UNCLASSIFIED//FOUO

HOW TO CREATE A TECOM
AUTHORIZATION

Cpl Hernandez Kuilan
DTS/GTCC CLERK
703-432-6687

Overall Classification of this brief is:
UNCLASSIFIED//FOUO

DISTRIBUTION: DowW COMMUNITY ONLY



UNCLASSIFIED//FOUO

Instructions

- This PowerPoint contain the step-by-step instructions
for how to create your DTS authorization.

- Follow them step-by-step and pay close attention to the
title of each slide. This will tell you whether or not it will
apply to you. If you have any questions, please notify
the RAST.
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ALL STUDENTS

A | @mmsnmsnunnv

Home Trips v Travel Tools v Message Center Administration ™

o Y

Trips Awaiting Action Traveler Lookup Cross-Org Document DTA Maintenance Message Center
Lookup Tool

My Travel Documents 1. Create New Document el © e New Document
Your upcoming, current, and completed trip documents:
2. Routine TDY Trip — > '.l Routine TDY Trip

0 Authorizations |

$ Voucher

Local Voucher

0 Authorizations

0 Vouchers You have no trip authorizations.

[ {

)]
r,

% Group Authorization

0 Local Vouchers

0 Group Authorizations
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+

sproweb.defensetravel.osd.mil/dts-app/Myltinerary/showltinerary?progRecld=72698158&jfuVersion=

Home Trips v

Create Itinerary

Travel Tools v

Message Center Administration v

2. Day of graduation

YOUR TDY LOCATION(S)
Arriving Departing

T

!

TDY Location

T

Traveling By Time of Day

Q@ CityorZip H Air v ® Morming v

IF YOU ARE ON PCS ORDERS

Rental Car?

No w o

1. Day you report to MSG SCHOOL

3. Quantico MC Combat Dev CMD, VA

TRIP OVERVIEW

Leaving On

m MM/DD/YYYY

Leaving From
@) My Residence
(") My Duty Station

(Q) 9 Citv or Zip

Returning On

(] oo,
AN /DD AV
WML T YT

Returning To
() My Residence
(") My Duty Station

3. Quantico MC Combat Dev CMD, VA

3. Quantico MC Combat Dev CMD, VA
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sproweb.defensetravel.osd.mil/dts-app/Myltinerary/showltinerary?progRecld=72698158jfuVersion=

Home Trips v Travel Tools v

Create Itinerary

Message Center

2. Day of graduation

YOUR TDY LOCATION(S) ¢

Arriving Departing
BB Mm/DD/YYYY R MM/DD/YYYY Q CityorZip

TDY Location

Administration v

Traveling By Time of Day

x Air v @ Morning v

T

1. Day you report to MSG SCHOOL

3. Quantico MC Combat Dev CMD, VA

TRIP OVERVIEW
Leaving On

Leaving From

() My Residence

~

(") My Duty Station

@ 9 Citv or Zip

3. Your residence

Returning On

Dl i o
ML /DN AV
WV LA F Y

Returning To

(") My Residence .
<+— [ 3, Your residence

(") My Duty Station

IFYOU ARE ON TAD ORDERS

Rental Car?

No o
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Multi-Day v

YOUR TRIP DETAILS

Type @
Temporary Duty Travel (Rout v
Purpose @
Training v ® <+ Drop down box (Training)

Description (optional)

Class # MSG STUDENT

<+— Write exactly as stated on the description provided
s Ex. 5-21 MSG STUDENT

Conference/Event Name

@ Not attending a conference
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CHRISTIAN I13A S WEDSILE L
RUDD
View Adjustments _

First Name * Last Name * Middle Initial
L._j Edit Itinerary Christian Rudd
Reservations T

Gender *

W TsAinfo @® Male () Female

2. Flight; I1AD- CHO
i Date of Birth *

';f/ Ftight |AD - CHO : 01/27/2001

= Lodging (QUANTICO MC CO...
Got TSA Precheck?

Your DTS profile does not contain your Known Traveler Number{KTN), also
) known as your DoD ID Number. To take advantage of TSA PreCheck,
Finances & update your profile with your KTN or DoD 1D Number located on the back
of your Common Access Card (CAC).

