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Introduction

Most DoD travelers use the Defense Travel System (DTS) to process TDY travel orders, book
reservations, authorize travel, and generate vouchers for reimbursement of incurred expenses,
and earned allowances. However, some DoD organizations (e.g., military Reserve or National
Guard units) create official travel orders in other systems. Generally, those systems only create
the travel orders — they don’t provide the end-to-end travel process for making reservations or
filing vouchers. Therefore, some organizations choose to export the basic travel data into DTS to
leverage the travel functions their order-writing systems lack.

The general process includes:

1. An order-writing system, called a partner system, exports key information to DTS.

2. DTS uses the imported information to create an incomplete authorization (i.e., an
authorization shell).

3. You* complete the authorizationt before you travel, see the DTS Guide 2: Authorizations.

3 Your partner system determines specific actions that you must, may, and may not take in
DTS.

4. After travel, you submit your voucher from an existing authorization in DTS, see the DTS
Guide 3: Vouchers. DTS split disburses your voucher payment. A portion goes to the

Government Travel Charge Card (GTCC) vendor to pay your GTCC bill, and the remainder
goes to your personal bank account.

This information paper describes the imported authorization process from your viewpoint.
However, if a process is more extensive than can be covered in this information paper, or if it
varies by partner system, the following marks direct you to where you can receive more
information about the process:

o 1TThe Additional References section points you to resources that explain the process in
more detail. Some key process references are also included in the text. *For this
information paper, “you” refers to a Self-Authorizing Official (SAOQ).

e FYour partner system settings determine the specifics of the process. Check with your
Partner System Administrator for more details.

*For this information paper, “you” refers to a traveler whose organization uses its own system to
create travel orders, and then exports the travel data to DTS, which creates an authorization
shell. However, the actions described also apply to anyone who uses DTS to complete your travel
documents for you (e.g., Non-DTS Entry Agent, travel clerk).
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Emails and Getting Started

Information your partner system exports to DTS affects your trip. To keep you aware of recent
changes, DTS emails you when your partner system sends information that causes DTS to:

e (Create a new authorization shell for you.

e Alter an existing authorization. 3DTS may make the changes for you, or you may need
to make the changes in the document.

When you receive the email, log into DTS*. Note: If this is your first time using DTS, the system
will prompt you to self-register for a DTS profilet before you can proceed. For information about
how to establish your DTS profile, see DTS Guide 1: Overview.

Begin by logging into the Defense Travel System (DTS).

1. On the DTS Dashboard (Figure 1), under from My Travel Documents screen, locate the shell
authorization, and select Edit (Figure 2).
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Figure 1: DTS Dashboard
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Figure 2: My Travel Documents Screen

Note: For more specifics on editing trips, see the Making Changes to DTS Documents

information paper.

Document Processing

The authorization opens on the Review Trip Authorization screen (Figure 3). Note: If your
partner system included an information message for the imported document, it appears at the
top of the page.
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<: COLLAPSE I € This document was imported using a DTS partner system. View Details
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Review Trip Authorization gint

DocName:

Figure 3: Review Trip Authorization Screen

1. Select View Details (Figure 3, Indicator 1).

2. DTS opens the Import Details window (Figure 4). Your view options are Import Details,
Partner Settings, and Comments. Review each section (Figures 4-6) and then select Close.
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Import Details

Import Details

Document
Field

Partner System

Partner Sub-
System

ENNAVALBASE092025_A01
File Name
Import Date

Tracking
Number

Partner Settings Comments
Value

NROWT

NROWS04490995001_82_20180830090248.xml

08/ 09/15/2025

4490995

Figure 4: Import Details Message

o Select Import Details (Figure 4) to see the information DTS initially used to create the
authorization shell. See Note, below.

e Select Partner Settings (Figure 5) to see the rules your partner system initially used to
tailor DTS’s behavior (e.g., to define which options you can use and which are blocked).

See Note, below.

