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	About This Guide


This Instructor Guide for Distance Learning Classes will enable you to train participants on the Defense Travel System (DTS) People Module within the DTA Maintenance Tool. The significant features of this guide are as follows:

· It provides references to the slide numbers of the PowerPoint presentation prepared to accompany this unit.  Slides should be used as the content delivery method for this class.

· It provides approximate time duration for each section. However, the time duration may vary depending on the length of discussions and questions that participants might have on a particular section. 

· It provides suggestions on when to use the online highlighting tools.

· This material was designed to be delivered using web conferencing software. This guide does not provide detailed instructions on how to set up or manage any web conferencing software.  Instructors are expected to secure this information and skill set independent of this document.  

· For purposes of this manual, the following assumptions are made:

· VoiP (Voice over Internet Protocol) is being used 

· Chat and highlighting tools are available

· Instructor computers are properly configured

· Session is created prior to class start time

· A quiet/private delivery space is being used 

· The invitation to attend has been distributed or posted

· Support material is available to participants

· The instructor is familiar with the course material

· The instructor is experienced with the software

· Evaluation tools are available for distribution 

	Legend


The following legend provides descriptions of the icons used in this guide.

	Icon
	Description
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	Instructor Script/Group Discussion
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	Time/Approximate duration
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	Important Note

	[image: image74.jpg]




	PowerPoint presentation
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	White Board
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	Website Link
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	Chat/Dialogue Box
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	Example
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	Handout/File Attachment
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	Live Demonstration

	[image: image4.wmf]
	Mouse Over



	[image: image5.wmf]
	Poll




Table of Contents

5Distance Learning Pre-Class Preparation


7Welcome


8Overview and Objectives


12DTA Maintenance Tool – People Overview


14Maintenance Tool – People Module


17Create Person


38Search People


41Update Person


50Reassign Person


55Detach Person


58Delete Person


60Receive Person


66View Person Lists


72Summary – Closing – Questions





	 Distance Learning Pre-Class Preparation TC "Distance Learning Pre-Class Preparation" \f C \l "1" 
	
	2 Hours


· Review the script, and slides associated with this unit to ensure you are thoroughly familiar with the information to be delivered. Slide numbers are referenced throughout the guide to enable easy coordination of the script with the slides at an appropriate pace.  
· Secure a technical assistant or co-instructor for the session.  This person should monitor and respond to participant questions. 
· Conduct at least one live practice, with your co-instructor.
· Ensure you have appropriate teaching conditions and equipment:

· Quiet room with minimal background noise

· Newer model computer with high speed Internet access

· Headset with microphone

· Web camera (optional)

· Web conference software user name and password

· DTS soft certificate and password for EWTS*** access

· PowerPoint slides for this unit

· Website link(s) for this unit 

· Web conference URL; access instructions

· Help Desk telephone number(s) 

· Notepad and pen

· Check software and hardware:  

· Computer works properly with web conference software

· Software is configured and tested for audio and/or video

· Headset is plugged into the computer and works

· Volume control on the headset and computer are properly set

· Web camera is placed for best visual of instructor

· Participant to instructor chat room/communication mode is working

· Instructor chat room is available

· Highlighting tools open and work as expected

· Welcome slide includes class name

· Slides and script are the most current version

· Slides are properly attached to the session

· EWTS is up and running before class starts (if appropriate)

EXPLANATION OF HIGHLIGHT ICONS & SYMBOLS:
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	Highlight Icon: Indicates to instructor and co-instructor specifically what needs to be highlighted on the each slide within the PowerPoint presentation supporting this class. Also includes directions on the color of highlight symbols to be applied.

Highlight Symbols:

Indicates to instructor and co-instructor which specific highlight symbol to apply to a portion of a presentation slide.  Symbols will usually be a stars, arrows, check marks, and/or boxes. Placement also indicates exactly when to apply the symbol within the text.
Complex Sequence Notes:

When highlights must be applied in a specific flow or complex pattern, each point will be indicated with a sequential number.




INSTRUCTOR ROLES:
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	The co-instructor is typically responsible for the following:
· Accepting participants into the class 

· Guiding participants to technical assistance information

· Executing slide changes for the instructor
· Highlighting slides for the instructor

· Responding to participant questions

· Passing content question to the instructor or a SME during class
· As appropriate, collecting participant email addresses for distribution of supplemental information or responses to unique questions after class

· Ensuring any unanswered class questions are distributed to SMEs and responses are sent to participants in a timely manner
· Ensuring any requested supplemental information is distributed to participants in a timely manner 

The instructor is typically responsible for the following:

· Ensuring class starts and ends on time
· Ensuring slides and script associated are the most current version
· Ensuring slides are properly attached to the web conference
· Ensuring any web links are properly entered and working
· Ensuring the evaluation card is distributed at the close of class



Opening the Class

	Welcome TC "Welcome" \f C \l "1"                                                         15 Minutes pre-class start time
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	Slide 1: Welcome to DTA Maintenance Tool People
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 NOTE TO INSTRUCTORS ONLY
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	When this material is delivered via web conferencing software that depends on VOIP (Voice over Internet Protocol), it is important to do a sound check before starting the script.

Stop and ask participants if they can hear you clearly, pause and give participants time to respond, and then proceed with the class.


Welcome participants:  
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	Hello, my name is (insert name). I will be your instructor today.

Also on the line today is (insert name), who will be monitoring the chat box and dealing with technical details.

Welcome to D-120 DTA Maintenance Tool – People Module.



