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Introduction 

DTS is a fully integrated, electronic, end-to-end travel management system automating 

Temporary Duty (TDY) travel and travel in and around the PDS (local travel) for the DoD. The 

system allows travelers to create authorizations, book reservations, send comments to the 

Travel Management Company (TMC), receive approval, generate vouchers for reimbursement, 

and direct payments to their bank accounts and the Government Travel Charge Card (GTCC) 

vendor, via a single web portal. Travelers have anytime access to their information and DTS 

retains travelers’ completed documents for 10 years.  

The system also supports various roles for example Defense Travel Administrators (DTs) who 

manage their travel programs. We discuss roles more a little later in this paper. To learn about 

all the different DTS roles, see the DTA Manual, Chapter 3. 

Access to DTS is available on the Defense Travel Management Office (DTMO) website or by the 

direct link at https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/. 

*In this information paper, unless stated otherwise, “you” are a DTS user. The purpose of the 

document is to provide an overview of the DTS requirements and basics as well as present 

resources to support travel related questions. 

Travel Policy Requirements 

The Joint Travel Regulations (JTR) implements policy and laws establishing travel and 

transportation allowances for Uniformed Service members, Department of Defense (DoD) 

civilian employees, and others traveling at the DoD’s expense. Per the JTR, DoD travelers must 

use the Defense Travel System (DTS) and the Travel Management Company (TMC) when 

available to support official travel. Access to the JTR is available on the DTMO website and 

updates are posted monthly.  

DTS is aligns with travel policy with specific Expense Categories and Expense types and is 

specifically programmed to steer the traveler and Authorizing Official (AO) towards travel 

compliance through Pre-Audit flags, Reason Codes, and Advisories. When a document contains 

information not consistent with policy, then the traveler must provide valid justifications to 

explain the exception. The AO is responsible to review the traveler’s input and only approve 

travel compliant documents. To learn about Pre-Audit flags, Reason Codes, and Advisories, see 

the DTA Manual, Appendix K. 

In addition to the JTR, some other travel references supporting the travel community include:  

• The DoDI 5154.31, Vol. 3 which establishes policy, assigns responsibilities, and provides 

procedures for the functional management of the DTS.  

https://media.defense.gov/2022/May/11/2002994799/-1/-1/0/DTA_3.PDF
https://www.travel.dod.mil/
https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://www.travel.dod.mil/
https://media.defense.gov/2021/Nov/15/2002893230/-1/-1/0/DTA_APP_K.PDF
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=TSAgLIjD8KXyHPRxrcMtMg%3d%3d
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• The DoD Financial Management Regulation which directs statutory and regulatory 

financial management requirements, systems, and functions for all appropriated and 

non-appropriated, working capital, revolving, and trust fund activities. 

• The Who Can Use DTS? paper which summaries the travel situations of when DTS can 

and can’t be used. 

DTS Access and Roles 

Permissions and Access: 

To access DTS, an individual must have a valid profile, be assigned to a single organization and 

has at least permission level zero which allows DTS access. Permission level zero is auto-granted 

by DTS and not an individual. DTS controls access to its modules and functions with permission 

levels. What an individual can accomplish in DTS (e.g., approving travel documents, creating 

routing lists, rolling over LOAs) varies depending on their assigned permission level(s). Each role 

performs different tasks, so each role requires different permission levels. Note: Travelers only 

need permission level zero and no org or group access. 

Along with permission levels, personnel need special accesses to use certain DTS tools. Although 

other types of access exist, the most common ones are:  

• Organization access. Gives the holder the ability to modify an organization’s DTS assets, 

such as organizations, routing lists, groups, profiles, LOAs, and budgets. It also allows 

the holder to run DTS reports.  

• Group access. Gives the holder the ability to access travelers’ documents when the 

travelers are members of the holder’s group. 

Roles: 

Users can serve in different DTS roles based upon the organization’s need such as a Defense 

Travel Administrator (DTA), Debt Management Monitor (DMM), an Authorizing Official (AO), 

Travel Clerk, Non-DTS Entry Agent (NDEA), and Traveler. Below highlights the DTS common roles 

and typical duties performed in the system. For a complete list, see the DTA Manual, Chapter 3. 