@ Review Reservations
Known Traveler Number ¢

Expenses Redress Number B

ity ;
(5] PerDiem

Nothing will be filled. Click continue

@) Accounting

Save this TSA information to my profile l
Review A

@ Review Profile Continue to Booking >

|I_J"\ Measimuas Avithnsisadioan
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IF YOU ARE ON PCS ORDERS

YOU WILL PURCHASE YOUR
FLIGHTS TO MSG SCHOOL VIA
SATO/DMO.

DO NOT BOOK FLIGHTS VIA
DTSy

DO NOT USE GTCCHImmmL:

Find your nearest Travel office here:
https://www.cwtsatotravel.com/OfficeSearch.aspx
SATO Phone number: +1 866 950 1508

DISTRIBUTION: Dow COMMUNITY ONLY UNCLASSIFIED//FOUO



UNCLASSIFIED//FOUO

IF YOU ARE ON PCS ORDERS
SKip booking

Home Trips v Travel Tools v Message Center Administration v
(= coumst & Trip Summary Skip this flight booking
TR Flight Step 1 of 3: Select a Flight
Doc Name:
CRQUANTICOMCCo11921_A0l DEPARTING FROM ARRIVING AT DEPARTING ON
Traveler: IAD - Washington Dulles CHO - Charlottesville & 01/1972021  Moming v m
CHRISTIAN B B
RUDD o | | Include nearby airports || Include nearby airports
View Adjustments
o NOTE: Before selecting a flight, be advised there may be lower cost government fares available in the Alternative Options
[ Edititinerary section further down the st of available flights.
e "“ Sorry, we couldn't find any flights that matched your search criteria.

() TsAlnfo

=

I Flight: IAD - CHO

Try choosing a different airport, date or time.
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YOU ARE ON TAD ORDERS¥¢

YOU WILL PURCHASE
YOUR FLIGHTS
TO/FROM MSG

SCHOOL VIA DTS.

DISTRIBUTION: Dow COMMUNITY ONLY UNCLASSIFIED//FOUO 10



UNCLASSIFIED//FOUO

IFYOU ARE ON TAD ORDERS

You will book a roundtrip ticket.
Return flight should be after 1630

Home Trips v Travel Tools v Message Center Adminigtration v .
on graduation date.
— € Trip Summary Skipthisflight booking |

{= coLLAPSE

s Flight Step 1 of 3: Select a Flight

Doc Name:
CRQUANTICOMCCo11921_A01 DEPARTING FROM ARRIVING AT DEPARTING ON
Traveler: IAD - Washington Dulles CHO - Charlottesville £ 01/19/2021  Morning v
CHRISTIAN B -
RUDD 0 | | Include nearby airports || Include nearby airports
View Adjustments

o NOTE: Before selecting a flight, be advised there may be lower cost government fares available in the Alternative Options
[ Edititinerary section further down the list of available flights.
Reservations A

Sorry, we couldn't find any flights that matched your search criteria.

(¥) TsAnfo

S\ Flight: 1AD- CHO

5 Flight: AD- CHO

Try choosing a different airport, date or time.
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Skip booking

{= coLLaPsE Skip booking =»
Trip Authorization Info A Select Lodglng

Doc Name:

CRQUANTICOMCCo1192

RQUANTICOMCCOLL921, o) Search By TOY Location® Check-in/Check-out*

Traveler:

CHRISTIAN TDY Locati... W QUANTICOMC COMBATDEV ... WV 01/19/2021-03/15/2021
RUDD 0

View Adjustments

[0 Edititinerary

View Ma 7= Filters SortBy Rate Categor v

Reservations A = : Rory

(¥) TsAlnfo

; Comfort Inn Near Quantico Main Gate North w s .
\.'\ Flight: 1AD - CHO E Q DoD Preferred Commercial $68 Select >
v Details per night
54 Flight: 1AD-CHO
'S Lodging (QUANTICO MC CO...
; _ . Affordable Suites of America Quantico Bl Ptined it STS Select
@ Review Reservations v Details it

Finances A
DISTRIBUTION: DoW COMMUNITY ONLY UNCLASSIFIED//FOUO 12



5= Lodging (QUANTICO MC CO...