	 Overview and Objectives TC "Overview and Objectives" \f C \l "1" 
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	5 Minutes
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	Slide 2: Topic, Target Audience, Pre-Requisites


Explain:
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	This class is the final class in a five part series on how to use the Defense Travel System DTA Maintenance Tool.  
The class today only covers the functions for managing people by using the DTA Maintenance Tool.
The class is approximately 60 minutes long.
Classes in the Maintenance Tool series are only appropriate for Lead Defense Travel Administrators or LDTAs and Organizational Defense Travel Administrators or ODTAs.


These classes are not appropriate for travelers as they will not have the permission levels needed to access the functionality being reviewed.

While there are no pre-requisites for taking this class, the DTMO Instruction team strongly suggests you complete D-100 DTA Maintenance Tool – Overview before taking this class.

If you have not taken D-100 and you decide to stay, please be sure to complete that class at the next available opportunity in order to gain a full perspective on the DTA maintenance tool.

The DTA Maintenance Tool series can be completed in any order and the series is typically offered every other month.
Check TraX for the dates and times on the other classes, including:

· D-100 an overview of the DTA Maintenance Tool

· D-105 which covers the management of organizations 

· D-110 is a review of the Group Module and

· D-115 deals with the Routing List module



Display:
	[image: image94.jpg]



	Slide 3: Technical Issues?
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If problem persists call the DISA Help Desk: 

1-800-447-2457
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	· Stamp a star or check on each point as it is reviewed.
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	This class is provided by the Defense Travel Management Office and delivered with the DOD approved Defense Connect Online software.
 If you experience poor audio, slow changing screens, or connection issues, please take corrective action on your own. 
 First, exit the class, and close all other software browsers open on your computer; then re-enter class. 

 If the problem continues, contact your local IT support team and ask for help configuring your computer to work with DCO.
 Or call the DISA/DCO Help Desk; their number always appears in the corner of the classroom screen.
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	Slide 4: Attendance Credit
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	· Draw a box around the “Guest” option and login name area.


Explain:
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	To receive proof of attendance for this or any other DTMO distance learning class; always select the GUEST option on the login screen and enter your full name and Service or Agency initials.

Attendance is manually credited to eligible participants 1-2 weeks after class.

Print your certificate by going to the My Completed tab in TraX.

Class login information must match training registration information or credit cannot be awarded.

If you did not provide complete information at entry today, please do so now by using the chat box.
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	Slide 5: Communicating In Class
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Highlight:
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	· Draw a box around the icon with the raised hand.
· Draw a box around the chat box text entry area.


Explain:
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	For those who are new to our program, participant microphones are turned off during class, so please do not select your microphone icon.

There are however two options for communicating with our team today. 

First, everyone has a “raise the hand” icon, in the lower left corner of the screen. 
Please go there now, and send me a message of your choice, then look at the attendance box to confirm your action.
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	INSTRUCTOR NOTE: Pause to give participants time to act, then insert a brief personal comment thanking them for their actions before returning to the script.  Remove all icons before advancing. 
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	You can also ask questions at any point by using the chat pod.
(Insert co-instructor first name) and I will make every effort to quickly respond to your questions.

When this is not possible, we will email the response after class.




	 DTA Maintenance Tool – People Overview TC "DTA Maintenance Tool – People Overview" \f C \l "1" 
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	Slide 6: D-120 Training Objectives 
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	·  Stamp a star or check on each bullet; begin as soon as the slide appears.


Explain:
	
	Today’s course is an overview of the functions that can be performed within the People module of the DTA Maintenance Tool.

After completing this topic, you will be familiar with creating a user profile, including how to search, update, reassign, detach, delete, and receive a user.
You will also become familiar with how to view groups, dependents, and person lists.



Display:
	
	Slide 7: DTA Administrative Process

	
[image: image16.emf]Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

DTA Administrative Process

1. ESTABLISH ORGANIZATIONS

2. CREATE/NAME ROUTING LISTS

3. CREATE/NAME GROUPS AND ESTABLISH GLOBAL GROUP 

MEMBERSHIP

4. ESTABLISH PERSONAL INFORMATION

5. COMPLETE ROUTING LIST DETAILS

6. ASSIGN INDIVIDUAL GROUP MEMBERSHIP

7. SET UP LINES OF ACCOUNTING (LOA)

8. ESTABLISH BUDGETS

9. GENERATE REPORTS




Highlight:

	[image: image17.png]



	·  Draw a box around point #4.


Explain:
	
	As reviewed in the DTA Maintenance Tool Overview course, establishing personal information is the fourth step of the logical flow process.



	 Maintenance Tool – People Module TC "Maintenance Tool – People Module" \f C \l "1" 
	
	3 Minutes


Display:
	
	Slides 10-11: Carol Green Welcome Screen
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Explain:  
	
	This is the Welcome Screen for Lead DTA Carol Green.
She has Organization Access, Group Access, and Permission Levels 0 through 6.

In order to access the DTA Maintenance Tool I will select the Administrative drop-down.


	
	Select the “Administrative” drop-down to display slide 11.

	
	As covered in the Distance Learning course D-100 DTA Maintenance Tool Overview, the options available within this drop-down are dependent upon the user’s permission levels.

From here, I will select the DTA Maintenance Tool.

	
	Select “DTA Maintenance Tool” to display slide 12.


Display:
	
	Slides 12-13: DTA Maintenance Tool

	
[image: image19]


Explain: 
	
	From the DTA Maintenance Tool, I will access the People module.
All of the actions I will perform through the remainder of this course will be within the People module of the DTA Maintenance Tool.


	
	Select “People” to display slide 14.
Select the “DTA Tools” drop-down to display slide 13.



Display:
	
	Slide 14: People Module
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Explain:
	
	The People module, like most DTA Maintenance Tool modules, defaults open to the Search screen.
I will demonstrate the search function a little later in the course.
Across the top of the screen you will see the options to Search Person, Create Person, Receive Person, and View Person Lists.

