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If monitoring of this or any other Dol interest computer system reveals possible evidence of criminal statutes, this
evidence and any other related information, including identification information about the user, may be provided to law
enforcement officials. If monitaring of this or any other DoD interest computer system reveals any violations of security
regulations or unauthorized use, ermployvees who violate security regulations or make unauthorized use of DoD interest
cormnputer systerns are subject to appropriate disciplinary action.

ETHICS

Travelers must comply with the Federal and Departrnental ethics rules when accepting travel benefits {i.e. goods,
services, or payment) from non-Federal sources, For DoD personnel, see Joint Ethics Regulation, DoD 5500.7-R, Chapter
4, Travelers may keep iterns of nominal value {as defined in applicable ethics regulations). Travelers may also keep
benefits received for voluntarily vacating a seat on an over-booked flight, but are not to vacate their seat if the
Government would incur additional costs or if it would affect the mission,

FRINACT ACT

AUTHORITY: 5 U.%5.C 57, Travel, Transportation, and Subsistence; 10 U.5.C, 135, Under Secretary of Defense
{Comptroller); 10 U.5.C. 136, Under Secretary of Defense for Personnel and Readiness; 10 U.5.C, 3013, Secretary of
the Army; 10 U.5.C. 5013 Secretary of the Navy; 10 U.5.C, 8013 Secretary of the Air Force; DoD Directives 7000.14-R;
and E.D, 9397 (SSM). PRINCIPAL PURPOSE(S): To obtain information for processing a request to travel at Government
expense on official Department of Defense business and for processing a claim for reimbursement of authorized and
leqgitimate expenses incurred as a result of such travel.

ROUTIME UZE: For Federal and private entities providing travel services for purposes of arranging transportation at
Government expense for official business,

Accept Privacy and
Ethics Policy

Act of 1974,

E to provide all of the requested information mavy preclude the processing of
eimbursernent,

of the Army Marrative Statement on a New Systermn of Records Under the Privacy

fcocept Decline
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User Activation

Your user account needs to be activated

If you would like vyour account activated, complete the
form below, The form requires that you enter your social
security number twice, Please enter your 5SM

exactly as it appears in your profile, including an

;r;;grﬁlﬂ;;fa?cters {i.e. 123456789 or Enter SOClaI
Security

sesssenee Number Twice

TITTIIIT (NO DaSheS)

and Press
Submit button

Enter Social Security
Murnber:

Reenter Social Security
Murber:

If the walues entered match an account in DTS, you will
automatically be logged in.

Selecting the "Cancel" button will terminate the activatio
process,

&) Done S Interret
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User Activation

The 55N you typed in does not match any existing
record in the system.

If you have an existing profile -- but might have entered
the wrong S5M, then return to User Activation to re-
atternpt profile activation, Please note that you must
enter your SSM exactly as it appears in your
profile, including any trailing characters {i.e.
123456789 or 987654321R)

Or, if you are a new user with no existing DTS profile,
and have been notified to self register, click the "Self

PreSS Self Reglster Register" button to enter yvour individual profile data.

Button Otherwise, select the "Cancel" button to terminate the
activation process,

Self Register

@ Done é i Inkernek
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Press Self Registration

My Signed Documents

Welcome FRED SPAWAR-B
Document Hame Current Departure

Organization: Status Date U

Org Access: Mo documents found,

Group Access:

Permission:

Message Center

Welcome to Monroe.

Back to Top
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Screen 1D 5000, 1

Help for this screen

Defense Travel S}'Stl!m Mﬂemmmended Information Preference Information Self-Registration Submit

A New Era of Government Travel

PreSS Current Date: 12-23-2008
Recommended

Information

Wirelcome to the Self Registration Tool,

Your userftraveler profile has been started but not completed; pleasze finizh prior to submitting

userftraveler profile for acceptance. Click on Recommended Information above to complete vour
profile.

If wou already have an existing user profile, and inadwertently created a self registration record, then

click here to delete wvour staging profile. You will then be able to re-login and activate wour
production profile.

