Defense Travel System

Privacy Requirements

Purpose of This Document

Below are screenshots from the Defense Travel System (eff. 08/10/2017) that display the privacy and
ethics policy and disclaimer along with the data entry fields requesting personal information; this in
support of the OMB Control Number request.
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User Selects “Decline” System Response:



Defense Travel System

Defense Travel System

Your Travel Management Hub
for DoD Trips

Military members and Dol) Chilian personnel can book

Need Help Acressing DTS?

How It Works
r B
& L B -0
Book Your Receive Keep Records Input Final Get

Travel Approvals Up to Date Expenses Reimbursed
with all the reservations you for your travel plans and with your travel plans and and attach receipts and back to your bank account,
need, estimate expenses, and kniown expenses before and expenses before and during records when you return from Government Travel Charge
request advanced payments after you travel your trip your trip Card {GTCC), or both

DoD Travel News DTS Notices

» DoD Approves Reimbursement for Transportation or Shipment of Breast Milk There are no DTS Notices available.

During PCS
» Travelers MUST Re-Book Certain Rental Car Reservations Immediately
» Highlights of GovTravels 2024
» Rental Car Agreement #5 Effective April 1, 2024

» Top Performers Recognized for Excellence in Practice Awards at GowTravels 2024

More news =3

Travel Resources

& @

Welcome to the Self Registration Tool



My Travel Documents
Your upeoming, cunent, and compiated e Socements.

0 Authorlzations
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0 Local Vouchers

0 Group Authorlzations
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Privacy Policy & Sacurity Notics

New Profile Creation

The following is a series of screens to populate a profile for a new user:



Home Basic Information Additional Information Submit Self Registration

Welcome to the Self Registration Tool

Your user/traveler profile has been started but not completed; please finish prior to submitting the user/traveler profile for acceptance.

If you already have an existing user profile, and inadvertently created a self registration record, then click the Delete Self Registration Profile button below to delete your staging
profile. You will then be able to re-login and activate your production profile.

Delete Self Registration Profile

This is where you enter the data that goes into your DTS Personal Profile.

In the Basic Information section, the following fields are mandatory (indicated by an asterisk) and must be provided in order to submit your self registration:

E-mail Address

Mailing Address (Street, State/Country, and Zip/Postal Code)

Organization

» Electronic Funds Transfer (EFT) information (bank account and routing information). Payment by EFT is mandatory per the DOD Financial Management Regulations. If you
don't have EFT information, please contact the DTA for assistance to have your profile created.

Click on the Basic Information button below (or the link above) to complete your profile.
The following Additional Information s also required in order to submit your self registration:

= Residence Address (Street, State/Country, and Zip/Postal Code)
= Residence Phone

You should have this information available prior to leaving the Self Registration home page and continuing with the self registration process.

The following fields (indicated in bold) are required to save the page on which the information is entered. This information is needed, at a minimum, if you wish to abandon the
self registration process, but save the information added and then return later to complete the process:

» Gender
» Service/Agency of Assignment (Street, State/Country, and Zip/Postal Code)

« Time Zone (of your permanent duty station)
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Basic Information
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Electronic Funds Transfer Data
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Travel Reservation Information
‘Govemmant Charge Card {GIVCD)
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Civilian/Military List of Values Screen:

General Information

First Name: -

Middle Initial:

w
4]
=

“Gender: Male

“Email Address:

Mailing Address

*Mailing Street 1:
Mailing Street 2
*City:

*State / Country:
*Zip / Postal Code:

s this the same as Residence Address?: :;. Yes @ No (If not, we'll ask you for it on the Additional Information page.)

REq uired Work Information | Please select one of the options below

Civilian / Military: | Civilian
Civilian
Title / Rank:
Officer
Tech Status:
Enlisted

“Organization:




Title/Rank List of Values Screen

Civilian: if user selects “civilian”, the list of values shows the following:

Required Work Information

Civilian / Military: [—Civilian
Please select one of the options below

Title / Rank:

Tech Status:

“Organization:

Service / Agency of Assignment:

Office Streat 1:

Office Stroat 2:

City:

State / Country:

Zip / Postal Code:

AD-00

AD-00

AD-01

AD-02

AD-03

AN-N4

- )




Officer: if user selects “officer”, the list of values shows the following:

“Zip / Postal Code:
Is this the same as Residence Address?- es @ No (If not, we'll ask you for it on the Additional Information page.)
Required Work Information
Civilian / Military: e
Please select ene of the options below
Title / Rank: MO-01
MO-01
Active Reserve Category:
MO-02
“Military Branch of Service:
MO-03
Tech Status:
MO-04
Air Crew Status:
MO-N5
“Organization:
Service f Agency of Assignment:
Office Street L:
Office Street 2
City:
State / Country:
Zip / Postal Code:
“TimeZone: GMT

