
DTS Instructions for RAT
This is sent to the employee after budget has Cross-Org funded the trip.
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PART I.  Getting Started
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Type in the Navigation Bar

https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/ Click on “Log In” 
once this page 

loads.
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Click on “Accept” 
once this page 

loads.
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Click “OK”
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Click on “Create 
New Document”.
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Select 
“Routine 
TDY Trip”
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PART II.  Creating the Departure Itinerary
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Create itinerary by first selecting an arriving and departing date from Renewal 
Agreement Travel (RAT) destination (you need to identify the RAT destination site).  

Identify “Time of Day”; Morning, Afternoon, or Evening.

Enter date you 
arrive at RAT 
destination

Enter date you 
depart from your 

RAT destination

Enter RAT 
destination

Pick Air Pick the time 
you want to 

travel

Always select 
“No”
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Select My Residence for both “Leaving From” and 
“Returning To”.  Select “Multi-Day”; “Air”, and elect the 

“Time of Day” to Morning, Afternoon, or Evening.

Select “My 
Residence” 

Select “My 
Residence” 

Select 
“Multi-Day”

Select 
“Air”

Select “Morning, 
Afternoon, or Evening”
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Enter “Temporary 
Duty Travel 
(Routine)”

Enter “Special 
Agency Mission”

Type “Renewal 
Agreement 

Travel”

Select “Not 
attending a 
conference”
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Enter first & last name & middle 
initial

Enter gender

Enter date of 
birth

If the traveler is an employee type in 
the DoD ID Number located behind 
employee’s CAC.  If the traveler is a 

dependent leave blank.

This number is issued by 
TSA; fill in as appropriate.  If 

no number was received 
from TSA; leave blank.
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Select 
departure 

area. 
Select arrival 

area.

Select 
departure 

date. Select “Morning, 
Afternoon, or 

Evening”.

Click on “Search”.  
System will 

present your 
departing flight 

options.

Once you find a flight, click on 
“Select Flight”.

Try to stay within 
the GSA Contract 

Rate.

You have two options when selecting 
flights:

Option 1:  Select your own flights.
Option 2:  Request for CTO Assistance. 13



Select your Seat Number if 
permissible or Seat 

Preference as applicable.

You will be able, if 
permissible, to select a Seat 
Number or Seat Preference 

for each flight.
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Review your travel info for each 
part of your trip to confirm that 

everything is in order.
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Enter requested 
passport 

Information 
exactly as it 

appears on your 
passport.

Enter an 
Emergency 

Contact.
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Part III.  Paying for the Departing Flight
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Per the MCIPAC-MCBBO 4650.3 of 7 Jan 20:

Mandatory use of the GTCC for all card holders for the sponsor and 
dependents traveling on RAT.  If an employee does not have a GTCC, 
a request for use of a Centrally Billed Account (CBA) for RAT travel 
must be submitted in writing  to the AO a minimum of 2 weeks prior 
to travel start date.  The request must have justification and be 
signed by the employee’s chain-of-command and addressed to the 
CTO Supervisor at the MCIPAC Central Travel Office, located in Bldg
495, Camp Foster.
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Per the MCIPAC-MCBBO 
4650.3 of 7 Jan 20; 

mandatory use of GTCC is 
required for RAT travel.

Once you’ve selected 
method of payment; 

click on “Book Flight”.
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Part IV.  Creating the Return Itinerary
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Select departure 
area. 

Select arrival 
area.

Select 
departure 

date.

Select “Morning, 
Afternoon, or 

Evening”.

Click on “Search”.  
System will 

present your 
departing flight 

options.

Try to stay within 
the GSA Contract 

Rate.

Once you find a flight, click on 
“Select Flight”.

You have two options when selecting 
flights:

Option 1:  Select your own flights.
Option 2:  Request for CTO Assistance.

You already made arrangements for your departure from 
Okinawa.   Now you have to make arrangements for your 

return to Okinawa. 
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Select your Seat Number if 
permissible or Seat Preference 

as applicable.
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You will be able, if permissible, 
to select a Seat Number or Seat 

Preference for each flight.
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Review your travel 
info for each part 

of your trip to 
confirm that 

everything is in 
order.
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Enter requested 
passport 

Information exactly 
as it appears on your 

passport.

