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Instructions for Downloading
Instructor Resources

PLEASE NOTE: Instructions are subject to change without notice to accommodate new Travel Explorer
(TraX) functionality. Please visit the DTMO homepage for the most up-to-date instructions.

Step 1: Access the DTMO homepage at https://www.defensetravel.dod.mil/. Select Training

Resources.

Step 2: From the Training Resources Lookup, select Instructor Resources and Instructor-led in the
Type drop-downs, and then click Submit. (Note: To view Instructor Resources in both classroom and
distance learning formats, select only Instructor Resources, then Submit.)

Training Resources Lookup

Ta view training by Type, Role, Topic or Series, choose from the appropriate
corresponding drop downs below. To view all training resources, leave the criteria
blank and click Submit.

Instructor Resources v| Instructor-led "

ﬂ@

Topic: |SEIE|:1... W

E | Select.. |
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Step 3: To download the instructor materials, select the relevant course link.

Programs & Services > Training Resources > Resource Lookup - Results

Resource Lookup - Results

The Training resources that match your criteria are listed below.

Type: Instructor Resources " ENTER NEW SEARCH

Sub-type: Instructor-led

Name Vsort Roles Topic Vsort  Series
About DTS Instructor [DTS Instructor
This class provides an introduction to the Defense Travel System (DTS), explaining how to Curriculum
access and navigate the system. It serves as an excellent precursor to Basic DTS Travel

Documents.

Cancellation Procedures Instructor [DTS Instructor
This class explains the procedures for authorizations that include incurred expenses and Curriculum

for those that contain no incurred expenses. It outlines the procedures that not only help
ensure the traveler receives the correct reimbursement, but also prevent additional funds
being paid to the traveler or the government after the cancellation.

City Pair Program Instructor | City Pair Instructor
This resource setincludes the Instructor Guide, Participant Guide and supporting Program Curriculum

Powerpoint slides for a DTA/nstructor's use in the classroom. This class provides an
overview of the DoD City Pair program and includes information on rules and regulations
guiding the program, as well as the traveler's responsibilities pertinentto it. Itis
recommended for travelers. This class is listed as "Programs & Paolicies - City Pair

Program”
Constructed Travel DTA, DTS Instructor
This resource setincludes the Instructor Guide, Participant Guide and supperting Instructor, Curriculum

Powerpoint slides for a DTA/nstructor's use in the classroom. Constructed Travel is used |LDTA,
to compar osts when a traveler requests approval to use a form of transportation | ODTA
other than directed by the Authorizing Official. This class explains the correct way to
submit how to prepare a cost-comparison using a Constructed Travel
Worksheel as how trip entitiements may be affected.

DTS Approval Process Instructor | DTS Instructor
This resource setincludes the Instructor Guide, Participant Guide and supporting Curriculum

Powerpoint slides for a DTA/nstructor's use in the classroom. This class is designed to
instruct Routing Officials how to review and approve documents using DTS. It explains the
electronic stamping procedure, how to delegate reviewing and approving authority, and the
consequences of applying various stamps to a document.

The Defense Travel Management Office 2



Instructions for Downloading Instructor Resources

11/15/10

Step 4: Select Open to view the materials, or Save to save the zip file to your computer.

File Download

Do you want to open or save this file?

[l%l’

Mame: The_DTS_Approval_Process_ILT.zip
Type: Compressed (zipped) Folder, 32.6MB
From: www.dodtyl.com

| |

Always azk before opening this tepe of file

a

Cancel

[ Open Save ] [

YWhile files fram the [nternet can be uzeful, zome files can patentially
harm your computer. IF pou do nat trust the zounce, do not open or
zave this file. What's the nsk?

Step 5: If you selected Open, the Instructor Guide, Participant Guide and slides will be available for
you to open, then customize to add your organization’s preferred classroom lesson plan.

B8 C:\Documents and Settings\margaret. heberf\l.ocal Settings\Temporary Internet Files\Content.IE5\0

File  Edit Faworites  Tools  Help

T F ,QSearch -

Wig

) Back 3] Folders

Address [zl Ci\Documents and Settingsimargaret, hebertiLocal Sektings) Temporary Internet Files\Content, JESYORPGPEEY The_DT3_Approval_Process_ILT[1].zip

Mame & Tvpe Packe... Has Size R
Folder Tasks | | the_DT5_approval Process_2003.ppt Micrasaft OfFi... 940KE Ma 1,29... 28%
The_DTS_Appro\-'a|_Pr0cess_200?.pptx Microsoft Offi...  1,010KE Na 1,22... 18%
LY The_DTS_Approval_Pr _InskructorGuide . doc Microsoft Offi... 28717... Mo 73,1, 61%
L@JThe_DTS_Appro\-'aI_Process_ParticipantGuide.doc Microsoft Offi... 2,762KE Mo 3,71, 26%

File and Folder Tasks

Q Mo this file
Copy this file

¥ Delete this file

Date

/100200 6:53 AM
/100200 6:53 AM
£/30/200% F:44 FM
6/30/2009 4:31 PM
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Page samples from the Instructor Guide are shown below.