1. Travelers and Travel Clerks: 

• Create, update, and sign authorizations 

• Create vouchers 

• Update travel preferences in a traveler’s personal profile 

2. Travelers and NDEAs:  

• Create, update, and stamp all document types 

• Update travel preferences in a traveler’s personal profile 

  

https://comptroller.defense.gov/fmr/about.aspx
file://///usr.osd.mil/https:/media.defense.gov/2022/Jul/18/2003037093/-1/-1/0/WHO_MAY_USE_DTS.PDF
https://media.defense.gov/2022/May/11/2002994799/-1/-1/0/DTA_3.PDF
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3. Routing Officials*: 

• Verify receipts and supporting documents 

• Review and approve travel documents 

• Cancel an authorization. Note: Only an Authorizing Official (AO) may stamp a DTS 

document CANCELLED. 

• Return documents when non-compliant to user/traveler, Travel clerk, or NDEA for 

corrections. 

*The most common Routing Officials are Authorizing Officials (AOs), Certifying Officers (COs), 

and Reviewing Officials (ROs). 

4. Defense Travel Administrators (DTAs): 

• Perform the administrative maintenance necessary to use DTS (e.g., routing lists, 

groups, profiles, LOAs, and Budgets) 

• Assist travelers with documents 

• Run reports to manage travel 

DTS Features 

DTS provides maximum functionality, accessibility, and security when utilizing the system. 

• Log in authentication. Requires CAC authentication log in and imposes continuous 

authentication measures with ten minute session time-outs to support for security 

requirements. DTS also aligns with DoD E-ICAM (Department of Defense Enterprise 

Identity, Credential, and Access Management) system, which is a comprehensive, 

enterprise-wide system that establishes a single, authoritative source for user identity 

data to manage and secure access to DoD information and systems across cloud, on-

premises, and disconnected environments. 

o For log in requirements, after selecting the DTS Privacy and Ethics page, users are 

prompted with the DoD E-ICAM IdP page displays to ensure proper access and user 

identification. For more about logging into DTS, see the DTS Guide 1: Getting 

Started. 

• Document Processing. Provides 24/7 accessibility supporting processing for 

authorizations, vouchers and local vouchers. To learn more on DTS documents, see DTS 

Guide 2: Authorizations, DTS Guide 3: Vouchers, and DTS Guide 4: Local Vouchers. 

A few key items for documents include: 

o Allows trip planning up to 6 months in advance of travel. 

o Provides reminders to verify profile data such as update the GTCC to prevent 

reservation and ticketing delays. 

o Provides allowable Expense Categories and Expense Types to support travel. 

https://media.defense.gov/2022/May/11/2002995242/-1/-1/0/DTS_Guide_1_Overview.PDF
https://media.defense.gov/2022/May/11/2002995242/-1/-1/0/DTS_Guide_1_Overview.PDF
https://media.defense.gov/2022/May/11/2002995241/-1/-1/0/DTS_GUIDE_2_AUTHORIZATION.PDF
https://media.defense.gov/2022/May/11/2002995241/-1/-1/0/DTS_GUIDE_2_AUTHORIZATION.PDF
https://media.defense.gov/2022/May/11/2002995240/-1/-1/0/DTS_GUIDE_3_VOUCHER.PDF
https://media.defense.gov/2022/May/11/2002995239/-1/-1/0/DTS_Guide_4_Local_Vouchers.PDF
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o Directs required document attachments. 

o Supports advances and Scheduled Partial Payments (SPPs). 

o Captures the Document History of the routing and action of the document. 

• Real-time Reservations. Supports air, lodging, and rental car bookings providing easy 

access to commercial travel service information. Streamlines workflow and processes to 

improve efficiency and productivity. Implements ticketing within 3 business of travel. 

Permits requests for TMC assistance for reservation aid. To learn more about 

reservations, see the DTS Reservation Process Guide and DTS Guide 2: Authorizations. 

• Auditability. Incorporates the JTR policy requirements with Pre-Audit flags and 

selectable Reason Codes, based upon traveler selections and alerts Authorizing Officials 

to meet compliance standards. Directs hard stop for missing required receipts and DD 

1351-2 documentation. 

• Reporting. Institutes control access driven reporting for organizations to help manage 

their travel needs such as the Pending Cancellation Report, Unsubmitted Voucher 

Report, Incomplete Cancellation Report, and Budget Reports to name a few. To learn 

more about reports, see the DTA Manual, Chapter 10. 

Trip Processing 

Although the overall trip process can differ for many reasons, the figure below (Figure 1) depicts 

the general steps for using DTS and connection with travel partners for reservations and 

payments. 

https://media.defense.gov/2022/Jul/18/2003037082/-1/-1/0/DTS_Reservation_Process_Guide.PDF
https://media.defense.gov/2022/May/11/2002995241/-1/-1/0/DTS_Guide_2_Authorizations.PDF
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://media.defense.gov/2022/May/11/2002994832/-1/-1/0/DTA_10.PDF
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Figure 1: Trip Processes 

Pre-trip Activities begin with the traveler or designee logging into the Defense Travel System 

(DTS). 

