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The Defense Travel Management Office (DTMO) web-based training Managing 
Travel Card Misuse focuses on helping commanders, directors, and supervisors 
of the Government Travel Charge Card and Agency Program Coordinators (APCs) 
understand their responsibilities for minimizing and addressing travel card 
misuse. This class may be beneficial to APCs, although it does not cover all APC 
duties, either in general, or as regards GTCC misuse specially. 

  
 

To access Managing Travel Card Misuse, navigate to the DTMO Passport (Figure 
1) at https://www.defensetravel.dod.mil/passport. The Passport Message page 
appears. View the information and select OK to advance. 
 

   
         Figure 1: Passport Message Page 

 
You must have a user account to log into the DTMO Passport. If you do not have 
an account, you may create one by selecting the register here link on the 
Passport Login screen (Figure 2). 
 

                             
    Figure 2: Passport Login Screen 
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Once logged in, the Passport Home page appears (Figure 3). The amount of 
available options depends upon your permissions to the portal. At a minimum, 
you should see, My Profile, Subscriptions, and TraX. 
 
• My Profile: Access your Passport profile to update your registration 

information. This is especially useful if your work email address changes. You 
can change your TraX login email address to match it. 

• Subscriptions: DTMO Publications (e.g., Customer Services Notices, Dispatch) 
you indicated you want sent to your email. You can choose to unsubscribe at 
any time. 

• TraX: Tool used to access training, help tickets, and trip calculator estimator. 
 

               
Figure 3: Passport Home Page 

 
At the bottom of the page, the active links carry throughout the application for 
easy navigation: Passport Home, DTMO Home, Passport Feedback, and Logout. 
 

 
 From the Passport Home page, select TraX (Figure 3). The TraX Home page 
opens (Figure 4) displaying the system features. 
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                       Figure 4: Travel Explorer Home Page 

 
  

You access Training either by selecting the quick link (Figure 4, Indicator 1) on 
the TraX Home page or from the Navigation Bar (Figure 4, Indicator 2). The 
default Available Training screen opens (Figure 5). 

 

 
         Figure 5: Available Training Tab 

 
On the Available Training screen, the class listing defaults to Recommended 
Only (Figure 5, Indicator 1) based upon the selections under My Roles. You can 
check the box Show All and the listing expands (Figure 5, Indicator 2). A Key  
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(Figure 5, Indicator 3) identifies the classes with a 2-digit code and color 
indicator. You can select a specific code (e.g., Web Based) to view only certain 
classes (Figure 5, Indicator 4). 

 
Due to volume of classes, you may not see your desired class on the screen. Be 
sure to go to the bottom of the page and select Next to view additional classes. 
 
Note: If your class doesn’t appear in the inventory or if this is your first time in 
the Training module, from the Navigation Bar, select My Roles. On the My Roles 
page, check the boxes next to the roles specific to your position or desired 
training. Select Update Roles to save change. Then return to the Available 
Training to view classes. 

 
 
Locate your class using Show All, Recommended Only, or use the Keyword 
Search. On the Available Training screen, select Launch next to the class (Figure 
6).  
 

 
      Figure 6: Available Training Screen 

 
When the class details screen opens, select Launch Course to start the training 
(Figure 7).   
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Figure 7: Welcome to Managing Travel Card Misuse Screen 

 
The first screen of the class opens (Figure 8). Click anywhere on the screen to 
continue. Once you complete the course, print the certificate from the 
Completed section (Figure 6). 
 

 
    Figure 8: Managing Travel Card Misuse Screen 

 
  

If you ever need to update your account information (e.g., your email address 
changes), you can access My Profile from the Passport Home page (Figure 3). A 
screen opens which allows you to change the details of your account. After 
entering the information, select Update Profile to save changes. 
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