Enlisted: if user selects “enlisted”, the list of values shows the following:

Required Work Information

Civilian / Military Enlisted

Please select one of the options below

Title / Rank: MC-00

MC-00

Active Reserve Category:
ME-01

“Military Branch of Service:
ME-02

Tech Status:
ME-03

Air Crew Status
MFE-na

“Organization:

Sarvice / Agency of Assignment:




Electronic Funds Transfer Data

Account Type:

Screen 2: Advanced Authorization List of Values: Option “Card Holder”:

. () Checking () Saving (@) None

Account Routing Number:

Account Number:

Travel Reservation Information

Government Charge Card (GOVCC)

No

CSA/TTR:

Advance Authorization:

CARD HOLDER

Account Number:

GOVCC Exp. Date:

Additional Information

| (&) Mm/DDYYY

Printed Organization:

Present Duty Station:

Milas from Office to Airport:

Office Phone:

Office Fax:

Office Mail Stop:

Organization Email:

Unit 1D (UIC/RUC/PASSCODE):



Advance Authorization List of Values: Option “Advanced Authorization”:

Electronic Funds Transfer Data
Account Type: () Chacking () Saving (@) Nene
Account Routing Number:

Account Number:

Travel Reservation Information

Government Charge Card (GOVCC)
CSATTR:
ADVANCE AUTH

Advance Authorization:

Account Number:

GOVCC Exp. Date: MM/DD/YYYY

Additional Information
Printed Organization:
Present Duty Station:
Miles from Office to Airport:
Office Phone:
Office Fax:
Office Mail Stop:
Organization Email:

Unit 1D {UIC/RUC/PASSCODE):




Screen 3:

Foreign Travel Information

Official (NO-FEE) Passport Information

First Naame:

Last Naime:

Middle initfal:
firth pate: | (] MM/DDYYYY

Passport Number:

Issulng Clty:

Issulng State | Country:

Expiration Date- E MM/DDAYYY

Regular (TOURIST) Passport Information

First Naame:

Last Name:

Middle Initial:
farth pate- | ] MM/DDpYYYY

Passport Number:

kssuing Clky:

Issulng State  Courtry:

Expiration Date: E MM/DDY

Cancal Without Saving

Save and Proceed




Edit Profile

Existing users access this screen to change any profile information

System Status: @ DTS v

Defense Travel System

A | @ EricTous A

Last sign on:

Home Trips v Travel Tools v Message Center Administration v
Thu Apr 01,2021 at 11:19 AM

Organization: PMOTESTSTED-PMOIVV-N

Your organization has access to the latest software release. You will see new and updated screens. If you need to contact the Ti Organization Access: PMOTESTSTED-PMOIVV-N
them that you have access to the latest software release. Group Access: (All)

Permissions:0|1[2]|3|4|5|6

2 & P

Trips Awaiting Action Traveler Lookup Cross-Org Document DTA Maintenal ® LogOut
Lookup Tool

Personal Information:

User Profile X
@ < Eric Oott-B "
Eric T Ott-B Middle Initial
T
a
User Profile A
Personal
Personal Information
Gender*
Addresses (@) Male () Female
Passport Information
SSN
Emergency Contact R -DTEE
Service or Agency Info
Contact

Duty Station
Home Phone*

Form Printing Preferences
301-570-5050

Accounting ~ Email Address*

Accounting Information oftb.eric@yahoo.com

@ Changes to the permanent profile do not affect any existing travel documents. Cancel “



Address screen:

User Profile

O)

Erlc T Ott-B

User Profile ~

Personal Information

Passport Information

Emergency Contact
Service or Agency Info
Duty Station

Form Printing Preferences

Accounting ~

Accounting Information

EFT and Credit Card Accounts

Travel Preferences ~

TSA Secure Flight Information

Flight

Bantal Mar

I M@ Changes to the permanent profile do not affect any existing travel documents.

W

Addresses

Mailing Address

Address Line 1*

1365 Elison Pike

City*

Fairfax

Zip / Postal Code®
22033
Residence Address
[] same as malling address

Address Line 1

1365 Elison Pike

City

Fairfax

Zip / Postal Code

22033

Address Line 2

State / Province / Reglon*

VA

Address Line 2

State [ Province [ Reglon

VA

Cancel




Passport Information screen:

User Profile
& <
Eric T Ott-B

User Profile ~

Personal Information
Addresses

Emergency Contact
Service or Agency Info
Duty Station

Form Printing Preferences

Accounting A

Accounting Information

EFT and Credit Card Accounts

Travel Preferences ~

TSA Secure Flight Information

Flight v

I @ Changes to the permanent profile do not affect any existing travel documents.

i e e oy

Passport Number

First Name

Eric

Last Name

OttB

City

Gaithersburg

Regular Passport (Tourist)

Passport Number

First Name

Last Name

City

Expiration Date

01/02/1991

Middle Name

T

Date of Birth

04/03/1990

Country

ABW

Expiration Date

12/30/2028

Middle Name

Date of Birth

04/03/1990

Country

Cancel



Emergency Contact screen:

User Profile

@ <  Emergency Contact

Eric T Ott-B

Enter an emergency contact for your agency or organization.