First, I will demonstrate how to create a new user profile, so I will select “Create Person”.


	
	Select “Create Person” to display slide 15.


	 Create Person TC "Create Person" \f C \l "1" 
	
	15 Minutes


Display:
	
	Slides 15-17: Create A Person
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Explain:
	
	Once create person is selected, the system will prompt for two pieces of information. 
The first is the new user’s social security number.


	
	Click in the “SN” field to display slide 16.

	
	The second is whether this person will be using DTS to travel.
Non-travelers will have much shorter profiles than travelers. 
This particular user will not be traveling, and will have the shorter profile.


	
	Select “No” to display slide 17.
Select “Continue” to display slide 18.



Display:
	
	Slides 18-33: Creating a User Profile

	
[image: image22]


Explain:
	
	The information contained on this screen is all that is needed to create and maintain a profile in DTS.

Fields marked by a small red asterisk are required.
The first section of information on the profile is called Common Data because every user profile in DTS will have this information.

The second section, User Specific Data, will vary depending upon the roles of that particular user.

The person whose profile I am creating is named Emily Parkinson.



	
	Click in the “First Name” field to display slide 19.
Click in the “Last Name” field to display slide 20.


CONTINUED ON NEXT PAGE
Continue slides 18-33:
	
	As the DTA, I have the option to assign Emily to any organization to which I have organization access.
I am going to assign Emily to the main org, DM2MD



	
	Select the “Organization Name” drop-down to display slide 21.
Select “DM2MD” to display slide 22.

	
	Next, I’ll enter Emily’s email address.

	
	Click in the “Email” field to display slide 23.

	
	Now I will enter Emily’s User Specific Data.
Emily is going to be an Organizational DTA, so she needs org access, group access, and permission levels 0, 1, 2, and 5.
Org access determines which organizations’ resources an administrator will be able to manipulate.
Emily is going to have org access to the main organization as well as all of its subordinate organizations.


	
	Select the “Organization Access” drop-down to display slide 24.
Select “DM2MD” to display slide 25.

	
	To enable Emily to access the documents of other travelers, I am going to give her group access.
Group access is covered in much greater depth in the distance learning course D-110, Groups.
For the purpose of this class, a group is a list of travelers.

Giving a user access to that group allows the user to view, create, and edit documents for the travelers on that list.
To give Group Access, I must first select which organization owns, or maintains, the group.

The group I am giving Emily access to is owned by the main org, DM2MD.


CONTINUED ON NEXT PAGE
Continue slides 18-33:
	
	Select the “Org Owner” name drop-down to display slide 26.
Select “DM2MD” to display slide 27.

	
	The Group name is 2MDGP.

	
	Select the “Group Name” drop-down to display slide 28.
Select “2MDGP” to display slide 29.

	
	Now that Emily has group access, she will be able to view, create and edit documents and privacy act information for any traveler that is a member of the 2MDGP group.
The next field is permission levels, which determine the functions a user can perform in the system.
In order to either grant or revoke a permission level from another user, I must first have that permission level myself.  
As the LDTA, I have permission levels 0 through 6, so I have the ability to edit permission levels 0 through 6 on Emily’s profile.
If I only had permission levels 0, 1, 2, and 5, I would only be able to edit those permission levels.
In addition to permission level 0 (which every user will have), I’m going to give Emily, an ODTA, permission levels 1, 2, and 5.


	
	Select “Permission Level 0” to display slide 30.
Select “Permission Level 1” to display slide 31.
Select “Permission Level 2” to display slide 32.
Select “Permission Level 5” to display slide 33.

	
	The next field is “Approval Override”.
If a document were stuck in routing because no routing officials are available, approval override can be granted to a user so they can approve the document without being on the routing list. 
I don’t have the option to edit this field because permission level 7 is required to change it.

Very few users have permission level 7, which explains why approval override is only used as a last resort.



CONTINUED ON NEXT PAGE

Continue slides 18-33:
	
	Selecting Yes for the next radio button allows a user to manually enter transactions into the budget.
Since Emily is not a Budget DTA, I will leave it set to No.
A Non-DTS Entry Agent (NDEA) is a person who may submit vouchers and local vouchers on behalf of another traveler.
Since Emily will not be an NDEA either, I will also leave this radio button set to No.  
Finally, we have the option to “Reset User ID”.

The first time a user logs into DTS, the system prompts the individual to enter their social security number.
This creates a User ID that “links” the user’s Common Access Card (CAC) certificate with their DTS profile. 
If the user gets a new CAC, the DTA must reset the User ID before the user will be able to log on to DTS.
After the User ID is reset, the next time the user tries to log in to DTS, the system will again prompt them to enter their social security number, which will create a new User ID to link the user’s new CAC certificate with their DTS profile.
Now that I have completed Emily’s profile, I will select “Save Person” to enter her into the system.



	
	Select “Save Person” to display slide 34.


Display:
	
	Slide 34: Search Result for Saved User
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Explain: 
	
	After I save Emily’s information, the system automatically displays her profile.
We’ll discuss the functionality of the buttons on this page a little later.
First, I am going to create a second person, only this time I will create a traveler.


	
	Select “Create Person” to display slide 35.


Display:
	
	Slides 35-37: Create User/ Traveler

	
[image: image24]


Explain: 
	
	First I will enter the person’s social security number.

	
	Click in the “SSN” field to display slide 36.

	
	As I said, this time I am creating a traveler, so I will select Yes.

	
	Select “Yes” to display slide 37.
Select “Continue” to display slide 38.


Display:
	
	Slides 38-44: Creating User/Traveler Profile
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Explain:
	
	As you can see, the first two sections are almost identical to those on the shorter, user profile. 
I will begin by entering the traveler’s name, Kathy Summers.

