Instructions for SELF-REGISTRATION in the Defense Travel System (DTS) 

1.  Log in DTS.



a.  Open Internet Explorer.



b.  Enter www.defensetravel.osd.mil in the address window.  See below.



c.  Insert the Common Access Card (CAC) in the CAC reader--the card is faced out; and the gold logo (computer chip) side goes in the reader.



d.  Select the green LOG IN button (Graphic 1).
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(Graphic 1)



e.  Read the Privacy and Ethics Policy and select the ACCEPT button (Graphic 2).   
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(Graphic 2)


f.  One of two boxes appears:




(1)  The ActivCard Gold-Enter PIN box (Graphic 3).  Enter the PIN; select the OK button (or the ENTER key on the keyboard).
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(Graphic 3)




(2)  The Digital Signature Login box (Graphic 4).




(a)  Place the mouse pointer on the CAC/CAC reader icon in the task bar at the bottom right corner of the screen.




(b)  Right click one time and the ActivCard Gold-Enter PIN box (Graphic 5) appears.




(c)  
Enter user’s PIN; select OK button (or the ENTER key on the keyboard).
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(Graphic 4)
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(Graphic 5)

2.  At the USER ACTIVATON screen (Graphic 6) enter/re-enter Social Security Number (SSN), no dashes.


- For first-time users, select the SELF REGISTRATION button. 


- For users already in DTS, select the SUBMIT button for a first time log on to DTS.
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(Graphic 6)

3.  At the user’s home page (Graphic 7) place the cursor on the ADMINISTRATIVE block and select SELF REGISTRATION.
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(Graphic 7)

4.  At the Self Registration Tool Welcome screen (Graphic 8) …
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(Graphic 8)

…select the RECOMMENDED INFORMATION tab (Graphic 9).  

a.  Complete the mandatory information.
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(Graphic 9)

b.  Travelers, ensure to enter the Electronic Funds Transfer (EFT) data.

c.  Travelers with a GOVCC, ensure to enter the GOVCC data.

d.  Additional comments are provided, as necessary, at Graphics 10-12.
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(Graphic 10)
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(Graphic 11)
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(Graphic 12)

5.  After saving the information, the SELF-REGISTRATION screen (Graphic 13) appears again.
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(Graphic 13)

6.  Select the SELF-REGISTRATION SUBMIT tab (Graphic 14).

a.  Select the SUBMIT button.  

b.  A DTS notification appears if required data is missing.  After updating the appropriate data, ensure to select the SAVE button, and repeat steps 5-6.

7.  The SWRO DTA reviews the user’s information and either accepts or rejects the user.  The DTA notifies the user via email, through the DTS if the user is accepted or rejected, with comments/further guidance.
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(Graphic 14)

8.  When accepted, the user is able to begin preparing travel authorizations and vouchers using the DTS.

NAME & SSN populated.





ELECTRONIC FUNDS TRANSFER DATA - Required data for travelers.


Note: Future updates to this data in DTS must be coordinated with and changed by the SWRO DTA in RMD.





ORGANIZATION:


1.  Click the icon to select a value.


2. Select the Service/Agency window.


3.  Press the “U” key six (6) times to locate U.S. Army.


4.  Select U. S. Army


5.  The TYPE is “US.”


6.  State.  Select the down arrow, press the “T” key to move to “Tennessee,” scroll down to select “Texas.”


7.  Site.  Select FT SAM HOUSTON.


8.  Select the OK button.


9.  At the ORGANIZATION SEARCH RESULTS screen,


	a.  Select the LAST PAGE button (at bottom of screen).


	b.  Select the PREVIOUS button 3, maybe 4 times to get to the page listing the SWRO organizations.


	c.  Select the SELECT link for the SWRO Division the traveler is assigned to.  FOR Special Staff Personnel:  Select the link for the “Offices of the Special Staffs.”








PERSONNAL CHARGE CARD:  Leave blank.  Currently, not allowed in DTS.





PASSPORT INFORMATION:


Completed by travelers whose official business travel is overseas.





Complete the “Mandatory Information.”





PREFERENCE INFORMATION:


Should be populated; if not, enter data.





PREFERENCE INFORMATION


   1.  Enter required information; other information is optional.





   2.  When completed, select the SAVE button at the bottom of the screen.





CAC/CAC reader icon





GOVCC, CHARGE CARD STATUS:


GOVCC holders select “Card Holder” and enter account #  and expiration date.





Personnel with no GOVCC, select “Advance Authorized.”


Note:  Future updates to this data must be coordinated with and changed by the SWRO DTA in RMD.
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