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Chapter 1: Self-Registration Requests 

This appendix discusses the purpose for Self Registration, how the Defense Travel Administrator (DTA) reviews 

profile requests, and runs the Self Registration Metrics report. 

When an individual logs into the Defense Travel System (DTS), but does not have an active profile assigned to an 

organization, the system prompts the Self Registration option (Figure A-1). 

 

Figure A-1: Self Registration Option 

There are two ways to establish traveler profiles. Note: Follow your local business rules on creating traveler 

profiles. 

Create a profile: 

• DTA Maintenance Tool, People module accessed by the DTA to create the profile on behalf of the 

traveler. See the DTA Manual, Chapter 7 for more on profiles.  

- OR - 

• The Self Registration Tool accessed by the individual to create their own profile and submit the form 

for  DTA review and acceptance. 

For this manual we only cover, the Self Registration Tool profile creation option. You can review the DTA 

Manual, Chapter 7 on how to create a profile in the DTA Maintenance Tool. It is important to point out that an 

individual can see their profile in the Self Registration Tool or staging area. However, the DTA can’t see the 

profile in the Self Registration Tool. Instead, the DTA views the profile in the Self Registration Administration 

There are no document processing tools available.  

There are no documents listed. 

https://dtsproweb.defensetravel.osd.mil/dts-app/pubsite/all/view/
https://media.defense.gov/2022/May/11/2002994837/-1/-1/0/DTA_7.PDF
https://media.defense.gov/2022/May/11/2002994837/-1/-1/0/DTA_7.PDF
https://media.defense.gov/2022/May/11/2002994837/-1/-1/0/DTA_7.PDF
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Tool, but only after the individual submits the profile for review. If you are familiar with the Self Registration 

Tool screens, then skip to Section 1.2., otherwise review Section 1.1. below. 

1.1 Self Registration Tool 

Since you can’t access the Self Registration Tool screens, let’s view some basics for the Self Registration profile 

process. 

The individual requiring a profile will begin on the DTS Dashboard. The person will: 

1. Select the Self Registration button (Figure A-1). The Welcome to the Self Registration Tool page opens 

(Figure A-2). The page provides some general information, the option to Delete an unwanted profile, 

and access to the three tabs to the right of the Home tab: Basic Information, Additional Information, 

and Submit Self Registration.  

2. Choose the Basic Information tab. The page refreshes. 
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Figure A-2: Welcome Self Registration Tool Screen 

3. The Basic Information page is broken down into a few sections such as General Information, Work 

Information, Electronic Funds Transfer Data (EFT checking or savings), and Travel Reservation 

Information (GOVCC) or GTCC data. Most of the information on the page self-explanatory. We highlight 

some key information below. Note: See DTS Guide 1: Overview for more details.  

• General Information: The individual’s First Name, Last Name, and SSN pull from the CAC and 

automatically appear on the screen. Fields marked with an asterisk are mandatory such as Email 

Address. 

https://media.defense.gov/2022/May/11/2002994773/-1/-1/0/DTA_1.PDF
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• Mailing Address: The individual must use Search to look up the State/Country for the Mailing Address. 

The individual can select the Radio button to auto populate Residence Address or manually enter the 

data later under Additional Information page. 

• Required Work Information: One of the most important steps in Self Registration is choosing the 

correct organization (Figure A-3). Note: Profiles, Routing lists, LOAs, and Budgets are all associated to a 

DTS organization and support document processing.  In the Required Work Information portion of the 

form, an individual must choose Search (magnifying glass icon) to find the Organization. 

 

Figure A-3: Basic Information Screen - Required Work Information 

• A Search for Organizations screens opens (Figure A-4). Complete the four fields and chose OK. 

o Service/Agency 

o Type 

o State 

o Site (e.g., geographic location) 
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Figure A-4: Search for Organizations Screen 

• The Organization Search Results page appears. Review the list, scrolling down if need be to find the 

correct line item (Figure A-5). Select the Organization Code. 

 

Figure A-5: Organization Search Results Screen 

• The Required Work Information updates on the Basic Information page (not shown in this manual). 

Note: Organizations in Self Registration display based upon the data in the DTA Maintenance Tool (MT), 

Organization table. Table 1 compares the fields in Self Registration to DTA MT. 

Table A-1: Table Data Comparison 

TABLE DATA COMPARISON 

Self-Registration Field DTA MT Organization Field 

Service/Agency Service/Agency  

Type Office State/Country 

State  

Site Site Name 

Organization Code Organization Name 
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Note: Not 100% of the orgs listed in DTA Maintenance Tool appear under the Self Registration Tool. This is due 

to Component or Site level realignments. In the DTA MT, Organizations, under Site Name if the field contains a 

special indicator Z - DISABLED ORGANIZATIONS, then those orgs do not appear in the Self Registration Tool.  