	
	Click in the “First Name” field to display slide 39
Click in the “Last Name” field to display slide 40

	
	I will place Kathy in the 2RG or Second Regiment.

	
	Click the “Organization Name” drop-down to display slide 41.
Select “DM2MD2RG” to display slide 42.

	
	Next, I’ll enter Kathy’s e-mail address.


CONTINUED ON NEXT SCREEN
Continue slides 38-44:
	
	Click in the “Email” field to display slide 43.

	
	Kathy will only be using the system to create her own travel orders, so she will not need org or group access.

She will only need permission level 0.


	
	Select “Permission Level 0” to display slide 44.

	
	“Approval Override”, “Manually Entered Transaction”, and “NDEA” will all remain set to “No”.
At the bottom of this section, we find a field that was not available on the shorter user profile.
In DTS there are no blanket travel orders; rather, they have been replaced by Self-AO Approval.
Self-AO Approval allows a user to approve their own authorizations.
They will not, however, be able to approve their own vouchers or local vouchers, or any authorizations that include an advance or scheduled partial payment.
Since Kathy will not need to approve her own orders, we’ll also leave this set to “No”.


	
	Click anywhere to scroll down and display slide 45.


Display: 
	
	Slides 45-51: Creating User/Traveler Profile (cont)

	
[image: image26]


Explain:  
	
	As I scroll down, you can see that there is much more data necessary to create and maintain the profile of a traveler.

The next section is General Traveler Data. 

The first field identifies the traveler as civilian or military; Kathy is a civilian.


	
	Click the “Civilian/Military” drop-down to display slide 46.
Select “C-Civilian” to display slide 47.

	
	After I specify Kathy’s affiliation, the screen refreshes to give me the option to specify her title or rank;  Kathy is a GS-5




CONTINUED ON NEXT PAGE

Continue slides 45-51:
	
	Click the “Title/Rank” drop-down to display slide 48.
Select “GS-05” to display slide 49.

	
	Next, I’ll enter Kathy’s Mailing Address and City.

	
	Click in the “Mailing Address Line 1” field to display slide 50.
Click in the “City” field to display slide 51.

	
	DTS will not allow me to type in a State or Country Code because certain states may have codes that are identical to country codes.
Instead, I will need to search for the state code.



	
	Click the “State/Country Lookup” button to display slide 52.


Display:
	
	Slides 52-53: Search State / Country Code
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Explain:  
	
	I have the option of searching for codes applicable to the United States, the United States and its territories, foreign countries, or all countries. 
I’m going to leave the search at its default location (United States).
If I didn’t know the state code, I could leave the text box empty to see all available codes, but as I’m pretty sure I know the abbreviation for Virginia, I’m going to search for “VA”.



	
	Click in the “State/Country” field to display slide 53.
Click “Search” to display slide 54.


Display:
	
	Slide 54: Search State / Country Code (cont)
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Explain:  
	
	I will now select Virginia to continue.

	
	Click “Select” to display slide 55.


Display:
	
	Slides 55-62: Creating User/Traveler Profile (cont)
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Explain:
	
	As you can see, the state code has populated.

I will now enter the zip code.

	
	Click in the “Zip/Postal Code” field to display slide 56.

	
	The next field asks if the mailing address is the same as the residence address.

Selecting “yes” in this field will save us time by populating the mailing address into the residence address fields below.

For Kathy, the answer is yes.


	
	Select “Yes” to display slide 57.


CONTINUED ON NEXT PAGE

Continue slides 55-62:
	
	The next field is the Routing List Name.

A routing list is a list of people to whom a document will route for review or approval after being signed by a traveler. 

The routing list specified here will automatically populate on each of Kathy’s documents, although she can manually change it prior to applying her digital signature, if necessary.


	
	Click in the “Routing List” drop-down to display slide 58.
Select “EXERRL” to display slide 59.

	
	Selecting a “Default Line of Accounting Label” is not required, but will be useful if Kathy often uses the same LOA to fund her trips. 

Selecting a Default Line of Accounting will automatically place the selected LOA on each of Kathy’s future documents, although again, she can manually change the LOA from within the actual document.


	
	Click in the “Default LOA Label” drop-down to display slide 60.
Select “08 Per Diem” to display slide 61.

	
	The next section is personal data, which contains basic traveler information.
For the sake of time, I will auto-populate this information.


	
	Click anywhere on the screen to display slide 62.

	
	I will now move on to “Duty Station Data”.

	
	Click anywhere on the screen to display slide 63.


Display:
	
	Slides 63- 66: Creating User/Traveler Profile (cont)

	
[image: image30]


Explain:  
	
	The next few fields identify Kathy’s service or agency, and her duty station’s time zone, address, and phone number. 

I will auto-populate these fields as well.

	
	Click anywhere on the screen to display slide 64.

	
	The next field is Unit ID.
This is commonly referred to as the organization’s Unit Identification Code, Reporting Unit Code, or Platoon Code.

	
	Click in the “Unit ID” field to display slide 65.

	
	Tech Status is typically used by the Air Force and is used to identify travelers who are members of a flight crew.



	
	Click the “Tech Status” drop-down to display slide 66.
Select “No” to display slide 67.


THIS PAGE LEFT BLANK INTENTIONALLY

Display:
	
	Slides 67-70: Creating User/Traveler Profile (cont)

	
[image: image31]


Explain:  
	
	The next section is Government Travel Charge Card (GTCC) Data.
DoD policy states that any non-exempt traveler that travels three or more times per year should have a GTCC.
The first field indicates whether or not the traveler is a charge card holder.

Kathy is a card holder, so we’ll leave this set to Yes.
The next field, Advance Authorization, is used to specify the type of advance, if any, that a traveler is authorized.

An advance is a payment that a traveler receives prior to departure.

