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Defense Travel System 

New Travelers Log on

Log-in for New Users. Traveler Log-in

(Traveler must have their Digital Signature diskette inserted into their system a:/ drive).
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Double-click on               . 

Click on CLIENT SERVER/WEB/TELNET (Choose one).  Read and click YES for DOD Warning and Privacy Act Statement. Click on Browse Highlight a:/ drive and select your certificate file (user name). Enter your password. Click OK.. Click Doc Prep.

Completing a Travel Authorization  

From File Menu, select New & click on Authorization. Confirm SSN is correct. 
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Click on        Traveler Icon.  (The user will now complete specific fields of the user profile.  This new information, along with existing fields already entered by the DTA will make up the users “Traveler Profile”).

Confirm Last name, First name, MI, & Gender information is correct.

Enter your Home Mailing, City, State, Zip , Phone & Residence City, State information (use the Tab key to move between fields).

Enter Emergency Contact Name & Phone Number.

Enter your Official Email Address (if any).
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Click on         Duty Station Icon in lower left corner of Traveler Information screen. 

Type in  your Present Duty Station & Confirm Agency is correct.

Confirm Title/Rank  & Civ/Officer/Enlisted Status are correct (ie.. an E-5 is ME-05, an O4 is MO-04 and a GS-12 is GS-12).

# of Work Hours  (System defaults to 8 hours.  Do not change).

 Enter Duty Station Location Address, City, State, Zip, Phone & Fax number.

Click OK to return to Update Traveler Information screen.
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Click on          Traveler Preferences Icon. 
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Enter Seating (Aisle / Window).  Click     in the Terminal field, click FIND, type in your departure city, click OK, Highlight correct airport and click SELECT.  Enter any Special Needs you may have.  Enter Miles to Airport from Home and Office.  Click OK to return to Update Traveler Information screen. Click OK to exit the Traveler Information screen.  Click YES to make changes a part of your Permanent Traveler Profile and return to Authorization screen.  

If you are ready to create a new travel Authorization, go to the DTS Traveler Guide provided to you by your DTA for step-by-step instructions before proceeding any further on this authorization screen.  If you do not need to complete a travel authorization and you are finished using DTS, select File & click Exit from the top menu bar.  The save screen appears, click NO to delete this authorization.  User Preference screen appears,  click OK, click on Exit to leave the DTS System.

Congratulations!  You are now ready to begin entering data to complete a Travel Authorization.
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