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Approving/Reviewing Authorizations
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Log in to DTS 
and Click Here 
on documents 
awaiting your 
approval
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Click review to the 
left of the traveler 
needing to be 
approved.
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By clicking 
review, DTS takes 
you to the 
traveler’s 
PREVIEW screen
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Ensure trip has 
a valid trip 
type, trip 
purpose, and 
trip description.  

If traveler has flight 
booked, and is GTCC 
holder, ensure method of 
reimbursement is GTCC 
(Individual billed 
account).
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To check if traveler is a 
GOVCC holder, click on 
Adjustments.

Always check CTO’s comments before travel.  If the 
traveler is a GOVCC holder and has selected CBA 
vice the DoD mandated use of IBA, CTO will have 
comments to the traveler instructing them they 
“must change method of payment to IBA or the 
flight will not be ticketed, or their IBA has been 
declined and must contact APC to activate GOVCC
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Click on  
view/edit
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Click “OK” to 
continue
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Click “Additional Options”
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Click “My Account 
Information”
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If traveler is a 
GOVCC holder 
then the GOVCC 
account number 
will reflect as 
shown.  Ensure all 
airfare, rental, and 
lodging are being 
paid via GOVCC.

Once GOVCC 
has been verified 
click 
“Review/Sign”
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Once returned to 
the preview page, 
ENSURE A 
RETURN FLIGHT 
IS BOOKED or
traveler has left 
description they 
will be returning 
via MILAIR.
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ENSURE A PROPER 
ACCOUNTING CODE IS 
SELECTED. If multiple 
LOAs are selected, ensure 
funds allocated to each 
appropriately.

If travelers TAD dates are 
46 days or more, ensure 
partial payment is set up to 
minimize GOVCC 
delinquencies.
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Scroll to top of 
preview page and 
select 
Substantiating 
Records.
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Ensure proper 
documentation for 
authorization is 
UPLOADED.  Ex: 
Conference msg, TECOM 
training msg, 
exercise/individual 
augment reporting 
instructions, funding 
approval, medical letter 
with Co Ofc endorsement, 
constructive travel 
worksheet, etc. 

After viewing 
substantiating records, 
click return to trip preview.
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ALWAYS check 
Document 

History to verify 
what action has 

been taken, i.e. if 
document has 

been cancelled, 
returned, 
additional 

comments, etc.
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Reflects pending 
routing action, as 
well as document 
history that shows 
remarks from 
travelers or 
previous 
comments from 
RO/AO. 
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On trip preview, select 
view to see the Per 
Diem and entitlements.
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Per Diem entitlements will 
reflect the max lodging and 
M&IE for TAD location

M&IE allowed reflects what 
member is requesting.  Example: if 
IA reporting instructions, messages, 
etc reflect meals available, traveler 
will need to adjust GMR vice 
commercial rate.  If TAD to a 
military installation and directed to 
eat at the chow hall the traveler 
needs to change the meals to avail 
(GMR) vice the default commercial 
rate unless the traveler has a 
statement of non-availability.

If TAD to military 
installation chow 
hall is available 
unless 
substantiating 
documentation 
reflects differently.
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Click on “Edit” next to 
the date traveler will be 
eating at the chow hall or 
click “Edit All” if traveler 
is directed to eat at the 
chow hall everyday.
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Click on “Quarters Available”

Click on “Available” and 
then select the meals that are 
avail “Breakfast, lunch, 
dinner”.
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By changing the 
meals to available 
the authorization 
now reflects the 
GMR vice the 
commercial rate for 
M&IE



AO/RO Authorization Processing 

Logistics Solutions for the Warfighter 23

Click here to get back 
to the Review/Sign
page
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Click here to go to the 
Other Authorizations
tab
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If “Other Authorizations” are 
needed (i.e. non-compact rental 
vehicle, excess baggage, etc.) it 
needs to be on this page WITH 
VALID VERBIAGE of why it 
is needed
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Pre-Audit reflects flagged items 
that could cause REJECTS if 
not corrected.  If cheapest rental 
vehicle was not selected this 
will also cause a flagged item. 
Justification is required by 
traveler and AO. “AUTH” is 
NOT a valid justification.

If there is nothing in the 
justification, then this 
authorization will NOT go 
through until there is a valid 
justification.
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Choose submission selection type for document, 
i.e. APPROVED, CANCELLED, RETURN.

Ensure proper routing list is selected.  
Examples:  Unit (P&R, Director, Medical, 
TECOM (WWT Routing List)

Submit Completed Document

Add any additional comments if necessary.
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Click Close and 
the reviewing 
process is done.
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This message will appear when the LOA being 
used for the document has INSUFFICIENT 
FUNDS available.  Contact your fund manager 
and provide a screen print in order to increase 
LOA budgets on vouchers and authorizations.
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If the necessary funds are 
available, this screen will 

appear.  Click the OK
button to proceed with the 

approval process. 



AO/RO Authorization Processing 

Logistics Solutions for the Warfighter 31

Once this screen appears, 
the approval process is 

complete.  Click the Close
button to return to your 

document list.



COL Training

• Training for Accountable Officials & Certifying Officers (COL) is required for all 
new Approving Officials (AOs) and Certifying Officials.  

• Refresher training is required annually
• Training can be found at https://www.defensetravel.dod.mil/Passport
• Instructions for Accessing Training in Travel Explorer (TraX) can be found at 

https://www.defensetravel.dod.mil/Docs/Training_Instructions.pdf
• Once logged into the Passport website:

– Click TRAINING
– Click DEMOS, INSTRUCTOR LED AND DISTANCE LEARNING in order to remove 

them from the view
– Launch AO/RO TRAINING FOR ACCOUNTABLE OFFICIALS AND CERTIFYING 

OFFICERS (COL)
– Once complete, click on MY COMPLETED in order to obtain a certificate

• Certificate due to Denise West by COB Friday,  10 February 2012
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https://www.defensetravel.dod.mil/Passport
https://www.defensetravel.dod.mil/Docs/Training_Instructions.pdf


COL Training

• As your organization's AO, you are the individual that controls the mission, authorizes the 
trip, and controls TAD travel funds.  It is the AO's responsibility to know if their travelers are 
making changes to orders.  It is not appropriate for RMD, DTS personnel to make these 
changes in the absence of the proper approving official. 

• Please remind your personnel to contact you, the AO, regarding travel documents.  If needed, 
the AO should contact the DTS personnel regarding a traveler's document.  The DTS 
personnel's responsibility is to functional train appointed officials and review travel 
authorizations and vouchers within a timely manner.  This can be accomplished by redirecting 
the continuous physical and telephonic interaction from end users to their DTS organizational 
hierarchy. 

• JTR/JFTR Appendix G, a copy of the LCO 4650.1N, and an AO Training Statement (as an 
AO you have read this Command Order and understand your responsibility) was previously 
provided via email from Karen Thomas (Mon 9/26/2011 1:37 PM).  Please provide this 
statement with your COL training certificate by COB 10 February 2012.
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Questions?
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