Traveler - 

1. Verifies profile for accuracy. 

2. Creates an itinerary and selects air, hotel, and rental car reservations as needed.  

3. Enters reimbursable expense estimates and per diem allowances to create an estimated trip 

cost.  

4. Attaches supporting travel records. 

5. Justifies Pre-Audit flags and Reason Codes. 

6. Digitally signs the authorization. 

Travel Management Company (TMC; formerly known as the Commercial Travel Office [CTO]; 

DTS still refers to the TMC as the CTO) - 

1. Receives reservation requests via the Passenger Name Record (PNR) Gateway.  

2. Accesses the PNR in the inbound queue.  

3. Performs quality checks on the reservation requests and confirms or makes reservations as 

needed.  

4. Queues the PNR to update DTS. 

https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/
https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/
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Routing Official - 

1. Each designated Routing Official reviews the authorization.  

2. The Authorizing Official (AO) is the last person to act on a document.   

a. The AO reviews and approves the trip by applying a digital signature if travel 

compliant. 

b. The AO returns the document to the traveler or designee (e.g., travel clerk, NDEA) 

for correction when not travel compliant. 

DTS - 

1. Updates the status of the authorization to inform the traveler of the approval. 

2. Modifies the PNR to allow the TMC to ticket the reservations three days before travel. 

3. Routes the transaction to the Defense Finance and Accounting Service (DFAS) or the 

appropriate financial accounting system to create an obligation and supports advances and 

Scheduled Partial Payments (SPPs). 

Post-trip Activities (after traveling) with the traveler or designee logging into the Defense Travel 

System (DTS). 

Traveler -  

1. Verifies profile for accuracy. 

2. Creates a voucher from an approved authorization. 

3. Creates an itinerary and selects air, hotel, and rental car reservations as needed.  

4. Updates estimated expenses with actual costs. Removes any cost not incurred. 

5. Attaches receipts and supporting documentation adding Notes where required 

6. Justifies Pre-Audit flags and Reason Codes. 

7. Digitally signs the voucher. 

DTS - 

1. Emails the Routing Officials based upon designated routing list. 

2. Routes the trip to the ROs as listed on the routing list with the AO as the last step. 

Routing Official - 

1. Each designated Routing Official reviews the authorization. Note: There may be only a one-

step routing list meaning the AO. 

2. The Authorizing Official (AO) is the last person to act on a document.   

a. The AO reviews and verifies all data in accurate. Approves the trip by applying a 

digital signature if travel compliant. 

b. The AO returns the document to the traveler or designee (e.g., travel clerk, NDEA) 

for correction when not travel compliant. 

DTS - 

https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/
https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/
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1. Updates the status of the voucher to inform the traveler of the approval. 

2. Routes the transaction to the Defense Finance and Accounting Service (DFAS) or the 

appropriate financial accounting system to create an adjusted obligation and payment. 

Trip Process for Travelers Without DTS Access 

Following the local business process, an organization identifies who can serve as Travel Clerks 

and NDEAs. Note: These are optional DTS roles. An example for use is when a traveler cannot 

access DTS and requires Invitational Travel. Follow your local business rules for designating and 

tracking DTS roles. 

Preparation -  

1. Travel Clerks and NDEAs require group access in DTS to create documents.  

2. Prior to document creation, verify the traveler’s profile for completeness (e.g., EFT, GTCC, 

email address, and phone number).  

3. Request the traveler provide the travel details for document processing. 

Document Processing - Authorization 

1. Use Traveler Lookup to find the traveler who requires document support. 

2. Create the authorization based upon mission.  

3. Select and book appropriate reservations. 

4. Enter expenses and estimated costs. 

5. Attach supporting documentation. 

6. Justify any Pre-audit flags and Reason Codes. 

7. Stamp the document SIGNED.  

Document Processing - Voucher 

1. After travel is complete, gather all the travel related information from the traveler. Obtain a 

completed, signed copy of the DD 1351-2 from the traveler. 

2. Use Traveler Lookup to find the traveler who requires document support. 

3. Create the voucher from the approved authorization. 

4. Update all estimate costs to actuals the voucher for the traveler.  

5. Remove any expenses not incurred. 

6. Attach a completed, signed copy of the DD 1351-2 from the traveler in the DTS record to 

achieve travel compliance.  

