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Instructions for Accessing Training in DEFENSE TRAVEL

MANAGEMENT OFFICE

Information Paper:

Travel Explorer (TraX)

Introduction Travel Explorer (TraX) offers a centralized travel resource comprising of travel
assistance, training, access to trip tools, and other useful information. TraX is
accessible 24 hours a day, 7 days a week for registered users.

Access and To log into TraX, 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.

) u.s. Department of Defense Warning Statement
L]

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, Indictor 1). If you do have
an account, skip the next step.

Username
Password

Forpol your passwond?

Log in to Passport
2
OR /

BB continue with your CAC

If you're new to Passpoft, register here

Login Help

Figure 2: Passport Login Screen
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Registering The Passport Registration page opens (Figure 3).
to TraX

Login Email

First Name *

Last Name *

Employment Type *

Select Employment Type

Work Phose * & Ext

Figure 3: Passport Registration Page

There are two ways to register an account in TraX.

o 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 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).

e 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).

Access and From the Passport Login screen, log in with your preferred method (Figure 2, Indicator
Login 2). The Passport Home page opens (Figure 4). You can access applications based
upon your permissions. 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.
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Access and Subscriptions: DTMO Publications (e.g., Customer Services Notices, Dispatch)
Login you indicated you want sent to your email. You can choose to unsubscribe at
(continued) any time.
TraX: Tool used to access training, help tickets, and trip calculator estimator.
Passport
[ Féassport is the Defense Travel Managemeﬁt Office's single sign-on portal to
permission-based applications related to DoD commercial travel.
Defense Travel Management Office EIHG Home
e DOD Center for Travel Excellence a5 ack 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 Select TraX from the Passport Home page (Figure 4). The TraX Home page opens
(Figure 5). From here, you can choose options from the quick links or Navigation Bar:
Training: Launch training recommended specifically for you base upon your
designate role.
Knowledge Search: Search FAQs on travel topics, access guides and resources.
Trip Tools: Open individual cost estimation functions.
Travel Assistance: Create new Help Tickets and access recent Help Tickets.
Announcements: Select any item to view more information in the display area.
Passport Home: Return to Passport to access other features.
Log Out: Close your TraX session.
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TraX
(continued)

TraX

4=1 Training Knowledge Search g

B Customize your own tralning itinerary and track of your accomplishements and print certiicates Find key Information and and help topics and guides that will assist you with your roles and
Trip Calculator using your tablr, smartphone or desktop. responsibiltes.

] TraX Home

Quick Tools

2 / Training £EN, Trip Tool 7 Travel Assis
Knowledge Center @ Trip Tools allaw yiou ta create and estimate costs for your travel. Accass Trip Tools in the left menu Get online travel assistance and chat live with technical staff here to assist you.
and sava/print your trip or email your trip to colleaguies.
Travel Assistance

Passport Home

Logout

for 12 hours beg 2300 EST on Friday, April 19, 2019

Coach-Cla

and Other Qrder Formats
Documents in DTS?

Figure 5: TraX Home Page

Available You access Training either by selecting the quick link (Figure 5, Indicator 1) on the

Training TraX Home page or from the Navigation Bar (Figure 5, Indicator 2). The default
Available Training screen opens. Training sections also include Scheduled,
Completed, My Roles and Info (Figure 6).

On the Available Training screen, the class listing defaults to Recommended Only
(Figure 6, Indicator 1), which is driven by the selections under My Roles. You can
check the box Show All and the listing expands. To differentiate the training, a
Key identifies the classes with a 2-digit code and color indicator (Figure 6,
Indicator 2).

Within the listing, the arranged class data has four columns: Actions, Class Name,
Version, and Type.

e Actions provide the Information icon for class description, as well as the
ability to Schedule and Launch classes.

o Class Name lists the available classes.

e View the document’s current Version to see if updates occurred.

e Type reflects the class Key. Some classes may reflect multiple class codes.
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@ tpertwmiael [ GpantaPDF | B PrintClais  Se— 4 Show[Th ~ |entries

Class Hame * Veriom  Type

Figure 6: TraX Available Training Screen

The Available Training sort default is by Class Name. Select a column heading if
you need to change the sort (e.g., Type). The list may include several pages.
Therefore, the class you need may not appear on the first screen. Be sure to scroll
to the bottom of the page and select the page number or Next to advance.

To view the classes in a continuous list you can select Export to Excel, Export to
PDF, or Print Classes (Figure 6, Indicator 4). Open the document to review the
choices.

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 6, Indicator 3).
On the My Roles screen (Figure 7, Indicator 1) check the boxes next to the roles
specific to your position or desired training. At a minimum, you should select DoD
traveler and/or DTS user. Select Update Roles (Figure 7, Indicator 2) to save
changes.
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Quick Tools

Training
Avalable
Scheduled
Completed

My Falas
Infy

Kncwiedge Center

Travel Assistance

Passpart Home

Logout
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My Roles

Instructions
Recommended Training Filters

To fitter prospective web based training

Wihen you check a role er multiple role:

TIP When you have checked your Rales, click the Return to Class List button balow to see vour list of recommended dasses.

