CHAPTER 11: MIS ADMINISTRATION

The Management Information Systems (MIS) Administration feature is used to assign roles and access to
DTS MIS. MIS access allows users to generate five reports for documenting travel related military pay

transactions.

This chapter covers the below topics:
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11.3 Update @ USEr's MIS ACCESS .....uuiiiiiiieeeieiiieiieeee e e e e e 11-7
11.4 ReMOVE @ USEI'S MIS ACCESS ....oovunieeeeeeeee et e et e e e e e e e e e e enanans 11-9

11.1 MIS Roles and Administration

There are three MIS roles in DTS; each role reflects a different level of use:

*  MIS User - This type of MIS user has no administrative functions. The MIS user may access MIS
reports through the Report Scheduler. See Chapter 10 of this manual for information on MIS reports.
*  MIS Administrator - An administrator at the site level. The MIS Administrator may request reports and

create new users.

+  System Administrator - An administrator at the service or agency level. The System Administrator has

user and MIS Administrator access, as well as the ability to configure the system.

MIS Administrators are responsible for maintaining user access to MIS at the site, using the DTA

Maintenance Tool. Beginning on the DTS User Welcome screen (Figure 11-1), follow the below steps to

access the MIS Administration feature of the DTA Maintenance Tool:

1. Mouse over Administrative on the menu bar.
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2. Select DTA Maintenance Tool from the drop-down list (Figure 11-1).

Logged In As: Helen D DTMO Help for this screen

g Defense Travel System

A New Era of Government Travel
Logoff

Official Travel W| Official Travel - Others ¥ Traveler Setup ¥| Reports '- roA ¥ |cea oMM ¥
Partner System Setup
Documen Site Setup Admin | --> Cclick Here
Welcome Helen D DTMO Site Setup Interview E—
Organization: HPMO My Signe:se" Registration Admin
Org Access: (&l F Departure
Group Access: (All) Document N = ) Date Type
Document Lock Admin
Permission: 0,1,2,3,4,5,6,7,8,9 Budget
Route & Review
Payment Module Admin
Message Center Calculate Distance
Help Desk Utilities >

Check here for messages.

Back to Top

Figure 11-1: DTS User Welcome Screen - DTA Maintenance Tool

The DTA Maintenance Home page opens.
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3. Select the DTA Tools drop-down list and choose MIS Administration (Figure 11-2).

D: 7000.1
Defense Travel System DT Home | e forthis Logout
A New Era of Government Travel DTA Maintenance

DTA Tools: << Select an option from the DTA Tools dropdown.

»me to the DTA Maintenance Tool
| provides autherized DTAs with the ability to create and madify organizations, routing lists. groups. peaple, and lines of
ing (LOAs) Please select an option fram the DTA Taols dropdown menu above

Tool Permissi
+ You have the proper permissions to edit organizations
« You have the proper permissions to edit routing lists
+ You have the proper permissions to edit groups
« You have the proper permissions to edit peaple
« You have the proper permissions to edit lines of accounting (LOAs)
+ You have the proper permissions to edit permissions
« You have the proper permissions to access MIS
+ You have the proper permissions to access ROA

Figure 11-2: DTA Tools Screen - MIS Administration
The Search MIS User screen opens (Figure 11-3). The two links on the dark blue bar allow the user to:

»  Search for existing MIS users and update or delete their MIS access if necessary.
* Add MIS users. These are DTS users who currently do not have MIS access.

ELEN LDTADTHO Screen D: 1283.1
DTA Home | Help for this Screen | Logout

Defense Travel System
A New Era of Government Travel

DTA Maintenance

DTA Tools: ol tie Search Existing MIS User | Add MIS User

Search MIS User “ Required

OR

Figure 11-3: Search MIS User Screen
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11.2 Add an MIS User

Access the MIS Administration feature by following the steps in Section 11.1.
1. Select Add MIS User.

The Search New MIS User screen opens (Figure 11-4).

me: HELEN LDTADTHO

DTA Home | Help for this Screen

Defense Travel System

A New Era of Government Travel

DTA Tools: WIS Administrat Search Existing MIS User | Add MIS User

Sereen ID: 13411

DTA Maintenance

Logout]

Search New MIS User * Required

SN
OR
Last Name=™

First Name:

Figure 11-4: Search New MIS User Screen
2. Complete the SSN field with the Social Security Number (SSN) of the DTS user.
-OR-
Complete the Last Name field with the last name.

3. (Optional) Complete the First Name field with the first name of the DTS user that requires MIS
Access.

4. Select Search.

The New MIS User (Search Results) screen opens (Figure 11-5). It displays the names of DTS users that

match the search criteria.

ELEN LDTADTMO

Defense Travel System
ANew Era of Government Travel

DTA Tools: WIS Administrats Search Existing MIS User | Add MIS User

Sereen ID: 12421

DTA Home | Help for this Screen

DTA Maintenance

Logout

New MIS User (Search Results)

SSN
Last Name: Carson
First Name: Emil

— EQﬁON' SSI: X0002355 Organization: TDZDTMOCSD

1-10f1

Figure 11-5: New MIS User (Search Results) Screen

5. Select Create next to the name of the user needing MIS Access.
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The Add MIS User (User Only) screen opens (Figure 11-6).
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A New Era of Government Travel .1,2,2,4,5,6,7,88 DTA Maintenance

1arch 01, 2011 - 14:59 £5

DTA Tools: Search Existing MIS User | Add WIS User

Add MIS User (User Only) * Required

SSM:  XO(KX2355
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Figure 11-6: Add MIS User (User Only) Screen
6. Select the User Access drop-down list and choose the type of access for the new MIS user.
7. Choose the Select Organizations button.

