
Didja Know – How to Reset Your 
Profile

If you are a Technician and require 
travel orders for your “weekend” job, 

follow these steps…..



Didja Know – How to Reset Your 
Profile

So, your unit says for drill this month 
we are going to Salina for a class.



Didja Know – How to Reset Your 
Profile

Incase you are confused about the 
“old way” versus the “DTS way”…..



Didja Know – How to Reset Your 
Profile

The “old way” was a Format 400 
Travel Order…..



Just like you have done a 
thousand times as a 

Technician, Login to DTS……



Didja Know – How to Reset Your 
Profile

Ok, maybe only 999 times!



After you have logged in to 
DTS, Click the “Reset Profile” 

button.

Joe Snuffy

Click



XXX-XX-XXXXG

Read the info above…. Don’t forget the 
“G” at the end of your SSAN as you 

change to your “Guard” profile!

Then Click “Continue”.



When you click that Reset button, you will be 
sent back to the DTS home page…. But that’s 

ok!  

There is a reason for everything!

Just log in again!



You might get this pop-
up……….. click Yes.

Click



There will be a 
test later… so 

read up!

Click Just kidding!
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Don’t forget… we are 
switching to our 

“Guard” profile…. So 
include the “G”.

Enter your SSN twice 
then click “Submit”.



Hey!  You did it!
But how can you tell for sure that you 

are in the “Guard” profile??

Joe Snuffy



The Welcome screen will look a little 
different.

Instead of your “office symbol” you will 
see your Unit name… or at least a part 

of it.

Joe Snuffy

Look at your organization



So when you are ready to go back 
to your Technician Profile, you 

reverse the process.

Click



And here we are again…

Click LOGIN TO DTS

Click



You might get this pop-
up……….. click Yes.

Click

Kinda feels like we are repeating 
ourselves, huh?



Ok, no test this 
time!

Click You passed it the first 
time!



XXX-XX-XXXX

Read the info above…. Don’t forget there 
is NO “G” the end of your SSAN as you 

change back to your “Technician” profile!

Go ahead and Click “Continue”.



And ONE more time… how can 
you tell this is your Technician 

profile?

Joe Snuffy



Look at your Organization. You should 
see your “Office” symbol again and 

NOT your Unit name.

Joe Snuffy

Look!



And Now You Know – How to 
Reset Your Profile

Ta-Da!



Questions?

All questions about M-Day 
orders should be directed to 

the G-3 shop.