- 1

My Roles for Recommended Classes:

Travel card holder B /

DoD traveler andjor DTS user [
Authorizing Official (A0) IR

Reviewing Official (R0]
Lotaonts @
FoTa/a0TA
ceas @
Transpartation Officer (T} B
Debt Management Monitor (DMM]
Travel Clere/NDEA [0
Agency Program Coordinator (APC) IR
Companent Program Manager (CPY) [0
Quality Assurance Evaluator (QAE) or Cantracting Officer Technical Reprasentative (TR

Commander, Director, or Superviser [

Update Roles

istance leaming, and other classes, please check all roles in the list that apply to your working responsibilities and/or job functions,

commended filter i spplied only to your class search. No other profile or account information is sffected

Figure 7: My Roles Screen

The screen updates with a message (Figure 8).

My Roles

o Success

Your roles have been updated.

Instructions

Recommended Training Filters

To filter prospective web based training, distance learning, and other classes, please check alll
When you check a role or multiple roles, the recommended filter is applied only to your class

TIP When you have checked your Roles, click the Return to Class List button below to see youd

Return to Class List

Figure 8: My Role Message Screen

Select Return to Class List to access the revised inventory or select Training
directly from the Navigation Bar (Figure 7). The Available Training screen
appears.

Searching for
Classes

e Enter the class name in the Keyword Search field.

Defense Travel Management Office

If you know the specific class name, you can use the Keyword Search feature to
locate the training quickly (Figure 9).
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e Select Search

Classes
(continued) The class appears on the screen.
Available Training
Show All OR: Recommended Only Web Based Distance Learning Classroom
E:RECD mmended m Web Based Distance Learning E Demeonstration m Classroom m New Version E Completed Class
Figure 9: Available Training (Keyword Search) Screen
Class On the Available Training screen, under the Actions column, select the Information
Description icon (Figure 10) for class content, estimated class length, and recommended roles.

TraX Training

Web Based

Available Training

W
(i

T Lapert 1o Eacel X -
DTS (Basic) - DTS Travel Documents (DTS 101) * Versie Type
Basic DTS Travel Documents provides basic instruction on how to create travel documents (authorizations, o @D
vouchers, and local vouchers) in DTS, This class is recommended for DoD travelers and those who create o oz
documents for them. Authorizing Officials and routing officials will benefit from this course also, m:
This class takes an average of 90 minutes to complete in its entirety. This estimate assumes participants visit all oz
of the mandatory material, approximately half of the optional material and complete the assessment at the end — E .

of the module. Your time may vary significantly depending on your reading speed, amount of material you
access, and many other factors.

You may complete this class in more than one sitting. If you wish to return to the module, navigate directly to
the page last viewed and proceed from that point; there is no need to start the module aver. Travel Explorer

(Trax) does not retain a record of your progress after you exit a training module.

Close

Figure 10: Information Icon (Class Details)

When you are finished, select Close or the X in the upper corner of the window to
exit.

Web Based Training classes (WBTs) are self-paced, on-demand, computer-based

Training classes. They have interactive exercises and an assessment.
To access a WBT, on the Available Training screen, select Launch next to a class.
The class Welcome screen (Figure 11) opens. It provides a class description, some
key information about the class, and its computer requirements.
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Welcome to DTS (Basic) - DTS Travel Documents (DTS 104)
This course shows 3 Yaweler how 1o creake 3 basic autherization, make transportation and ledging reservations, eraals 3 basie woucher, and claim reimbursable axpenses. This class is recommanded for Dol travelars and thoss wha craate ravel documents for ham
Aahrizing O¥icisis 2nd Riviowing Oficials well also benof from #is class

90 mirutos b comphate in &3 eetiroty, This estimabe assumes you visit all of the mancatory maloial, view approsimately half of the opicnal material, and complots the asssssment at the end of the medule. Your tima may vary significantly
g spesed, the armourt of material you access, and mamy ober factoes,

depe
ot retain a recond of your dlass progress after you exit a training module, when you rebum o the module, navigate dvectly 1o the page last viewsd and proceed from that
duiia, you will e 2/e ¥ print your completion centficate, and TraX wil record your successhul compietion. To see a st of your compieted waining, log o Tral, navigats 1o e
tifcates from the Compleled ta.

“¥ou may conplete
paint there s no 10 5tan the module ov
‘Training module, and selfect the Completed tab.

System requirements to view the course:

: xpic
will allcaw the wse of thosa bewsars. Aways contact your IT departwant before instaling ef using 3 computar application.
For IE usors the address bar may provent sama content from displaying on stroens with lowar resciutions. Folow thesa £1ops o remove tha addrass bar in the courss window:

1. el Tools « Internet Options

2 Select the Securty tb

the 20ne as infemet

e custom level bution

5. Seroll down in the opened window and sat *Allow webesitas 1o ba open window without address bar or stas bar’ 12 Enable

Launch Course

Figure 11: Welcome Screen

To take a WBT, select Launch Course. You earn a training certificate for
successfully completing the assessment (for more on certificates, see the
Completed section, below).

