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• Overview and Purpose

• In-Person Proofing Process

• DS Access Station Application Walkthrough

• DS Address Update Application Walkthrough

• DEERS “Add a Person” Exception Process

• Open Discussion Among Participants

In Person Proofing Using DoD Self Service Access Station v. 0.1 User Guide

Agenda



Overview

• VA and DoD are working together to provide self-service functions 
to Service Members and Veterans

• Defense Self-Service Logon (DS Logon) credential will be accepted 
by several VA projects as a user credential:

• eBenefits •  MyHealtheVet
• TRICARE Online • ROES

• DS Logon is issued by DoD and requires users:
• To be registered in DEERS
• To be in-person proofed if accessing PII/HIPAA information
• To follow strict password guidelines

• Defense Manpower Data Center (DMDC) manages DS Logon 
credential for VA and DoD 3



DS Logon Definitions

• DS Logon – Basic Account (Level 1)

• Limited access to self-service features

• Does not allow user to access any personally-identifiable 
information (PII) in VA or DoD databases

• Can be obtained online at eBenefits website

• Requires user be registered in DEERS

4



DS Logon Definitions

• DS Logon – Premium Account (Level 2)
• Unlimited access to all self-service features

• Allows user to access PII in VA and DoD databases

• Can be obtained online by those with a DoD CAC, DFAS 
myPay or MyHealtheVet account.  Applicable to:

• Service Members
• Vets who are DoD Employees / Contractors
• Vets with a MyHealtheVet account
• Retirees with myPay account

• All other Veterans must be in-person proofed at VA 
Regional Offices 5
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• DS Access Station
• DMDC web-based application to register in-person proofed 

Veterans to obtain a DS Logon
• Future Capability – In-Person Proofing for dependents also
• Stores identification information presented by Veteran
• Enables upgrade from Basic to Premium account

• DS Address Update
• DMDC web-based application to update address information 

for personnel in DEERS

• DS Security Online
• DMDC web-based application that grants Public Contact 

Representatives access to DS Access Station / DS Address 
Update 

DS Logon Registration Web Applications



In Person Proofing Process

• When a Veteran requests a DS Logon (new or 
upgraded), they must:
• Be in person at a VA Regional Office
• Verbally provide their SSN
• Present two forms of identification
• Present proof of current mailing address, if identification 

is not current

• Public Contact Representative will:
• Confirm the identification of the individual
• Use DS Access Station to register the Veteran
• At successful conclusion, notify the Veteran that they will 

receive their DS Logon activation code in the mail in 6-12 
days 7



Acceptable Forms of Identification
Primary Identifications Accepted Secondary Identifications Accepted
Picture ID From Federal or State
Government

Non-Picture ID or Acceptable Picture ID not issued 
by Federal or State Government

• State-Issued Drivers License
• State DMV-Issued ID Card
• U.S. Passport (unexpired or expired)
• Military ID Card
• Military Dependent’s card
• Coast Guard Merchant Mariner card
• Foreign Passport with appropriate stamps
• Permanent Resident Card or Alien 

Registration Card with a photograph 
(INSForm I-151 or I-551)

• ID Card issued by federal or state 
government
agencies provided it includes a photograph.

• Social Security Card
• Certified Birth Certificate
• State Voter Registration Card
• Native American Tribal Document
• Certificate of Citizenship (INS Form N-560 or 

N-561)
• Certificate of Naturalization (INS Form N-

550 or N-570)
• Certification of Birth Abroad Issued by the 

Department of State (Form FS-545 or Form 
DS-1350)

• Permanent or Temporary resident card.
• ID Card issued by local government agencies 

provided it includes a photograph or includes 
the following information: name, date of 
birth, gender, height, eye color, and address 

• Non-photo ID Card issued by federal or state 
government agencies provided it includes the 
following information: name, date of birth, 
gender, height, eye color, and address

• School ID with photograph
• Canadian Drivers License
• US Citizen ID Card (Form I-179) 8



Mailing Address Verification Documents

The following documents can be used to verify a mailing address:

• Phone bill from local phone service provider

• Electric bill from a local electrical service provider

• Fossil fuel (oil, gas, propane) bill  from a local service provider

• Credit card statement

• Checking or Savings account statement

• Local personal property tax bill

• Mortgage or rent payment voucher

9
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1. Go to 
https://www.dmdc.osd.m
il/appj/dsaccessstation/

2. Select Username / 
Password Logon 
Method

3. Enter your Username
and Password

4. Click on Continue

DS Access Station Logon Page

Note: Username and Password created by RO FCIO, and mailed to you from DMDC.
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1. Enter Veteran’s SSN in Sponsor’s Identifier Number field
2. Click Retrieve Information
3. If “Duplicate SSN error” displays, enter the First Name, Last Name, Date of Birth, 

then click on Retrieve Information again
4. If no record is retrieved, then Veteran does not have a record in DEERS – Go to the 

“Add a Person” Exception Process.

