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Things to know!

Air Commandos

TRICARE Prime Travel Benefits are for TRICARE Prime & TRICARE Prime Remote Enrollees
• Authorizations will be created when patient is authorized an overnight stay (not for single day travel)
• Do not submit DTS vouchers on behalf of your dependent(s) over 18! (Unless you are authorized as an NMA 

by the PCM/Referral Specialist).
• Dependent(s) over 18 years old (TRICARE Prime enrollee(s)) will submit their travel documents via the 

TRICARE Operations & Patient Administration office, located on the second floor.
• When submitting authorizations ensure you have the following:

• DHA Form 131 or Referral Authorization letter
• DHA Form 126 or Appointment letter/note from provider's office, which will include location(s), date(s) & 

time(s) of the appointment(s)
• Non-Medical Appointment (NMA) letter, if applicable (patients 18 years old and older)
• Itemized travel receipts, including expenses less than $75 (lodging, parking, & toll)



How to Retrieve TRICARE Authorization Letter

Air Commandos



Air Commandos

Click this button 
to begin your 
voucher

Select Create 
New Document 
& Routine TDY 
Trip

Step 1: Create the Document



Air Commandos

Input the dates of your 
travel, as well as the 
location

Select Continue 

Step 2: Create Itinerary



Step 3: Create Reservations

Air Commandos

DTS will find available lodging. 
You can book lodging in DTS or 
outside of DTS. Ensure your 
lodging is within the per diem 
rate (if booking outside of DTS).

Same statement applies when 
needing a flight to your TDY 
location.



Air Commandos

Select Add
In the expenses tab you 
will add all supporting 
documentation. (Ref Auth 
letter, NMA letter, etc.)

Step 4: Add Supporting Documents



Air Commandos

How to add DHA Form 131 or Referral Auth Letter

Select Documents

Step 1 Step 2Step 2

Select Other

Step 3

Attach the DHA Form 131 or 
Referral Auth Letter from 
your computer. 

Input the document name 
and any related notes in the 
spaces provided



Step 5: Review Per Diem Amounts

Air Commandos

Review your Total Lodging 
Cost and Total M&IE 
Allowed

This information is auto 
populated!

Select Continue



Step 6: The Correct LOA

Air Commandos

Select Add LOA

AD Patients will use “25 
ADPTTRVL”. If you are AD 
& a Non-Medical 
Attendant for a patient, 
you will use “25 
ADPTATTEND”



Step 7: Other Auths and Pre Audits

Air Commandos

Select Continue

Review all pre audits and provide 
justification for each



Step 8: Sign and Submit Tab

Air Commandos

Change the Routing List to 
MEDICAL

Select Submit 
Completed Document



Step 9: Prepare for Return

Air Commandos

Your authorization has been completed! At this 
point you will be awaiting approval from the 
Approving Official. 

When you go on this trip ensure to get all 
supporting documents needed. Hotel receipts, 
appointment slips, etc. 

The next slides will explain how to complete 
the voucher upon your return to Cannon AFB.



Air Commandos

Click this button 
to begin your 
voucher

Select Create 
New Document 
& Voucher

Step 10: Create the Voucher



Air Commandos

Step 10: Create the Voucher, cont’d

Select ‘Create 
Voucher’ on the 
approved 
authorization



Air Commandos

Select Add
In the ‘Expenses’ tab, add 
all supporting 
documentation (Appt Slip, 
Ref Auth Letter, and 
mileage expense)

Step 11: Add Supporting Documents



Air Commandos

How to Add Mileage Expense

Select Mileage Expenses

Private Auto Local 
Area

The start location is 27th SOMDG 
address. End location will be the 
doctor's office. The mileage will not 
auto populate. You must calculate 
the miles and input them.

Step 1 Step 2 Step 3



Air Commandos

How to Add DHA Form 126 or Appointment Slip

Select Documents

Step 1 Step 2Step 2

Select Other

Step 3

Attach the appointment slip 
from your computer. 

Input the document name and 
any related notes in the 
spaces provided



Step 12: Review Financial Summary

Air Commandos

Review Info/Select: ContinueReview Info/Select Continue



Step 13: Submit the Voucher

Air Commandos

Change the Routing List to 
MEDICAL

Select Submit 
Completed Document



Air Commandos

Contact Us!

This Briefing is:
UNCLASSIFIED

TRICARE OPERATIONS AND PATIENT ADMINISTRATION
27th Special Operations Medical Group, Second Floor

Monday - Friday, 7:30 a.m. to 4:30 p.m.
(Exception: Every Wednesday, except holiday weeks, the clinic opens at 9:15 a.m.)

Telephone: 575-784-2778, option 5, option 3, then 1

Fax: 575-784-2308
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