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DEFENSE TRAVEL SYSTEM (DTS)

• As of 1 June 2005 required to use DTS

• To self register you need: 

– a) CAC card

– b) Government Travel Card 

– c) Your bank routing info

• Online training is required and available at: 
http://www.defensetravel.osd.mil/dtsWBT/site

• Travel orders and travel vouchers will be prepared in DTS



POCs: 

TDY Request s & Funding  Approval:  Chandra Evans-Mitchell, 

chandra.evansmitchel@us.army.mil 

DSN: 655-1247, COM: 703/805-1247

DTS Helpdesk: 1-888-332-7366



TDY FUNDING PROCEDURES

• Defense Travel System

– CDG/AAF Fellows should registered  with their developmental  
organization DTS coordinator. 

– Fellows will be required to complete DTS online training

http://www.defensetravel.osd.mil/dtsWBT/site

– TDY required for developmental assignments will be funded by 
requesting Organization.

– The CDG Program Manager will fund travel and training 
related to the program.  

http://www.defensetravel.osd.mil/dtsWBT/site


Six-Month Washington D.C. Assignment 

• Government Travel Card limit is increased to $10,000 for the 6-month 

required TDY

• Per diem reimbursed at 100% of the applicable maximum daily locality 

per diem rate.

• Rental cars are not authorized; in/around mileage not authorized.



Create an Authorization: 
Traveler Instructions  

 

 

Version 3.0, January 5, 2007 

(See Chapter 2 in Document Processing Manual) 

This trifold guides the user through creating a typical 

authorization (AUTH). For modes of transportation 

other than air or rental car, see Chapter 2 in the 

Document Processing Manual. 

Log On to DTS 
a. Insert the CAC into the reader  

-OR-  

Insert the diskette into the A: drive.  

b. Access the DTS Home page: 

http://www.defensetravel.osd.mil.  

c. Click LOGIN TO DTS. 

d. Read the Security Alert screen. Select Yes. 

e. Click Accept to the DoD Privacy & Ethics Policy.  

f. The Digital Signature window opens. The Key 

File displays. Enter your PIN or password.  

g. Click OK.  

h. First-time users will see the User Activation 

screen. Enter your SSN in both fields. Click 

Submit. Your DTS User Welcome screen opens. 

(Go to Step 1a.)  

If your account has not been activated, only an 

Administrative menu displays on the screen. 

i. Click the Administrative menu. 

j. Click Self Registration. Complete the Basic 

Information and Additional Information screens. 

k. Click Submit Self-Registration.  

l. Log off DTS.   

m. You will receive an e-mail when the registration 

has been accepted. Once accepted, you may login 

to DTS to create your AUTH. 

Create an Authorization 

 
a. On the DTS User Welcome screen, mouse over 

Official Travel on the navigation bar.  

a. Select Authorization/Orders from the drop- 

down menu. 

b. Click Create New Authorization/Order. 
Note: If using DTS for the first time, the system will 

prompt the user to review or update the traveler’s 

profile.  Make necessary changes and click Update 

Personal Information.  

 

Travel Itinerary 

 
a. Enter the Starting Point by clicking a location in 

the Starting Locations in Profile box or by 

typing a location in the field. 

b. In the Departing On field type the date or click 

the calendar to enter the departure date. 

c. Select the Trip Type and Trip Purpose by using 

the drop-down menus. 

d. (Optional) Complete the Trip Description field 

with details of the trip. 

e. Select the mode of transportation for travel to 

the location and the departure time. 

f. Click Location in the Location Tools box on the 

right to search for and enter a location. 

Note: The Document Processing Manual, Chapter 

2 explains all search options: Location, 

State/Country, ZIP Code, and County. 

g. In the Search Location window, enter city, state, 

county, country, or location name. 

h. Click Search Location.  

i. Click the radio button next to the preferred 

location, then click Select and Close. 

j. If the location is not in this list, search again by 

clicking one of the other Search by: buttons 

located at the bottom of the screen. Click Save 

Location and Return.   

k. In the Arriving On: date field click the calendar 

and select the arrival date for the location. 
l. In the Departing On: date field click the calendar 

and select the departure date for the location.  
m. Check the check box(es) if you need to reserve a 

rental car or lodging at the location. 
n. Click Yes or No for Will you be traveling to 

another TDY Location? If Yes, repeat Steps a 

through m. 

o. Enter the Ending Point by clicking the location 

from the Return Locations in Profile box. 
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a. Select the mode of transportation for travel to 

the return location and the departure time. 

b. Check the check box in Section E if you will use 

other ticketed transportation (such as a bus).  

c. Click Save and Proceed. 

 

Book Air Travel  

 
a. Select one of the flights listed on the screen. 

-OR- 

Click one of the fare tabs to select a flight with a 

different type of fare. 

-OR- 

Change the criteria for the flight by entering 

changes on the left side of the screen under 

Modify Search. Select a flight. 

b. Select your return flight by repeating Step a. 
 

Book Rental Car 

 
a. Select one of the rental cars listed on the screen. 

-OR- 

Change the criteria for the rental car by entering 

changes on the left side of the screen under 

Modify Search. Select a rental car. 

 

Book Lodging 

 
Military members on TDY at a military installation 

must contact the lodging facility to reserve lodging 

(Document Processing Manual, Section 2.6.4). 

a. Select one of the hotels listed on the screen. 

-OR- 

Click one of the tabs to select a hotel from a list 

of other published rates.  

-OR- 

b. Click Find More Hotels at the bottom of the 

screen. Select a hotel. 

-OR- 

Change the criteria for the lodging by entering 

changes on the left side of the screen under 

Modify Search. Select a hotel. 

c. Select a room type on the Lodging screen. 
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