This is where wou enter the data that goes inko vour DTS Personal Profile.
In the Recammendad fformation section, some fields are marked with an asterisk (*) or are preceded by bolded text,

& TF thiers iz an ackerick Fo Fhe leFE AF A Firld  Fhic daka rosk be enbered heFors senn ran 2obimit woone Self-renickrakinn
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Defense Travel S}'Stl!m Home lecommended Infor mation Preference Information Self-Registration Submit
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Currant Crate: 12-23-2005

Field with ' *' iz a required field when wou submit on the SELF-REGISTRATICON SUBMIT page.

Fields with a bolded Field Mame are required to save data on the CURRENT page.

MANDATORY INFORMATION

GEMERAL INFORMATION

First Mame » FRED

Lazt Mame » SPAWALR-B

Middle Inftial » D Fill in required
SN XXXXX1234 Information (*)
(Use nps.edu email)

Gender »

* Email Address » | fred@myemail. com ]

Email Address , | red@myemail corn |

A Please Re-enter the Email Address that you entered abowe for the walidation purpose.

MalLiMG ADDRESS

@ Done é ﬂ Inkternet
E—— e
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MAILING ADDRESS __

* ihailing Street 1 [123 Baker Street |

Mailing Street 2+ | |

*Cityr | Seaside

* State S Country e I:I G

A Click on the icon 19 M ust use
“TpfPostalCoder [ ] State/Country
Iz thiz the same az Rezidence Addresszis O ves
& Mo [If not, we'll a — _ _ ~ion page.)

REOURED WORK IHFORMATION

Civilian / ilitary »
Title / Rank» |AD-00 |v]

O Yes

Tech Status »
ko

* Organization » |

A Click on the icon to select a value

Service [ Agency of Assisnment »

Must use
State/Country
Lookup

Office Street 1+ |

Office Street 2 |

City ¥

State S Country e I:IQ‘

A Click on the icon to select a value
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O 0OCONUS & LS Ter
Enter either a code or narge try code
B valus
Code | CA
Mame » | E
= Ik vou for it on the Preference Information page.)
Q,
B value
&) Done B 4 Internet i
City s | |
State S Country e I:IQ‘
A Click an the ican to select a walue
P B i
@ | | E | | é i Inkernek |

AT 1011 A



| Defense Travel System - DTS - Microsoft Internet Explorer
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Var Qs
State/Country Search Results
JBe e @

i Generate

Help for this screen

Code Twpe Definition Conus Flag

CA s CALIFORNIA C

Select State Code

Current Departure

Status Date Type

Hocuments found,

@ Done | | | | | é a Inkernet
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MAILING ADDRESS )

* ihailing Street 1 [123 Baker Street |

Mailing Street 2+ | |

*Cityr | Seaside

* State S Country e Q‘

A Click on the icon to salect 3 walue

* Zip f Postal Code » |23511

® e

Iz thiz the same az Rezidence Addresszis

) Mo [If not, we'll azk ywou for it on the Preference Information oaoe
Click on the Icon
Civilian £ Mhilitary » to select an

Title / Rank organization

O Yes
ko

REOURED WORK IHFORMATION

Tech Status »

* Organization » | Q

A Click on the icon to select a value

Service [ Agency of Assisnment »

Office Street 1 | |

Office Street 2 | |

City | |

State S Country e I:IQ‘

A Click on the icon to select a value

@ | | E é i Inkernek
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Search for Organizations
2% Bookmarks~ 5 18 blocked

RIEGER

Basic Information senice / . | United States Mavy - MAWY
hoenoy
Type» | US -- US v/
State » | CALIFORMIA V|

Select

Site » | MNaVAL POST GRADUATE SCHOOL

Information from
drop downs

CAMNCEL

Press OK

I@j Done S & Internet

* Email Address » | 1

MaILIMG ADDRESS

* Mailing Street 1 » | 1

Mailing Street 2 » | |

*(ﬂyp| 1

" Atate S Country » I:l 9

A Click on the icon to selact a value
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Select AIATION SAFETY ALY CALIFORMIA
PRAESTANTIA PER SCIENT1Ay
1
Select COMPTROLLER R ALY CALIFORMIA \\/
Defense Travel System Select Flan O MY CALIFORMIA

