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• Authorization Process Flow

• Hands-on Activity:  Building an Authorization in EWTS
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DTS Authorization Process 
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Resources
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DTMO Website 
• Access  eLearning, instructor resources, and reference 

materials through Training Resource Lookup Tool 

Travel Explorer (TraX)
• Document Processing Manual, Chapter 2: Temporary Duty 

(TDY) Authorization
• Distance Learning Course T-101: Authorization
• Quick Reference Guide: Creating an Authorization

Travel Assistance Center (TAC)
• 1-888-Help1-Go (1-888-435-7146) 
• Overseas:  Use DSN to dial directly
• 24 hours a day/7 days a week
• Submit a Help Ticket through the Tickets section of TraX
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Welcome Screen
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Official Travel
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Authorizations/Orders
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Profile Validation
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Trip Overview
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Trip Overview Section A
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Trip Overview Section B

12



Defense Travel Management Office

Office of  the Under Secretary of  Defense (Personnel and Readiness)

For Official Use Only

Trip Overview Section C
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Location Search
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Location Search 
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Section C, D, E
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Trip Overview A, B
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Trip Overview C, D, E
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Air Travel
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Seat Selection
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Secure Flight Information
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Return Flight
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Rental Car
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Lodging
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Select Room

25



Defense Travel Management Office

Office of  the Under Secretary of  Defense (Personnel and Readiness)

For Official Use Only

Trip Summary
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Final Trip Itinerary
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Must Sign in 24 Hours
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Non-Mileage
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Mileage
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Per-Diem
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Actual Lodging
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Actual Lodging
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Actual Lodging
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Leave
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Meal Provided
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Meal and Leave
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Accounting
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Profile
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Scheduled Partial Payments
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Advances
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Preview
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Other Auths
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Pre-Audit

44



Defense Travel Management Office

Office of  the Under Secretary of  Defense (Personnel and Readiness)

For Official Use Only

Digital Signature

45


	Authorizations in DTS
	Agenda
	DTS Authorization Process 
	Resources
	Authorization demonstration
	Welcome Screen
	Official Travel
	Authorizations/Orders
	Profile Validation
	Trip Overview
	Trip Overview Section A
	Trip Overview Section B
	Trip Overview Section C
	Location Search
	Location Search 
	Section C, D, E
	Trip Overview A, B
	Trip Overview C, D, E
	Air Travel
	Seat Selection
	Secure Flight Information
	Return Flight
	Rental Car
	Lodging
	Select Room
	Trip Summary
	Final Trip Itinerary
	Must Sign in 24 Hours
	Non-Mileage
	Mileage
	Per-Diem
	Actual Lodging
	Actual Lodging
	Actual Lodging
	Leave
	Meal Provided
	Meal and Leave
	Accounting
	Profile
	Scheduled Partial Payments
	Advances
	Preview
	Other Auths
	Pre-Audit
	Digital Signature

