Information Paper:

Accessing DTS (Basic) Training Classes MANAGENENT OPFICE

Introduction The DTS (Basic) series includes web based training (WBT) classes that introduce
Defense Travel System (DTS) fundamentals. These WBTSs are available for
anyone, but are best suited for personnel new to the DoD and DTS. This training
is accessible 24 hours a day, 7 days a week through the Travel Explorer (TraX).

Access and To access the classes, go to the DTMO Passport (Figure 1) at
Login https://www.defensetravel.dod.mil/passport. View the information on the
Passport Message page and select OK to proceed.

Passport

U.S. Department of Defense Warning Statement

any device attached

Figure 1: Passport Message Page

You must have a user account to log into Passport. If you don’t have one, select
register here on the Passport Login screen (Figure 2).
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Figure 2: Passport Login Screen
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DEFENSE TRAVEL
Registering The Passport Registration page opens (Figure 3). MANAGEMENT OFFICE

for TraX

Registration Instructions

Option 1; Complete all of awing fioes 1 1o
Optien: P Register with your CAC Comp

Login Emall *

First Mame *

Last Name *
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Selict Employmet Type

Work Phone * & Ext

Submit Registration

Figure 3: Passport Registration Page

There are two ways to register an account in TraX.

e Register an account with Login Email: Enter an email address, first and last
name and remaining mandatory fields, then select Submit Registration. After
your account is created, you'll receive an email informing you of the account
status. You use the link within the email to complete registration and
establish a new password. Once you complete registration, return to
Passport, enter your email address and password, and then select Log in to
Passport (Figure 2).

o Register with your CAC: Select Register with your CAC. Upon account
creation, you will receive an email notifying you of the account status. You'll
be able to log into Passport by selecting Continue with your CAC (Figure 2).

We recommended you do both. Why? If you only use the CAC option and then
replace your CAC, you won’t be able to access your old TraX account. If you have
an email address and password on file, you’ll always be able to access your
account. You can always update your email address if it changes. See the
Updating Account Information section.
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Access and On the Passport Home page, you can access applications based upon your
Login permissions (Figure 4). At a minimum, you’ll have access to My Profile,
Subscriptions, and TraX.

e 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.

e 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.

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

Passport

™ Passport is the Defense Travel Management Office's single sign-on portal to
permission-based applications related to DoD commercial travel.

DTMO Home

| @ | Defense Travel Management Office
n-{'/’ The DOD Center for Travel Excellence 2 eedback Logout

Figure 4: 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.

TraX From the Passport Home page, select TraX (Figure 3). The TraX Home page
Training opens (Figure 4) displaying the system features.
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Figure 5: Travel Explorer Home Page

Available
Training

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

default Available Training screen opens (Figure 6).
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Figure 6: Available Training Page
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Available On the Available Training screen, the class listing defaults to RecommERHEEMENT OFFICE
Training Only (Figure 6, Indicator 1) based upon the selections under My Roles. You can
(continued) check the box Show All and the listing expands (Figure 5, Indicator 2). A Key

(Figure 6, 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 6, Indicator 4).

Note: Due to volume of classes, you may not see your desired class on the page.

Be sure to go to the bottom of the page and select Next to view additional
classes.

My Roles 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 (Figure 7).

TraX Training

TraX Home Available Training

Trip Calculator
= s e
Showall | OR: B Recommended Only u Web Based Distance Learning Classroam

Key:
[ Recommended [ Web Based Distance Learring [ Demonstration [l Classroom [ MewVersion B Completed Class

Quick Tools

I Training

Scheduled

Completed [# Export to Excel [3 Export to POF B Print Classes

My Roles Actions Class Name

Figure 7: Navigation Bar Screen

The My Roles screen displays (Figure 8, Indicator 1). Check the boxes next to the

roles specific to your position or desired training. The minimum you should

select is DoD traveler and/or DTS user. Select Update Roles (Figure 8, Indicator

2) to apply changes.
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Mv R I i AGEMENT OFFICE
y Roles My Roles
(continued) ,
Instructions
Recommended Training Filters
To filter prospective web based training, distance |L"Jff\i|'|g. and other classes, please check all roles in the list that apply to your working responsibilities andor job functions.

