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Introduction

The DTMO-sponsored Travel Card Program course covers the basics about the
Government Travel Charge Card (GTCC) program. The course provides information
on obtaining, using, and paying balances on the GTCC, and is mandatory for all
persons who have one. The course is approximately 75 minutes in duration.

Access and To access the course, navigate to Passport at
Login https://www.defensetravel.dod.mil/passport (Figure 1). You will need to have a user
account to login to Passport. If you do not have an account, you may create one by
selecting the Register button, complete then submit the form.
Login/E-Mail Address L
Password L
Figure 1: DTMO Passport Account Login
TraX The DoD Travel Explorer Home page displays (Figure 2). Navigate to the Training
courses by selecting the Training icon.
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Figure 2: DoD Travel Explorer Home Page
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The Training section of TraX lists courses that support your role (Figure 3). To see
the Travel Card course in the list of available classes, you will need to complete the

My Roles tab.
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Figure 3: TraX Training Section

Place a check in the box next to | am a DoD Traveler and/or | use DTS or in the box
nextto | have a Travel Card. After selecting the applicable roles, select View

Recommended Training (Figure 4).
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Figure 4: My Roles Section

Launching
the Course

The screen returns to the Available/Recommended Training tab, and the
Travel Card course displays in the list. (If you still don't see the course on the

list, select the “View All" radio button).Start the course by selecting Launch
to the left of the course titled: Programs & Policies-Travel Card Program

(Travel Card 101) [Mandatory] (Figure 5).
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Figure 5: Launch Button

Another browser window opens with a screen providing information about the system
requirements for accessing the training. When you have verified that your computer
is properly equipped and the settings are properly configured, select Launch Course
either at the top or the bottom of the window (Figure 6).

[Cowwicones ]

Welcome to Travel Card 101

This course provides an overview of ihe DoD Govemment Travel Charge Card (GTCC) program This course familiarizes the raveler with the basics of the travel card, ihe sleps to obtain a card, various travel card policies, and ways o pay offthe
balance on the GTCC. This class is recommended for anyoné who has, of will have, 3 GTCC.

This Class takes an average of 60 minutes to complete in ts enfirety. This estimate assumes you visitall of the view optional material, and complete the assessment athe end ofthe module, Your
time mayvary significantly depending on your reading speed, the amount of material you access, and many other factors.

You may complete this dlass in more than one siting. Although the Travel Explorer (TraX) does notretain a record of your lass progress afler you exit a raining module, when you retum to the module, navigate direcl to the page last viewed and
procead rom that point thers is no Ne8d 10 Start the module over, When you succassfully complete the module, you will be able to print your completion certficate, and TraX will record your successful complation, To 588 a st of your completsd
training log into TraX. navigate fo the Training module, and selectthe My Completed tab. You can also print copies of your Iraining ceriicates from the My Completed tab

System Requirements o view the course:

+ Operating systems: Windows Vista, Windows 7, Windows 8
« Screen resolution: Bestviewed in 1024 X 768 or greater

« Browsers. Inteme! Explorer 8 and above

 Browser capabiliies: Flash 10, JavaScript, cookdes enabled
« Pop-up blockers should be disabled

For IE users the address bar may prevent some content from displaying on screens with lower resolutions. Follow these steps the address bar in th

1. SelectTools - Internet Options

2 Selectthe Securitytan

3 Selectthe zone as intemet

4. Selectthe custom level button

5. Seroll down in the opened window and set“Allow websites to be open window without address bar or stalus bar"to Enable

(oo |

Figure 6: Launch Course

The Launch screen of the Travel Card course appears.
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