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1 Introduction

This manual provides information about DoD travel assistance resources. It begins by
briefly describing various forms of assistance available at your site or support provided by
your Component. Then, it covers the key features of the Travel Explorer (TraX), which is a
website designed to help the entire DoD travel community with travel information and
training. Finally, it introduces you to the DoD-level travel help desk, also known as the

Travel Assistance Center (TAC).

09/11/2020
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2 Local Support

When you need help with an issue related to official travel, you should pursue all available
local support options before seeking outside support.

2.1 Local Support Options
Local support includes:

e Local travel experts — Ask around. In addition to the trained and knowledgeable
experts (e.g., Defense Travel Administrators [DTAs]), you may have “informal
experts” in your office, even among your own peers, who have worked through
the same types of issues.

e Service or Agency help desk — If your organization has a help desk, use their
experience. Please note that some organizations limit who may call the help
desk. Be sure to follow your local policies. If they only allow, say, a DTA to call the
help desk, don’t call them if you’re not a DTA.

Local support personnel are familiar with your organization’s local business rules,
making them the best source of answers to your travel questions.

2.2 How to Find Local Support

If you are not sure how to locate your local support (e.g., a help desk or Lead DTA
[LDTA]), a good place to start is the DTMO website (Figure 2-1) using the direct link
https://www.defensetravel.dod.mil/site/localSupport.cfm.

DEFENSE TRAVEL MANAGEMENT OFFICE
/ THE DOD CENTER FOR TRAVEL EXCELLENCE

Help us Redesign our Site

Login to DTS

Customer Support

Local Level Support

Travel Assistance Center Local Level Su ppoﬂ Quick Links
# and Resources
TraX The Lead Defense Travel Administrator (LOTA] for a site is typically responsible for local

level suppu.'t_. This subject 'na:tt_ar e.xperl will te_ able to provide direction on local business & Update your Local Level Support
Travel Management Center Support nules govemning travel for a particular organization Contact Information

If you are the LDTA and your Local Level Support information requires updating or you
would like to add your site, please use the Quick Link 1o the right to request the
update/addition.

o Travel Assistence Center

Selact your ServicelAgency: Sclect. . ~ | Go

Figure 2-1: DTMO Website Customer Support Screen
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1. On the Local Level Support screen (Figure 2-1) select your Service/Agency from
the drop-down listing (Figure 2-2).

Select your Service/Agency: | Select... ~ | Go

Agency
Air Force
— ] Army s
ewsletter | JTR E BAH B FerD ==l OHA Trainin|
. | Joint Command
Transformein Marine Corps (rave! Enterprise

Nawvy

Site Map | Contact Us | Job Opportunities | Privag
Qo D 3 ) = ebsite

Figure 2-2: Local Level Support (Components) Screen

2. Asearch results screen appears (Figure 2-3). It lists all organizations the
Component owns.

Select your Service/lAgency:  Army ~v Search: :‘ Go

([112]3]4]15|6]7[8[9[A|B|CIDIE[FIGIHIIJ[KILIM[NIO|P|QIR|S|TIU[IV[IWI]Y]

Army DFAS Tier 2.5 Help Desk
1-877-676-6742
dfas.indianapolis-in.jft. mbx.in-army-dts-inquiries@mail.mil

1/25TH SBCT
907-353-6707

102D DIV (MS)
573-563-4810

usarm*.usarcjDZ—div.\isth@maH.mil
Figure 2-3: Local Level Support (Results List and Search Options) Screen

3. You have three option to locate a resource:

a. Use the Search field (Figure 2-3, red box) to locate a specific organization.

b. Select a character from the alphanumeric list (Figure 2-3, green box) to focus
on the organization names that begin with that character.

c. Scroll down the list (Figure 2-3, blue box) until you see your organization.

If your local support information is missing or incorrect, contact your LDTA to make
the correction. If you are the LDTA, use the Update Your Local Level Support Contact
Information link in the upper right portion of the Local Level Support screen to
submit the change (Figure 2-1).

09/11/2020 7
This document is maintained on the DTMO website at https://www.defensetravel.dod.mil. Printed copies may be obsolete.



https://www.defensetravel.dod.mil/

TAC & TraX Helpful Resources Guide

3 TraX

Expanding your travel skills by using the training resources is one of the best ways to avoid
travel difficulties. However, the best training in the world won’t prevent all travel
problems. If your local level support is unable to resolve your travel concern, it’s nice to
know there are other means readily accessible in finding a solution. Travel Explorer (TraX)
is a 24 hours a day, seven days a week interactive website containing valuable tools, travel
information, and training sources for the DoD travel community. This section introduces
you to the capabilities of TraX, starting with access and log on.

3.1 Accessing TraX

09/11/2020

U.S. Department of Defense Warning Statement

There a few ways to access TraX. You can get there through the DTMO or DTS
websites, various training resources (e.g., guides, manuals, etc.), and other places via
a text link or a TraX Bootprint™ icon (Figure 3-1).

.e
o 5332
00 gqp0®

TraX

Figure 3-1: The TraX Bootprint™ Icon

For this guide, we will log into TraX, using the DTMO Passport link (Figure 3-2) at
https://www.defensetravel.dod.mil/passport. You are presented the DoD
Warning to advance, review the information on the Passport Message page and
select OK to proceed.

onditions: The USG routin
ing, network operations and defe
i tand seize data stored on this 5. C

ations, or work product, related to personal representation or services by attorneys,
nd work product are private and confidential.

