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Open a web browser and 
load the DSS site 
https://dss.un.org. 
 
Enter your UN email 
address as your username 
and enter your password. 
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Once logged in, select  
TRIP icon at the bottom 
of the page 
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A new window will appear for 
you to select a travel type. 
 
Create travel details (one way 
or round trip): is used to 
submit a travel request for 
yourself, consisting of single a 
travel segment or round trip. 
 
Select Create travel details 
(one way or round trip). 
 
Create travel details (multiple 
stops): is used to submit a 
travel request consisting of 
multiple travel segments and for 
multiple travellers. It also 
includes transit information.  
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Begin filling out 
your travel 
information. 
 
Select the 
checkbox that 
indicates your 
travel type: One 
Way, Round Trip 
or Unofficial travel  
  
 
 
 
 
 
 
 
 
 
 
 
When done click 
on  “Save Travel 
Segment” 
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You will see a 
message that reads  
 
“Your request has 
been successfully 
been sent.” 

 
 

 

 
Note: You will also receive an automatic email message regarding your travel 
request. 


