HOW TO CREATE AN
AUTHORIZATION
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GETTING STARTED

Information such
as Duty Station
Address, EFT,
GTCC,etc.is
important for the
accuracy of the
authorization.

Review and Update Profile

Thes Seitrmm Contoim OXTRWY

This will be the first screen
to appear. Verify all personal
information is correct and
either click “Continue
without updating” or
“Open Profile” to update
your personal information.




BASICS

Create Itinerary

YOUR TDY LOCATION(S)

Arriving Departing

ER mm/o0/vyyy £ mmyooyYYY

TRIP OVERVIEW

Fill in all required information

Type/Purpose of the
Authorization. A description is
optional.

Leaving On

{5 Mm/DD/YYYY

Leaving From

@ My Residence

(C) My Duty Station
0| Q cyorzip

Trip Duration

Nothing selected v

Returning By

X ar v
Time of Day
@ Morning v
YOUR TRIP DETAILS
Type ©

Temporary Duty Travel (Routin

D

Purpose @

Nothing selected v

Description (aptional)

Conference/Event Name

@ Not attending a conference

ng selected

Method of Travel

TDY Location Traveling By Time of Day

Q atyoerzp X are @ Moming

Returning On

Returning To

@ My Residence

() My Duty Station

O | Q atyorzip

4

Rental Car?

No K
Rental Car!




System Status: @) DTS v
Defense Travel System

A | @ RICHARD JIN

Home Trips v Travel Tools v Message Center Administration v

{= COLLAPSE

Enter Your TSA Info for This Tripe

Trip Authorization Info A
Doc Name: Please enter the information below EXACTLY as it appears on your state or government issued identification
RJCAMPLEJEUNE062723_A01 card. When entering last name, do not include suffixes (e.g., Jr). As a Service member or DoD civilian, you
Traveler: qualify for TSA PreCheck for free. For more information on participation or the TSA privacy policies, visit the
rRicHarRDUN € TSA's website 2

View Adjustments

FirstName * Last Name * Middie Initial

Richard Jin Enter a.”
information

~ TSA Info Gender * . N
® wae & sreras regarding TSA, if

Flight: SAN - OAJ

(7] Edititinerary

Reservations A

prompted.

Flight: OAJ - SAN Date of Birth *
[T Rental Car (CAMP LEJEUNE... _ Known traveler
b= Lodging (CAMP LEJEUNE U... Known Traveler Number @ number is )’OUI’
|;\ Review Reservations _ DO D E D I PI
Finances A Redress Number @
[[@7] Expenses

s Per Diem

i Save this TSA information to my profile
&% Accounting

Review A Continue to Booking >

( '- Review Profile

[ o] Review Authorization

Other Auths and Pre-Audits

Sign and Submit



Fill in flight information at the top to
search for flights for specific departing
days. Preference on what time of the
day can be included, as well as nearby
airports.

Once all options are presented, click “Select Flight” for
best flight suited for you. Remember, there are
rules/regulations regarding the type of flight “GSA
Contract Rate, Other Gov’t Rate, etc.” Ensure you are up
to date on the type of flight you are authorized to book.

Home Trnpa v Travel Tools v Message Conter Admuinistration v

& Tp Sumenxy R s Night bocking 4

Flight Step 1 of 3: Select a Flight

{= couarst
Trip Authortzation info

Dot Namw:

RICANPLE JEUNEOS2TZE ABL BEPARTING FROM ARRIVING AT DEPARTING ON
Trwwnlor, SAN - San Diego Inte OAJ - Jachksonwlle = 06262023 Moming v m
S MAND N o
Inciiack DY AP nedadc meartyy mpors
Yo Adeastins

DT Bafore selocting & Sight, De sdvisad there may be lower cost goverrmment s avalabis in the Alternative Optiony
secton further dawn the list of availabie flights.