Import Details

Import Details
Document Field

Partner System

Partner Settings Comments

Partner Sub-System

Auto Approval

ENNAVALBASE092025_A01

Obligation Upon Receipt

Bypass Budget Edits

DTS Organization Name

Thivd Mavhs Cormdnin

Figure 5: Partner Setting Message
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Note: After DTS initially creates the authorization, it does not change the information that
displays under Import Details and Partner Settings, even if your partner system later sends
changes to that information.

e Select COMMENTS (Figure 6), if the link appears, to read the partner system
information.

Import Details

Import Details Partner Settings Comments

Comments

ENNAVALBASE092025_A01

Figure 6: Comments Screen

3. Onthe Review Trip Authorization screen, you can view the basic information and enter
Comments to the Approving Official. From the Progress Bar, you can access all the modules
for completing the authorization.

Reservations

Use the Reservations module to make your transportation and lodging reservationst. Be aware
if you need to book rail, air or rental car, you will receive the TSA prompt for data verification
before DTS permits reservation search capabilities. Note: $DTS may block your access to the
rental car reservations screen. Contact your DTA for any local level business rules which may
impact document processing.

To learn more about reservations, see the DTS Guide 2: Authorizations.

Expenses

Enter your estimated expenses using the Expenses modulet. However, 3$DTS may block your
access to certain expense types (e.g., registration fees). Table 1 provides a crosswalk of DTS
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Expense Categories and Expense Types. Note: Be sure to attach any supporting documentation

which supports your mission.

To learn more about available Expense Categories and Expense Types along with other system
tables, see the DTA Manual, Appendix K.

Table 1: Authorization & Voucher Expenses Crosswalk

AUTHORIZATION & VOUCHER EXPENSES CROSSWALK

(OLD)

EXEPNSE (OLD) EXPENSE TYPE
CATEGORY

N/A

N/A

International
Travel Expenses

Cross Border Processing

Fee

Foreign currency Conv

Fee

International Drivers
Permit Fees

International Entry/Exit

Fees

(REVISED)
EXPENSE
CATEGORY

Government
Automobile

GTCC

International
Travel Expenses

(REVISED) EXPENSE TYPE

GOV Auto-Ferry Fares, Storage
Fees, Guard Fees, and Repairs

GOV Auto - Fuel/Qil/Charging
GOV Auto - Parking Fees

GOV Auto - Insurance
Traveling in Foreign Locations

ATM Fees OCONUS Only
Approved in Advance by O-6
level

Credit Card Surcharge Fee up
to 4%

Cross Border Processing Fee

Late Fee Due to No Personal
Fault of Traveler

Foreign Currency Conv Fees
International Drivers Permit
Fees

International Entry/Exit Fees

Interpreter Services
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(OLD)
EXEPNSE
CATEGORY

AUTHORIZATION & VOUCHER EXPENSES CROSSWALK

(OLD) EXPENSE TYPE

International Guide
Services/Driver

Passport/Visa Fees

(REVISED)
EXPENSE
CATEGORY

(REVISED) EXPENSE TYPE

International Guide

Services/Driver

Passport/Visa Fees/Birth
Certificate

Lodging Lodging
Expenses Expenses

Dual Lodging Dual Lodging (Lodging
Retained While at Alt.
Location)

Lodging Cancellation Internet at Lodging Facility

Fee (Official Business)

Lodging Early Check-In Lodging Airport Daytime

Fee

Lodging Late Check-Out Lodging Cancellation Fee

Fee

Lodging Resort Fees Lodging Early Check-In Fee

Lodging Retained on Lodging International Date

Leave Line (IDL)

Lodging Taxes (CONUS Lodging Late Check-Out Fee

and Non-foreign)
Lodging No Show Fee
(Requires Justification)
Lodging Resort Fees
Lodging Retained on Leave
(Long Term TDY Only)
Lodging Safe Fee (When a
Mandatory Charge)
Lodging Service Fee
Lodging Tax (CONUS/Non-
Foreign) DO NOT USE
FOREIGN LOCATION
Lodging - Tourism Tax
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(OLD)
EXEPNSE
CATEGORY