‘When you check a role or multiple roles, the recommended filter is applied only to your class search. No other profile or account information is affected.

TIP When you have checked your Roles, click the Return to Class List button below to see your list of recommended classes.

Return to Class List

My Roles for Recommended Classes

Travel card holder [l
U DoD traveler and/or DTS user I

Authorizing Official (A0) IR
Reviewing Official (RO) B
LoTa/opTA D
FoTA/BDTA

cea-s B

Transportation Officer (TO)
Debt Management Moniter (DMM) I
Travel Clerk/NDEA B
Agency Program Coordinator (APC) Il
o

Quality Assurance Evaluator (QAE) or Contracting Officer Technical Representative (COTR) [l

Component Program Manager (CPM)

Commander, Director, or Supervisor [

S Update Roles

Figure 8: My Roles Screen

The screen updates with a Success message. Select Return to Class List
(Figure 8, Indicator 3) to access the revised inventory or select Training
directly from the Navigation Bar (Figure 7). The Available Training screen
appears.

Launching From the Available Training screen, select Launch next to the class (Figure 9).
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Figure 9: Available Training Screen
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Launching A browser window opens with a Welcome screen (Figure 10) that protf\GEMENT OFFICE
the Course information about the class, including system requirements needed to access it.
(continued) When you have verified your computer is properly equipped and the settings are
correctly configured, select Launch Course (Figure 10).
Welcome to About DTS
This ¢lass provides an introduction 1o DTS, explaining how to access and navigate the system, |t serves s an excellent pracursor to tha DTS Travel Documents (DTS 101) web-based training module.
This class tekes an average of 60 minutes fo complete in &5 entirety. This estmate assumes perticipants visit all of the mandatory material, spproximataly half of the opticnal material end complete the assessment at the end of the
modide. Your time may very significantly depencing on your reading speed, amount of materiel you access, and many cther factors,
You may complate this claes in more than one siting. Although the Travel Explorer {TraX) does nat retain a recand of your class progress after yeu exit a training module, when you resum to the module, navigate drectly to the page
last viewed and proceed from that poit; there is no need 1o start the module aver. When you successiully complete the module, you will be able to print your complation cartificate. and TraX wil record your successhul completion. To
see a list of your completed training, log into TraX. navigate o the Training module, and select the Completed tab. You can also print copies of your training certificales from the Completed lab.
+ Operating systems: Windows Vista, Windows 7, Windows 8
= Screen resolution: Best viewed in 1024 X 768 or greater
» Browsers: Internet Explorer (& and above). Google Chrome, Safari, Firefox
» Browser capabilities: Flash 103, JavaScript, cookies enabled
+ Pog-up blockers must be dissbled or manually allowed
**NOTE: Internet Explorer users may have troulle running this WBT when working in a virual desktog or “cloud” enviranment. I your network runs through such an apolication, you may have better success using Google Chrome or
IFie‘.:x. Venify that your organization will alkow the wse of those browsers, Always contact your [T depariment before installing or wsing any new computer application,
For |E users the address bar may prevent some content from displaying on sereens with lower resoluions. Follow these steps to remen the addrass bar in the course window:
1. Select Tools - Internet Options
2 Select the Security tab
3. Salect the zone as intemat
4. Select the custom level button
5. Seroll dawn in the opened window and sel “Allow websiles b ba open window without address bar or stalus bar” lo Enabile
Launch Course I
Figure 10: Welcome to About DTS Screen
The first screen of the selected course displays (Figure 11). Click anywhere on the
screen to continue. Once you complete the course, print the certificate from the
Completed section (Figure 7).
Welcome to
About DTS
Click anywhere to continue
Figure 11: About DTS Screen
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Updating If you ever need to update your account information (e.g., your email address
Account changes), you can access My Profile from the Passport Home page (Figure 12). A
Information screen opens which allows you to change the details of your account. After

entering the information, select Update Profile to save changes.

Passport

™ Passport is the Defense Travel Management Office's single sign-on portal to
permission-based applications related to DoD commercial travel.

Defense Travel Management Office
The DOD Center for Travel Excellence

Figure 12: Passport Home Page
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