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Step 3: Fill out the “Itinerary” page that appears.  

• YOUR TDY LOCATION (S) 
o Departing and Arriving dates depend on which interview day you have. For example, if you 

have a Thursday interview, you depart on Wednesday and return on Friday. If you travel 
from OCONUS, you are authorized one additional travel day so you would depart on 
Tuesday. 

o Your TDY location is “WASHINGTON, DC” or “WASHINGTON NAVAL DISTRICT, DC”.  
o Fill out the applicable mode of travel and when you will depart 
o You are NOT authorized a rental car for PNEO while in D.C.  

• TRIP OVERVIEW 
o “Leaving On” and “Returning On” will auto-populate from above 
o You will more than likely leave from and return to “My Residence”, which you should update 

in DTS.  
o Trip duration will be Multi-Day 
o Fill out the applicable mode of travel and when you will return 

• YOUR TRIP DETAILS 
o Type: Temporary Duty Travel (Routine) 
o Purpose: Training 
o Description: PNEO 
o Conference/Event Name: “Not attending a conference” 

Click “Continue” 

Step 4: Enter your TSA Info if flying 

 You can enter your DODID in the Known Traveler Number to get TSA Pre-Check 

 Click “Continue to Booking” 

Step 5: Book your method of transport. Proceed to steps 5a if flying, step 5b if taking the train, or step 6 
if driving. 

Step 5a.1: Select a flight to DC that works for you.  

• You must fly into DCA – Washington Ronald Reagan National Airport. 
• On the “Flight Step 3 of 3” page, under PAYMENT SUMMARY you must use your 

Government Travel Charge Card (GTCC) as the Method of Payment. 
o If you do not have this as a payment option, STOP and proceed to Common Issue #1 

at the end of this document. 

Step 5a.2: Select a return flight that works for you.  

• You must fly out of DCA – Washington Ronald Reagan National Airport. 
• Verify your PAYMENT SUMMARY Method of Payment is your GTCC. 

Select “Book Flight” 

Step 5b: Train tickets cannot be booked directly through DTS. These reservations are booked through 
the Travel Management Company (TMC). You will have to fill out a Constructed Travel Worksheet. 
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Step 11: Review profile. Ensure your information is correct: 

• Address, GTCC and checking account for split disbursements. (See the FAQ for an explanation of 
split disbursement.) 

• Select “Open Profile” if you need to make changes 

Select “Continue” 

Step 12: Review Trip Authorization 

• This is the summary of all costs associated with your trip. Verify the dates of travel, hotel 
reservation, other expenses, per diem, and accounting code LOA. If anything is incorrect, click 
“Go to Section” to edit whichever section is incorrect. 

Select “Continue” 

Step 13: Other Auths and Pre Audits 

• DTS checks for errors and shows them in the Pre Audits. You must read them and either correct 
the issue or provide justification to the approving officials (AO). DTS will not allow you to submit 
without justification. If your justification is bogus, the authorization will be returned by an AO! 

• IF DRIVING POV: You will get a Constructed Travel Worksheet (CTW) Pre Audit. The CTW is not 
required for trips less than 400 miles one-way, which should be the justification given to the AO. 

• IF TRAIN: You will also get a CTW Pre Audit. You must fill out a CTW. A helpful CTW guide can be 
found on the Defense Travel Website. They’re not difficult but are required. 

o https://www.defensetravel.dod.mil/CnstTvl/CT_Authorization_Instructions.pdf 
 

 

 

 

 

 

 

 

 

Once you have addressed any Pre Audits, click “Continue”. 

Step 14: Digital Signature 

• This is where you digitally sign and submit your authorization.  
o Click the “I agree to SIGN this document” box 
o Verify the Routing List is “NUCPWR INTERVIEWS” 
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COMMON ISSUES: 

1. GTCC not available as a payment option. 
• Cause: Your GTCC has not been uploaded to DTS as a payment option. 
• Solution: In the upper right of DTS, click the drop-down arrow next to your name. Then click 

‘My Profile”. On the left side under “Accounting” select “EFT and Credit Card Accounts”. 
Enter your GTCC Account Number and GTCC Expiration Date in the corresponding blocks. 
Save. 

• If you do not have a valid GTCC, talk to your YN immediately. 
 

2. No valid GTCC. 
• Solution: Talk to your YN immediately. If it is determined you do not have enough time to 

receive a valid GTCC prior to being required to travel, contact your PNEO instructor and 
PERS-42 immediately. 
 

3. Cross-org LOA not present. 
• Cause: You have not been assigned the correct LOA.  
• Solution: Contact Mr. Thomas Pacileo, PERS-42N to request the LOA. 

(thomas.b.pacileo2.civ@us.navy.mil)  
 

4. NUCPWR INTERVIEWS Routing List not present 
• Cause: You do not have the correct LOA assigned. You must use the XX SEA08 INTERV LOA to 

have the correct routing list. Repeat step 10 or see Common Issue #3. 
• Solution: Call Mr. Thomas Pacileo, PERS 42N. (thomas.b.pacileo2.civ@us.navy.mil) 

 

 

FAQ: 
• Split disbursement is required by the JTR. Your transportation and lodging will be charged and 

paid off from your GTCC. Per diem for meals will be paid to your personal account. It’s a fancy 
way of saying how they will split where the payments go (disbursement). 

• Constructed Travel Worksheet (CTW) is required when using a nonstandard method, which is 
flying for PNEO. This is used to compare the cost of your preferred method vs. flying. Flying is 
usually the more cost effective method of traveling long distances and is therefore the standard 
method of travel to TDY locations. If you elect to take your preferred method and the CTW 
shows flying would be less expensive, you will be limited in reimbursement to what the cost to 
fly (the standard method) would have been. See the JTR or this helpful guide for more 
information. CTWs are not required for one-way driving trips less than 400 miles. 

 

 

 




