
 
Creating Dependant/Spouse Authorization for Capstone transportation reimbursement only 
 
Go to Official Travel Others– Authorizations/Orders 
 
 
  



 
 
 
Create New Authorization / Order 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
Select Starting Point and date Departing On… 
 
Then select TRIP TYPE (E1-ITA FAMILY TRANS ONLY)  (Invitational Travel Authorization Transportation Only) 
 
Then click OK in the pop up window. 
 
  



 
Create Dependant if the spouse is not already listed under Choose Dependent 
 
Input Last Name, First Name, relationship and spouse DOB (Date of Birth).  Select Save to Permanent Profile, then Create 
 
 
 
  



 
Once dependent is created, the spouse will populate under Choose a Dependent.  Click the radio button under the Select column, then select Submit 
and Save. 
 
You can now proceed with the authorization as you normally would. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


