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Introduction

SAOQO Set-up

If you travel frequently, and often on short notice, your organization may designate you as a
Self-Authorizing Official (SAQ) to expedite authorization approval. Per the DTS Requlations
(authorized by DoDI 5154.31, volume 3) as a SAQ, you can approve your own authorizations;
however, to protect itself from undue risk of fraud, DoD stipulates that SAOs may not approve
any of their own travel documents that contain a request for a payment. To ensure compliance
with this regulation, the Defense Travel System (DTS) requires another Authorizing Official (AO)
to approve any SAO authorization that includes a request for scheduled partial payments (SPPs)
or travel advances (or both), as well as all vouchers.

For the complete process on approving travel documents, see the Desktop Guide for Authorizing

Officials.

*For this information paper, “you” refers to a Self-Authorizing Official (SAQO). Refer to your
Component and/or local business rules to verify if SAOs are permitted in your organization. This
paper also includes setup actions for a Defense Travel Administrator (DTA).

When your organization designates you as a SAO, a Defense Travel Administrator (DTA) must
perform the setup, so you can approve your own trips (with the limitations noted above).

The DTA completes the following to update your personal profile:

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

1. On the DTS Dashboard (Figure 1), under Administration, DTA Maintenance Tool, select
People (Figure 2) from the drop-down menu and the page refreshes.
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Figure 1: DTS Dashboard
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Figure 2: DTA Maintenance Tool Home Screen

2. On the People screen, enter the appropriate information and Search for the appropriate
profile (Figure 3). Note: The Organization Name will default to the highest organization
access the DTA holds. The DTA can search by a single individual name or Include Sub-
Organizations in the Search.

DTA Tools: Search People | Create Person | Receive Person | View Person Lists

Search People +Required

For "Organization Name" and "Organization Access" fields, please enter four or more characters in the corresponding field to
display list of available organizations.

Organization Name: * |[DTMOCSD

[[]-Include Sub-Organizations

Person Type: -
Last Mame: |

Organization Access:

Permission Level:

Figure 3: Search People Screen

3. Alist of profiles appear. The DTA will select UPDATE next to the correct profile requiring a
change (Figure 4). The Update Person screen display (Figure 5).

Defense Travel Management Office 2 September 2025



INFORMATION PAPER: Self-Authorizing Officials in DTS

DTA Tools: Search People | Create Person | Receive Person | View Person Lists

People (Search Results)

Organization Name: DTMOCSD
Include Sub-Organizations: No
Organization Access:

SSN:
Last Name: west
First Name:

Permission Level:
Person Type: All

SSN: XXXXX9741

Permission: 0, 1, 2

Organization: DTMOCSD
Organization DTMOCSD

. West, Access:
Name: opris A
Rank: GS-13 Group Access: DTMOCSD
Travel Team
SSN: XXXXX9743 Organization: DTMOCSD
— Permission: 0 Organization No Org Access
. yvesl, Access:
N Eric: T
Rank: ME-06 Group Access:
None

View Dependents

Figure 4: People (Search Results) Screen

4. On the Update Person screen the question, “Is this person going to travel?” displays. The
radio button defaults to Yes, if the person currently has a user/traveler profile or No if the
person has a User profile. The DTA can change the profile type by selecting the other radio
button (Figure 5).

Update Person * Data Required

SSN: X000K9743
Is this person going to travel?: * (8) Yes () No

Continue Cancel

Figure 5: Update Person Screen

5. If the AO has not been previously granted Permission Level 2 allowing the document
stamping action, then the DTA will grant Permission Level 2 (Figure 6).
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DTA Tools: Search People | Create Person | Receive Person | View Person Lists

Update Person (User/ Traveler) +Data Required

For "Organization Name", "Organization Access”, and "Group Access" fields, please enter four or more characters in the
corresponding field to display list of available organizations.

User Specific Data

SSN:  XXXXX9741

Middle Initial:

Last Name: * | West

Organization Name: DTMOCSD

Email: * | chris.west@dtmo.pentagon.mil |

Organization Access: |DTMOCSD

DTMOCSD --Organization Owner Name
Group Access:
~Group Name

Non-editable Permission Level(s): o
Editable Permission Level(s):* B @21z s s el 17
Approval Override: © () Yes (@ No
Manually Entered Transaction: * () Yes @ No
Non-DTS Entry Agent (T-Entered): © @) Yes () No
Debt Management Monitor: = () Yes @ No

It may take up to a day to propagate a user to specific groups in the Bl and Reporting Tool, depending on
permission levels.

