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HOW TO CREATE AN 

AUTHORIZATION FOR 

MSG SCHOOL

LCpl Twumasiappiah / LCpl Brown

DTS/GTCC CLERK

703-432-6687
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NOTE!!!

Make sure your authorization is created, 

SIGNED AND ROUTED before your 

travel date as the funding EXPIRES the 

day of you get to the MSG school house 

(or as annotated in your TECOM funding 

letter) !!!
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TECOM FUNDING LETTER!!!



4

UNCLASSIFIED//FOUO

UNCLASSIFIED//FOUO

PCS/TEMINS ORDERS

GO TO SLIDES 5 TO 8
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1. Log in to DTS 

3. Once You See The Dropdown 

option Click Routine TDY Trip

2. Click Create New 

Document ( It Will Be On The 

Right Side Of Your Screen)
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1. YOUR “LEAVING ON” AND “ARRIVING” 

DATE WILL BE THE DATE THE DAY YOU 

REPORT TO MSG SCHOOL

2. Day of graduation 

3. MCB QUANTICO, VA

3. MCB 

QUANTICO, VA

IF YOU ARE ON PCS/TEMINS ORDERS
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YOU WILL PURCHASE YOUR 

FLIGHTS TO MSG SCHOOL VIA 

SATO/DMO. 

DO NOT BOOK FLIGHTS VIA 

DTS!!!!!!!!!!!!!!!!!!!!!!!!!!!!!

DO NOT USE GTCC!!!!!!!!!!!!!!!!
Find your nearest Travel office here: 

https://www.cwtsatotravel.com/OfficeSearch.aspx

SATO Phone number: +1 866 950 1508

         +1 866 928 1153

 

IF YOU ARE ON PCS/TEMINS ORDERS

https://www.cwtsatotravel.com/OfficeSearch.aspx
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Skip booking

IF YOU ARE ON PCS ORDERS
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TAD ORDERS

GO TO SLIDES 10 TO 13
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TAD 0RDERS
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1. Create New Document

2. Routine TDY Trip
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1. Day you report to MSG SCHOOL

2. Day of graduation 

3. MCB QUANTICO, VA

3. Your duty station

3. Your duty station

IF YOU ARE ON TAD ORDERS
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YOU WILL PURCHASE 

YOUR FLIGHTS 

TO/FROM MSG 

SCHOOL VIA DTS. 

IF YOU ARE ON TAD ORDERS
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You will book a roundtrip ticket. 

Return flight should be after 1630

 on graduation date.

IF YOU ARE ON TAD ORDERS
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ALL STUDENTS 

GO TO SLIDES 16 TO 29
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Drop down box (Training)

Class # MSG STUDENT

Write exactly as stated on the description provided

Ex. 5-27 MSG STUDENT

ALL STUDENTS
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Nothing will be filled. Click continue 
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SKIP BOOKING

ALL STUDENTS ARE REQUIRED TO 

LODGE 

ALL STUDENTS



19

UNCLASSIFIED//FOUO

UNCLASSIFIED//FOUO

Scroll down and continue

ALL STUDENTS
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ALL STUDENTS

Click continue
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ALL STUDENTS

Click the three dots on the right side of 

your screen under M&IE Allowed 

Click edit 
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You will select reporting day until 

graduation date.

Scroll down

ALL STUDENTS

Select Government meals provided at 

TDY Location

Select all meals provided 
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Scroll down

ALL STUDENTS

Select Quarters Available (Barracks are 

provided)
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Delete 96 and type: 0.00. Then save adjustments.

ALL STUDENTS

Select In Place Travel
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ALL STUDENTS

Your M&IE Allowed should be $5 per 

day

Click continue
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ALL STUDENTS

Note: Do not add any Lines Of 

Accounting (LOA)

Scroll down and click continue
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Ensure personal bank routing info is up to date and 

click continue
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Scroll Down and 

Click continue

ALL STUDENTS
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Add reason code: 

Military Lodging

Add reason code: 

Military Lodging

BARRACKS PROVIDED

BARRACKS PROVIDED

ALL STUDENTS
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Scroll Down and Click continue

ALL STUDENTS
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3. Select Submit once 

everything correct and Done

1. Select WWT Routing List

2. You will agree to 

sign your authorization

ALL STUDENTS
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