Self-Registration in the Defense Travel System (DTS)

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

Place your CAC Card in reader

Click on Green Log In button

Accept the Privacy and Ethics Policy

Enter your CAC PIN when prompted to do so

User Activation Screen

Type in your SSN (no dashes or spaces)

If you do not already have a Profile in DTS click Self-Register

Your DTS homepage displays with a limited Menu Bar.  The only option is Administrative.

Move over to the Administrative tab to show the drop down menu.  

Select Self-Register.  Remember to save when you are prompted to.

The screen will refresh.  On the refreshed screen, select Recommended Information and complete your Profile.  

At the Organization field click on the Magnifying Glass Icon to search for your Organization
Once you click on it a window will pop-up, there will be four drop-down menus.  You should make sure the following appears in each:

1st – United States Marine Corps

2nd – US—US

3rd – Virginia

4th – Arlington

click OK
On the next screen find and select HQMC, (your Organization’s Abbreviation), if you don’t know see your organization it may be on the next page, so click NEXT at the bottom of the screen.

When     When you return to your PROFILE, DM6091010(YOUR ORG’S ABBR)
Should be displayed in the ORGANIZATION Text box.  This is your DTS ORG NAME.

Complete your PROFILE, remembering to SAVE at the bottom of the page and finally click SUBMIT in order to submit it to your Defense Travel Administrator (DTA), Ms Celeste Chopra, LSS, 695-8865.