Reservations SAN to OA 3 q —
onby | Cont{Lowest v
v) Tsamnt B
> S5A Conract Rate DAL COST
FBaht: O 1 SAK A :‘Irm L :::ww " - ol 72
it O L - SAN 5 Deltakir ¢ Eate Auly $471.20
Rental Car {CAMP LEIEUNE Lines PSS Lo 1t b

Lodging ICAMP LEJEUNE |

v! FReview Reservations

Finances

1 ViRate O 101AL CO%T

$877.70

shoct Fught

ither Covi Rate 0 TOTAL COS

o TP e $884.00

| Smborr Flight

SAN o ither CoviRate © TOTAL COsT

Ao A S




lf TMC assistance is required,
click the “Request TMC
Assistance” link at the bottom,
type comments, then send the
TMC Request.

Request TMC Assistance

@ Flight {SAN to OAJ)
- © ©

SEND TNC AGENT BOOKS RESERVATIONS
REQUEST TRAVEL DO0KLD

The Travel Management Company (TMC) provides assistance with beaking and

tcketing clal travel for your o
NOTE: Requesting TMC asssstance ma

If necessary, provide additional comments to the
TMC:




(= @) System Status: (&) DTS v
Defense Travel System

A4 | @) RICHARDJIN v

Home Trips v Travel Tools v Message Center Administration v

{= coLLAPSE & Trip Summary Skip this flight booking &

Trip Authorization Info A Flight Step 1 of 3: Select a Flight

Doc Name:
RICAMPLEJEUNE062723 A0l DEPARTING FROM ARRIVING AT DEPARTING ON
Traveler: OAJ - Jacksonville SAN - San Diego Inte... £ 06/30/2023 Morning v Q Search

ricaro N € - _
|__| Include nearby airports |_| Include nearby airports

View Adjustments

Edit Itineral
v NOTE: Before selecting a flight, be advised there may be lower cost government fares available in the Alternative Options

section further down the list of available flights.
Reservations A
OAJ to SAN sty

/

&) Tsamnfo

DO the exaCt same fOI" the Flight: SAN - OAJ & OAJ & a5 SAN GSA Contract Rate w/ TOTAL COST
. . . . ; . OAJ- _ 5:55AM 1 Stop 9:52AM  Limited Availability &

returning f||ght If no f||ght is S DeltaAir $247.20

i Fare Rules b Eages and
Rental Car (CAMP LEJEUNE... Lines R fa— i i

bOOked, CliCk “Skip this flight L_'; Lodging (CAMP LEJEUNE U... Qelisim Select Flight
booking” at the tOP. ],4 Review Reservations

Cost (Lowest) N

s N & ;)/;; - - 3 SL;\I;S . GSA Contract Rate @ TOTAL COST
: s Deltai : 15top : Fare Rules $471.20
@] Expenses Lities TOTAL DURATION includes taxes and fees

1 PerDiem i 30m

&% Accounting

Review R None of those options work? Try these:

(&) Review Profile v Alternative Options

l ,,\ Review Authorization NOTE: These flights should only be selected when GSA rates are not available or do

not meet your travel needs. You'll be required to justify any of these flight selections Sortby | Cost(Lowest) Vv

IQ\ Other Auths and Pre-Audits to your Approving Officer.

]ﬂ Sign and Submit

OAJ SAN Other Gov't Rate @ TOTAL COST

A . ——o0—
5 e 6:23 AM 1 Stop 10:55AM  fireRules 5877.70

Airlines

TOTAL DURATION

includes taxes and fees



@ Defense Travel System

Home Trips v Travel Tools v Message Centet

— Teip Surromary
{= counarst ¢ !

