
 

D5SR FINCEN SUPPLIER 
NUMBER & E2 SOLUTIONS 
ACCOUNT INSTRUCTIONS 

 

 

 

FINCEN SUPPLIER NUMBER 

If you are traveling or conduct patrols, you will need a FINCEN Supplier Number. This is a 
unique number created by FINCEN that will allow you to be reimbursed for travel claims or 
patrol orders.  

 

FSMS FORM 

If you don’t have a supplier number, then you will need to complete the FSMS form. You will 
fill out sections 1,4. 

For section one clicking vendor type you will click on Auxiliarist.  

 



 

After you have completed it, you can either request a drop link via DOD safe from the 
DIRAUX oƯice or you can mail it via USPS. As it contains PII, do not e-mail unless password 
protected.  

DIRAUX E-MAIL:  D05-SMB-D5-DirAux@uscg.mil  

DIRAUX Mailing Address: D5 Auxiliary DIR-SOUTH (DPA-S) 
431 Crawford St. Room 119 
Portsmouth, VA 23704  

 

E2 SOLUTIONS 

Once the DIRAUX oƯice has received your supplier number from FINCEN, DIRAUX will 
create your ETS profile, and send you an initialization email. Then you can login, change 
your password, and finish setting up your account. 

First time login in:  

Username will be USCG-your supplier number. 

Password will your supplier number with a “S” first before the number 



 

Once you have logged in you will have to set up your security question and change your 
password. 

You do not need to assign a specific travel arranger since the Approving oƯicial can see 
everyone’s account in the USCG from their account. 

You will also need to add your home address and a personal credit card on file for making 
reservations.  

 

CREATING AN AUTHORIZATION 

On the home page under “start a travel document” click on the arrow down and click create 
an authorization and then click go. 

 

 

 

If you previously made air or hotel reservations a box will pop up that you can add your 
reservations to your authorization, click on the OA or GA selection and it will allow you to 
pick you reservations for your authorization, once you have selected your reservations click 
create trip. If you have not made reservations, continue to select type of travel. 

 



 

 

Step 1: create an authorization, pick the type of travel and name your trip.  

 

 

 

 

 



Step 2: this is where you can edit, add or cancel your reservations.  

 

 

Step 3: is site details, here your will put your departing date, time and location. The 
box below you will add returning date, time and location. There is also a spot in both boxes 
to choose your mode of transportation.  

NOTE: Primary mode of transportation is POV (personally owned vehicle). 

 



Step 4: is adding expenses, lodging cost & taxes, mileage, tolls, parking, etc. Also 
verify MI&E for travel area. Let E2 calculate mileage and costs.  

NOTE: For D-Trains, hotel is specified. 

 

 

Click “add new expenses” to add each expense. Choose the day of expense, after that 
there is a drop down for type of expense. There are a lot of options but most common is 
POV, gas, tolls, parking. Add the amount, if over $75 you will need to upload a receipt. Once 
you have finished, click either save and new if you have more expenses, or save and close. 

 

 



Step 5:  is adding the “poet” accounting code. SK2 adds the poet, you will not need to 
do this step. Click next step. 

 

Step 6:  is travel policy, for hotel booking justification you will choose lodging through 
meeting conference for D-Train. After you have chosen justification, you will click save and 
next step. 

 

 

Step 7:  is the summary page; here you can look at the whole claim. At the bottom 
you can add remarks and receipts or attachments. 

 

At the very bottom you will see “send to approver”, once you are done with your 
authorization you will click that.  

 



AMENDING AN AUTHORIZATION 

In the event you go over the amount of the original authorization you will need to amend it 
for the new cost. You will go to trips and click on the trip, and you will see a link called 
amend authorization, click it. 

 

Once you have clicked, edit your expenses in the expense tab, once you have corrected 
that go to the last tab and click send to approver. 

 

MAKING RESERVATIONS (If Needed, Not Applicable For D-Trains) 

Go to your home page and you will see a drop-down icon, click it and look for reservations 
click on it and click go. 

 



From here it will take you to page shown below, you will input your dates and where you are 
going to and from. You will choose if you need flight, hotel, or rental car (if applicable).  

 

Once you have input all the information for your travel click search  

After you have picked flight, hotel, or rental car it will take you to a screen with all the info 
and prices scroll to the bottom.  



 

 



You will pick how your air flight will be billed, and it will always be the CBA. With car rental 
and hotel (if applicable), you will have to provide your own card, since AUX do not have a 
GTCC (government travel credit card).  

NOTE: For D-Trains, hotel reservations are made at the hotel specified with link provide on 
the D-Train Registration Website. 

Once completed scroll the very bottom and click complete reservation. 

 

VOUCHER 

For creating a voucher, you will click on trips on the home screen and find your trip and 
click show trip. Once on the trip dashboard click on voucher. 

 

 

Once on the voucher you can go through the steps and make sure everything is correct. On 
the last page you will upload your receipts (attachment link on the left) from travel and click 
send to approver. Don’t forget miscellaneous charges like lodging taxes, tolls, parking, etc. 

 