. Emergency Contact Name*
User Profile ~ gy

Lisa

Personal Information
Addresses

Passport Information
Service or Agency Info
Duty Station

Form Printing Preferences

Accounting A
Accounting Information
EFT and Credit Card Accounts
Travel Preferences ~

TSA Secure Flight Information

Flight v

I @ Changes to the permanent profile do not affect any existing travel documents.

Emergency Contact Phone*

703-570-5501

Cancel



Service or Agency info screen:

User Profile X

@ < Service or Agency Information

Eric T Ott-B
{ ;I Civilian (_ \,I Officer @ Enflisted

User Profile ~ Tithe / Rank” Tech Status*

ME-05 A NO W
Personal Information

Addresses Abr Crew Status” Active/Reserve Categary”

Passport Information NO e A-Active Duty v

Emergency Contact Heserve Category Service / Agency*

Service or Agency Info No‘thh‘hg selected b AFIS

Duty Station

Unit®

Form Printing Preferences Al23454

Accounting A

Accounting Information

EFT and Credit Card Accounts

Travel Preferences ~

TSA Secure Flight Information
Flight

Rental Car

Lodging

Smoking Preference

Rewards Proprams

I 0@ Changes to the permanent profile do not affect any existing travel documents. Cancel




Duty Station screen:

User Profile

O

Eric T Ott-B

User Profile ~

Personal Information
Addresses

Passport Information
Emergency Contact

Service or Agency Info

Form Printing Preferences

Aecounting ~

Accounting Information

EFT amnd Credit Card Accounts

Travel Preferences -~

T5A Secure Flight Information
Flight

Rental Car

Lodging

Smoking Preference

Rewards Programs

Remarks

Dty Station

Duty Station

st Stathon

Printed Drg

PMOTESTSTED-PMOMEN

Sell A Approval®
fafse

Mandatory use ol GTCC*

E

Duty Station Address
Addelress Lin 1°

4800 Mark Center Dr

oy

Mexandria

i / Postal Code®

22350

Duty Station Contact

e Mumber®

T031923456

Other Information

Ml Code

Wumber al Wik Hioars

@ Changes to the permanent profibe do not aflect any exdsting trwel docaments,

Cirgadibebon

PMOTESTSTED-PMOM-N

Routing List*

NROWT

Advance At horiration*

ADVANCE AUTH

Athilwess Ll 2

State f Provinos [ Reglon"

VA

o My

Clearance

Time fone*

EST (D6)

Concel



Form Printing Preferences screen:

User Profile
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Accounting

Accounting Information screen:

User Profile

@ < Accounting Information

Eric TOw:R Default Accounting Code Label*

| 24DTS v
User Profile A

Personal Information
Addresses

Passport Information
Emergency Contact
Service or Agency Info
Duty Station

Form Printing Preferences

Accounting ~

Accounting Information

EFT and Credit Card Accounts

Travel Preferences ~

TSA Secure Flight Information

Flight -

@ Changes to the permanent profile do not affect any existing travel documents.

Cancel



EFT and Credit Card Accounts screen:

User Profile

&

Eric T Ott-B

User Profile ~

Personal Information
Addresses

Passport Information
Emergency Contact
Service or Agency Info
Duty Station

Form Printing Preferences

Accounting ~

Accounting Information

EFT and Credit Card Accounts

Travel Preferences ~

TSA Secure Flight Information

Flight

EFT and Credit Card Accounts

Payment by Electronic Funds Transfer (EFT) is mandatory unless the traveler does not have access to an account at a

financial institution that can receive ETF transmissions.

Accounts
Account Type Account Number Routing Number Expiration Date
Govcc 4614220019283120 N/A 09/24
Checking 1419066421 256074974 N/A
Mandatory EFT Payment®
@ Yes (j No
GTCC Account Number GTCC Expiration Date
4614270019283120 09/24
Checking Routing Number Checking Account Number
256074974 1419066421
Saving Routing Number Saving Account Number
Cancel Save

@ Changes to the permanent profile do not affect any existing travel documents.




