marine Corps’ process is automated.

» The only external system used in this part of the process is the Marine Corps Total
Force System (MCTFS).

* When you use the DMM Gateway to mark the record DUE PROCESS SERVED,
DTS sends a notice of collection (NOC) transaction to MCTFS.

— MCTFS sends a POS ACK transaction back to DTS.

Defense Human Resources Activity



---------
£o7 4 ¥ el

Defense Travel Management Office

Debt is Referred to Payroll for Collection
— Marine Corps Military Members (cont.)

Collection action begins once the NOC is loaded into MCTFS.
The collection is sent to the Central Disbursing System (CDS).

CDS processes the collection and sends an AOC to the applicable accounting
system and to DTS.

If the AOC is for less than the full amount of the debt, the collection will be
annotated as a partial collection.

The DMM has the ability to stop this.

Defense Human Resources Activity



Defense Travel Management Office

Debt is Referred to Payroll for Collection
— Civilians and Non-Marine Corps Military Members

 The DTS due process clock determines when a debt will be referred for payroll collection.

» Civilian employees and service members are allowed up to 30 days to settle a debit.
— Civilian employees with a debt on a cancelled trip are only allowed up to 15 days.

« Although DMMs are required to initiate this process after 15 days (for civilians with
cancelled trips) and 30 days (for all other cases), DMMs can initiate this process earlier at
the request of an indebted traveler.

« DMNMs can initiate payroll collection in two situations:

— If during the due process period, the traveler requests that payroll collection be started.
— If the due process clock expires with the debt still unresolved.
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Debt is Referred to Payroll for Collection

— Civilians and Non-Marine Corps Military Members

Chick the "DMPC Report” button to view the Debt Management Payroll Collection report
Chck on the "Cancel” bufton to retumn to the pravious scresen

Organization Mame

Traveler Marme

Traveler 55N

Travel Document Number

Travel Document Name
Qriginal Amount of Dabt 3,

Date Traveler Motified of Debt

Transaction Typ#: |pjayw -
Amount/Pay Period
Date of Separation =
‘Dabt Mgmt. Manitar
DMM FPhone Number:
‘DMM Email Address:

Special Motes

DMPC Report

Defense Travel Management Office

In order to begin Payraoll
Deduction, the DMM will
need to submit the DMPC
report to the appropriate
payroll office with the
information required to
initiate a collection action for
the amount owed to the
Government.
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Chick the "DMPC Report” button to view the Debt Management Payroll Collection report
Chck on the "Cancel” bufton to retumn to the pravious scresen

Organization Mame

Traveler Marme

Traveler 55N

Travel Document Number
Travel Document Name
Qriginal Amount of Dabt

Date Traveler Motified of Debt

Transaction Type
Amount/Pay Period
Date of Separation

‘Dabt Mgmt. Manitar
DMM FPhone Number:
‘DMM Email Address:

Special Motes

Debt is Referred to Payroll for Collection
— Civilians and Non-Marine Corps Military Members

ki

DMPC Report

Defense Travel Management Office

The pay office is not required
to accept the amount entered
in the Amount/Pay Period.

They will consider the
requested amount; however,
pay offices have guidelines
for the minimum and
maximum amounts that can
be collected per pay period.

Completing all required
fields, including Special
Notes, may provide
justification for the requested
amount to be approved.

Defense Human Resources Activity




--------- Defense Travel Manarement Office
T D 2

Debt is Referred to Payroll for Collection
— Civilians and Non-Marine Corps Military Members

« DTS sends an email to the traveler and the AO when a request for payroll deduction
has been submitted to the payroll system.

» When the pay office receives the request, the payroll administrator sends an email
to let the DMM know whether the payroll collection request was accepted or
rejected.

« After receiving this email, access the DTS DMM Gateway and record the payroll
system administrator’'s response.
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Debt is Referred to Payroll for Collection
— Civilians and Non-Marine Corps Military Members

Click the "New DMPC Report™ button to view the Debt Managemeant Payroll Collection report
Click on the "Cancel” button to return to the previous screen

Organization Name:
Traveler Name:

Traveler S5SN:
New DMPC Report will Travel Document Number:

generate a new collection Travel Document Name

request. Original Amount bt:  $158.31
Date Traveler Notifie :  05/24/2016

Defense Human Resources Activity



Defense Travel Management Office

Debt is Referred to Payroll for Collection
— Civilians and Non-Marine Corps Military Members

Click the "New DMPC Report™ button to view the Debt Managemeant Payroll Collection report
Click on the "Cancel” button to return to the previous screen

Organization Name:
Traveler Name:

Re-Submit Report will Traveler SSN:
resend the original DMPC Travel Document Number:
report or a changed DMPC Travel Document Name
report to the appropriate Original Amount of Debt:
payroll system. Date Traveler Notified of Debt:

Defense Human Resources Activity
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Debt is Referred to Payroll for Collection
lians and Non-Marine Corps Military Members

Click the "New DMPC Report™ button to view the Debt Managemeant Payroll Collection report
Click on the "Cancel” button to return to the previous screen

Organization Name:

Approve will begin the
Payroll Deduction process.

