
Overview of DDTC’s IT Modernization Effort:
The Directorate of Defense Trade Controls (DDTC) is undergoing a major IT Modernization effort to replace legacy 

systems with modern cloud technologies. The new system, the Defense Export Control and Compliance System 

(DECCS), replaces DTRADE, EFS, and MARY, and provides industry access to several DDTC applications through a 

single, online portal. As part of this IT Modernization effort, DDTC developed a Registration Application that 

allows customers to apply for a Registration Code – the first step in applying for a DDTC License.
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Introduction to the Registration Application:
The purpose of this guide is to walk users through how to successfully renew your Registration (DS-2032), 

including how to:

• Renew Registration

• Submit Registration to a Senior Officer

• Senior Officer submits registration to DDTC

• Pay for Registration

• Retrieve Registration letter
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1. Once logged in to the DECCS Industry Service Portal page, navigate to the Registration application.

2. Select “Renew“ button on the dashboard to begin the renewal process. 

Note: You will only see the ‘Renewal’ button if your registration is within 90 days of your registration 
expiration date, which will allow you to draft your renewal application. It will first appear 90 days before the 
expiration date and will remain until the application is renewed. Please note that you may only officially submit 
your registration to DDTC 60 days prior to your expiration date. If the registration has lapsed, you will still need 
to click the renewal button in order to renew.

BEGIN RENEWAL PROCESS
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1. Begin by reviewing Block 1. Note that all fields are editable when renewing a Registration.

2. Click “Next” to advance through the application. Clicking "Next" will save your progress – but be sure to click 

"Save" often while working on a block. Using the tabs at the top for navigation will not save your data.

3. For LAPSED REGISTRATIONS, on Block 2, new questions related to renewal display and must be answered. Note that 

additional questions may appear depending on your answers to the questions. Remember that all required fields 

are marked with an asterisk (*).

4. Verify content on Blocks 3, 4, and 5. Update if necessary.

RENEW REGISTRATION (CONTINUED)
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1. On Block 6, click the “+” to expand and see all of the information. Add senior officer information. If "Other" is selected, 
you must attach supporting document explaining the senior officer's title and authority to sign the registration 
application. Note: Not all Senior Officers designated in block 6 are eligible to sign and submit. The Senior Officer must 

also be a U.S. Person (as defined by ITAR §120.15) in order to sign and submit.

2. Verify content on Block 7. Update if necessary.

3. On Block 8, each Subsidiary/Affiliate is defaulted to “No Change” for “Select Type of Modification.” If a modification 

is needed, the user must select the appropriate radio button to enable the fields.

4. Verify content on Blocks 9 and 10. Update if necessary.

RENEW REGISTRATION (CONTINUED)
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COMPLETE RENEWAL REGISTRATION
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Registrations cannot be submitted until 

all mandatory fields are completed.

1. In Block 11, in the ‘Senior Officer’ 

field, use the drop-down to select 

the officer that will sign this 

Registration for submission. These 

options are sourced from the 

parties entered in Block 6 of the 

form. Note: Not all Senior Officers 

designated in block 6 are eligible to 

sign and submit. The Senior Officer 

must also be a U.S. Person (as 

defined by ITAR §120.15) in order 

to sign and submit.

2. When uploading a supporting 

document, you must select the 

document type from the drop-down. 

Documents with an asterisk are 

required. Note: The drop-down will 

initially display as a single row 

field. You need to click inside the 

field (or on the up/down triangles 

at the end of the field) for the drop-

down to expand and show all 

the values. The selection may be 

bold, but it is still selectable.

3. You will know you’ve successfully 

uploaded a document when you 

see the file name hyperlinked. You  

may click the trashcan to remove 

the file.
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1. On the bottom of Block 11, when the drafter is done with the registration, they will submit the registration to the Senior 
Officer for review and submission to DDTC. Select "Yes" on the confirmation pop-up to proceed or "No" to return.

1

2. The status will change to Awaiting Senior Officer Signature.

3. You may "View Details" to see the draft of the Registration, or "Recall" to send it back for drafting.
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When the company representative selected in the ‘Senior Officer’ drop-down accesses the Registration application, the 

submitted Registration will be available.

1. The In Progress section displays the current application – where they can sign, return to the drafter, or delete.

2. The Application History section displays any previous applications.

3. The Notification Letters section shows the most current registration letter for your company. 

SENIOR OFFICER LOGS IN TO DECCS REGISTRATION APPLICATION
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1. The Senior Officer clicks "Review and Sign" to review the registration. If the Senior Officer has concerns about the 

submission, the Registration can be sent back to the submitter using the ‘Return To Draft’ action. Note: Not all 

Senior Officers designated in block 6 are eligible to sign and submit. The Senior Officer must also be a U.S. Person 

(as defined by ITAR §120.15) in order to sign and submit.

2. The Senior Officer will be directed to Block 11. To submit to DDTC, select "Complete Application", fill in the Senior 

Officer’s name, and click "Submit."

3. Once the Registration has been signed, it will be forwarded to the Office of Defense Trade Control Compliance, and 

the status will change to Awaiting Analyst Review followed by Awaiting Officer Review.  The typical review time is 30-

45 days.

4. If you need to edit a registration that is under review by DDTC, you will need to request a Return Without Action 

(RWA) by clicking the “Request RWA” button to make the changes, and then resubmit. Note: This action is not 

instantaneous. 

SIGN AND SUBMIT REGISTRATION (SENIOR OFFICER)
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1. After DDTC reviews your registration, the status will change to Pending Payment. Click the “Make Payment” button on 

your registration dashboard. 

2. View the payment details and then click “Make Payment” to go to the payment interface. 

3. The following payment types are accepted:

a. PayPal and Amazon - $10,000.00

b. Credit card - $24,999.99

c. Debit card – up to the bank that issued the debit card

d. ACH - $99,999,999.99
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After successful payment, the status will change to Completed.

1. You may now Amend your active registration (See “Amend a Registration” User Guide).

2. In the Application History, you can see the previously approved registration application(s) and the renewal with the 

most recent on top.

3. In the Notification Letters section, you can see the previous letter(s) and now the renewal letters.

RETRIEVE REGISTRATION LETTER
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REGISTRATION STATUSES
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Status Definition

Draft
New Registration that has not been completed, is still with the company and is 

not signed.

Awaiting Senior Officer Signature
Ready for the Senior Officer review and signature. At this point the registration is 

still with the company.

Awaiting Analyst Review The registration is currently under review by a DDTC Analyst.

Awaiting Officer Review
The registration application is currently under second level review by a DDTC 

Officer.

Pending Payment
Application is waiting for payment. Only occurs for new and renewed 

registrations.

Completed
The registration has been paid for and approved. Licenses can now be 

submitted against the registration.

Cancelled Active registration has been cancelled by the Registration Office.

Payment Cancelled Senior Officer cancels the payment.

Payment Transaction Error Payment was rejected. Please work with pay.gov to determine the issue.

Returned Without Action

The registration has been returned to the company due to issues with the 

application. The application is marked as an RWA’d submission and added to 

the Application History section of the Registration home page.
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SHARE YOUR FEEDBACK

1. Return to the DECCS Industry Service 

Portal by clicking “DECCS Industry Service 

Portal” at the top of the screen.

2. Click on the “Submit Feedback” tab on the 

right side of the screen to open the 

feedback survey.

3. Select the applications and account 

features on which you’d like to share 

feedback by selecting the associated 

checkboxes. You may select more than 

one. Enter your feedback, select a rating 

and click “Submit.” Thank you!
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