Mileage
Expenses

N/A

AUTHORIZATION & VOUCHER EXPENSES CROSSWALK

(OLD) EXPENSE TYPE

Private Auto - At TDY
Area

Private Auto - To/From
TDY

Private Auto - To/From
Terminal

Private Motorcycle - At
TDY Area

Private Motorcycle -
To/From TDY

Private Motorcycle -
To/From Terminal

Private Plane

Private Vehicle - GOV
Auth & Avail

(REVISED)
EXPENSE
CATEGORY

Mileage
Expenses

Misc. Expenses
Medical or
Special Needs

(REVISED) EXPENSE TYPE

Other Mileage Rate POV - GOV
Available and Authorized

Other Mileage Rate POV - IDT
outside local comm dist

Other Mileage Rate POV —
Medical (current name, may
change to Medical Travel)

Private Auto - At TDY Area

Private Auto - To/From TDY

Private Auto - To/From
Terminal

Private Motorcycle - At TDY
Area

Private Motorcycle - To/From
TDY

Private Motorcycle - To/From
Terminal

Private Plane

Baggage Check-In Fee
Curbside

Baggage Handling Tips for
Traveler with a Disability

Breast Milk Shipment While
on TDY

Extra Leg Room
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AUTHORIZATION & VOUCHER EXPENSES CROSSWALK

(oLD) (REVISED)
EXEPNSE (OLD) EXPENSE TYPE EXPENSE
CATEGORY CATEGORY

(REVISED) EXPENSE TYPE

Other
Expenses

Baggage - 1st Checked
Bag

Baggage - Excess
Conference Registration

Immunizations/Inoculati
ons

Internet - In Flight

Internet at Lodging
Facility

Military Working Dog -
Airfare

Military Working Dog -
Kennel Handle Fee

Military Working Dog -
Lodging Fee

F

TDY Household Goods -
Military

Other Expenses

Renting/Transporting
Specialized Equipment e.g.,
Wheelchair

Specialized Services Provided
by a Commercial Carrier

Accompanied Baggage

Baggage - 1st Checked Bag
Baggage - Excess

Baggage Transfer Fee (Must
Include Justification)

Baggage - Unaccompanied
(Civilian Only)

Conference Registration (NOT
FOR TRAINING)

Driver (Vehicle Services) When
Authorized/Approved by the
AO

Energy Surcharge Fees

Extra Cost of a Paper Ticket
Add-on Fee

Immunizations/Inoculations/
Mandatory Disease Testing

Internet - In Flight (Official
Business)

Military Working Dog - Airfare

Military Working Dog - Kennel
Handle Fee

Military Working Dog -
Lodging Fee
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AUTHORIZATION & VOUCHER EXPENSES CROSSWALK

(oLD) (REVISED)

EXEPNSE (OLD) EXPENSE TYPE EXPENSE (REVISED) EXPENSE TYPE
CATEGORY CATEGORY

Military Working Dog -
Cleaning Fees for Rental Car

POV Tax/License Fees if
Required by the State (Civ
Emp Only)

Storage of Baggage or
Property Used on Official
Business

TDY Household Goods -

Military
VAT Form (Exemption
Certificate)
POV Boat,
N/A Helicopter, and
Airplane
Aero Club - Rental and Fees
Aircraft - Helicopter - Parking
Boat - Docking Fees
Boat - Helicopter - Fuel
Aircraft - Helicopter - Landing
and Tie Down Fees
Boat - Helicopter - Oil
N/A Rental Car
Expenses
Rental Car - Fuel/Charging
Rental Car - Terminal
Rental Car - To/From TDY
Rental Car - at TDY area
Ticketed Ticketed
Expenses Expenses
Airline Ticket (CBA) Airfare Cancellation Fee