Enter an 
Emergency 

Contact.
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Part V.  Paying for the Returning Flight
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Per the MCIPAC-MCBBO 
4650.3 of 7 Jan 20; 

mandatory use of GTCC is 
required for RAT travel.

Once you’ve selected 
method of payment; 

click on “Book Flight”.
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Lodging is not authorized 
for RAT Travel.

Click on “Skip 
booking”.
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Review your reservations, 
dates of travel, flights, total 

costs of travel, etc. 

Once  you confirm everything is good to go 
with your reservations; click on “Continue to 

Expenses”.
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Upload your Request for Travel 
Orders (RFO).  Click on 

“browse” and search for 
documents in your computer 

files.
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Upload any 
substantiating 

documents.  (i.e. CBA 
letter, RFO, Leave 

Authorization, etc.)

Once you’ve uploaded your 
documents; click on 

“Continue”.
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Part VI.  Per Diem
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You are only authorized to 
draw Per Diem (M&IE) for 

the first and last day of 
travel, nothing in 

between.  You will need to 
adjust the Per Diem for 
the non-travel days.  No 
lodging costs allowed.
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Adjust your Per Diem for the 
days during your RAT vacation 
by clicking on the 3 dots to the 
right of the dollar amount and 

click “Edit”
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Your Per Diem screen 
should resemble 

something look like this.  
No Lodging Costs and only 
Per Diem for M&IE for first 

and last day of travel.
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Part VII.  Line of Accounting (LOA)
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You will need to annotate the right org 
funding code for RAT; historically the 

accounting label should read:  “19, 20, 
21, etc. - CHRORAT” – the number 

refers to the FY the rest of the label is 
specific to the type of travel.  You will 
need to request the cross org from the 

CHRO; please contact 
mcipac_chro_usemplrel@usmc.mil for 

that information.  

Now do a 
review of your 

accounting 
data for your 

RAT trip.

20 CHRORAT

20 CHRORAT

Ensure that the 
accounting label 
matches with the 

allocations .

20 CHRORAT
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More review of  
your accounting 
data and total 

expenditure that 
will be charged to 

your GTCC. 

20 CHRORAT
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Part VIII.  Review Profile
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Review your profile to 
ensure that all 

information is correct.
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Part IX.  Signing Authorization & Routing
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Final review and 
signature.  Your 

name should 
appear here.

Ensure that 
you check 
this box.

The date should auto 
populate to the date 
you sign off on the 

authorization.
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Click the “Submit Completed 
Document” to finalize your RAT 
request.  Your request will then 

be routed through the DTS chain.
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Part X.  Dependents
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Creating authorizations for dependents traveling under RAT

***Per Diem is not authorized for 
dependents for RAT travel.  Only the 
sponsor will receive Per Diem for M&IE 
and only for the first day and last day of 
travel. ***

When you plan for your dependents RAT 
travel; ensure that you select, “Dependent 
Invitational Travel – Transportation Expenses 
Only” for Type of Trip.

Select “Special Agency 
Mission” for Purpose of Trip.

Click on “Add Dependents” - a screen 
will open that will allow you to add 
your dependents’ information.  See 
next page.

Type “Renewal Agreement Travel” 
under Description of Trip.

Select “Not attending a 
conference”.
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Add your dependent’s 
information:  Name, 

Relationship, Date of Birth, 
Passport ID, Passport 

Expiration Date.

TSA KTN & Redress Numbers are 
issued by TSA, if you have this info fill 

in the box, if not, leave blank.
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Once you’ve added a dependent to an authorization for RAT travel you will be taken to the screens to 
make selections for round trip air transportation.  You will follow the same steps that you did for 
your itinerary when creating your dependents’ travel itinerary. ***Per Diem is not authorized for 
dependents for RAT travel.  Only the sponsor will receive Per Diem for M&IE and only for the first day 
and last day of travel. ***

Remember to change the Line of Accounting (LOA) accounting label to the appropriate data; i.e. 20 
CHRORAT.   You should get notification from your ODTA or RO that the Cross Org has been completed 
prior to you setting up your RAT travel.  The CHRO will advise you on what the appropriate 
accounting label should be for the LOA.

Good luck!  Enjoy your trip and may you and your family have a safe journey to and from your RAT 
destination!
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