Select FLK RN CALIFORMIA PreSS the M Iink if
CALIFORMIA you knOW yOlJr
Setect organization

FanC

Select

Select CALIFORMIA
Select 35015 NEE CALIFORMIA
Select HRO Y e CalLIFORMIA
Select 14 R atny CalLIFORMIA

select INWVITATIONAL TRAVEL ORDERS MANY CALIFCRMIA Select NAVAL POST
ssiect [ mece Rl GRADUATE SCHOOL
et | O - if you do not know
your organization

Select LIBRARY RN

Select RawaL POST GRADUATE SCHOOL CALIFORMIA
Select PRESICERT NEE CALIFORMIA
Select PROWOST T & CALIFORMIA
Select PLUEBLIC wORKS R at"y CalLIFORMIA
Select RESE&RCH RatSy CaLIFORMIA
Select 5155 RlatSy CALIFORMIA

Students should select

STUDENT AFFAIRS

Service £ fzencyr United States Blawws - RAWY

Twpe» U5 -- U5
State » CALIFORMIA

Site » MAVAL POST GRADUATE SCHOOL

poge 1 of 3 N IEETH 41 toral rows
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Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

STUCEMT AFFAIRS

TRAC

unused

unuszed

unused

unuszed

unused

unuszed

unused

unused

unused

unused

unuzed

unused

unuzed

unused

unuzed

unused

unuzed

unused

[HEAT

[EAT

[HEAT

[EAT

R

EAT

R

EAT

M AW

EAT

[EAT

EAT

[EAT

MAYY

[EAT

MAYY

CALIFCRMIA

CALIFORMIA

CALIFCRMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

ALIFORMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

CALIFORMIA

DO NOT Select unused.
(Your self-registration will be

assigned to a defunct
organization and will not be
processed.)
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E3) poboForm + |Search v | 57 logns = 5% TRAINING (+1) | Gy Mew Identity 373 Save @ Generate

o

DN226227103 STUDENT AFFAIRS is
A Click on the icon 15 Tem : DN226227102

Service [ Agency of Assignment » RAWY

* Organization »

Office Strest 1+ (123 ELM AVE

Verify that *Organization
begins with:

Cityr | Seaside DN2262271
State S Country e Q"

A Click on the jcon to select a value

Zip f Postal Code v (23511
Time fone »
Work Hours »

Emergency Contact Mame » |CDO |

Office Street 2» |

|757-555-1212 |

e el Carefully enter your bank’s
T © et O < Account Routing Number
Foount gy, T Cheekine T smine and Account Number
hecaunt Routing Humber s f‘;e.p (If you are not sure of these
values, leave blank. The
Travel Office can enter
TRAVEL RESERVATION INFORMATION them Iater.)

GOVERNMENT CHARGE Carn (GOVCC)

Emergency Contact Phone Mumber »

ELECTROMIC FUMDS TRAMSFER DaTa

fdoccount Mumber v |4131456?9E |

Financial Institution » BARK OF AMERICA, M. &,
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File Edit Miew Favorites Tools  Help

E3) poboForm + |Search v | 57 logns = 5% TRAINING (+1) | Gy Mew Identity 373 Save @ Generate

fccount Routing Mumber » 051000017 S

A Click an the icon far help

Account Mumber » |41 4578

TraveL RESERVATION INFORMATION

GOVERNMENT CHARGE Carn (GOVCC)

Sdvance Authorzation » | CARD HOLDER V|

Financial Institution » BAMEK OF AMERICA, M. &,

Select CARD HOLDER and
Enter Account Number
and Exp. Date

Account Mumber » |4242424242424242

GOVCE Exp, Date , |03/ 3072008 |[H]

A Farmat is mmAdd Annng
PREFEREMCE INFORMATION

IF you have a Government
Travel Credit Card
(GOVCCQC)