Defense Travel Management Office 10 September 2025



INFORMATION PAPER: Intro to Imported Authorizations

(OLD)
EXEPNSE
CATEGORY

Transportation
Expenses

AUTHORIZATION & VOUCHER EXPENSES CROSSWALK

(REVISED)
(OLD) EXPENSE TYPE EXPENSE
CATEGORY

Airline Ticket (IBA)
Bus Ticket (CBA)
Bus Ticket (IBA)
TMC Fee (CBA)
TMC Fee (IBA)
Train Ticket (CBA)

Train Ticket (IBA)

Transportation

Expenses

Aero Club - Rental and
Fees

Airfare - Cancellation
Fee

Government Vehicle -
Fuel/Oil

Parking - At the
Terminal

Parking - TDY Area

Private Plane - Fees

Public Transit - Shuttle

Public Transit - TDY Area

(REVISED) EXPENSE TYPE

Airline Ticket (CBA)

Airline Ticket (IBA)

Airline Ticket (Self-Procure)
Bus Ticket (CBA)

Bus Ticket (IBA)

Bus Ticket (Self-Procure)
TMC Fee (CBA)

TMC Fee (IBA)

Train Ticket (CBA)

Train Ticket (IBA)

Train Ticket (Self-Procure)

Bridge, Road, or Tunnel Tolls
(Not High Occ Toll Lanes)

Ferry Fees/Fares

Parking - At the Terminal

Parking - TDY Area

Public Transit-TDY Area
Includes ALL forms of Public
Transit

Public Transit-To/From
Terminal ALL Forms of Public
Transit

Taxi - TDY Area

Taxi - To/From Terminal
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AUTHORIZATION & VOUCHER EXPENSES CROSSWALK

(OLD) (REVISED)
EXEPNSE (OLD) EXPENSE TYPE EXPENSE (REVISED) EXPENSE TYPE
CATEGORY CATEGORY
Public Transit - Terminal TNC Fares (Rideshare) - TDY
Area
Rental Car - Fuel TNC Fares (Rideshare) -

To/From Terminal
Rental Car - Terminal

Rental Car - To/From
TDY

Rental Car - at TDY area

TMC Fee - Not in Air
Amount

Taxi - TDY Area
Taxi - To/From Terminal
Tolls/Ferry Fees

Z-Financial
N/A Reconciliation
used by DTA

Debt Collection (CCV)
Debt Over Collected (CCV)
EFT Return

GTCC EFT Return

$0.00 CBA Expense
Reconciliation

N/A ZDfe(r.':lther Per
IDL - Guam to Hawaii M&IE
IDL - In Transit Day M&IE
IN PLACE - AEA Lodging

OCONUS Incidental - AEA
Lodging
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Accounting Process

Automatic Approval

Amendments

Vouchers

Cancellations

One or more lines of accounting (LOAs) may already display on the Accounting screen, but
you can make a change if needed or allocate the expenses to the appropriate LOA.

To learn more on allocating LOAs in a document, see the DTS Guide 2: Authorizations.

After a traveler stamps an imported authorization SIGNED, DTS may apply the AUTO APPROVED
stamp, if your partner system allows the AUTO APPROVED action, and if there are no existing
conditions preventing AUTO APPROVED execution.

When AUTO APPROVED does not occur on an imported authorization, then the AO must
manually review and stamp the document APPROVED. Note: Be aware of any automatically
amended changes by a partner system before approving the trip.

After approval (either automatic or manual), the authorization receives the TANUM, the Travel
Management Company (TMC) issues tickets, and trip funding obligation occurs.

If you need to change the document after either automatic or manual approval, under Options,
select Create Amendmentt. To learn about amending documents, see Making Changes to DTS

Documents.

After your trip, log into DTS. From My Travel Documents, select Create New Document, and
Voucher. A box appears with a list of documents to choose to Create Voucher from
Authorization. Update/add any expenses, attach receipts, justify flags and submit your voucher’
see DTS Guide 3: Vouchers.