Instructor Guide

T Abouf This Guide 3

This Instructor Guide will enable you to train the participants onthe DTS
Approval Procsss: Route and Revew. The salisnt festures of thiz guide ars
a5 follows:

» |t consists of two types of material—mand story and supplementary.

While most of the matzrisl is mandstory, soma materislis
DTS Approval supplementary. Tha supplementary material includastheorefca
material, demos, or practice questions. This materialis indicsted by the
= shownin the legend on the next
pege). Notes are provided foindicate the start and 2nd of
supplementary materisl.

P roCeSS: Route a nd Supplementary Materislicon |
Review

Note: A=
matarial.

ssmant questions will only be asked about mandstory

* The training matanalinclu: nshots from EWTS. Itis
recommeanded that during class you sccess EWTS to show the
relgvant nz to the participants.

s Formorz informstion regarding the setup andusageof EWTS, please
raview the “Enterprise Web Training System (EWTS) Guide™ and
Distance Leaming Course D-205 "Trainar's Toolkit- Entarprise
Training System (EWT: Both documents are gvsilable onthe DTMO
Trawvel Explorar =bsite at www.defensstravel.dod mil'Passport

8]}

ltincludes activities and examples that youcanuse in class.

It provides references to the accompanying PowarPoint slides. You
should displeythe shides whentesching the classwhanswer possinle.

It provides approximate durstion for 2ach topic. Howsver, the duration
will vary depending on the amount ofdiscussion and questions that
esch section generates. It will also depend onhow much, if any, of the
supplemantary materisl iz coveradin theclass.

MNote: When calculsting the time durstion for your class, ensure that
you add time for anysupplementary material you willincorporate.

des an explanstion forthe graphi cons used in the guide.
ons will enable you to distinctly identify the instructionsthat
you should follow when discussing s sadion. Descriptionsof theicons
yzad are provided on the naxt page.
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i Legend

The following legend provides descripions of the various icons usedin this
guide.

Teon Description

Discussion

section

& Approximate duration foraach

PowarPointprassntaton

Flipchart
é Important Mot
E Examplz
Handout

Damonstration

@ Supplemantary Material

Table of Contents

Baforz YouBazin v
Topic 1: Class Overvisw and Objactives 1
Bafora You Basin 2
Introduction
Topi 2 Rooute and Revisw Procass
Eafors YouBazin
Topic Overvizw,
Folasand F. ibdliti g
Tha Start-up Procass o

Foutng Official Walcoms Sorssn
Documant List
Exarciza

ic 3:Travalar Satup.
Bafor2 YouBagin
Topic Overvizw,
Tha Travalar Setup Moduls
Availsblz Forting Lizs
Dalazars Authority.
Dalazating Awhorit

F.amove Dalagatad Avthority,
Usar Praforancas.
Fatz: Lookup.
Exarciza

Topic 4Domumant Ravisws md Adjusmeants
Bafors YouBazin
Topic Overvizw,
Fevizwing Documents
Importance of Document History.

Parforming the Initial Staps to Fosview a Documart ...
Procadure Summary
Exarciza

nlzking Adjusmant to Par Diam Allowancss ..

fjusting Per Dism Allowamess in 2 Docemeant. TE
Procadurs Stmmary 31
Exarciza 2
Accounting Codas 83
Adgitional Options - Paymant Totsls 5
Entidamant Sommany -
Exarciza o1
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Instructor e

iToplcOvawléﬁr ; G) RG]

TBRaty display shds 4, than display shds B Had Topic Ove
| ofthe PowsrPaint presantation that stetes the topic objsctives.

Topic Overview

— Tne 0TS apomy
- Tnzstznsto

,  Instructor Guide

Inform the participants thatin this topic, they will lzam about the roles and
responsibilitiesof an AQ, the DTS approval start-up process, howtologinto
DTS, and how to scoess documents awsiting review orapproval.

Explsin to the paricipants that ADs g1z, raufing officisls whao sra responsinle
forauthorizing travel necessary to sccomplish the mission. They slso have
the suthority to obligste funds to supporttravel. AQs COzhavepss
iakiity finznsialrzsnenshiibyl for enpneous payments resuiting fromiths

nzaliasntosdormance ol therdulss

Roles and Responsibilities

+ A= are responsible for:
- Dighaly app ou g anth ortions and vorche &
- Fevkwhgand approvingor diapproug:
= Propored Mpsbared ol daka.es Mnakd coske, and budge|
Experses aboue be bk approved Hp eslmalkes
Exceplay ko polcy
Pequerts for kavel auances o Swduled Par bl Payments (ZPPL)

ADs ars responsiblzfor

Digitally approving authorizstions and vouchers
Reviewing and spproving or disspproving:

Proposadtrips based on trip dats, estmated costs, and budgst
Expanzessboveths initisl sporoved trip estimstes.

Exceptions to policy

Requests fortravel advances or Scheduled Partis| Payments (SPPs
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