The Edit MIS User Organizations screen opens (Figure 11-7).

ELEN LOTADTIO Sereen ID: 13441

Defense Travel System
A New Era of Government Travel

DT4 Home | Help for this Screen | Logout

8758

reh 01, 2011 - 15117 EST DTA Maintenance

DTA Tools: Search Existing MIS User | Add MIS User

Edit MIS User Organizations

Available Organization

Selected Organization

DAG00TESTSUB1 b ﬂ
Selection of an O includes Sub-0 . new Sub-Oi created at a

Iater date will be automatically granted. If you assign an Organization fiom the list of available Qrganizations on the left. all
Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed when
Organization selections are saved if the parent Organization was alsa selected

Save And Continue Cancel

Figure 11-7: Edit MIS User Organizations Screen
8. Select the name of the organization to which the user will receive access (left side of the screen).
-OR-
Select (All) to grant access to all available organizations in the list.

9. Select Add.
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The name of the organization displays on the right side of the screen as a selected organization (Figure
11-8). Granting MIS access to a user for an organization allows the user access to all suborganizations
that are associated with that organization.
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DTA Maintenance
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Figure 11-8: Edit MIS User Organizations Screen — Organization Selected
10. Repeat Steps 8 and 9 for each organization that needs to be added to the user's access.

11. To remove an organization from an MIS user’s access, select the organization name from the list in
the Selected Organization column on the right side of the screen and choose <<Remove.

12. Select Save and Continue.
The Add MIS User (User Only) screen opens with the organization name(s) displayed (Figure 11-9).

Organizations may be added and removed by choosing Select Organizations and repeating the above
process.

HELEN LDTADTMO Sereen D: 1343.1
DTAHome | Help for this Screen | Logout

Defense Travel System

A New Era of Government Travel DTA Maintenance

DTA Tools: WIS A trati Search Existing MIS User | Add MIS User

Add MIS User (User Only) " Required
Common Data

8S8N:  XXXXX2355
First Name:  EMILY
Middle Initial-
Last Name: CARSON
Qrganization Name:  TDZDTMOCSD

User Access: | Administrator v

DTMO
Organization Access
{includes sub-orgs)
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Figure 11-9: Add MIS User (User Only) Screen - Organization Name Displayed
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13. Select Save User.
-OR-
Select Cancel to exit the screen without granting access to a MIS new user.

The New MIS User (Search Results) screen opens (Figure 11-5).

11.3 Update a User’s MIS Access

The MIS Administration feature allows MIS Administrators to modify the type of MIS access for a user and
the organizations to which a user has access. Access the MIS Administration feature by following the steps
in Section 11.1.

1. Complete the SSN field with the SSN of the MIS user whose access requires updating.
-OR-
Complete the Last Name field with the last name of the user whose access requires updating (Figure
11-10).

en ID: 1282.1

n | Logout

DTA Home | Help for this

Defense Travel System

A New Era of Government Travel

DTA Maintenance

DTA Tools:

Search MIS User * Required

Last Name:® |Carson
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Figure 11-10: Search MIS User Screen
2. (Optional) Complete the First Name field with the first name of the MIS user.
3. Select Search.

The Existing MIS User (Search Results) screen opens (Figure 11-11).

Sereen ID: 1284.1
DTA Home | Help for this Screen | Logout

Defense Travel System
A New Era of Government Travel

DTA Maintenance

DTA Tools: MIS Administrat Search Existing MIS User | Add MIS User

Existing MIS User (Search Results)

SSN
Last Name: carson
First Name- helen
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ame
Remove Helen

1-10f1

Figure 11-11: Existing MIS User (Search Results) Screen

4. Select Update next to the name of the user whose access needs to be modified.
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The Update MIS User (User Only) screen opens (Figure 11-12).
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DT Home | Help for this Screen | Logout

DTA Maintenance
DTA Tools:

Search Existing MIS User | Add MIS User
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Common Data
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First Name:  Helen
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DTMO
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{includes sub-orgs)
Select Organizations

Figure 11-12: Update MIS User (User Only) Screen
Select the User Access drop-down list and select the type of access, if the role needs to be changed.

Choose Select Organizations, if the organization access needs to be changed. For instructions on
changing an MIS user's organization access, see Section 11.2, Steps 8 through 13.

7. Select Save Changes.
-OR-
Select Cancel to exit the screen without changing the user's MIS access.
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11.4 Remove a User’s MIS Access

Removal of a user that has access to MIS does not delete the user from DTS. It only removes the user’s
access to MIS. To remove a user’'s MIS access, follow the below steps:

1. Follow Steps 1 through 3 in Section 11.3.
2. Select Remove.

The Delete MIS User screen opens (Figure 11-13).
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HELEN LOTADTHO sc
I DTAHome | Helo for this Screen | Logout

Defense Travel System
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DTA Maintenance
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Figure 11-13: Delete MIS User Screen

3. Select Delete.
-OR-
Select Cancel to keep the user’'s MIS access intact.

The Existing MIS User (Search Results) screen opens (Figure 11-14). The user’s name is no longer listed
if Delete was selected on the previous screen.

D: 12844
DTA Home Help for this Scree: Logout

DTA Maintenance

Defense Travel System

A New Era of Government Travel

DTA Tools:
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Figure 11-14: Existing MIS User (Search Results) Screen
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