Administration v

Trip Authorization Info . Rental Cal’ Step .1 Of 2:

Do Wamw

RICAMPLEJCUNEDG2T2T AR PICKUP LOCATION

Traveler W - Jatksonville, NC [USA)

RICHARD JIN 0

w A eI

Eda Itinerary

Reservations

If getting a rental car, put % oA
in pick-up location, pick-

RECOMMENDED
DA

Flight: OAJ - SAN

up/drop-off o

Lodging {CAMP LEJEUNE ( ompact

v Feview Reservations

Select vehicle to rent. Read all
rules/regulations on types of
rental car you are authorized G

(Compact unless with 8 S AV'S

Sign and Submit

justification, Gov’t Rate, etc.) PORSRNT

Review Profile

VA - Jacksonville, NC (USA)

PFICEUP
08:30 AM
DROP-OFF

05:30 PN

Pk
05:30 AM

DROP OFF

05:30PM

(g & St

08:30 AM - In alr

In alrpan {OAJ)

in alrpart (OAJ)

In alrpoet (OAD)

In alrport {OAJ)

n alrport (O

In alrport {OA))

f |

“0', RCHARD JIN

1tal cae booking S

Select a Rental Car

Cowernment Rate ©

Government Hate ©

ESTINATED COSY

$247.71

ESTIMATED COST

$247.72

Salect Car

ESTIMATED CONT

$297.25

Sobect Car




Home Trips v Travel Tools v Message Center Administration Vv

{= COLLAPSE

Trip Authorization Info A Select Lodglng

Doc Name:

RJCAMPLEJEUNE062723_AO1 Search By TDY Location® Check-in/Check-out®

Skip booking =»

Travelag: o TDY Locati... Vv CAMPLEJEUNEUSMCBNC W 06/27/2023 - 06/30/2023

RICHARD JIN
View Adjustments

Edit Itinerary

Reservations

For lodging, type in TDY
location and check

. 7~ Flight: SAN - DAJ
in/check out dates at the S

Flight: OAJ - SAN

:\/ )

&3™ Hampton Inn Sneads Ferry Topsail Beach, NC

tOP. [7] Rental Car (CAMP LEJEUNE...
Blue Water Inn & Suites, Bw Signature Collection

Lodging (CAMP LEJEUNE U...

v Details
|./\ Review Reservations

A
e ..Qg. Days Inn Jacksonville NC

Commerdial

Choose lodging based on authorized
lodging. If staying in military
lodging/DOD Lodging not in DTS,

Expenses v Details
%] PerDiem

~
g;: Red Roof Inn & Suites Jacksonville, NC

click “Skip Booking” and add « Detas
. . . Review A
justification. Ensure all =

(&) Review Profile

< @, Suburban Extended Stay - Camp Lejeune Commercial

rules/regulations are followed
regarding lodging rates/allowance.

\ ,1 Review Authorization .
: v Details

|Q\ Other Auths and Pre-Audits

|.=\ Sign and Submit

Request TMC Assistance

About DTS  Browser Support  Accessibility

Commercial (FedRooms)

Commercial (FedRooms)

SortBy | Rate Category v

Per Diem: 538

$108 Select >
per night

5194 Select >
per night

Select >
per might
$72 Select »
per night
374 Select >

per night

©

Privacy Policy & Security Notice




Home Trips v Travel Tools v

{= COLLAPSE
Trip Authorization Info A

Doc Name:
RICAMPLEJEUNE062723_AQ1

Traveler:
riciarp N €D

View Adjustments

Siew Adj

Review Reservations tab will allow
you to see all reservations (Flights,
Rental Cars, Lodging). Ensure all of
these are accurate,and summary
of trip costs are accurate as well.
Fix if not.

Edit Itinerary

Reservations A
(¥) TsAlnfo

(v) Flight: SAN-0AJ

(¢) Flight: OAJ-SAN

(+) Rental Car (CAMP LEJEUNE...

'\Y/\ Lodging (CAMP LEJEUNE U...

