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DTS Authorization
Cross-Org Process Flow

Traveler may receive 
emails indicating DTS 

authorization is 
approved and 
TMC/CTO 

reservations are 
ticketed.

Approved Authorization 
provided to traveler.

Execute 
TAD/TDY 
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Create and route MROWS Orders.
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APC/Reviewing Official
activates GTCC

Interface with CTO if 
reservations are 

required.
(Air, hotel, rental car)

Authorization route 
determined by 

LOA/Cross-Org 
provider.

Authenticated Orders

Paid ticket & secured reservations should 
be obtained via three Alamo emails. (Two 

business days prior to departure)
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DTS Authorization
MROWS  COVERSHEET



DDTS Authorization
Profile Update

Select my profile

Select the drop 
down



DDTS Authorization
Profile update

You will update 
each tab before 
proceeding. 



DTS Authorization
Profile update

Verify GTCC and EFT information is 
correct.

Save



DDTS Authorization 
Form Preference



DDTS Authorization 
Form Preference

Select Govt + FORMS

Select Govt + FORMS



DDTS Authorization 
Requirements Checklist

Traveler must have a Reserve profile (10 Digit=SSN+R) created and/or accepted by

Organization (ODTA).

If the MROWS orders meet the DTS criteria, upon authentication, it will generate DTS

coversheet.

You must have a CAC, a CAC reader, and a printer to route an Authorization yourself (not

T-entered).



DDTS Authorization

Click “Create New Document”



After selecting 
“Create New Authorization,”
choose the top box to create 

travelers authorization.

DTS Authorization



DDTS Authorization
Create Itinerary

Insert travel dates, TDY 
location, mode of travel, 

time of day, and yes or no 
for rental car.



DDTS Authorization
Create Itinerary

Choose the trip 
duration, how 

traveler is 
returning, and the 

time of day.



DDTS Authorization
Create Itinerary, cont.



DDTS Authorization 
TSA info

Continue to Booking

Boxes with red asterisks are filled in.

TSA information.  The “Known Traveler 
Number” is your EDIPI. Choose save  and 
continue.



DDTS Authorization
Flight Booking

Select a flight that 
meets mission 
requirements.

Verify information is correct

Click Search to find flights.



DDTS Authorization
Flight Booking

Select the 
desired seat 
for each 
flight. Then 
select 
Confirm & 
Continue at 
the bottom 
of the page.

After clicking 
continue an error 
will appear for 
CTO Intervention 
Required. Click 
“Ok”

Few Airlines

If the selected  carrier doesn't 
allow seat selection you will see 
this screen. Select continue



DDTS Authorization
Flight Booking

CTO intervention will be 
required to book the 
Southwest flight(s). 
The flight you’ve selected is 
not a GSA contract rate fare. 
You’ll be required to provide 
justification later in the 
process and reservation may 
be subject to cancellation.

4L7QXA

Your departure flight is 
complete.  Now setup 
your return flight and 
follow the same process 
except with the cities 
reversed and date for 
your departure.



DDTS Authorization
Reservation Complete

If commercial lodging is not 
required. Scroll to bottom 
of page. Select “Continue to 
Expenses”.

If commercial lodging 
is required. Select 
“Book”.



DDTS Authorization
Expenses

Reservations generate in Expenses.



DDTS Authorization
Per Diem

State sales taxes for lodging. 
Form required.



DDTS Authorization
Per Diem

By clicking 
the EXPAND 
ALL/COLLAPSE 
ALL you will 
be able to 
view lodging 
and M&IE per 
day.

By clicking 
the group 
similar 
button, you 
will be able 
to edit per 
diem fields 
individually 



DDTS Authorization
Per Diem



DDTS Authorization
Per Diem

For this example 
meals is available 

for all three 
meals.

Commercial Meal Rate (CMR) = Full Rate
Proportional Meal Rate (PMR) = Available + 

one or two of the three
Government Meal Rate (GMR) = Available, B, 

L, and D



DDTS Authorization
Per Diem

Select Quarters 
Available

X



DDTS Authorization
Per Diem



DDTS Authorization
Per Diem

Select Authorize 
Quarters Available

X



DDTS Authorization
Per Diem

Select which is 
authorized from 

your orders



DDTS Authorization
Per Diem

Modify your method of 
reimbursement here to 
split your payment. 

Once completed select 
Save Adjustments.



DDTS Authorization
Accounting 

Schools and training 
funded order by G3 and 
RA must select the LOA 
from the Cross-Org



DDTS Authorization
Accounting 

Schools and training 
funded order by G3 and 
RA must select the LOA 
from the Cross-Org



DDTS Authorization
Accounting 



DDTS Authorization
Profile Review



DDTS Authorization
Review 

Preview the 
entire trip
by scrolling 
up and down. 
Ensuring
the trip 
meets mission 
requirements.

Select Save and Proceed 
to Other Auths.



DDTS Authorization
Pre Audit

Select continue.

Provide 
justification 
as required.  
NOTE THE REASON 
CODES – “...” 
or “NA” is not 
a 
justification. 
Then continue.

Proceed to 
Digital 

Signature.



Sign your 
authorization.

DTS Authorization
Routing List

Traveler, ensure 
the signed stamp 

box is marked 

DO NOT select the 
routing list ending in 

SMCR for G3 
Schools

G3



Select submit.

Please allow the system to cycle through your digital signature 
before closing the module.

Your authorizations document will be routed through the 
respective section for approval.

DTS Authorization
Submit



DDTS Authorization
Monitor Routing Status



DDTS Authorization
Flow Chart 
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MC DTS HELP DESK  HR 0700-2200 

PPoints of Contact

ODTA 
LDTA 

SSgt

 1-855-387-8762



Questions?