• EFT (Checking or Savings) account: Note: EFT data is necessary for reimbursement of incurred 

expenses and earned allowances. The individual should select Account Type, enter the Account 

Number, and Account Routing Number. 

• Government Charge Card (GOVCC): Note: GTCC data is necessary for making reservations and 

reimbursement of incurred expenses. DTS refers to the Government Charge Card as GOVCC on some 

screens. The GOVCC is same as Government Travel Charge Card (GTCC). The individual should select 

the Advance Authorization drop-down menu, and select CARD HOLDER if the person has a GTCC. Enter 

the GTCC 16-digit Account Number and the Expiration Date. If the person does not have a GTCC  

Once the data is entered, select SAVE AND PROCEED to advance. 

4. Additional Information page: The individual enters all mandatory information (e.g., residence address 

if not populated from the Basic Information page, phone number etc.,) and determines if they want to 

add optional entries such as Air, Lodging, and Rental Car Preferences.  

Once the data is entered, select SAVE AND PROCEED to advance. 

5. Submit Self Registration: The individual selects Submit Self Registration. A pop-up screen opens. Select 

SUBMIT. The profile is submitted to the DTA for review and either Accept or Reject the submission. 

Upon successful profile submission, DTS notifies the DTA using the Organization Email Address available in the 

DTA Maintenance Tool, Organization table.  

Note 1: This email address maybe a centralized account with multiple users or have only one individual with 

access. As a DTA, supporting in-processing be sure you have access to the email account.  

Note 2: Until a DTA accepts the profile form, the individual cannot attain DTS access to process documents or 

complete any role function (e.g., AO, traveler, NDEA).   

1.2 Self Registration Administration Tool 

As the DTA, when you receive the DTS notification, here’s how you will review the profile request.  

Begin on the DTS Dashboard, select Administration (Figure A-6). 

1. Select the Self Registration Administration. The Self Registration Administration screen (Figure A-7) 

opens. 
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Figure A-6: Administration Menu Screen 

 

Figure A-7: Self Registration Administration Screen 

2. The page provides some general information. Select BEGIN. The List of Users screen (Figure A-8) opens. 

It displays the list of individuals who submitted self registration requests. 
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Figure A-8: List of Users Screen 

3. In the Review column, select the link next to the name of the person whose Self Registration profile 

you want to review. The person’s profile screen (Figure A-9) opens. 

 

Figure A-9: Profile Screen for Self-Registration Administration Tool (Top) 
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4. General Information: Most of the data on the form appears as view only. Scroll down the page to 

review the person's information. Key fields to check include: 

• DTS Organization of assignment 

• Site Name 

• EFT data 

• GOVCC which is GTCC data 

• Email Address 

• Permissions: Based upon your local business rules, training requirements, and the individuals required 

DTS role, you can grant Organization Access, Group Access and Permissions within the form or choose 

to make these changes once the profile is available under the DTA Maintenance Tool, People table.  

o At a minimum, DTS will auto-grant Permission Level 0 to all users (Figure A-10).  

o Permission Level 0 will appear in the Permissions area as a checked box and can’t be altered. 

This procedure ensures the user can log into DTS. 

 

Figure A-10: Profile Screen for Self Registration Administration Tool (Bottom) 

5. At the bottom of the page, you have three options: Accept, Reject or Cancel out of the page.  

• If you ACCEPT the profile, it is removed from the Self Registration Administration Tool and transfers to 

the DTA Maintenance Tool, People table. DTS notifies the individual of their submission status 

including Comments if you entered any. You can verify the assigned profile in DTA Maintenance Tool, 

People table, update the profile to grant permissions and specialized access if necessary. For steps on 

how to update a profile, see the DTA Manual, Chapter 7: People. 

https://media.defense.gov/2022/May/11/2002994837/-1/-1/0/DTA_7.PDF
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• If you REJECT the profile then you must provide Comments to the individual for corrective action. DTS 

notifies the individual of their submission status including the mandatory Comments. Note: The most 

common reason for a rejected profile is due to the incorrect DTS Organization Name. If you select 

REJECT, the submission is removed from the List of Users.  

o The individual must log back into the Self Registration Tool. On the Welcome to the Self 

Registration Tool page alerts the individual their DTA rejected their submission. 

o The individual updates the data and then resubmits their profile for DTA action. 
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Chapter 2: Self-Registration Metrics Report 

The Self Registration Metrics report provides a listing of submitted profiles and indicates the length of time they 

remain in a Submitted or Incomplete status. You can use the report to identify those requiring acceptance by a 

DTA and ones still in process requiring additional action. 