Cardholders may use their GTCC to get money out of an ATM.

Non-ATM advances are typically limited to travelers who do not have a GTCC.


CONTINUED NEXT PAGE
Continue slides 67-70:
	
	There are two categories of advances: 
Advance Auth allows a traveler to request an advance of up to 80 percent of estimated expenses.

Full Advance allows a traveler to request an advance of up to 100 percent of estimated expenses.

Selecting Card Holder or No Advance will prevent the traveler from requesting any non-ATM advance.
Kathy is a non-exempt cardholder.

	
	Select “Advance Authorization” drop-down to display slide 68 .
Select “Card Holder” to display slide 69.

	
	Next, I will enter Kathy’s GTCC account number and expiration date.

	
	Click in the “Account Number” field to display slide 70.

	
	The last section is Electronic Funds Transfer (EFT) Data.

This data is mandatory; the traveler can expect to receive reimbursement approximately 3 days after the AO approves his voucher.

Once I have completed Kathy’s profile, I will select “Save Person”.

	
	Select “Save Person” to display slide 71.


Display:
	
	Slide 71: Search Result for New User/Traveler

	
[image: image32]


Explain: 
	
	Once I have saved Kathy’s profile, the system will again display her profile.
As the DTA, I have just created two new user profiles, one for a user (Emily) and one for a traveler (Kathy).
Of course, the DTA is not required to create new users’ profiles in DTS; the traveler can Self-Register instead.
When a new user attempts to log in to DTS, the system won’t be able to link his CAC certificate with any existing profile.
DTS will prompt the traveler to enter their social security number and give them the option to self register.

Travelers who self-register complete their own profile, which routes to the DTA for review.


CONTINUED ON NEXT PAGE

Continue slides 71:
	
	The DTA reviews all information for accuracy and completeness, and grants any necessary permission levels and accesses before accepting the self-registration.

I am now going to return to the “Search” screen.


	
	Select “Search People” at top of the screen to display slide 72.


	 Search People TC "Search People" \f C \l "1" 
	
	2 Minutes


Display:
	
	Slides 72-77: Search For People

	
[image: image33]


Explain:  
	
	When working with any of the maintenance tool modules, which organizations’ resources I will be able to manipulate depends solely upon my org access.

I have org access to the Second Marine Division, or DM2MD, and all of its subordinate organizations.
For now though, I only want to search for users within the 9th Regiment and its subordinate organizations.

First, I will select the 9th regiment from the Organization Name drop-down.



CONTINUED ON NEXT PAGE

Continue slides 72-77:
	
	Click the “Organization Name” drop-down to display slide 73.
Select DM2MD9RG to display slide 74.

	
	Next, I will check the checkbox to include the 9th Regiments’ sub-organizations.



	
	Select “Include Sub-Organizations” to display slide 75.

	
	I also have the option of searching for users, user/travelers or all people.
I am going to select “All”.



	
	Select the “Person Type” drop-down to display slide 76.
Select “All” to display slide 77.

	
	I also have the option of searching for a specific traveler by social security number, name, or a specific user role based on org access and permission levels.
I don’t want to limit my search that much, so I’m going to leave all these fields blank and select “Search”.


	
	Select “Search” to display slide 78.


Display:
	
	Slide 78: Search Results

	
[image: image34]


Explain:  
	
	The system has now returned search results and is displaying all users and travelers who are members of the organizations I specified in my search criteria.
For each person, there is an option to update, detach, delete, view groups, and view dependents.



	
	Click the “Scroll Bar” to display slide 79.


	 Update Person TC "Update Person" \f C \l "1" 
	
	5 Minutes


Display:
	
	Slide 79: Search Results (cont)

	
[image: image35]


Explain:  
	
	Now that I have scrolled down, I see the profile for a traveler, Eric T. Brown.

Eric just received a government travel charge card and I am going to edit his profile to reflect that fact.

First, I will select “Update”.



	
	Select “Update” next to Eric Brown to display slide 80.


Display:
	
	Slide 80: Update Eric T. Brown

	
[image: image36]


Explain:  
	
	First, the system gives me the option to change Eric from a traveler to a non-traveler.
If I do so, all the additional information required for the longer traveler profile will be deleted and Eric will be left with a shorter user profile.

I am going to leave Eric as a traveler and select “Continue”.



	
	Select “Continue” to display slide 81.


Display:
	
	Slide 81: Update Eric Brown (cont)

	
[image: image37]


Explain:  
	
	I now have the option of changing any field within Eric’s profile.

Today, I only need to update Eric’s GTCC information, so I will scroll to the bottom of the profile where this data is located.


	
	Click the scroll bar to display slide 82.


Display:
	
	Slides 82-91: Update Eric’s GTCC data

	
[image: image38]


Explain:   
	
	First, I will change the Card Holder option from “No” to “Yes”.

	
	Select “Yes” to display slide 83.

	
	Next, I will change the Advance Authorization field to “Card Holder” and mandatory use of GTCC from Exempt to Non-Exempt.


	
	Select “Advance Authorization” drop-down to display slide 84.
Select “Card Holder” to display slide 85.
Select “Non- Exempt” to display slide 86.


	
	Next I will enter the card number and expiration date.


CONTINUED ON NEXT PAGE
Continue slides 82-91:
	
	Click in the “Account Number” field to display slide 87.
Select “GTCC Expiration Month” to display slide 88.
Select “06” to display slide 89.
Select “GTCC Expiration Year” to display slide 90.
Select “2011” to display slide 91.


	
	Now that I have finished updating Eric’s Credit Card information, I must select “Save Changes” for these updates to be saved.



	
	Select “Save Changes” to display slide 92.