DS Access Station Retrieve Information Page
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DS Access Station – Overview Page
1. Overview will show status of DS Logon for Veteran

2. To register new account, click envelope icon next to Veteran’s (Sponsor’s) name

3. To upgrade an existing account, click medal icon next to the Veteran’s name

4. To view person information, click the spyglass icon next to Veteran’s name 



10

DS Access Station – Action Icons

View Person Information -
displays identity information Request a DS Logon – only 

present when account not active 
or does not exist

Upgrade From Basic (Level 
1) to Premium (Level 2) –
takes effect immediately!
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DS Access Station – DS Logon Status and Actions
• Status: Active – An account exists already. 
• Action: If Basic (Level 1), click medal to upgrade to Premium (Level 2).  

If Premium (Level 2), no further action required.

• Status: Not Created – Veteran has not previously requested any account.
• Action:  Click envelope to register for new Premium DS Logon

• Status: Requested – Veteran has already requested in person already
• Action: Tell Veteran to expect activation code in mail within 6-12 days

• Status: Deactivated – Account not used within last 12 months
• Action: Click envelope to request new Premium DS Logon

Future
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DS Access Station Individual Information Page

1. Match the photo 
displayed (if present) 
to the individual.

2. Validate the address 
and date of birth with 
the identification 
items.

3. Click on Request a 
DS Logon or Update 
Address to change 
the mailing address.

• Update Address
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DS Access Station – Add a Document
1.Select Document Type

2.Enter Document Serial #

3.Select Issuing Country

4.Enter State Code

5.Enter County / City Name

6.Enter Issue Date

7.Enter Expiration Date

8.Click on Add Document

Repeat this process for 
both (or all) identification 
items
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DS Access Station – DS Logon Request Page

• Match the photo 
displayed (if present) 
to the individual.

• Click on Request.



DS Access Station – Verify Delete 
Document
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If you click the red “X” to delete a document,  the following page will display and you 
must verify the deletion by clicking on the Delete Document button.
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DS Access Station – DS Logon Request Page

• Match the photo 
displayed (if present) 
to the individual.

• Click on Request.
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DS Access Station – Upgrade DS Logon Page

1. Match the photo 
displayed (if 
present) to the 
individual.

2. Validate the 
address and date 
of birth with the 
identification items.

3. Click on Upgrade.
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DS Address Update

The Consent to Monitor Banner will display. After reading click OK
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• This page displays all address and contact information for the Veteran that is in DEERS.
• Only the mailing address is of interest at this time.
• Select Update Your Address to change the address information.

DS Address Update – Current Address

Note: These updates will not affect or update VA address records at this time.
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1. Enter the correct mailing address in the Residential Address fields.

2. When done, select Continue.

DS Address Update – Updating the Address

Note: These updates will not affect or update VA address records at this time.

Future
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DS Access Station – Log Off

• To log off, click the Log Off link 
in the upper left-hand corner of the 
application.

• To go back to the Retrieve 
Information page after registering 
a Veteran, click Restart.



Exception Process: 
Veteran Not in DEERS but in SHARE

• For Veterans that are not in DEERS, but that are in 
SHARE, do the following:

• Collect the identity information that would be entered 
into DS Access Station

• Record that information in an encrypted email

• Address email to VAOITeBenefitsProfile@va.gov

• Notify the Veteran that the process to add them to 
DEERS will be handled by staff at VBA/VACO
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• Encrypt the email using button shown below

• In subject line enter “Please add Veteran to DEERS”

• Include full name, SSN, DOB, gender, all clarifying info. 
for both identification items and SHARE application 
where Veteran was confirmed (Corporate, MPI, etc.)
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Exception Process: 
Veteran Not in DEERS but in SHARE

VAOITeBenefitsProfile@va.gov

Please add Veteran to DEERS



Exception Process: 
Veteran Not in DEERS or SHARE

• For Veterans not in DEERS or SHARE, do the following:

• Collect the identity information that would be entered 
into DS Access Station and original DD-214 from Veteran

• Record that information into encrypted email and scan 
and attach DD-214 to email

• Send email to Add Person Mailbox at 
VAOITeBenefitsProfile@va.gov

• Notify the Veteran that the process to add them to 
DEERS will be handled by staff at VBA/VACO 27
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Exception Process: 
Veteran Not in DEERS or SHARE

• Encrypt the email using button shown below

• In subject line enter “Please add Veteran to DEERS”

• Include full name, SSN, DOB, gender,  all clarifying 
info. for both identification items and a scanned copy 
of the Veteran’s DD-214 as an attachment (paperclip 
icon)
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Please add Veteran to DEERS



Questions?  Comments?  Tips?
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