i By - -
Review Reservations

Finances e
[@] Expenses

fﬁ Per Diem

g@ Accounting

Review e

Q@ Review Profile

Review Authorization
Other Auths and Pre-Audits

Sign and Submit

[r1g--{8J{
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ALL STUDENTS

@ FLIGHT to QUANTICO MC COMBAT DEY CMD,VA © Book

@ LODGING in QUANTICO MC COMBAT DEV CMD VA

v March 19, 2021

‘@ FLIGHT to QUANTICO, VA

SUMMARY OF TRIP COSTS

Estimated Trip Cost
January 19, 2021 -

March 19, 2021 - S0.00

includes taxes and fees

Scroll down and continue

Continue to Expenses >

I4_
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ALL STUDENTS

Doc Name: =
CRQUANTICOMCC011921_Ao1 Sort By Date (Newest) v Expand All §3

i

Traveler:

CHRISTIAN

RUDD 0 :
Viciy Adiistiviants k= | odging (Quantico Mc Combat Dev Cmd, VA) 55,664.00 :

. v Details qy90001-03/9201 A IBA
([ Edititinerary

Reservations A

(v) Tshlnfo
Expense Summary

54 Flght1AD-CHo

7 Reservation Expenses Other Expenses Total Expenses

Jp Flight: 1AD-CHO 85,664.00 50.00 $5,664.00

= Lodging (QUANTICO MCCO...

@ Review Reservations l
Finances A { Back
(DENSES
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ALL STUDENTS

View Adjustments

TDY: QUANTICO MC COMBAT DEV CMD, VA (60 days)
|J Edit ltinerary

RATE
UAILL

LODGING COST LODGING ALLOWED MAIE ALLOWED

Reservations A :

> 01/19/2021 (Fiseoay) | coteqrs $96.00 $96.00 ;

- (7 Edit
(¥) TSAlnfo > 01/20/2021-03/18/2021 codess| (8) () (@) $96.00 §96.00 TN
O Reset... |*

<l Flight:1AD-CHO  03/19/2021 (Tasay) ( code s 50,00 5000 WL
S\ Flight: AD-CHO
= Lodging (QUANTICOMC CO...

PER DIEM SUMMARY

E] Review Reservations

Total Lodging Cost Total Lodging Allowed Total M&IE Allowed

$5664.00 $5664.00 §1219.30

Finances A

Expenses

ETE) Accounting
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Adjustment Date Range

Y oi/19/2021 - 03/19/2021

T 1 Meals

UNCLASSIFIED//FOUO

ALL STUDENTS

You will select reporting day until
graduation date.

Hide Options -~

Specify whether any meals are available at yvour TDY location.

Receive Full Meal Rate

Meals Available at TDY Location

> - GCovernment Meals Provided at
TEY Location

COccasional Meals Reguired

Special Meal Rate

E’Q Duty Conditions

LODMGING COST (Locality rate: $96.00)

S 96.00

Currency Conwverter

DISTRIBUTION: DowW COMMUNITY ONLY

Select Provided Meals

—> B Breakfast

Scroll down

— 3 E3 Lunch
— > a Dinner

Hide Options -~

MEJNE COST {Locality rate: $55.00)

$41.25

Currency Conwverter

Cancel

UNCLASSIFIED//FOUO 16
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ALL STUDENTS

Adjust Per Diem Amounts

Select a date or date range to adjust the lodging and M&IE per diem rates for your trip.

Adjustment Date Range *

08/24/2021 - 08/24/2021

DISTRIBUTION: DowW COMMUNITY ONLY

#.] puty Conditions Hide Options

[N
-

Duty conditions affect your lodging and M&IE per diem entitlements.

(] Field Conditions e Quarters Available
|| Adverse Effects (Commercial Qtrs) (] Group Travel
|| Inactive Duty Training (Local) [ ] Essential Unit Messing
(| Aboard a U.S. Vessel @ (] Hospital Stay
(| Authorized Trip Home
Toatntne Tona
LODGING COST (Locality rate: $96.00) M&IE COST (Locality rate: $55.00)

$96.00 Currency Converter $41.25 currency Converter

Cancel Save Adjustments

UNCLASSIFIED//FOUO

Scroll down
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ALL STUDENTS

Select a date or date range to adjust the lodging and M&IE per diem rates tor your trip.