Distance learning is an interactive, online classroom environment, delivered by a

live instructor via Defense Collaboration Service (DCS) software.

Locate the Distance Learning class on the Available Training screen. To register,

select Schedule to the left of the class title (Figure 12).

Available Training

Show All  OR: Recommended Only Web Basod Distance Learning Classroom

Koy:
ER) Recommended [ web Based Distance Learning [ Demonstration B classroom [ Newversion B Completed Class

[ Export to Excel [ Exportto PDF & Print Classes
Actions Class Name
Schedule Additional Topics for DTAs (D300)

AQ/RO - The DTS Approval Process
_ AQYRO - Training for Accountable Officials and Certifying Officers (Annual COL Refresher)

n AQfRO - Training for Accountable Officials and Certifying Officers (Initial COL)

|

Figure 12: Schedule Distance Learning Screen

The class schedule appears (Figure 13). Determine the preferred class date and

time. Select Register (Figure 13).
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Distance X
. Register for Additional Topics for DTAs (D300)
Learning
(continued) Start End From (ET) To (ET)
09/08/2020 09/08/2020 8:00 am 9:00 am
08/20/2020 09/30/2020 8:00 am 9:00 am
10/12/2020 10/12/2020 10:00 am 3:00 pm
02/08/2021 02/08/2021 8:00 am 9:00 am
Close
Figure 13: Register for Distance Learning Screen
A check mark appears for the Registered class (Figure 14). Select Close or X at the
top right to exit (Figure 14).
X
Register for Additional Topics for DTAs (D300}
Start End From (ET) To (ET)
o Registered 04/08/2020 05/08/2020 B:00 am 9:00 am
09/30/2020 09/30/2020 800 am %00 am
10/12/2020 10/12/2020 10:00 am 3:00 pm
02/08/2021 02/08/2021 &:00 am 5:00 am
Close
Figure 14: Confirmed Registered for Distance Learning Screen
Note: TraX emails you the class details using the email address listed in your TraX
profile. Ensure the email is correct to receive TraX initiated emails.
Scheduled From the Navigation Bar, under Training, select Scheduled. The Scheduled
Training Training screen loads (Figure 15). You can see the Class Scheduled, Type, Start
and End date, and the From and To time. Under the Action column, you have the
Information icon, the Launch (not shown) and Cancel options. The classroom
becomes available approximately half an hour before the scheduled start time.
Select Launch to enter an online classroom.
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Scheduled Training

B exporttoExcel | [ Exportto PDF & Print Classes Show|25 | entries

Class Scheduled Type | start 4| Ena | TOM [ TO Action

(ET) (ET)
[l ot |

Showing 1 to 1 of 1 entries Previous | 1

Additional Topics for DTAS (D300) 05/08/2020 | 09/08/2020 | 8:00 am | 5:00 a

Figure 15: Training Scheduled Screen

Completed From the Navigation Bar, under Training, select Completed (Figure 16, Indicator

Training 1). The page loads displaying Class Completed WBTs and DL sessions. The page
also provides Print and Delete options for training certificates that you earned
(Figure 16, Indicator 2).

TraX Training

E— Completed Training
Trip Calculator
Quick Tools [@ exporttogxcel | [ Exportto POF B print Classes e e
Trainin, ) (Feree . »
| E Class Completed Version | Completed “B'; Print Cartificate
Availabie
FOTA - Lines of Accounting (Budgets 2.00 v | [ I
Scheduled
Programs & Policies - Trave 2.04 = |HIEEEE T
Travel Card Pragram Management o - 9
ke o | |
il ¥ L02 Tra Delsts
Knowledge Center 200 Trax print [ oelete ]
Travel Assistance -
DTA - Maintenance Tool: Routing Lists 100 ra¥ m m
Trip Took Admin DTA - Reports Trak m m
Passport Home DTS (Basic) - About DTS e | I
0 FOTA - Lines of Accounting/Budgets 2,00 - | T
DTA - Troubleshoat vst Pract s e | I
AQJRD - Training for Accountable Officials and Certifying Officers (Annual COL Refresher) 3.00 raX m m
—

Figure 16: Completed Training Screen
Select Print to generate your training certificate (Figure 16, Indicator 2).

Note: If you do not see a training certificate you have earned, complete a TAC
Help Desk ticket. From the Navigation Bar, select Travel Assistance, Create
Helpdesk Ticket. A ticket page opens. Include in your ticket the full class title, the
completed class date, and your TraX login email address. Your certificate will post
to your TraX account, under Completed within a few days.
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If you need to update your account information (e.g., your email address changes),

Updating
Account you can access My Profile from the Passport Home page (Figure 4). A screen opens
Information which allows you to change the details of your account. After entering the information,

select Update Profile to save changes.
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