Traveler Name:

Traveler SSN:

Travel Document Number:
Travel Document Name
original Amount of Debt:

Date Traveler Notified of Debt:

Reject open other links to
perform an OOS.

£158.31

0524/2016

Defense Travel Management Office
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DTS Out of Service Debt Process

» |f you receive a notice from the payroll system indicating that payroll collection is not
possible because the traveler no longer receives a salary or other payments from
the DoD , you must pursue debt collection via locally established procedures.

- |f the debtor has not responded for 90 days, the debt may be uncollectible.
— If the debt is less than $225, follow the Debt Write-Off process.
— If the debt is $225 or more, follow the OOS Debt Transfer process.

« DTS ensures that you use the correct process by activating only the appropriate
link.
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Example Debt — Start to Finish

Heview the debt information

COrganization Mame
Traveler HName

Traveler S5M

Travel Document Number
Travel Document Name

Driginal Amount of Debt 225 04
Date Traveler Notified of Debt 121182
Status Type Status Date Amount Balance Dus U.5
DUE US 02Me2016 229 04 225 04
05 ACK R vED 022620 16 £0.00 £29.04
JE PROCESS SERVELD 022672016 £0.00 $25.04
Ehi ECT REGQUESTE 1 20 0 T30 14
PAY COLLECT APPROVED 035302016 S0 00 $29.04
COLLFCTION 05172016 329 04 50 .00
OEBT SATISFIED Uafel2Ul e 20,01 S 00
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Example Debt — Start to Finish

é 02/ 182016 07 SEAMEST
APPROVED

Flaius Fypa s Cate Arspunl Balarice Dwe U §
02/ IR/ 201607 59AMES |
PAY LINK

02182016 07 5SAMEST

DUE U5

G 02/18/2016 07:SSAMEST
VOUCHER SUBMITTED

Upon APPROVAL with a negative
disbursement, DTS began the Debt

Process by stamping the document DUE
US.

HAMI

MHAMI

Fay Mod Generated

NAME

Pay Mod Generated

NAME

F'-I-.- Mod Generated

Defense Travel Management Office

COMMEN
Document data-linked to

Payment Module

COMMENT

Total Prior Payments:
5640.84 Total
Reimbursable Expense
%61 1.80 Due .5, Amount;
629.04

CDOMMENT
By XML Prox
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é aAMIE 5T alt hll E M
VOUCHER SUBMITTED Fay Mod Generated By XML Fros
° 1 T T . T Ty
PRID Fay Mo Genserated DA Mormbser: 11609189

[ LOUrSIng SL0E0N
Number: 801

Trace /Check Murmibser

amount 206050M027 Tota

Fartud Tyl B1us Dove Baisnce O

F'I."'I"" Armicia '\_:'l i

Armount Paid to Traveler
50,00 Interest Paid to
Traveler: 50.00 AMT Paig

=

o GOVCC: 50000 Interest

B e i e
Paid to GONVCC L LA

Payment Effective Date

February 22, 2016

AR SUBMITTED Pay Mod Generated By XML Proc

o 6/ 2016 AMEST CAME
POS ALK RECENVED Eav Mod Generated

The document was stamped PAID for zero
dollars.

The document remains at PAID for 96 hours.
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- . - - = ”""I | -- T F N |.
é VOUCHER SUBMITTED Mo G e rated By AML Froe

Fay N

Q PRID Fary Mo Deeneratied LY Mumbser: | 169189

Dishursing Station

Number: 3801

racie ek BMurmbser

Wt Ty g $atus Cane Amspuni Balance Dus U 8 R
1A A58 id £ o )

Amount Paid to Traveler

0,00 Interest Paid to

[ i § ! i
Traveler: 50,00 AMT Paid
o ONCC: 50,00 Inberest
i 43 0O §29 Paid to GONVCC: 50.00
Payment Effective Date:
15RO 16 §000 $0.0 February 22, 2016

: AR SUBMITTED Pay Mod Generated By XML Prios

P ML e AMEST
f POS ALK RECEIVED Pay Mod Generated

The AR was Submitted and the POS ACK
was received.
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Example Debt — Start to Finish

B1us Dove CTARTTLT Balsriis Dwd B
1 i i |
i i i
1 5

The DMM applied the DUE PROCESS
Served stamp in the DMM Gateway.

o
&
o
o

62016 0L1:59AME S|

POS ACK RECEIVED

2/26/2016 09 26AMEST

DUE PROCESS SERVED

3/30/2016 OT:24AMES]
PAY COLLECT REQUESTD

037302016 0T: 24AMEST

PAY COLLECT APPROVED

k 2 I
LAM

Pay Mod Generated

NAMI

ROBERT JVANSELOW

kA [
o 0 A

ROBERT JVANSELOW

T,
MM

ROBERT JVANSELOW

Defense Travel Management Office

BY DMM

[ |.|!Ill:, b |

BY DMM

COMMENT

BY DMM
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After 30+ days, the traveler had not paid
off their Debt, so the DMM requested
Payroll Collection via the Gateway.