Adjustment Date Range *

B 01/19/2021-03/19/2021

|| Allowed Leave (no per diem)

Sick Leave (no per diem)

| Duty Days (no per diem)
Mon-duty Days (ne per diem)
Authorized Delay
|| Actual Lodging Cost (over per diem)
OCOMNUS Incidental Amount (reduced rate) @
In Place Travel (receive full per diem) @ <&——

| | Backto Back

LODGING COST (Locality rate: $96.00) MEJE COST (Locality rate: $55.00)

S 0 ‘ Currency Converter 341.25 Currency Converter

T Lancal Save Adjustments
Delete 96 and type: 0.00. Then save adjustments.
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ALL STUDENTS

[RIVIT R T Piapea - PILYLL PSS T e e R R TR T N

{= coLLAPSE .
i 1 Reset all adjustments i r Diem Amoun
Review Per Diem Amounts readsme

Trip Authorization Info A

Doc Name: Click "Adjust Per Diem Amounts" to make adjustments based on your travel orders or duty conditions. See the GSA State
CRQUANTICOMCCo11921 AOL Tax Exempt List (' to find out if your lodging costs are exempt from state sales tax.

Traveler:

CHRISTIAN 4 Group similar days Expand all Collapse all
RUDD

View Adjustments

TDY: QUANTICO MC COMBAT DEV CMD, VA (60 days)
[:j Edit ltinerary

DATE

LODGING COST LDDGING ALLOWED MEEALLOWED

Reservations ~ — - o

s 01/19/2021 ( Frstbay) ( Code: MEAL |_|_;.|Q/1¢:rj $0.00 50.00 $5.00
@ Tshinfo > 01/20/2021-03/18/2021 (coderminl) (&) @ @® $0.00 $0.00 $5.00
= bt — =
<p)  Flight:1AD - CHO > 03/19/2021 (Le=toay) (cademen) (B) (D) (@ 50.00 50.00 $500
S Flight: 1AD - CHO
[E= Lodging (QUANTICOMC CO...
i PER DIEM SUMMARY
M Review Reservations
. Total Lodging Cost Total Lodging Allowed Total M&IE Allowed
Finances ~ S S $
(@] Expenses

%_&; Accounting
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ALL STUDENTS

(¥) TsAlnfo

2+, Flight: IAD-CHO

SCHEDULED PARTIAL PAYMENTS (SPP) © Request SPP

)

o
S

Flight: IAD - CHO
'€ Available for trips more than 45 days, SPPs are automatically calculated and

= Lodging (QUANTICO MC CO... allow you to receive partial reimbursement befare your trip is complete.
Payments will be made every 30 days for estimated expenses.

|—|£ Review Reservations

€ No SPP(s) have been requested.
Finances A

Expenses

(5] PerDiem ACCOUNTING SUMMARY
Mon-Reimbursable Expenses 50.00

Review £ Reimbursable Expenses $300.00
S Total Expenses $300.00
(&) Review Profile _ )
T Disbursement Summary Calculated Trip Cost
e 7 Eo
“'ﬂ Review Authorization Advances Paid 50.00 Allowed Actual

; SPP Paid 50.00
@ Dl i heanc D iz Total Prior Payments 50.00 $300'00 5300'00

E] Sign and Submit

20
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Home Trips v Travel Tools v Message Center Administration v
Traveler: "
Sophia Greene 0 PI‘OfI le
View Adjustments
. Sophia G Greene GTCC Exp. Date
[ Editttinerary 27274 BROWNING RD Card ending in 3873 | VISA| 07/24

Quantico, VA
Checking Account

Reservations A Permanent Duty Station Account ending in 5068
27277 GARAND RD )

(¥) Tsainfo QUANTICO, VA T

53 Flight: 1AD - CHO Email

b Sophia.greene@usme.mil ] ] ]
ST Fight:4D-cHO Ensure personal bank routing info is up to date.

[E=  Lodging (QUANTICO MCCO... Open Profil '
pen Profile l

@ Review Reservations

Finances A < Back

[@] Expenses

bl

[ ) =
|'s| PerDiem

?;?_3} Accounting
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@ Defense Travel System X P Report Scheduler Home X | @ Joint Travel Regulations X | @ ITRpdf X | + i X
&~ c 8 dtsproweb.defensetravel.osd.mil/dts-app/reviewsign/show?docld=6064772658irr=falsefireceipts=falseBinewDoc=falseBroa=false BiviewOnly=false8ladjustMode=falsellpa.. W B e
Home Trips v Travel Tools v Message Center Administration v
Scroll Down
Per Diem Go to Perfierm—=