7. Attach requirement receipts and other supporting documentation. 

8. Justify any Pre-audit flags and Reason Codes. 

9. The NDEA stamps the voucher T-ENTERED on behalf of a traveler.  
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Note 1: DTS only provides a Default print form. Other printable forms (e.g., DD 1610, DD 1351-2, 

OF 1164) are not available from DTS. Contact your Component for assistance with obtaining 

printable or electronic forms. 

Note 2: If you need assistance with processing documents or have policy questions, contact your 

AO or DTA for support. 

Travel Explorer (TraX) 

The DTMO provides useful travel resources, tools, and training opportunities through the Travel 

Explorer (TraX) to aid in understanding travel related topics and processes. To access TraX, 

register through Passport, DTMO's web portal. 

Training resources include:  

• Web-Based Training (WBTs): Self-paced training modules that are available 24 x 7 

• Distance Learning classes: Webinar sessions with live instructors 

• Knowledge Center: Searchable FAQs and guides 

Here is how to access training: 

• Log into the Passport using either a CAC or User ID (email) and password.  

o If you do not have an account, you must register for one by selecting register here 

on the Passport Login screen. 

o Be sure to log in monthly to keep the account active. 

• From the Passport Home page, select TraX.  

• When the TraX Home page loads, select Training. 

o Choose Available Training for WBTs. 

o Choose Schedule to sign up for a Distance Learning (DL). 

For more on accessing TraX, see the General TraX Training Instructions, information paper. 

Helpdesk Support 

Your organization’s help desk provides local policy and DTS support, and may consist of a Lead 

DTA, Finance DTA, or other key personnel (e.g., IT personnel). You may have an internal contact 

list or website in place for support.  If need to locate another site or organization, you can find 

DTS contact numbers on the DTMO website under Local Helpdesk Support. 

The Travel Assistance Center (TAC) addresses issues that you cannot resolve using DTS Training 

Resources available on the DTMO website or your local organization help desk. The TAC is 

available to all DTS users 24 x 7 and reachable by: 

• TraX Help Ticket: https://www.defensetravel.dod.mil/neoaccess/login.php 

https://www.defensetravel.dod.mil/neoaccess/login.php
https://media.defense.gov/2022/May/12/2002995657/-1/-1/0/GENERAL_TRAX_TRAINING_INSTRUCTIONS.PDF
https://media.defense.gov/2022/May/13/2002996884/-1/-1/0/UPDATE_LOCAL_HELP_DESK_POC.PDF
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• Phone: 1-888-Help1Go (888-435-7146) 

For more on helpdesk support, see the TAC & TraX Helpful Resources Guide. 

Resources 

The DTMO provides a variety of resources in the Training Search Tool at 

https://www.travel.dod.mil/Training/Training-Search/. You can find the specific resources 

addressed in this document and many more on the DTMO website. 

• For more on travel policy, see the JTR 

• For more on travel policy, see the DOD FMR 

• For more on documents for travel, see the DTS Guide 2: Authorizations 

• For more on processing claims, see the DTS Guide 3: Vouchers 

• For more on travel in the local area, see the DTS Guide 4: Local Vouchers 

• For more on AO actions, see the AO Desktop Guide 

• For more on roles and travel, see the Financial Field Procedures Guide 

• For more on DTA administrative actions, see the DTA Manual (Chapters and 

Appendices) 

 

https://media.defense.gov/2022/May/13/2002996898/-1/-1/0/TAC-TraX_Helpful_Resources_Guide.PDF
https://www.travel.dod.mil/Training/Training-Search/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
http://comptroller.defense.gov/FMR.aspx
https://media.defense.gov/2022/May/11/2002995241/-1/-1/0/DTS_GUIDE_2_AUTHORIZATION.PDF
https://media.defense.gov/2022/May/11/2002995240/-1/-1/0/DTS_GUIDE_3_VOUCHER.PDF
https://media.defense.gov/2022/May/11/2002995239/-1/-1/0/DTS_GUIDE_4_LOCAL_VOUCHER.PDF
https://media.defense.gov/2021/Nov/08/2002889466/-1/-1/0/AO_CO_GUIDE.PDF
https://media.defense.gov/2022/May/11/2002995244/-1/-1/0/FINANCIAL_FIELD_PROCEDURES_GUIDE.PDF
https://media.defense.gov/2021/Nov/15/2002893130/-1/-1/0/DTA_MANUAL.ZIP