DTA's Bl Advanced Reporting Access:  No
Bl Advanced Reporting Access: © NO

Self-AD Approval: © @ Yes () No

User ID:  u9600010843

Figure 6: Update Person Screen - User Specific Data

Note 1: DTS auto-grants permission level O to allow users access to the system and
document creation.

Note 2: AOs must take mandatory training and have a DD 577 appointment letter. Follow
your local business rules for granting access, appointments and tracking requirements.

Note 3: Follow your local business rules for granting Permission Level 1 (view budget) to

AOs.
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Verify SAO Set-up

6. Scroll down the profile and locate the Self-AO Approval row (Figure 6).
a. Select the Yes radio button. This allows the AO to approve his or her own travel.
7. Scroll to the bottom of the page and select Save Person to retain changes.

To learn more about the DTS User roles, see the DTS Requlations, DoDI 5154.31, Self-AOs in the
DTS Financial Field Procedures Guide and the DTA Manual, Chapter 3.

To learn more about managing DTS profiles, see the DTA Manual, Chapter 7.

Routing List:

The organization may have the DTA change the default routing list in the Self-AQ’s DTS profile to
identify the person as a Self-AO. Note: The DTA will need to create the routing list first and then
return to People table to make the profile change.

1. Onthe DTS Dashboard (Figure 1), under Administration, DTA Maintenance Tool, select
Routing List from the drop-down menu and the page refreshes.

2. Search to locate the routing list requiring an update, if the AO is not currently on the routing
list.

-OR-
Create a new routing list.
3. The routing should contain:

a. The SAQ’s name and the APPROVED stamp to approve travel authorizations for the
employees and to approve that person’s own.

b. The SAO’s name and the APPROVED stamp to approve vouchers for employees, but
SAO cant approve his or her own voucher.
¢. Another AO’s name and APPROVED stamp to approve the SAO’s vouchers
4. Be sure to save any changes to a routing list.

Once the routing list is defined, the DTAS must return to the SAQ’s profile and update the
default routing list label. Be sure to provide instructions to the SAO regarding document
approval and routing.

To learn more about routing lists, see the DTA Manual, Chapter 5.

Before you create an authorization and try to act as a SAO, you should verify setup completion.
Here is how to check your access and permissions:

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

1. From the DTS Dashboard, select your name in the upper-right corner, (Figure 7). When the
information screen displays, verify your list of Permissions includes Permission Level 2.
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System Status: @ EWTS v
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Figure 7: DTS Dashboard — Current Session Information

2. Select My Profile from the list of items. The page refreshes with the User Profile information
appears on the left side Navigation Bar.

a. Select Duty Station on the side Navigation Bar (Figure 8). The data post to the right

of page.
User Profile X
@ < Duty Station .
Chris A West Present Station Organization
a ARLINGTON, VA DTMOCSD
User Profile ~
Printed Org Routing List*
Personal Information
csD
Addresses
Self AO Approval* Advance Authorization*®
Passport Information
Yes CARD HOLDER

Emergency Contact

Mandatory use of GTCC*
Service or Agency Info v

N
Form Printing Preferences Duty Station Address

Address Line 1* Address Line 2

Accounting ~ i
4601 N Fairfax Drive

Accounting Information

City* State / Province / Region®
EFT and Credit Card Accounts Arlington VA
Travel Preferences ~ v Zip / Postal Code* v

@ Changes to the permanent profile do not affect any existing travel documents. Cancel “

Figure 8: My Profile — Duty Station Information

b. Locate the Self AO Approval* row. If your profile set-up is correctly, Yes appears.
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3. Check the routing list set-up. From the DTS Dashboard, select Travel Tools (Figure 9) to
display a drop-down list.
a. On the list, select Routing Chain Lookup to open the Look Up Routing Chain screen
(Figure 10).

