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■ WHAT IS NEEDED TO CONDUCT A VIRTUAL PASS

■ Visitor Creates a DBIDS Profile on 

https://dbids-global-enroll.dmdc.mil/preenrollui/#/landing-page

■ Visitor needs to provide a Driver’s License/ID and their Social Security Number

■ Visitor will need to provide a scanned front & back photo copy of an approved valid 
Identification to the sponsor

■ Visitor will need to provide a clear, well lit, front facing bust (Passport Style) photo to the 
sponsor
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Virtual passes



Virtual passes
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STEP 1

Visitor visits the following website and fills out a Pre-

Enrollment Request.

“https://dbids-global-enroll.dmdc.mil/preenrollui/#/landing-page”
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Visitors legal first, middle, 

and last names (suffix if 

applicable)

Visitor’s date of birth and 

citizenship

Visitor’s Social Security 

number

Visitor’s valid credential 

information
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Visitor’s description matching 

valid credentials

Visitor’s height and weight
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Visitor’s physical address

Visitor’s Email

Visitor’s phone number
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Sponsor’s first and Last Name

Sponsor’s contact information

Installation visitor is requesting 

access to.

Duration of Visit (cannot exceed 

30 calendar days)

Purpose of Visit
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The Visitor will 

save (Print as 

PDF) this 

confirmation 

page to send to 

the sponsor.



Virtual passes
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STEP 2

Visitor scans both the front and back of their valid 

photo ID
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The Visitor will 

Scan both the 

front and back 

of their valid 

photo ID and 

email to their 

sponsor



Virtual passes
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STEP 3

Visitor provides a clear, visible, Passport Style Photo
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The Visitor will 

Provide a clear, 

visible, Passport 

Style Photo of 

themselves and 

email to their 

Sponsor.



Virtual passes
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STEP 4

Sponsor completes the 316th SSPTS Unofficial Visitor 

Request Form



Request Form

Step 4
 Complete the 316th SSPTS Unofficial Visitor Request Form

 316th SSPTS Unofficial Visitor Request Form

 This form can also be accessed on the JB Andrews Visitor Center Page

 This form will be emailed to the VCC Org Box with all other forms
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https://www.jba.af.mil/Portals/38/documents/VCC/Attachment%202%20-%20316TH%20Unofficial%20Visitor%20Request%20Form%206%20JUL%2021.pdf?ver=clUA5z1bAhbRww4Pj4VJvg%3d%3d&timestamp=1626199174236


Request Form Example
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■ Sponsor Actions

■ STEP 1: Gather the below items from the visitor

■ Pre-Enrollment Request Confirmation

■ Valid Photo ID

■ Appropriate Photo

■ STEP 2: Email the Visitor request form with all other attachments, from a “.mil” account, to

316.SPT.Visitor.Center@us.af.mil

■ After the Visitor Control Center Processes the request, an email will be sent to the sponsor

with the finalized Visitor Pass to be scanned at the Base Access Control Point upon arrival,

or privileges will be added to the visitor’s ID provided, if able.
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■ CONTACT INFORMATION:

■ For any questions or concerns please contact the Visitor Control Center

■ Phone:  (301) 981-0232

■ Email:   316.SPT.Visitor.Center@us.af.mil