Travel Preferences

TSA Secure Flight Information screen:

User Profile
@ < TSA Secure Flight Information
Eric T Ott-B . . i -
Please enter the information below EXACTLY as it appears on your state or government issued identification card. When
entering last name, do not include suffixes (e.g., Jr). As a Service member or DoD civilian, you qualify for TSA PreCheck for
Accounting ~ A free. For more information on participation or the TSA privacy policies, visit the TSA's Website,
Accounting Information L o
Eric OttB
EFT and Credit Card Accounts
Middle Initial
Travel Preferences ~ i
TSA Secure Flight Information
Gender*
Flight (@ Male () Female
Rental Car 4
Date of Birth* Known Traveler Number
Lodging 04/03/1990 123456

Smoking Preference

Redress Number
Rewards Programs

Remarks

I © Changes to the permanent profile do not affect any existing travel documents.

Cancel

Save



Flight screen:

User Profile

@ < Flight Preferences

EricTOt-B Preferred Airport Select a General Seat Preference
" BWI - Baltimore Washingto Aisle Seat v
User Profile ~
Special Meal Request
Personal Information
No Preference v

Addresses

. Accessibility & Disabilities
Passport Information
Emergency Contact (] Blind
Service or Agency Info [ ] Deaf/Hard of Hearing
Duty Station

[ J Meet and Ass‘\stﬂ

Form Printing Preferences
Special Needs

N test
Accounting ~
Accounting Information Miles to Airport
EFT and Credit Card Accounts From Home From Office
0 0

Travel Preferences ~

TSA Secure Flight Information

Flight -

I @ Changes to the permanent profile do not affect any existing travel documents. Cancel




Rental Car screen:

User Profile

®

Eric T Ott-B

T et

Form Printing Preferences

Accounting

Accounting Information

< Rental Car Preferences

Preferred Rental Car

e Budget v

EFT and Credit Card Accounts

Travel Preferences

~

TSA Secure Flight Information

Flight

Rental Car

Lodging
Smoking Preference

Rewards Programs

© Changes to the permanent profile do not affect any existing travel documents,

Special Needs

| like fast cars

Cancel

Save



Lodging screen:
User Profile X
® < Lodging Preferences

Eric T Ott-B

Preferred Lodging

Sl

Holiday Inn v
Form Printing Preferences
Accessibility & Disabilities

[ Blind

[ Deaf/Hard of Hearing

Accounting ~

Accounting Information

EFT and Credit Card Accounts -
[ | Handicap/Wheelchair Accessible

Travel Preferences ~ special Needs
1234
TSA Secure Flight Information
Flight
Rental Car

Lodging

Smoking Preference

Rewards Programs v

I 0 Changes to the permanent profile do not affect any existing travel documents, Cancel



Smoking Preference screen:

User Profile X
® < smoking Preference

Eric T Ott-B

Smoking*

S () ves @hln

Form Printing Preferences

Accounting A
Accounting Information
EFT and Credit Card Accounts
Travel Preferences A

TSA Secure Flight Information
Flight

Rental Car

Lodging

Smoking Preference

Rewards Programs 7}

I O Cchanges to the permanent profile do not affect any existing travel documents. Cancel



Reward Programs screen:

User Profile

&

Eric TOtt-B

Service or Agency Info
Duty Station

Form Printing Preferences

Accounting ~

Accounting Information

EFT and Credit Card Accounts

Travel Preferences ~

TSA Secure Flight Information
Flight

Rental Car

Lodging

Smaking Preference

Rewards Programs

Remarks

4

Rewards Programs

x FLIGHT

AIRLINE

American Airlines

0 Add New Frequent Flyer

&) RENTAL CAR
RENTAL CAR COMPANY

Hertz

0 Add New Frequent Renter

|m LODGING

HOTEL

Aston

HOTEL
All Suites

HOTEL

Candlawnnd

I @ Changes to the permanent profile do not affect any existing travel documents.

FREQUENT FLYER NUMBER
05PVX98

FREQUENT RENTER NUMBER
59250441

FREQUENT GUEST NUMBER
1234

FREQUENT GUEST NUMBER

abc

FREQUENT GUEST NUMBER
102NNERAGE

Edit

Edit

Edit

Edit

Edit

Cancel

FS
Delete
Delete
Delete
Delete
Delete -



Remark screen:

User Profile

@ < Remarks

Eric T Ott-B

Personal Remarks

Accounting ~

Accounting Information ER SRS

EFT and Credit Card Accounts

Travel Preferences ~
Travel Agency Remarks.

TSA Secure Flight Information

Flight

Rental Car

Lodging

Smoking Preference
Rewards Programs

Remarks

W

I © changes to the permanent profile do not affect any existing travel documents.

Cancel