[#] Review Reservations

Finances ~
Expenses

"s“ Per Diem

&% Accounting

Review A

(&) Review Profile

(2] Review Authorization

‘q] Other Auths and Pre-Audits

‘.:] Sign and Submit

Message Center

Review Reservation Selections

Administration v

4 Email & Print

Trip Details: RICAMPLEJEUNE062723_A01

Trip Type: lemporary Duty Travel (Routine)

Trip Description:
Dates: 06/2 (/2023 - 06/30/2023
DTS/TMC Confirmation ID: HVOFGX

Lodging Cancellation History

@ FLIGHT to Jacksonville

Tuesday June 27,2023
SAN - San Diego

International
Delta Air Lines
A Flight 725 €
No Seat Selected

Frequent Flyer Number

Delta Air Lines
A Flight 1774 ©
No Seat Selected

Frequent Flyer Number

© AddtoTripw

v June 27,2023

(ot Confirmation:
- G56JVD

1Stop

=2 OAJ - Jacksonville ® 7hs1m

Fare Rules
11:17 AM -  18:45PM DURATION
SAN - San Diego ATL - Atlanta Hartsfield- O 4h28m

International Jackson Intl Apt

SEUZOFUICEUICIA 03 174 11 | | SROEUSOR VR USORUSCRUSCEUIGEUSGEUZOE U U O Us
20:45 PM W 22:08PM DURATION
ATL - Atlanta Hartsfield- OAJ - Jacksonville © 1h23m

Jackson Intl Apt



The triangle with the “!” means you
need documentation (receipts) for
those expenses AFTER your trip
(through your voucher).

Add any additional foreseeable
expenses and documentation
(Funding Letters, Orders, etc.).

Defense Travel System

Home Trips v Travel Tools v Message Center Administration v

— COLLAPSE

Trip Authorization Info A Enter Expenses

Doc Name: =
RJCAMPLEJEUNE062723_AD1 Sort By = Date (Newest) v Expand All {3
Traveler:

RICHARDJIN ©
View Adjustments
e K Delta Air Lines {Flight 1469 - OAI to AT1)

Edit Itinerary v Details  06/30/2023 A

Reservations

¥ Delta Air Lines (Flight 725 - SAN to ATL)
v Details  06/27/2023

(3_/:} TSA Info

(¥) Flight: SAN-OAJ
—~ ) k= | odging (Camp Lejey

(¥) Flight: OAJ-SAN v Details 0527023-06/202022 A
(\’) Rental Car (CAMP LEJEUNE...

& Dollar Rent-A-Car {OA)
v Details  06/27/2023-06/30/2023 A

(¥) Lodging (CAMP LEJEUNE U...

|¢] Review Reservations

Expense Summary

%1 PerDiem

s Reservation Expenses

&% Accounting $1,141.19

Other Expenses

$0.00
Review A

ﬁ Review Profile

5 ,\,1 Review Authorization

IQ\ Other Auths and Pre-Audits

].ﬂ Sign and Submit

About DTS  Browser Support  Accessibility

System Status: (&) DTS v/

A | @ rcuarouN v

$247.20

IBA

$471.20

IBA

$237.00 ¢

IBA

$185.79

IBA

Total Expenses

$1,141.19

< Back Continue )

©

Privacy Policy & Security Notice



System Status: (&) DTS v
? Defense Travel System

A | @) RICHARDJIN v

Home Trips v Travel Tools v Message Center Administration v

{= coLLAPSE
Reset all adjustments Adjust Per Diem Amounts

Review Per Diem Amounts

Trip Authorization Info A
Doc Name: Click "Adjust Per Diem Amounts" to make adjustments based on your travel orders or duty conditions. See the GSA State
RICAMELEIEUNES 2T 0L Tax Exempt List(7 to find out if your lodging costs are exempt from state sales tax.
Traveler:
H . RICHARD JIN 0 © Group similar days Expandall Collapse all
Adjust Per-Diem tab and rates

View Adjustments

based on JTR. Click the three little
dots to edit per diem. Review per-

Edit itinerary

TDY: CAMP LEJEUNE USMCB, NC (4 days)

