Information Paper:
Multiple Profiles in DTS MANseE I OPCE

Introduction If you have multiple roles in DTS, you may need different DTS profiles. Examples of
individuals that need different profiles include, but are not limited to:

e You are employed as both a DoD civilian and a member of the Reserve/Guard
e You require access to multiple DTS organizations

Steps to 1. Onthe DTS Welcome screen, select Reset Profile (Figure 1). The Reset Profile pop-
Activate a up screen opens (Figure 2).
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Figure 1: DTS Welcome Screen — Reset Profile Button
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Reset Profile

You have selected to reset your user profile. This allows users with more
than one profile the ability to log in to any of their current profiles. If you
select "Continue” DTS will reset your User ID and log you out immediately.
When you log back in you will be prompted for your SSN; type in the SSN of
the profile that you want to log in under, i.e. xxx-xx-xxxxR. If you have
selected the Reset Profile button in error please select the "Cancel” button
and you will be taken back to the DTS Homepage of the profile you are
currently logged in under.
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Figure 2: Reset Profile Pop-up Screen

2. Select Continue. DTS logs you out and returns you to the DTS home screen.
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3. The next time you log onto DTS, after you accept the Privacy and Ethics Policy, the
User Activation screen opens (Figure 3).
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User Activation

Your user account needs to be activated.

If yvou would like your account activated, complete the
form below. The form reguires that you enter your social
security number twice. Please enter your 55N exactly
as it appears in your profile and indicate whether
you are a member of the Reserve Component
{Reservist or National Guard)

Enter Social Security
Number:

Reenter Social Security
MNumber:

Reserve/National Guard:

Submit Cancel

If the values entered match an account in Defense Travel
System , vou will automatically be logged in.

Selecting the "Cancel” button will terminate the activation
process.

Figure 3: User Activation screen

4. Enter your SSN twice, and then select the Reserve/National Guard box if you are
logging in as a Reserve Component member. If you are not logging in as a Reserve
Component member, leave the box unchecked.

5. Select Submit.

You are now logged in with your other profile.
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