TOTAL LODGING COST

$0.00

Accounting Expand All | Collapse All

0 ACCOUNTING CODES

ESTIMATED TRIP COST

E L Type here to search

DISTRIBUTION: DowW COMMUNITY ONLY UNCLASSIFIED//FOUO

TOTAL LODGING ALLOWED

$0.00

TOTALEST. ALLOWED

TOTAL M&IE ALLOWED

$310.00

Go to Accounting <

No LOA allocations

TOTALEST. ACTUAL

$310.00 $310.00

1:45PM

N ®

B

22
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ALL STUDENTS

I Defense Travel System X 2 Report Scheduler Home X | @ loint Travel Regulations X | @ ITRpdf X | Ea - X
. o 8 disproweb.defensetravel.osd.mil/dts-app/reviewsign/show?docld=6064772658& r=falsefireceipts=falseBinewDoc=falseBiroa=false@viewOnly=falseBadjustMode=false8ipa.. w W e :
Home Trips v Travel Tools v Message Center Administration v
AVAIL PREFERRED LDG NOT USED
QUANTICO MC COMBAT DEV CMD VA: Available preferred lodging was not used for 01/03/2021 to 03/05/2021.
EEE——
Add reason code Reason Codes * © Add Reason Cade
L5 - Military Lodging f Remove
Justification to Approving Official * D — (¢ Edit Justification
BARRACKS PROVIDED BARRACKS PROVIDED.
LODGING NOT USED
QUANTICO MC COMBAT DEV CMD VA: No lodging reservations exist from 01/03/2021 to 03/05/2021.
Add reason C()de Reason Codes * —_— © Add Reason Code
L5 - Military Lodging i Remove
BARRACKS PROVIDED Justification to Approving Official * < (& Edit Justification
BARRACKS PROVIDED
] 146 PM
: £ Type here to search i ' AR D)@ B
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& Defense Travel System X = Report Scheduler Home X | @ Joint Travel Regulations X | @ ITRpdf X | + i X
e C @ dtsproweb.defensetravel.osd.mil/dts-app/reviewsign/show?docld=6064772658r=falsefireceipts=falsefinewDoc=falsefiroa=falseiviewOnly=false8adjustMode=false®pa.. ¥ W e
Home Trips v Travel Tools v Message Center Administration v
3 ADVISORIES
CERTIFICATION OF MEALS UPDATE S 11 D
Traveler has certified that previously directed meals were not available. Cro own
NO ACCT CODE ASSIGNED
NO LINE OF ACCOUNTING (LOA) HAS BEEN SELECTED ON THIS DOCUMENT. THIS DOCUMENT CANNOT BE APPROVED
UNTIL AT LEAST ONE LOA HAS BEEN SELECTED AND ALL EXPENSES HAVE BEEN ALLOCATED TO AN LOA.
TRIP DURATION EXCEEDS 45 DAYS v
LENGTH OF TRIP EXCEEDS 45 DAYS. PARTIAL PAYMENTS SHOULD BE SCHEDULED.
. 1:46 PM
E £ Type here to search i % A B Q) 1..*‘25;21331 g
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B Defense Travel System X = Report Scheduler Home X | @ loint Travel Regulations X | @ [TRpdf x| + i X
c 8 dtsproweb.defensetravel.osd mil/dts-app/reviewsign/show?docld=6064772658page=18roa=falseBirr=false&viewOnly=false8adjustMode=false8lpageState=sign *r B e
S
Home Trips v Travel Tools v Message Center Administration v

<n  Flight:1AD-CHO

(Pending)
5S4 Flight: 1AD - SIGNED . .
S Flight:IAD-CHO 2. 1. Select WWT Routing List
PS5 Lodging (QUANTICO MC CO... DOCUMENT STATUS * j ROUTING LIST *
[/]  Review Reservations @ 1agree to SIGN this document WWT ROUTING LIST v
Finances ~

Additional Comments © Add Comments

[@] Expenses
%) PerDiem NAME TODAY'S DATE

Sophia G Greene 01/25/2021

E@ Accounting

By clicking "Submit" you are legally signing this document to be submitted for routing and approval.

Review A

The estimated transportation related expenses and actual reimbursement may be reduced if travel is completed using a 3
(@ Review Profile different transportation mode than authorized by your AQ. 1
IW;| Review Authorization /

@ Other Auths and Pre-Audits Submit Completed Document
Sign and Submit

I £ Type here to search i % A T D) = 1:
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