
Manually Group Travelers 
 
Any time you receive a traveler, you will need to manually add them to your group.   
 
***All Cross Orgs that the FDTA completes, the traveler must be grouped*** 
 
You will need the Full SSN in order to group them. 
 
Open the DTA Maintenance Tool within DTS 
 

1. Select “Groups” from the dropdown 
2. Look under “Individual Group Members” and click “Add” to group the individual manually to your 

Group in DTS 
3. Fill in the blanks on the window that opens, starting with verifying the name of your organization and 

the org’s group name.  Enter the traveler’s SSN. 
4. Click the “Add Member” button  
5. The bottom pic is the window that opens after a traveler has been grouped.  This one shows the 

traveler was grouped to DM6105 at the top in red font. Beneath is shows the traveler name, partial 
SSN and the organization the traveler belongs to and that it was a manual add to the group.   

6. If a traveler has already been added to your org’s group, there will be a message across the top of the 
screen that says “this person has already been manually added to your group” 
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