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It is important for travelers to ensure that 
Electronic Funds Transfer (EFT), home address, 
and Government Travel Charge Card (GTCC) 
information is current in your DTS profile.  If this 
information is not kept up to date, airline and 
other travel reservations, and/or travel 
reimbursements may be affected. In addition to 
the information above, you should periodically 
check your profile to ensure other information 
such as rank, organization, phone number, 
emergency contact and other traveler information 
is current. 

When should I update my profile? 

• GTCC expires or is reissued 
• New bank account 
• New email address 
• Moving/Permanent Change of Station  
• Promotion/New job  

 

1. From your DTS homepage (after login), 
mouse over to Traveler Setup on the top 
menu bar and select Update Personal 
Profile. 

 

 

 

 

 

 

 

 

 

2. On the My Profile screen, click on each 
section to verify your information (My 
Preferences, My Additional Information, My 
TSA Information, My Account Information).   

3. To save changes, select the Update Personal 
Information button at the bottom of the 
screen  
 

* If you are unable to log in to DTS, contact your  
Defense Travel Administrator (DTA)  

to update your profile. 

  

Updating Profile  
Information  

in DTS 