When a planned trip requires cancellation, your partner system informs DTS (Table 2) by
sending a cancellation file and then DTS performs actions automatically. When you no longer
need to travel, you may have required actions in DTS (Table 2), too.
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Table 2: Cancellation Actions in DTS

AUTHORIZATION & VOUCHER EXPENSES CROSSWALK

PROCESS

DTS deletes the
authorization.

DTS cancels the
authorization.

You use the
cancellation process
when travel is not
required, but you did
incurred expense.
Note: Voucher
required.

You use the DTS
cancellation process
when travel is not
required and you did
not incur expenses.

Both are true:

e You never opened the o
authorization °

e DTS submitted no finance
transactions

All of these are true:

e The trip start date is in the °
future

e The TMC has not ticketed .
your reservations .

e No advance was paid or
submitted .

e You incurred no expenses

Any of these are true:

e The TMC has ticketed your °
reservations

e An advance or SPP paid or
submitted

e Youincurred a fee or o
expense

All of these are true:

e FBYour partner system °
allows traveler cancellation

e No advance or SPP paid or
submitted

e Youincurred no expenses L

DTS removes the authorization

DTS keeps your DTS profile (or
lets you complete self-
registration)

DTS applies the CANCELLED
stamp

DTS cancels all your reservations

DTS submits all required finance
transactions

DTS emails you about the
cancellation

You don’t have to take any
action

You cancel the reservations and
use Cancel Trip (With Expenses)
under Options for the
authorization.

You follow the steps to finalize
an authorization and file a
voucher when expenses
incurred in DTSt. See the
Instructions to Cancel a Trip
trifold.

Review DTS emails.

#You follow your partner
system directions, if any.

You cancel the reservations and
use Cancel Trip (Without
Expenses) to submit the
authorization to the AO.

The AO stamps the
authorization CANCELLED on
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A

PROCESS

UTHORIZATION & VOUCHER EXPENSES CROSSWALK

Profile Verification

the Digital Signature screen.
This closes out the document.

e Review DTS emails.

e 3You follow your partner
system directions, if any.

Profile verification helps to reduce the chance of travel reservation and payment problems. Here

are som

Resources

e general guidelines for profiles:

If a DTA created your traveler profile, confirm your SSN upon first time log on. Then
access your DTS Profile and verify vital data (e.g., EFT, GTCC, email address and phone
numbers). Contact the DTA right away for a new profile if your SSN is invalid. See
Update GTCC Information in a DTS Profile for details on changing a profile.

If some time has elapsed since accessing the system, prior to document creation, once
again verify your EFT and GTCC in the profile to prevent EFT returns. From the DTS
Dashboard, access My Profile to review and update information. These changes apply
to all future documents.

Changing a profile in a document only affects that travel document and any future trips.
Changes the DTA makes to the profile or corrections you make under My Profile do not
affect existing documents. You must update each trip individually.

If you realize your EFT (checking or savings account) information is incorrect after a
payment processes, do not amend the trip until DTS applies the EFT RETURNED stamp
to the document. This usually happens within a week.

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.

To learn more about the Defense Travel Management Office (DTMO), see the DTMO
Home page

For more on policy, see the Joint Travel Requlations (JTR)
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For more on travel regulations, see the DTS Requlations (authorized by DoDI 5154.31,
volume 3)

For more on travel regulations, see the GTCC Requlations (authorized by DoDI 5154.31,
volume 4)

To learn more about travel related topics, see Web-based training (WBTs) Travel
Explorer (TraX)

For the trifold on imported authorizations, see the Partner System Traveler Instructions

for Completing an Imported Authorization in DTS

For more Self-Registration, see the DTS Guide 1: Overview

For more about processing documents, see the DTS Guide 2: Authorizations

For more about processing documents for payment, see the DTS Guide 3: Vouchers

For the trifold on payments, see Create a Voucher From Authorization

For the trip on canceling a trip, see the Instructions to Cancel a Trip
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