Display:
	
	Slide 92: Search Results

	
[image: image39]


Explain:  
	
	The system now returns to the previous search results.

	
	Click anywhere to display slide 93.


THIS PAGE LEFT BLANK INTENTIONALLY

Display:
	
	Slide 93: People – Reassign, Detach, Receive, Delete
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Explain: 
	
	I’d like to interrupt the demonstration for a moment to explain the different actions that can be performed to a person’s profile.

Reassign – This action is taken when a person moves from one organization to another, but stays within the same organizational hierarchy.
This task can be accomplished by a DTA with org access to both the old and new organizations.

Detach and Receive – If the DTA does not have org access to the person’s new organization, a set of processes known as detaching and receiving must be used.
On the slide, a person is being re-assigned from the 1st Battalion to the 213th Medical Group.
The 1st Battalion DTA can not simply update the traveler’s profile, since he does not have org access to the 213th Medical Group, so he will not be able to select the new organization from the “Organization Name” drop down.




CONTINUED ON NEXT PAGE
Continue slides 93:
	
	Instead, he will have to detach the person from his current organization, sending the person’s profile into the “None Organization”, which is a holding bin for people who are not currently attached to any organization.
A person in the “None Org” is stripped of all permission levels, org access, and group access.
He will remain in the “None Org” and will not be able to log into DTS until he is received by the new organization’s DTA.

Delete – This option is used to remove a user’s profile from DTS.
You should only delete a user if you are sure they will no longer be using DTS.

If the person being deleted is not a traveler, or is a traveler who has never created a travel document, his profile will immediately be deleted from the system.

If the user has previously created a document, he will be placed in the None Org for 15 months.

If the person is not received into an organization within the 15 month period, his profile will be permanently deleted from the system.




	 Reassign Person TC "Reassign Person" \f C \l "1" 
	
	3 Minutes


Display:
	
	Slide 94: Search Results

	
[image: image41]


Explain:  
	
	So with that explanation out of the way, I’m now going to demonstrate how to reassign a user to a new organization.
Prior to reassigning a traveler, the DTA should ensure the vouchering process is complete on all of the traveler’s existing documents.
After searching for (and finding) the person I wish to reassign, I will select “Update” in her profile.


	
	Select “Update” to display slide 95.


Display:
	
	Slides 95-96: Reassign Mary Farrell

	
[image: image42]


Explain:  
	
	Just as before, when I updated Eric Brown’s profile, the system asks me whether the person will be traveling.
Travelers should only be changed to a non-traveler if you are certain that they will no longer be using DTS to travel.

Mary Farrell is currently a traveler, but I am going to change her to a non-traveler to demonstrate what will happen.



	
	Select “No” to display slide 96.

	
	The system now gives me a verification alert to ensure I am aware that Mary’s profile is going to be shortened and all previously entered traveler data will be lost.



	
	Select “OK” to display slide 97.


Display:
	
	Slides 97-101: Reassign Mary Farrell (cont)

	
[image: image43]


Explain:  
	
	As you can see, Mary Farrell now has the shorter, User, profile.

She is currently assigned to the Second Battalion, but by changing the Organization Name, I am going to reassign her to the Eighth Regiment. 



	
	Select the “Organization Name” drop-down to display slide 98.
Select “DM2MD8RG” to display slide 99.

	
	In addition to updating Mary’s organization, I may need to update her “User Specific Data” as well.
At the Eighth Regiment, Mary is going to be a routing official.  To perform this role she needs “Permission Levels 1 and 2” in addition to permission level 0 that she already has as a traveler.



CONTINUED ON NEXT PAGE
Continue slides 97-101:
	
	Select “Permission Level 1” to display slide 100.
Select “Permission Level 2” to display slide 101.

	
	Now that I have finished updating Mary’s profile, I need to save the changes I have just made.



	
	Select “Save Changes” to display slide 102.


Display:
	
	Slide 102: Search Results for Mary Farrell – Reassigned

	
[image: image44]


Explain:  
	
	At this point, the system returns to the display of the results from my original search for people, with Mary’s profile displaying her new organization.
Next, I’m going to detach a user.


	
	Click the scroll bar on the right side of the screen to display slide 103.


	 Detach Person TC "Detach Person" \f C \l "1" 
	
	2 Minutes


Display:
	
	Slide 103: Detach Jack Johnson

	
[image: image45]


Explain:  
	
	Jack Johnson is moving to an organization to which I do not have org access.
His new organization’s DTA cannot receive him directly from my organization because that DTA does not have org access to my organization.
The solution is for me to detach Jack and place him in the None Org, from which the gaining organization can receive him.


	
	Select “Detach” to display slide 104.


Display:
	
	Slide 104: Detach Jack Johnson (cont)

	
[image: image46]


Explain:  
	
	When a person is being either detached or deleted, the system will provide the DTA with a confirmation screen ensuring this is the correct person.


	
	Select “Detach Person” to display slide 105.


Display:
	
	Slide 105: Search Results

	
[image: image47]


Explain:  
	
	Now that I have detached Jack Johnson, he will not be able to log in to DTS until he is received by his new organization.


	
	Click the scroll bar to display slide 106.


	 Delete Person TC "Delete Person" \f C \l "1" 
	
	2 Minutes


Display:
	
	Slide 106: Delete Sam Malone

	
[image: image48]


Explain:  
	
	Next, I am going to delete a user.
Sam Malone has retired and will no longer be using DTS.



	
	Select “Delete” next to Sam Malone to display slide 107.


Display:
	
	Slide 107: Delete Sam Malone (Cont)

	
[image: image49]


Explain:  
	
	Just as when detaching a user, the system will prompt me to confirm my deletion of Sam Malone from DTS. 
After I do so, because Sam was not a traveler in DTS, his profile will be permanently deleted from the system.



