Fixing a CBA Problem in DTS

When attempting to submit a travel voucher after a TDY, | encountered this curious error message that
preventing me from signing.

"'_., The Centrally Billed Account is blank, Please seleck a walid CBA Account by choosing the Payment Information Tab under Travel Summary or conkack
.

wour DTA For assistance,
6] 4 I

Sam helped me with this, and he explained that it sometime happens when flights are booked through
DTS. This document contains the eight steps to fix this minor error.

Here are the steps:

1. Go into your voucher. At this point, it should only say CREATED, since you cannot sign it due to the
problem.

My Signed Documents

Current Departure

Document Hame Status Date Type
RCROBIMNSOMNEARDZO40E 401 ARCHIVE IMAGE 020405 ALITH
SUBMIT
ARCHIVE IMAGE
RCROBIMSOMEARDZO408 101 ACCEPT 02 04,08 WCH

RCPORTLANMDOROZ 1505 _A01-01 CTO AMEMDMENMT 0213503 &LTH

RCPORTLAMDOROZ 1503 W01 Z13003 WCH

RCOTHERFRGOS0E0E_&01 AUTE&?;E:‘OUR 03705505 &LTH

2. Uncheck, if needed. Click OK to go to your document.

Click ©OF to open this travel document. I you uncheck VIEW-ORLY, yaou wi ompted for signature

to 2o into adjustment for the document.

Cipen Document WIEW-OMLY: [

Ok Cancel




3. On the left column of the next screen, scroll down and click VIEW under Air Travel.

Comments to the Approving Official: Completed anti-terrorizm training in August 20

Air Comments: 45 PER. JFTRSITR, TICKET WLL

Comments from the Travel Agent: OF THE ORDERS WHEN FOP |5 CBA,

The use of a Government-Contracted Commercial Trawvel Office (CTO) to arrange official trawvel
uszed to make official travel arrangements, the traveler must provide a statement in detail az tg
otherwise not being uzed.

Other Trip Information

Trip Type: b -RISUTIME TO S TAD
Trip Purpaze: CORFEREMCE ATTEMDAMCE
Trip Description: &+1 Trait Writing Model for Trainers' Institute PMR Locator: GWMYWY

Overall $tarting Point Time Zone: CET (24)

Itinerary: Leave From: Wiezbaden ,FRG
Miew Leave: 18-Feb-08

Location 1 - PORTLAHD,OR Time Zone: PAT (09)

Itinerary: Leave From: Wiesbaden FRG

Miew TOY#TAD Location: PORTLAMD ,CR.
Brrive; 18-Feb-03
Leave: 23-Feb-03

Air Travel: mited Airlines Inc, (U4) Comme

Migw Flight: 8850 SEAT FRY
Fare: 5713.18
Airport Pazzenger facility charge included in ticket price,
Facility Charge: %4.50
Depart: FRA-F rankfurt, Germany
18-Feb-05  10:154M
Arrive: PO-Portland, OR (USA)

18-Feb-08  1Z:00P#

Method of
Reimbursement:

Confirmation: DCUAZM M B

Central Bill




4. Scroll down and click CHANGE TICKET DATA.

Flight Details Entered:

Frequent Flyer: 00132134421

Type: Comm &ir (Central Bill) j
#ethod of Reimbursement:  Central Bil

CEA Label: DDZIELICES

CE& Account: 445610000022 KK HH

Comments to the Travel Agent:
* SEAT PREFEREMCE: 013

Change Ticket Data

5. Scroll down until the block titled, “Edit Ticket Data.” Click CBA ACCOUNTS.

EDIT Ticket Information

Enter ot select the required data,

Please Mote: & Red $tar (* ) indicates a field iz required.

* Type: ICDmm Air (Central Bill) j
* Description: I.ﬁ.ir Fare [GOWCC-C)
* Ticket Mo: ID161??8022828

* Ticket VYalue: I.'-"EIB.B*I
iZost: I?DB.B1

[If different from
ticket walue)

* Departure Date IDEHSIEDDS "|

mimafdd Sy )
|ssue Date ||:|2f|:|4f2|:|ns
mimafdd Sy )
* Ticket Date |nzfnaf2clns
mimafdd Sy )

CEé Label: IDDE'?ELICBA
CEA Account: |44aa1anunnzz} o CEA Accounts




6. There should be only one choice here. Click SELECT.

Master CBA Accounts for organization DD29EUROPEEDU

Select Account Label CBA

» select ZIELICEA 44ga 160

7. You will return to the same screen as in step number 5. Scroll to the bottom of the screen and click
SAVE.

* Departure Date IEIEHSIZEIEIE! "|

[mimSdd Fywy
|zsue Date |02fn4fznna
[mimSdd Fywy

* Ticket Date |nzms;2n:|na
[mimSdd Fywy

CBA Label: IDDEG‘ELICBA
CBA Account: |448616EIDDEIZE} o CEd Accounts

If necessary, add comments to the travel agent:

» wiew expenze detailz

Save

8. The document is now ready to sign as usual.



