
Self Registration 



Login button to begin self 
registration 

Login button to begin self 
registration 

DTS Website 

Before pressing LOGIN TO DTS 
insert your CAC in the reader. 

WAIT until the light on the reader 
stops blinking or blinks faster 

than when first inserted. 



Accept Privacy and  
Ethics Policy 



Enter your CAC Pin and 
then press OK 

CARD DISABLED 
AFTER 3 REJECTS! 

If you are already registered at 
another command, the Welcome 
page will be displayed.  Contact 

the DTS helpdesk. 



Enter Social 
Security 
Number Twice 
(No Dashes) 
and Press 
Submit button 



Press Self Register 
Button 



Drop down  
Administrative menu 



Press Self Registration 



Press 
Recommended 

Information 



Fill in required 
Information (*) 

(Use nps.edu email) 
XXXXX1234 



Must use 
State/Country 

Lookup 

Must use 
State/Country 

Lookup 

Seaside 



Type State 
Code 

CA 



Select State Code 

CA CALIFORNIA 



Click on the Icon 
to select an 
organization 

Seaside 

CA 



Press OK 

Select 
Information from 

drop downs 



Select NAVAL POST 
GRADUATE SCHOOL 

if you do not know 
your organization  

Press the Select link if 
you know your 
organization  

Students should select  
STUDENT AFFAIRS 



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

assigned to a defunct 
organization and will not be 

processed.) 



Verify that *Organization 
begins with: 

DN2262271.. 

Carefully enter your bank’s 
Account Routing Number 

and Account Number 
(If you are not sure of these 

values, leave blank.  The 
Travel Office can enter 

them later.) 

DN226227103 

Seaside 

CA 

STUDENT AFFAIRS is 
DN226227102 



Select CARD HOLDER and 
Enter Account Number 

and Exp. Date 
IF you have a Government 

Travel Credit Card 
(GOVCC) 

Student Affairs 

62271 



Press Save button (at 
bottom of page) to save 

information 



Automatically moves from 
Recommended Information 
to Preference Information 

page when saved 

Seaside 

CA 



Press Save button (at 
bottom of page) after 
entering Preference 

Information 



Press Submit button to 
send information to the 
Lead Defense Travel 
Administrator (LDTA) 

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

saved 



Confirmation of Successful Self-Registration 
Contact the helpdesk at 866-817-5245 x2 if 
you do not receive a response in 48 hrs. 
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