Reservatlons

dlem rates accordlng to the JTR @ TsAmnfo s 06/27/2023 (Fastoay) $79.00 $79.00 425> ;

(¥) Flight: SAN - OAJ s 06/28/2023 - 06/29/2023 §79.00 $79.00 $59.00 3
(@) Flight: OAJ - SAN > 06/30/2023 ( t=tDsy ) $0.00 $0.00 54425 ;
(¥) Rental Car (CAMP LEJEUNE...
\lfV Lodging (CAMP LEJEUNE U...
=T PER DIEM SUMMARY
\./I Review Reservations

Total Lodging Cost Total Lodging Allowed Total M&IE Allowed
Finances A

$237.00 $237.00 $206.50

Expenses

=l

&% Accounting

Review A
(&) Review Profile
(|31 Review Authorization

|a] Other Auths and Pre-Audits

|= Signand Submit




Depending on different situations, MBR will
either rate Full Meal Rate, Government Meal
Rate, or Proportional Meal Rate.There are
also duty conditions to be considered, as well
as other options. Scroll through and ensure
all options reflect the trip.

Adjust Per Diem Amounts

Select a date or date range to adjust the lodging and M&IE per diem rates for your trip.

Adjustment Date Range *

m 06/27/2023 - 06/27/2023

T 1 Meals

Hide Options v

Specify whether any meals are available at your TDY location.

(@ Receive Full Meal Rate

() Meals Available at TDY Location

~, Government Meals Provided at
" TDY Location

Occasional Meals Required

() Special Meal Rate

“D Duty Conditions

Hide Options

Duty conditions affect your lodging and M&IE per diem entitlements.

(] Field Conditions
[} Adverse Effects (Commercial Qtrs)
[ Inactive Duty Training (Local)
("] Aboard a U.S. Vessel g
[Z] Authorized Trip Home
Training Type
Select

E] Other Entitiements

[] Quarters Available
[] Group Travel
[ Essential Unit Messing

[] Hospital Stay

Hide Options v~

Specify whether any other entitlements are available at your TDY location.

LODGING COST (Locality rate: 598.00)

57900 Currency Converter

M&IE COST (Locality rate: $59.00)

54425 Currency Converter

Cancel _Smkﬂm



Continuation of last slide’s Adjust Per Diem Amount

Adjust Per Diem Amounts x

Select a date or date range to adjust the lodging and M&IE per diem rates for your trip.
Adjustment Date Range *

06/27/2023 - 06/27/2023

a
Other Entitlements Hide Options v
Specify whether any other entitlements are available at your TDY location.
[_] Allowed Leave (no per diem)
Sick Leave (no per diem)
Sick Leave
[] Duty Days (no per diem)
ty Days (no per diem
Authorizec
[ Actual Lodging Cost (over per diem)
OCONUS Incidental Amount (reduced rate) @
[_] In Place Travel (receive full per diem) g
$ Expense Details Hide Options v
Edit expense details.
Lodging M&IE
B2 a
Expense Category Expense Category
Lodging v M&IE ¥
Method of Reimbursement ™ Method of Reimbursement * %
LODGING COST (Locality rate: $98.00) M&IE COST (Locality rate: $59.00)

S 79.00 Currency Converter 544.25 Currency Converter




In the Accounting Tab, click on the Line
of Accounting (essentially where the
money is coming from) and choose

System Status: (\2) DTS v

A | @) RICHARD JIN v

Defense Travel System

Home Trips v Travel Tools v Message Center Administration v

{= COLLAPSE

Trip Authorization Info ACCO un tl n g
Doc Name: Add and allocate lines of accounting, request advances, and manage scheduled partial payments (SPP] for trips lasting
RICAMPLEJEUNE062723_A01 more than 45 days.

Traveler:

rcisroan € ACCOUNTING CODES

VioweAdjusiments Lines of Accounting (LOA) are used to identify the source of funds for travel. If

using more than one LOA, you will be required to allocate them.

your Line of Accounting.

