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Step 1: Login to DTS http://www.defensetravel.osd.mil/

CAC required, 
Use up-to-
date or 
updated

Verify that web browser 
has most up to date 
requirements to access 
DTS.

http://www.defensetravel.osd.mil/


Next: Select Create New Authorization/Order

(2) Select “Authorization/Orders” under 
“Official Travel” drop down tab.

(3) Select “Create New 
Authorization / Order”

Step 2: Create Authorization
(1) Click 
“Official Travel”



Step 2: Create Authorization

Click here



Step 3: TDY Location

(3) Select
“Training Attendance”

(1) Enter Arriving/Departing 
date and Location
“Davenport, FL 33896”

(4) Type in Yellow 
Ribbon Event with
dates of training

(2) Select 
“Travel Mode”

(5) Click here
(6) Click here

Yellow Ribbon Event 21-23 January 2018



Step 4: Rental Car

Click here

Rental Car is NOT authorized with out an 
Approved ETP. 



Step 5: Lodging

Skip This Hotel

Lodging thru DTS is NOT authorized. Strong
Bonds staff will make reservation for all attendees.



Step 6: Trip Summary

Click here



Step 7: Non-mileage Expenses

(2) Click here

Add only authorized expenses per the MOI on this
screen, i.e. parking and toll expenses.

(1) Click here to save any 
expenses you entered



Step 8: Mileage Expenses

(3) Click here:
New page will open

(1) Select
“Pvt Auto-TDY/TAD”

(2) Enter Start Date

(4) Enter End Date



Step 8: Mileage Expenses

(1) Enter zip code

29207

(2) Click 
Here



Step 8: Mileage Expenses
(3) Select Location

(4) Enter Zip code

33896

(5) Click here



Step 8: Mileage Expenses

(6) Select Location



Step 8: Mileage Expenses

(7) Click here

(8) Click here



Step 8: Mileage Expenses

(1) Mileage is visible now

(2) Check this box to
add return mileage

(3) Click here



Step 8: Mileage Expenses

Click here

Constructed Travel Cost-Comparison Worksheet (CTW) “is
not required” for POV travel under 400 miles one way.



Step 8: Mileage Expenses

(2) Click here

(1) Verify that Mileage
expense to/from TDY 
location is listed.



Step 9: Per Diem Entitlements

Click here

Lodging and meals are provided at no expense to
attendees. Edit each day to reflect correct Per Diem.



Step 9: Per Diem Entitlements
Lodging and meals are provided at no expense to
attendees. Edit each day to reflect correct Per Diem.

(2) Click here

(1)Select last
day of the TDY

Enter “0”



Step 9: Per Diem Entitlements

(2) Click here

Lodging and meals are provided at no expense to
attendees. Edit each day to reflect correct Per Diem.

(1) Verify that 
Lodging cost is “0”



Step 9: Per Diem Entitlements

(2) Check meals 
provided per MOI

Lodging and meals are provided at no expense to
attendees. Edit each day to reflect correct Per Diem.

(1) Select
“Provided”

(3) Click here



Step 9: Per Diem Entitlements

(3) Click here

Lodging and meals are provided at no expense to
attendees. Edit each day to reflect correct Per Diem.

(2) Verify that 
Lodging cost is “0”

(1) Repeat steps in 
previous slide to add 
provided meals: 
Saturday: All 3 meals 
Sunday: Breakfast



(4) File name appears here

Step 10: Upload MOI (All Soldiers)

All Soldiers must upload the Event MOI.

(5) Click here

(3) Click here to access your computer 
and select the MOI (PDF)

(1) Click here

(2) Click here

MOI

(6) Type in appropriate notes

(8) Click here(7) Click here



Step 11: Accounting Codes

Select appropriate Line of Accounting (LOA) from “ Cross 
Org LOA”

AGR Enlisted
and Officers

18 DHR YR 
TDY

Civilian Family 
members

18 DHR YR
TDY

TPU Enlisted 18 DHR YRE 
ADT

TPU Officer 18 DHR YRO 
ADT



Step 11: Accounting Codes

(3) Click here

(1) Verify LOA

(2) Verify expenses
and amount



Step 12: Preview Trip

(2) Click here

(1) Review your trip 
detail on this screen



Step 13: Other Authorizations

(1) Click

(1) Click link

(2) Select: PERSTEMPO CODE E 
(Individual Trng)

(4) Type: Meals Provided

(5) Copy and paste:
Objective cannot be satisfactorily accomplished less 
expensively by correspondence, teleconferencing, or other 
appropriate means

(6) Click here

(3) Click: Add



Step 14: Pre-Audit Trip

(1) Type as shown

(2) Click to select 
reason code “L7”

(4) Click here

(3) Type as shown



Step 15: Digital Signature

(2) Click here
to submit

(1) Select “Yellow 
Ribbon”



QUESTIONS
PLEASE CONTACT

81st RSC Yellow Ribbon Team

Donna McGhee 

donna.m.mcghee2.civ@mail.mil

Office: (803) 751-9546 

Norris Thomas

Norris.d.thomas.civ@mail.mil

Office: (803) 751-9929

Katherine Wilkins 

Katherine.a.wilkins.ctr@mail.mil

James Martin

James.j.martin207.ctr@mail.mil
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