


Getting started 

Select authorizations/ Orders  

Create new 
Authorization/ 
Order 



Getting started 
 

This will be the 

first screen to 

appear verify that 

all your personal 

information is 

correct and click 

“update personal 

information” 

Information such as Duty 

Station address will help 

later on during the 

process of selecting a 

departing point 



Fill in all the 
required information 

Basics 

Select the desired 
time to book your 
flight 

Will you 
need a 
rental 
car? 

Where will you 
be going TAD? 



Select whether you 

are departing from 

home or duty 

station 

Enter trip 

description 

to inform AO 

of the trip 

Trip type 

and trip 

purpose 

will also 

help 

identify 

reason for 

travel 



Basics 

Once all the 
required 
information has 
been entered click 
“Save and 
Proceed” 



Fill in the 
required areas 
and click 
“search” 

The flights to 
select from will 
appear here. 

Or CTO assistance 
can be requested 



If CTO Assistance is 
requested, this 
comment box will 
appear. Here you will 
enter any specific 
request (ex: 
requesting same 
flight as another 
traveler). 



Enter the amount 
for lodging 

This link will allow you to 
choose method of 
reimbursement (Personal 
or GOVCC) 



Per Diem Entitlements 

Selecting full rate 
will give the 
traveler the 
Commercial Meal 
Rate 

Provided should be selected 
when only two meals are 
available to the traveler, this will 
give the traveler the 
Proportional Meal Rate 

If all 3 meals will be 
available select “ 
available and check 
all 3 boxes this will 
give the traveler the 
Government Meal 
Rate 



There are two options to 
uploading documents 

1: scan the document onto the 
computer then browse and upload it 

2. Documents can be faxed in by 
printing the cover page and faxing it to 
the number provided. 



If the trip is a TECOM funded trip 
ensure the TECOM Funding letter 
has been uploaded onto the 
substantiating records and TECOM 
will enter their own LOA 

select the correct LOA that you 
have been provided with 



Submitting the Authorization 

Ensure that the correct 
routing list has been 
selected. 

The drop down box 
must read SIGNED 

Any remarks 
must be written 
before 
submitting the 
authorization 

Once everything has 
been entered the 
authorization is ready 
to be processed for 
approval 



Congratulations! 

you have now completed your Authorization. 

If you have any further questions please 
contact your DTS representative at your 
Unit. They are normally located within your 
S-1, they are your Organizational Defense 
Travel Administrator.  
 
If your Unit cannot assist for any reason, 
please have them contact the I MEF DTS 
HELP DESK. 