Defense Travel System
N

Trips v Travel Tools ~ Message Center

Distance Calculator

Trips Awaiting
Action

Government Meal Rate Table [

My Travel

Your upcoming, cul @ Mileage Rate Table (&'

Per Diem Rate Lookup &'

Sk

27 Authori;

re Date (Late:
Per Diem Rate Notes [&'

1 Vouchers 'KVA082(

20/2024 | TA

* O

Routing Chain Lookup

1 Local Vot

Figure 9: Travel Tools Screen

4. Select the Organization and Routing List (Figure 10) that should include you.. The routing
list, at a minimum, should reflect you and at least one other person who can apply the
APPROVED status for authorizations.
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Home Trips v Travel Tools v Message Center Administration v

Routing Chain Lookup

Travel Toals

Select an organization to view your routing list chain of command so you know where your document
Distance Calculator peed=ias

Organization Routing List

Government Meal Rate Table
DTMOCSD ~ TRAINING ~

Mileage Rates Table

Per Diem Rate Lookup
Authorization Routing List

Per Diem Rate Notes

STATUS STATUS ISSUER LEVEL PROCESS NAME
Routing Chain Lookup APPROVED Chris A West 25

Helen D West
CTO BOOKED **CTO BOOKED 3 BYPASS_PNR
CTO SUBMIT **CTO SUBMIT 2 BYPASS_PNR
Voucher Routing List
STATUS STATUS ISSUER LEVEL PROCESS NAME
APPROVED Chris A West 25
Helen D West
REVIEWED1 Eric T West 15 FOREIGN_TRAVEL
Local Voucher Routing List
STATUS STATUS ISSUER LEVEL PROCESS NAME
APPROVED Chris A West 25
Helen D West

Figure 10: Look Up Routing Chain Screen

Note: The routing list details should always include multiple AOs for all document types to
prevent processing delays, especially for documents you may not approve.

Getting Started

Once the DTA completes the setup and you verify access and permissions verify your profile for

completeness before you create your authorization.

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

o 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.

e |f 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
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Dashboard, access My Profile to review and update information. These changes apply
to all future documents.

e 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.

e 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.

Document Creation and Routing

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

1.

Document Approval

Create your authorization (e.g., itinerary, reservations, and expenses) as normal. For
assistance with document creation, see the DTS Guide 2: Authorizations.

(Optional) Include comments explaining your SAO for the specific trip to support audit
readiness.

Justify any Pre-Audit flags and Reason Codes based upon your selections. Review any
Advisories.

Be sure to select the routing list including you as one of the AOs.
After you apply the SIGNED stamp, the document starts routing. You can approve the trip
immediately, unless one or both of the following are true:
e Your trip contains reservations that requiring Travel Management Company (TMC)
support, which will take up to 24 hours to complete.
o Once the TMC processing the reservations, the documents routes based upon the

routing list details.

e Your routing list includes Reviewers who must act prior to approval. The amount of time
it takes the document to route to you for approval depends upon the number and speed
of the reviewers.

e Monitor for emails and document changes in DTS.

DTS emails you when the authorization is available for approval. When you are ready, access

DTS, and complete the following:

1.

From the DTS Dashboard, select Trips Awaiting Action, then open the authorization from
the document listing.

Carefully review the trip*, particularly the Review Trip <document type> then advance to
the next screen.
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3. On the Other Auths and Pre Audits screen.

a. Make sure you justify any Pre Audit flags. Also, if anything requires correction, do so
before proceeding to the Digital Signature screen.

b. View any Advisories.

4. On the Digital Signature screen:

a. Verify APPROVED displays in the Document Status field.
b. Verify the correct routing list displays in the Routing List field.
c. Enter any necessary Additional Comments.

d. Select Submit Completed Document.

5. Monitor your own document for reservation processing and ticketing.

*When

you review your trip, give the same care as you would for any other travel document,

ensuring policy compliance and travel justifications where warranted.

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 policy, see the Joint Travel Requlations (JTR)

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)

For more on Routing Officials (ROs) processing trips, see the Desktop Guide for
Authorizing Officials

For document approving aid, see the Trifold Authorizing Official Checklist and

Instructions

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

Explorer (TraX)
o TDY Travel Policies 101

o U.S. Government Rental Car Program

o The DTS Approval Process

o COL Training (Initial and Refresher)

o Vital Skills for Authorizing Officials, Vital Skills for Authorizing Officials: Applied, and
o Vital Skills for Authorizing Officials: Assessment

For more about processing documents, see the DTS Guide 2: Authorizations
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e For more about processing documents for payment, see the DTS Guide 3: Vouchers

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

A Final Word on Self-Authorizing Officials (SAOs)

Every organization is responsible for deciding who needs to be a SAO, when to make such
designations, and when to remove them. There is no regulatory requirement for an organization
to have SAOs.
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