	
	Select “Delete Person” to display slide 108.


	Receive Person TC "Receive Person" \f C \l "1" 
	
	3 Minutes


Display:
	
	Slide 108: Search Results

	
[image: image50]


Explain:  
	
	I am now going to receive a user who is coming to my organization from an outside hierarchy.

Before I can do so, of course, the person’s old organization must have already detached him, placing him in the None Org.

I will select “Receive Person”, in the dark blue bar.



	
	Select “Receive Person” to display slide 109.


Display:
	
	Slides 109-112: Receive Person

	
[image: image51]


Explain:  
	
	In order to receive a person from the None Org, I must first enter the user’s full social security number.


	
	Click in the “SSN” field to display slide 110.

	
	Next, I will select the organization into which I wish to place the person.


	
	Select “Receiving Org Name” drop-down; display slide 111.
Select “DM2MD8RG” to display slide 112.
Select “Search” to display slide 113.


Display:
	
	Slide 113: Receive Michael Jones

	
[image: image52]


Explain:  
	
	If a person has not been detached by his old DTA, the system will provide me contact information for that DTA.
I would then contact the DTA and ask him to detach the person and email me confirmation so I will know when the traveler is available to be received.

This particular user, Michael Jones, is already in the None Org, so I can receive him now.


	
	Select “Receive Person” to display slide 114.


Display:
	
	Slide 114: Michael Jones “Received” Search Results

	
[image: image53]


Explain:  
	
	Remember, when a person is detached to the None Org, they lose all permission levels and accesses.
When he is received from the None Org into a new org, the system will only give him “Permission Level 0”, but no group or org access.
If the user requires any other permission levels, accesses, or any other profile updates, you can access his profile from this screen.


	
	Select “Update” to display slide 115.


Display:
	
	Slide 115: Update Michael Jones

	
[image: image54]


Explain:  
	
	Michael will remain a non-traveler.
If I were to change him to a traveler, I would need to fill in his complete traveler profile.



	
	Select “Continue” to display slide 116.


Display:
	
	Slides 116-118: Update Michael Jones

	
[image: image55]


Explain:  
	
	Michael Jones is also going to be a Routing Official, so I will grant him “Permission Levels 1 and 2”.


	
	Select “Permission Level 1” to Display Slide 117.
Select “Permission Level 2” to Display Slide 118.

	
	I have now finished updating Michael’s profile, so I need to save my changes.


	
	Select “Save Changes” to display slide 119.


	 View Person Lists TC "View Person Lists" \f C \l "1" 
	
	5 Minutes


Display:
	
	Slide 119: Search Results for “Updated” Michael Jones

	
[image: image56]


Explain:  
	
	After I save the changes to Michael’s profile, the system brings me back to the search results screen.
From this screen, I have already demonstrated how to update, detach, and delete a user.

Beneath these options, there are two more buttons, “View Groups” and “View Dependents”.
“View Groups” will show all groups to which a traveler belongs.

Users with group access to any one of these groups will be able to view, create, and edit documents and privacy act information for the traveler. 



CONTINUED ON THE NEXT PAGE
Continue slides 119:
	
	To learn more about groups, please attend Distance Learning Course “D-110 DTA Maintenance Tool – Groups”. 

“View Dependents” will allow the DTA to create, update, and remove information such as name, date of birth, relation to the traveler, and passport data for a traveler’s dependents.

DTS travelers can create travel documents for their dependents if the proper approval is given.

The last piece of functionality within the People module is “Viewing Person Lists”.

Viewing a Person List is very similar to performing a search, but the results that are returned show much more detail and are provided in a customizable spreadsheet



	
	Select “View Person Lists” to display slide 120.


Display:
	
	Slides 120-123: View Person Lists

	
[image: image57]


Explain:  
	
	First I will select the type of report I want to view. There are five report types I can choose from.



	
	Select the “Report Type” drop-down to display slide 121; and 
HOLD.

	
	The “Basic Traveler Information List” displays some items from a traveler's profile, including organiza​tion, unit identification code, access, and default LOA.

The “Complete Traveler Information List” displays all items from a traveler's profile, including Privacy Act Information and full SSN, if indicated.
The “Accounts Information List” displays information regarding a traveler's GOVCC and EFT information.


CONTINUED ON THE NEXT PAGE
Continue slides 120-123:
	
	The “Special Features Information List” displays any special permissions or accesses the user has, such as self-AO approval, NDEA status, and debt management monitor status.

The "Groups Information List” displays traveler names and the groups to which they belong, as well as member organizations and group organization owner names.

Today, I’m going to run the “Basic Traveler Information List”.



	
	Select “Basic Traveler Info List” to display slide 122.

	
	To search all organizations, I’m going to select the “Main Org” and check the checkbox to “Include its sub-organizations”.



	
	Select “Include Sub-Organizations” to display slide 123.

	
	I will only be able to select “Show Full SSN” if I am requesting a “Complete Traveler Information List” report.
Next, I will select “Run Report”.



	
	Select “Run Report” to display slide 124.


Display:
	
	Slide 124: View Person List Report

	
[image: image58.emf]141
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Highlight:
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	· No highlights are necessary.


Explain:
	
	As you can see, the report has opened in a spreadsheet that is customizable and able to be downloaded to my computer.
All of the other reports run the same way.




THIS PAGE LEFT BLANK INTENTIONALLY
	 Summary – Closing – Questions TC "Summary – Closing – Questions" \f C \l "1"  
	
	4 Minutes


Display:
	
	Slide 125: Summary


	
[image: image60.emf]125 11 June 2007

Summary

•

User vs. User Traveler

•

Create Profile vs. Self Registration

•

Search

•

Update

•

Detach

•

Delete

•

Receive

•

View Person Lists




Highlight:
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	· No highlights are necessary.