The Self Registration Metrics report shows (when applicable) the: 

• Current Date 

• Site Name 

• Organization’s name and description 

• Traveler’s name, masked SSN, and email address 

• The request’s status, age, date created, and date submitted 

To run the Self Registration Metrics report, you will begin in Self Registration Administration Tool: 

1. On the Self Registration Administration Tool screen (Figure A-8), select Report from the Navigation 

Bar. The Self Registration Metrics report screen (Figure A-11) opens. 

 

Figure A-11: Self Registration Metrics Report Criteria Screen 

2. (Optional) If you can run reports for more than one site, select a Site Name to limit results to that site 

only. Leave it blank to include all your sites. 

3. (Optional) Your main organization’s name appears by default in the Organization field. Change it if you 

need to search for a different organization. 

4. (Optional) If you want to view organizations subordinate to the one in the Organization field, check the 

Include Sub-Organization box. 

5. Select GENERATE REPORT. DTS prompts you to open or save the report. The option you select 

determines whether DTS downloads the report to your computer or displays it in an Excel spreadsheet. 
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There are various DTS Resources available (Figure A-12) on the DTMO website Training Search Tool to support 

DTAs, AOs, and travelers. Just a few materials include: 

• DTA Manual Chapters 1-12 and the Appendices 

• DTS Guides 1 – 5 

• DoD DTS Best Practices Guide 

• Information Papers and Trifolds 

• Web-based training in TraX 

 

Figure A-12: DTMO Training Home Page 

 

 

 

 

 

 

 

  

https://www.travel.dod.mil/Training/Training-Search/
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Appendix A: Additional Resources 

This appendix contains the full DTA Manual, Chapters and Appendices which DTAs may find useful when 

managing travel for their organization.  

DTA MANUAL 

CHAPTER URL 

Chapter 1: DTS 
Overview 

https://media.defense.gov/2022/May/11/2002994773/-1/-1/0/DTA_1.PDF 

Chapter 2: DTS Access https://media.defense.gov/2022/May/11/2002994797/-1/-1/0/DTA_2.PDF 

Chapter 3: DTS Site 

Setup 

https://media.defense.gov/2022/May/11/2002994799/-1/-1/0/DTA_3.PDF 

Chapter 4: 

Organizations 

https://media.defense.gov/2022/May/11/2002994824/-1/-1/0/DTA_4.PDF 

Chapter 5: Routing Lists https://media.defense.gov/2022/May/11/2002994853/-1/-1/0/DTA_5.PDF 

Chapter 6: Groups https://media.defense.gov/2022/May/11/2002994838/-1/-1/0/DTA_6.PDF 

Chapter 7: People https://media.defense.gov/2022/May/11/2002994837/-1/-1/0/DTA_7.PDF 

 

Chapter 8: LOAs https://media.defense.gov/2022/May/11/2002994836/-1/-1/0/DTA_8.PDF 

Chapter 9: Budgets https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF 

Chapter 10: Reports https://media.defense.gov/2022/May/11/2002994832/-1/-1/0/DTA_10.PDF 

Chapter 11: MIS 

Administration 

https://media.defense.gov/2022/May/11/2002994834/-1/-1/0/DTA_11.PDF 

Chapter 12: ROA 

Administration 

https://media.defense.gov/2022/May/11/2002994833/-1/-1/0/DTA_12.PDF 
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APPENDIX URL 

Appendix A: Self-Registration https://media.defense.gov/2021/Nov/15/2002893136/-1/-
1/0/DTA_APP_A.PDF 

https://media.defense.gov/2022/May/11/2002994773/-1/-1/0/DTA_1.PDF
https://media.defense.gov/2022/May/11/2002994797/-1/-1/0/DTA_2.PDF
https://media.defense.gov/2022/May/11/2002994799/-1/-1/0/DTA_3.PDF
https://media.defense.gov/2022/May/11/2002994824/-1/-1/0/DTA_4.PDF
https://media.defense.gov/2022/May/11/2002994853/-1/-1/0/DTA_5.PDF
https://media.defense.gov/2022/May/11/2002994838/-1/-1/0/DTA_6.PDF
https://media.defense.gov/2022/May/11/2002994837/-1/-1/0/DTA_7.PDF
https://media.defense.gov/2022/May/11/2002994836/-1/-1/0/DTA_8.PDF
https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF
https://media.defense.gov/2022/May/11/2002994832/-1/-1/0/DTA_10.PDF
https://media.defense.gov/2022/May/11/2002994834/-1/-1/0/DTA_11.PDF
https://media.defense.gov/2022/May/11/2002994833/-1/-1/0/DTA_12.PDF
https://media.defense.gov/2021/Nov/15/2002893136/-1/-1/0/DTA_APP_A.PDF
https://media.defense.gov/2021/Nov/15/2002893136/-1/-1/0/DTA_APP_A.PDF
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DTA MANUAL 

