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USING THE CROSS ORG LINE OF ACCOUNTING (LOA) IN DTS 

1. Go to http://www.defensetravel.osd.mil/ 
 
 
 
 
 
 

2. Click “Login to DTS” button  
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click “Accept” on the Privacy and Ethics Policy 

 

 

 

 

 

 

 

 

 

 

 

http://www.defensetravel.osd.mil/
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4. Hover your mouse over “Official Travel” located in the blue tab area then select 
“Authorizations/Orders” from the drop down menu  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Select the hyperlinked “Create New Authorization/Order” (blue underlined text)  
 
 
 
 
 

 

 
 
 
 
 
 

6. You may be prompted to update your profile information.  After you have reviewed and/or 
updated your information select “Update Personal Information” button at either the top or bottom 
of the screen 
 

 

 

 

 
 

7. Create your authorization as you normally do with all the dates and reservations  
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8. After you have created your authorization and all the information is correct, select “Accounting” 
in the light blue area at the top of the screen  

 
 
Or select “Accounting Codes” from the drop down menu at the bottom of the screen then select 
the “Continue” button 
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9. In the “Accounting Codes” section on the left-side of the screen, there is a drop down menu next 
to “Cross Org LOA”.  Select the appropriate LOA from the listed options.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  The first two digits of the LOAs change with each fiscal year.  For example, during 
FY15 you will see “15 NADP Travel” and “15 852 Travel”; during FY16 you will see 16 NADP 
Travel” and “16 852 Travel”.  Ensure you select the appropriate LOA for your situation 
 

10. Select the “Digital Signature” from the drop down menu at the bottom of the screen then click on 
“Continue”  
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11. “NADP” will automatically populate in the “Routing List” 

 

 

 

 

 

 

 

 

 

 

12. If applicable, provide any additional remarks, select “Signed” from the “Submit this document 
as” drop down menu then click on “Submit Completed Document” button 

 

 

 

 

 