Explain:  
	
	As a quick summary, I would like to revisit some basic points:

First, there are two types of profiles in the system.

A user has a shorter profile, and will not be able to use DTS to travel until his profile is updated to the longer traveler profile.
There are two ways to create a new profile in DTS.
The DTA can create their person’s profile using the DTA Maintenance Tool.

The person can create his own profile through Self Registration; and once the person submits the self registration, the DTA must review it and accept the person.

When working with a person’s profile, Search is the first step. In order to update, detach, or delete a person, they must first be searched for.


CONTINUED ON THE NEXT PAGE
Continue slide 125:
	
	Update a user’s profile to make changes to it.

Detach users who are moving to a new org; this places them in the None Org until they are received by the new DTA. 

Delete behaves differently depending on the person’s status:

A non-traveling user’s profile is immediately and permanently removed from the system.

A traveler with documents in the system will be placed in the None Org for 15 months; if he is not received in that time, they will be permanently removed from the system.

Receive an in-bound person from the None org.
You need to know the person’s full social security number and have org access to the gaining organization.
The received user will only have permission level zero; if they needs any other permission levels or accesses, their profile can be updated after being received.

And finally, there are five View Person Lists, which are reports that can be used to search for detailed user or user/traveler profile data.




Display:

	
	Slide 126: Class Closing Lobby
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	· No highlights are necessary.


Explain: 
	
	This concludes our class on the People Module of the DTA Maintenance Tool; to learn more about the DTA Maintenance Tool, you should complete classes:
· D-100 DTA Maintenance Tool – Overview

· D-105
DTA Maintenance Tool – Organizations

· D-110
DTA Maintenance Tool – Groups

· D-115 DTA Maintenance Tool – Routing Lists




  Distribute ICE card link: 

	
	Push the ICE card link out to participants after posting slide 
# 126 “Thank You” slide.




   Display:

	
	Slide 127: Thank You For Attending 
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	· No highlights are necessary.


  Explain:

	
	We appreciate your attendance today and we hope the class material is helpful. 

Please come back again soon and tell a friend or bring a friend.

At this point the classroom is closing and the lobby will remain open for approximately 60 minutes.

Thank you and have a great day!



114





Carol Green





110





111, 112





113





Carol Green





109














62





55





54





53





52





51





46, 47











1





2





Distance Learning D-120


DTA Maintenance Tool - People





WWW





WWW





66, 67





58, 59





45





Carol Green





108





Carol Green





107





106





Carol Green





105





Carol Green





104





103





Carol Green





48, 49





50





44





43





40





39





41, 42





Carol Green





37





38





28, 29





26, 27





30, 31, 32, 33





100, 101





98, 99








Carol Green





96





97





102





92





84, 85





87





88, 89, 90, 91





83





82





Carol Green





81





Carol Green





80





79





34





Carol Green





24, 25





21, 22





73, 74





75





76, 77





78





Carol Green





72





Carol Green





86





71





68, 69





70





95








63





20





Carol Green





18





17





13





23





65





14





36





Carol Green





19








64





57





60, 61





56





115





Carol Green





116





Carol Green





117, 118





119





120





Carol Green





121,122





123





124





Carol Green





16








TECHNICAL ISSUES?

AUDIO GAPS

SLOW SCREEN CHANGES

DISCONNECTS 







Exit class

Close all other software applications

Log back into class 

Check with local IT staff



If problem persists call the DISA Help Desk: 
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TRAINING OBJECTIVES

Create Profile (User vs. User/Traveler)

Search

Update

Reassign

Detach, Delete, Receive

View Groups

View Dependents

View Person Lists
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u TRAINING OBJECTIVES -

- Create Profile User vs. UserrTraveler)
- Search

- Upaate

- Reassign

- Detach, Delete, Receive

- ViewGroups
- ViewDependents
- ViewPersonLists





DTA Administrative Process

ESTABLISH ORGANIZATIONS



CREATE/NAME ROUTING LISTS



CREATE/NAME GROUPS AND ESTABLISH GLOBAL GROUP MEMBERSHIP



ESTABLISH PERSONAL INFORMATION



COMPLETE ROUTING LIST DETAILS



ASSIGN INDIVIDUAL GROUP MEMBERSHIP



SET UP LINES OF ACCOUNTING (LOA)



ESTABLISH BUDGETS



GENERATE REPORTS
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Explain that establishing organizations is the first step in the logical flow process
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None Org

8nd Marine Regiment

*Reassign

Detach

Delete

Receive

2nd Battalion

3rd Battalion

1st Battalion

213 Fighter Wing

213 Maintenance

Group

213 Medical 

Group

PEOPLE– REASSIGN, DETACH,
RECEIVE, DELETE

* Can only be done by the LDTA from (509 Bomb Wing) 
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Explain that there are 4 actions that can be taken with a person’s profile.



Reassign

Used when a member is moving from one org to another, but still staying within the organizational hierarchy

This can only be done by the LDTA or by someone who has org access to the main organization and is able to view all sub orgs



Detach

Used when a member is moving from one organizational hierarchy to another

Removes a person’s profile from the organization and places it in the None org

When detached a member’s profile is in the None indefinitely or until another organization receives it



None org

When a member’s profile is placed in the None org they are stripped of their permission levels and will not be able log into DTS or create documents



Receive

Used when a member is moving into another organizational hierarchy 

Only way to receive a member’s profile is by searching by the SSN



Delete

Used when a member is leaving the service or agency permanently (retirement)

When deleted a member’s profile is placed in the None org for 15 months and then archived for 6 years and 3 months
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PEOPLE- REASSIGN, DETACH,






WELCOME



D-120



DTA  Maintenance Tool

 People 
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