
DTS Instructions for CP-56 Funded Training 

CP-56 will first have to create a Cross-Org in DTS prior to you creating your 
travel authorization.  Once you have been notified the Cross-Org has been 
created, you will log into DTS to create your authorization.  Prior to signing your 
authorization, please select the CP-56 routing list, so that your travel will be 
routed through CP-56 for review and approval. 

When creating your authorization, please remember: 
• Your TDY location in DTS must match the training location on the SF-182.

• CP-56 cannot fund a rental car.  If you feel a rental car is
needed, your command must agree to pay for the rental, and the 
command's LOA must be included on your authorization.

• Do not create DTS orders with a Centrally Billed Account (CBA). You 
must use an Individually Billed Account (IBA), which means your travel 
will be charged to your government travel card.

• You MUST include the following language in the comments to the 
Approving Official Field:  “Mission Essential Travel" (and then add a 
reason for the travel and a description of the need for TDY)
 



Log into DTS at: https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/



Select “Accept.” 



Select “Create a New Document.” 



Select “Routine TDY Trip.” 



Your TDY Location 
• Enter the date you will be arriving at/departing from TDY location (if traveling from

CONUS, you will arrive one day prior to the start training date; if traveling from OCONUS,
you will begin traveling two days prior to the training start date).

• Enter the TDY Location (must match the city, state that was indicated on the SF-182).
• Enter your mode of travel.
• You can enter the time of day you wish to travel, but this may limit your flight selections.
• Select “Rental Car” only if you are authorized by your command and your

command is funding the rental car.  If you select a rental car, make sure to explain
in the notes section that your command is funding the rental car and have the
command’s LOA on the order.

Trip Overview 
• Leaving On/Returning On Date should prepopulate, along with the trip duration and mode

of travel.
• Indicate where you are leaving from/returning to.

Your Trip Details 
• Select “AA-Routine TDY/TAD” for Type.
• Select “Training Attendance” for Purpose.
• Enter description of the training you are attending.
• Select “Not attending a conference.”
• Select “Continue.”



Confirm or enter your TSA Information, if desired. 



Book your flights and lodging in DTS.  

If you have made lodging arrangement outside of DTS, you will need to enter a justification as 
to why prior to signing your authorization on the “Other Auths and Pre Audits” screen. 

After booking your travel, select “Continue to Expenses.” 



Select “Add Expense” to add expense estimates, inlcuding mileage, baggage, parking, hotel 
tax, etc.  These items only have to be reasonable expenses, not exact amounts.  

If you need to upload any Substantiating Documents, like a Constructed Travel Worksheet if 
driving more than 400 miles one way, you would do so here.   

If you are taking leave in conjunction with the travel training, you need to upload an 
approved copy of your leave form. 

You will continue to click through the “Review Authorization” and “Other Auths and Pre-
Audits” pages. 



On the “Digital Signature” page you will add the mission critical language (see below), SF-182 
number, select the CP56 from the routing list, and check the box for “I agree to SIGN this document”: 

You must indicate in the Additional Comments section the “Mission Essential Travel 
(and then add a reason for the travel and a description of the need for TDY)” 

If you are authorized a rental car paid for by your command, you must indicate in the comments 
box that your command is paying for the car. 

Explain any other variances in travel dates, travel expenses, etc. in the comments box. 

Select the “I agree to SIGN this document” and select CP56 from the routing list. 

You will select “Submit Completed Document” to complete your authorization, digitally sign, 
and route for review and approval by the CP-56 office. 

CP56 