If you are using a Cross Org LOA (another

unit’s account), contact their G8 so they can
add their Line of Accounting Information to
your account, so you are able to choose it in

“Cross Org LOA”

Edit Itinerary
Lines of Accounting (LOA) © Add LOA
Reservations A i a
™ @ No Lines of Accounting (LOA) have been added. s
(«) TSAInfo
B s ! —>  From I )
() Flight: SAN-OAJ St ared (OA >
E Crasioialt
(¥) Flight: OAJ- SAN i i >
iy ACCOUNTING SUMMARY
I\VJ Rental Car (CAMP LEJEUNE...
Expense Summary
() Lodging (CAMP LEJEUNE U...
3 $0.00
[+ Review Reservations $1347.69
$1347.69
Finances Disbursement Summary Calculated Trip Cost
Advances Paid $0.00 Allowed Actual
penses SPP Paid $0.00
Sk e ‘ $1347.69 $1347.69
*) PerDiem Total Prior Payments $0.00

Review N

(&) Review Profile
1 ¢, Review Authorization
’Q{ Other Auths and Pre-Audits

’;’"[ Sign and Submit




System Status: (&) DTS v

A | @ rcHARDIN v

Defense Travel System

Home Trips v Travel Tools v Message Center Administration v

{= coLLAPSE

Review Profile

Trip Authorization Info
Doc Name: You can make changes to your profile for this document or save them permanently.
RICAMPLEJEUNE062723_AOL
Traveler: 2
riciarD N € Profile

View Adjustments

RICHARD JIN
Edit Itinerary

Do a final check T .

Of )'our' PI’Oﬁle (@) Tsanfo

(¥) Flight: SAN-OAJ

and CIICk (&) Flight: OAJ-SAN
“Continue” when (¥) Rental Car (CAMP LEJEUNE...

finished (¥) Lodging (CAMP LEJEUNE U...
o
M Review Reservations Open Profile
Finances ~

Expenses

Permanent Duty Station

™3] PerDiem

=

&%) Accounting

Review A

[;1 Review Authorization

[O\j Other Auths and Pre-Audits

[F] Sign and Submit




= 8) System Status: (V) DTS v
= Defense Travel System

A | @ rcuaroan v

Home Trips v Travel Tools v Message Center Administration v

{= CcoLLAPSE

ip Authortzation nfo Review Trip Authorization & print
Doc Name:

RJCAMPLEJEUNE062723_A01 Trip Details for:

Traveler:

Y RJCAMPLEJEUNEO062723_A0L @

View Adjustments

Trip Type: Temporary Duty Travel (Routine) (MISSION - OPERATIONAL)
Edit Itinera
k! Trip Description: N/A

Reservations A Dates: 06/27/2023 - 06/30/2023

R Conference/Event Name: Not Applicable
(v) TSAlnfo
Reference: O Add Reference
(v) Flight: SAN-0AJ

ReVIGW the AUthOI"IZ&tIOI‘] for (2) Flight: OAJ- SAN Comments to the Approving Official © Add Comments
(¥) Rental Car (CAMP LEJEUNE...

any errors. <
() Lodging (CAMP LEJEUNE U...

Itinerary expandall | Collapse All Gotoltinerary 3
\u\ Review Reservations >
Finances ~ © TRIP START Vista,CA (Residence) Leaving on Jun 27,2023
Expenses

%1 PerDiem © TDYLOCATION 1 CAMPLEJEUNE USMCENC O 06/27/2023 - 06/30/2023
&% Accounting Hide Details A {( + riightBooked ) ( + Rental CarBooked ) (  Lodging Booked )

Review A [ZEdit

Rental Car in Camp Lejeune Usmcb

(&) Review Profile
3 Confirmation: K5353509054-

|© Review Authorization

[@] otherAuths and Pre-Audits Pick-Up Drop-Off Cost Per Day
1 Tue. 06/27/2023 at 22:00 PM Frl. 06/30/2023 at 04:30 AM S61.93
[Z] signand submit OAJ - Jacksonville OAJ - Jacksonville Compact

Dollar Rent-
A-Car

Compact

Estimated Total Cost




* Review any Pre-Audits and

put justifications if any.