Printed Organization » | Student Affairs

Present Duty Station » |

files from Office to &irport s I:I

Offiee Phone, |757-555-1212 |
A Farmat: 999-999-9999 9999 ; up to 20 characters

Office Fax» | | N
A Farmat: 999-999-9999; up to 20 characters

Office Mail Stop v | |

Crganization Email » |B—FSUDTA@YAHDD.CDM

nit 1D (UICSRUCPASSCOCE] » | 62271

FOREIGH TRAVEL INFORMATION

OFFcaL (Mo-FEg) PassPORT INFORMATION

é i Inkernek
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Birth Date s L &
A Format is mmAdd Ay

Pazzport Mumber » | |

lzzuing City » | |

lzzuing State f Country e I:I S

A Click on the icon to select a value

Expiration Date » I:'EI

A Farmat is mmAdd Annng

REGULAR (TOURIST) PASSPORT IMFORMATION

First Mame » | |

Last Mame » | |

fiddle Initial » D
Birth Date » I:IE

A Farmat is mmadd Snney

Paszport Mumber» | |

lzzuing City » | |

lzzuing State S Countrv e I:I %

A Click on the icon ta select a value

Expiration Date » I:IEI

A Format is mmAdd Ay

Press Save button (at Ex
bottom of page) to save

information

é i Inkernek




=]

2l https:/dtscdcwebgov. defensetravel.osd.mil - B001.2 - Microsoft Internet Explorer

File Edit Miew Favorites Tools  Help % " ﬂﬁ‘.
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Logged In As: FRED SPAWAR-B Close Window Rl
Screen 1D 5001,2 Help for this screen

Defense Travel S}'Stﬁm Home Recommended Information ce Information Self-Registration Submit
A New Era of Government Travel

Current Drate: 12-23-2005

Automatically moves from
Recommended Information
to Preference Information
page when saved

Field with ' * ' iz a required field when wou zubmit on the SELF-REGISTRATION PRE

RESIDEMCE ADDRESS

* Residence Street 14 |123 Baker Street |

Residence Street 2 ¢ | |

* Residence Citv s | Seaside

* Residence State S Country « Q"

A Click an the ican to select a value

Fesidence Zip / Postal Code » 23511
Milez from Home to &irport » I:I

|757-647-4¢15 |
A Farmat: 999-999.9999 %9999 up to 20 characters

|757-647-4¢15 |
A Farmat: 999-999-9999; up to 20 characters

* Rezidence Phone »

Residence Fax»

AR TRAVEL PREFEREMCES

sl —

@ Done é i Inkernek
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E3) poboForm + |Search v | 57 logns = 5% TRAINING (+1) Sy Mew Identity

3 5ave @ Generate

FREOUEAT FLTER

Edit Delete Frequent Flyer Mo

Airline fMember Mo Member Status

Mo data in query results.

LODGING PREFEREMCES

Preferred Lodging »

Lodging Special Needs » |

REnTAL Cak PREFEREHCES

Preferred Rental Car»

Rental Car Special Meeds » |

Perzonal Remarks » |

SMOKING PREFEREMCES

& Mo O Yes

Press Save button (at
bottom of page) after

entering Preference
Information

CAMCEL
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File Edit Miew Favorites Tools  Help % " H{.
E3) poboForm + |Search v | 57 logns = 5% TRAINING (+1) | Gy Mew Identity 373 Save @ Generate
Logged In As: FRED SPAWAR-B Close Window
Screen 1D 50031 Help for this screen
Defense Travel S}'S't&m Home Recommended Infor mation Preference Information Self-Registration Submit

A New Era of Government Travel

Current Drate: 12-23-2005

Automatically moves from
Preference Information to Self-
Registration Submit page when

saved

You are going to submit the traveler profi

Press Submit button to _ _
send information to the

Lead Defense Travel
Administrator (LDTA)

@ Done é i Inkernek
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File Edit View Favorites Tools  Help % - 5'.
E3) poboForm + |Search v | 57 logns = 5% TRAINING (+1) | Gy Mew Identity 373 Save @ Generate

Close Wiindow

Defense Travel System
A New Era of Government Travel

Your self registration has been submitted. A DTA will review vour registration and a notice will be sent to vou either by email (if orgamization email is
set) or by phone to let you know if vour self registration is approved or rejected.

Confirmation of Successful Self-Registration
Contact the helpdesk at if
you do not receive a response in 48 hrs.

@ Done é i Inkernek
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