APPENDIX URL 

Appendix B: Acronyms https://media.defense.gov/2021/Nov/15/2002893141/-1/-
1/0/DTA_APP_B.PDF 

Appendix C: Definitions https://media.defense.gov/2021/Nov/15/2002893143/-1/-
1/0/DTA_APP_C.PDF 

Appendix E: Emails https://media.defense.gov/2021/Nov/15/2002893222/-1/-
1/0/DTA_APP_E.PDF 

Appendix F: Import / Export 
Module 

https://media.defense.gov/2021/Nov/15/2002893234/-1/-
1/0/DTA_APP_F.PDF 

Appendix G: Error Codes https://media.defense.gov/2021/Nov/15/2002893232/-1/-
1/0/DTA_APP_G.PDF 

Appendix J: Help Process https://media.defense.gov/2021/Nov/15/2002893231/-1/-
1/0/DTA_APP_J.PDF 

Appendix K: DTS Tables https://media.defense.gov/2021/Nov/15/2002893230/-1/-
1/0/DTA_APP_K.PDF 

Appendix L: Reorganizations https://media.defense.gov/2021/Nov/15/2002893229/-1/-
1/0/DTA_APP_L.PDF 

Appendix M: Ranks and Grades https://media.defense.gov/2021/Nov/15/2002893228/-1/-
1/0/DTA_APP_M.PDF 

Appendix N: Country Codes https://media.defense.gov/2021/Nov/15/2002893227/-1/-
1/0/DTA_APP_N.PDF 

Appendix Q: Org Naming Sequence https://media.defense.gov/2021/Nov/15/2002893226/-1/-
1/0/DTA_APP_Q.PDF 

Appendix R: LOA Formats https://media.defense.gov/2021/Nov/15/2002893225/-1/-
1/0/DTA_APP_R.PDF 

 

https://media.defense.gov/2021/Nov/15/2002893141/-1/-1/0/DTA_APP_B.PDF
https://media.defense.gov/2021/Nov/15/2002893141/-1/-1/0/DTA_APP_B.PDF
https://media.defense.gov/2021/Nov/15/2002893143/-1/-1/0/DTA_APP_C.PDF
https://media.defense.gov/2021/Nov/15/2002893143/-1/-1/0/DTA_APP_C.PDF
https://media.defense.gov/2021/Nov/15/2002893222/-1/-1/0/DTA_APP_E.PDF
https://media.defense.gov/2021/Nov/15/2002893222/-1/-1/0/DTA_APP_E.PDF
https://media.defense.gov/2021/Nov/15/2002893234/-1/-1/0/DTA_APP_F.PDF
https://media.defense.gov/2021/Nov/15/2002893234/-1/-1/0/DTA_APP_F.PDF
https://media.defense.gov/2021/Nov/15/2002893232/-1/-1/0/DTA_APP_G.PDF
https://media.defense.gov/2021/Nov/15/2002893232/-1/-1/0/DTA_APP_G.PDF
https://media.defense.gov/2021/Nov/15/2002893231/-1/-1/0/DTA_APP_J.PDF
https://media.defense.gov/2021/Nov/15/2002893231/-1/-1/0/DTA_APP_J.PDF
https://media.defense.gov/2021/Nov/15/2002893230/-1/-1/0/DTA_APP_K.PDF
https://media.defense.gov/2021/Nov/15/2002893230/-1/-1/0/DTA_APP_K.PDF
https://media.defense.gov/2021/Nov/15/2002893229/-1/-1/0/DTA_APP_L.PDF
https://media.defense.gov/2021/Nov/15/2002893229/-1/-1/0/DTA_APP_L.PDF
https://media.defense.gov/2021/Nov/15/2002893228/-1/-1/0/DTA_APP_M.PDF
https://media.defense.gov/2021/Nov/15/2002893228/-1/-1/0/DTA_APP_M.PDF
https://media.defense.gov/2021/Nov/15/2002893227/-1/-1/0/DTA_APP_N.PDF
https://media.defense.gov/2021/Nov/15/2002893227/-1/-1/0/DTA_APP_N.PDF
https://media.defense.gov/2021/Nov/15/2002893226/-1/-1/0/DTA_APP_Q.PDF
https://media.defense.gov/2021/Nov/15/2002893226/-1/-1/0/DTA_APP_Q.PDF
https://media.defense.gov/2021/Nov/15/2002893225/-1/-1/0/DTA_APP_R.PDF
https://media.defense.gov/2021/Nov/15/2002893225/-1/-1/0/DTA_APP_R.PDF