Same for advisories.

System Status: (__\:/_) DTS v

Defense Travel System P

| @) RICHARDJIN v

Home Trips v Travel Tools v Message Center Administration v

{= COLLAPSE

Other Auths and Pre Audits

Trip Authorization Info A

Doc Name:
RIJCAMPLEJEUNE062723_AO1

| DoD d split disbur for transportation, lodging and rental cars expenses by default. View memorandum. (1]

© Add Other Authorization

The following are the additional authorizations that were selected based on the trip details. Enter comments to your
Approving Official below.

Traveler:

riciaro N €D Other Authorizations

View Adjustments

Edit Itinerary

Reservations 4 I © No Other Authorizations have been added.
() TsAlnfo

Flight: SAN - OAJ

Pre-Audit

Below are any items that were "flagged" for this trip. You must provide justification to the Approving Official.
Constructed Travel Worksheet

Rental Car (CAMP LEJ

(¥) Lodging (CAMP LEJEUNE U...
0 PRE AUDITS

\ v| Review Reservations
I ol There are no Pre-Audits.

Finances A

Expenses
0 ADVISORIES
iala ’
s | PerDiem
I o There are no Advisories.

&% Accounting

Review A

(B) Review Profile < Baek

,, Review Authorization

Other Auths and Pre-Audits

[.:; Sign and Submit




':’!a"”.!?‘]ll"'l !xjallm-‘-“!—
ome fips v ravei 100ls vV essage Lenter ministration v

{= coLaPSE

Digital Signature

Trip Authorization Info
Doc Name:

RICAMPLEJEUNEO62723_A01 Trip Authorization Status

Traveler: See where your trip authorization currently is in the approval process.
rRicharDN - €)

View Adjustments

Check document for errors...

Edit Itinerary
Reservations A 06/26/2023 06:04PM
* In the “Sign and Submit” Tab, click p— crearep
“ 5 ’ (&) Flight: SAN-0A) RICHARD JIN
| agree to SIGN this document”, B Seteona |
¥: ‘ O ‘Pending,
choose the correct routing list, - Scnes
() Lodging( JEU

DOCUMENT STATUS * ROUTING LIST*

add any additional comments to [9)  RevewReseriations — 2
the AO/Level 30, and click Submit

Completed Document.

Finances

Expenses Additional Comments © Add Comments

TODAY'S DATE

ICHARD JIN 06/26/2023

Review
icking "Submit” you are legally signing this document to be submitted for routing and approval.

For Routing List,“CPEN" is for most
TDY trips.“WWT” is for all TECOM
Funded Trips. If you have any questions,
ask your unit AO.

Review
H The estimated tran: ion related expenses and actual reimbursement may be reduced if travel is completed using a
v) Review Authorization different transportation mode uthorized by your AO.

iq| Other Auths and Pre-Audits

jor to departure, your air reservations will be cancelled.
and ticketed within 24 hours to avoid

If your document is not approved or ticketed at least 72 hou
Air reservations booked within 72 hours of trip departure must be appi
cancellation.

() Your next steps will be determined based on the Routing List you submit.




FINISHED

* You can view the status of your authorization in the “Sign and Submit” tab. Ensure you do not
“Edit” the Authorization, but rather click “View.” If you edit the Authorization, it will need to

route up from the start.“Viewing” it allows you to see what level it is at.

* If you have any further questions, contact your DTS representative at your unit. They are
normally located within your S-1 (either AOs or ODTA:s).

* If your unit cannot assist for any reason, please have them contact the | MEF DTS Help Desk.