Example Debt — Start to Finish

o
o
o
o

62016 0L1:59AME S|

POS ACK RECEIVED

2/26/2016 09 26AMEST

DUE PROCESS SERVED

3/30/2016 OT:24AMES]
PAY COLLECT REQUESTD

037302016 0T: 24AMEST

PAY COLLECT APPROVED

k 2 I
LAM

Pay Mod Generated

NAMI

ROBERT JVANSELOW

kA [
o 0 A

ROBERT JVANSELOW

T,
MM

ROBERT JVANSELOW

Defense Travel Management Office

BY DMM

[ |.|!Ill:, b |

BY DMM

COMMENT

BY DMM
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Example Debt — Start to Finish

The Payroll Collection was approved and
set up through the appropriate pay
system.

62016 0L1:59AME S|

POS ACK RECEIVED

2/26/2016 09 26AMEST

DUE PROCESS SERVED

3/30/2016 OT:24AMES]
PAY COLLECT REQUESTD

037302016 0T: 24AMEST

PAY COLLECT APPROVED

k 2 I
LAM

Pay Mod Generated

NAMI

ROBERT JVANSELOW

kA [
o 0 A

ROBERT JVANSELOW

T,
MM

ROBERT JVANSELOW

Defense Travel Management Office

BY DMM

[ |.|!Ill:, b |

BY DMM

COMMENT

BY DMM
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B1us Dove TR

After the money has been collected from

the traveler’s payroll, the system declares
the debt as satisfied.

Example Debt — Start to Finish

Balanis Dwd U §
0516 2016 06 46PMEST
e T ]

_— DEBT SATISFIED

Defense Travel Management Office

NAME COMMENT

Pay Mod Generated Collection Date
051772016 Collection
Amount: 529.04 Collection
interest Amount: 50,00
CCV MNumber: CT906T01
Source of Collection Data:
Advice of Collection
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Questions...

 What if we have a REJECT that we do not know how to resolve?

— The voucher must have the AR SUBMITTED and POS ACK RECEIVED before you can
process the debt. Contact your finance office or place a helpdesk ticket. If it's old they
will most likely have to process it outside of DTS.

« What if we have an old Line of Accounting that is no longer valid?
— If possible, rebuild the LOA and process within DTS to begin the debt process.

— If the LOA is no longer valid and will not process through the accounting system via
DTS, you will need to process the debt outside of DTS.

« What if the OOS link does not appear, how do we process OOS?
— Begin a payroll collection and then reject it. Upon rejection, the OOS link will appear.
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Questions...

 Additional help with Waivers, since so much of the process is done outside of DTS.

— Waivers must be filed using a DD2789 WAIVER/REMISSION OF INDEBTEDNESS
APPLICATION.

« https://www.esd.whs.mil/Portals/54/Documents/D D/forms/dd/dd2/789.pdf

— This process is done OUTSIDE DTS and the link is just a place holder to say that a
waiver has been submitted to DFAS.

— A copy of the form should be placed in substantiating records as proof.

— Once DFAS makes a determination of Yes, No, or Partial Approval, the DMM must back
to the DMM Gateway and make adjustments. They also need to place the DFAS letter in
substantiating records.
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Tips and Tricks with Debt

« The voucher and the DMM Gateway work together.
— Whatever shows in the Gateway shows in the document history.

« Due Process is required to begin taking any further action in DMM Gateway.
— Ensure you're talking with your travelers prior to applying this stamp.

« Ensure that the traveler you're working debt for is assigned to an Organization.

— Travelers who are detached can still be seen via Group Access (and gateway), but will return a "NULL
NULL" error message when trying to process debt.

« Always make sure you have no REJECTS.
— REJECTS will prevent the debt process from continuing, so they have to be fixed first.

« Debt is driven off of Group Access.

— Manually adding a traveler to your group, via Individual Group Membership, will display all of that
traveler's debt.
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Resources

« Guide for Managing Travel-Incurred Debt
— https://www.defensetravel.dod.mil/Docs/Guide to Managing Travel Incurred Debt.pdf

* DoD Financial Management Regulations (FMR)
— https://www.defensetravel . dod.mil/site/goto.cfm ?link=http://comptroller.defense.qgov/fmr

« DoD Instruction 5154.31

— https://www.defensetravel.dod.mil/site/dodi5154.ctm

« DD2789 WAIVER/REMISSION OF INDEBTEDNESS APPLICATION
— https://www.esd.whs.mil/Portals/54/Documents/DD/forms/dd/dd2789.pdf

* You can contact the Travel Assistance Center (TAC) via:
— Phone 888-Help1Go (888-435-7146)
— Woeb (https:/www.defensetravel.dod.mil/passport/)
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Questions

« Questions are taken via Telephone by Site Name in alphabetical order
— A — E (Example — Dyess Air Force Base)
— F - L (Example — Fort Huachuca)
— M-S (Example — Redstone Arsenal)
— T - Z (Example — Yuma Proving Ground)

* You can press *6 to unmute your phone’s line to ask a question.

— Please be considerate and re-mute your phone when you are finished by pressing *6
again.
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