Figure 3-2: Passport Message Page
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You must have a user account to log into Passport. If you do not have one,
select register here on the Passport Login screen (Figure 3-3). If you already
have an account, then skip the next step.

Username
Password

Forgot your password?

Log in to Passport

OR

E Continue with your CAC

If you're new to Passpory, register here

Lagin Help

Figure 3-3: Passport Login Screen

The Passport Registration page opens (Figure 3-4).

Registration Instructians

Option 1; Complete a1l of the following ite
Option2: PR mepister with yuur CAC Co

Login Email *

First Mame *

Last Name *

Employment Type *

Select Emaleyment Type

Work Phone * & Ext

Submit Registration

Figure 3-4: 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.
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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 the actions, return to
Passport, enter your email address and password, and then select Log in to
Passport (Figure 3-3).

e Register with your CAC: Select Register with your CAC. Upon account
creation, you will receive an email notifying you of the status. You will be
able to log into Passport by selecting Continue with your CAC (Figure 3-3).

2. From the Passport Login screen, log in with your preferred method (Figure 3-3).
The Passport Home page opens (Figure 3-5). You can access different
applications based upon your permissions. At a minimum, you will have access
to My Profile, Subscriptions, and TraX.

e My Profile: Access your Passport profile to update your registration data
(e.g., work email address change). You can change your TraX login email
address to match it. For the details, see Section 3.9.

e Subscriptions: DTMO Publications are announcements you indicated be
sent to your email. You may unsubscribe at any time, by selecting
Subscriptions. When the page opens, uncheck the notice box to
Unsubscribe.

e TraX: Tool used to access training, help tickets, and trip cost estimator. For
complete details, see Sections, 3.4, 3.5, and 3.6.

( Passport

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

Passport Home DTMO Home

fense Travel Management Office
e DOD Center for Travel Excellence

Passport Feedback Logout

Figure 3-5: Passport Home Page

At the bottom of the page, you can also access Passport Home, DTMO Home,
Passport Feedback, and Logout.
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3.2 TraX Home Screen

From the Passport Home page, select TraX (Figure 3-5). The TraX Home page opens
(Figure 3-6). You can access the quick links directly on the page or choose specific
options from the Navigation Bar, which include:

e Training: Launch training recommended specifically for you based upon your
designated role(s) (see Section 3.5).

e Knowledge Search: Search FAQs on travel topics, access guides and resources.

e Trip Tools: Open individual cost estimation functions (see Section 3.6).

e Travel Assistance: Create new Help Tickets and access your submitted Help
Tickets (see Section 3.3).

e Announcements: Select any item to view more information in the display area.

e Passport Home: Return to Passport to access other features (Figure 3-5).

e Log Out: Close your TraX session.

(5] TraX

| rrextome Training Knowledge Search
Access all of our enline travel training. Customize your : Find answers to your travel questions by searching our

Trip Calculator training itinerary, track your completed training, and ~ database of thousands of FAQs, help topics, guides,

print certificates of completion. and other resources.

Quick Tools

Training Travel Assi: T

Knowledge Search Build a trip estimate and look up location reports that Submit a help desk ticket directly to the Travel

include maps, travel advisories, U.S. Embassy contacts,

Assistance Center, Plus, review your ticket history,
Travel Assistance weather and more.

Passport Home
Announcements
Logout
* Key Pointe About Sccuring 3 Non-Availability Confirmation Number
= TAC Outreach Call - Next Call 8/25 [topic: FY Crossover}

« [T r ul. I net Fil ki ra re Rel

= DTS Status: Latest DTS Software Release: Expense Module

» Spring 2020 Edition of our Newsletter, The Dispatch

= EWTS Status: No Downtime Scheduled

= Trouble Logging into DTS? Check Your Pop-Up Blocker

= UPDATED 4/24/19 - Workarounds for Common DTS Issues Resulting from DTS Software Releases

* New Version of TraX Coming 8/21

DTMO Home

Defense Travel Management Office
The DOD Center for Travel Exce ce Pass| Feedback Logout

Figure 3-6: TraX Home Page

3.3 Help Tickets

A help ticket is an electronic request for assistance. When you have a travel-related
problem, and need more help than your local staff can provide, it’s time to involve
the TAC. The quickest, best way to do that is to complete and submit a help ticket.
See Section 4 for much more information about the TAC.

09/11/2020 11
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The Travel Assistance module allows you to choose the Create Help Ticket form to
submit a travel problem. My Tickets section is to browse for your submitted tickets.

3.3.1 Create Help Ticket

When you submit a new ticket to the TAC, it is important to provide as
many details as possible. The Create Help Ticket form (Figure 3-7) gives you
the ability to record the details. Only the items marked with a red asterisk
are mandatory, but you should fill in as many fields as possible. If you do
not provide enough information, the TAC analyst will need to contact you
to obtain the information, which slows down the process.

. Create Help Ticket

Tak Home Submit a Ticket to the Travel Assistance Center (TAC)

Knowledge Search Our dedicated staff will respond within 48 hours,

Tips:
Include as many details as possible

Create Help Ticket

My Tickets Subject *

Passport Home Description *

DTMO Home

Logout

Attach Documents
Choose File Mo fila chosen
Subject *
Select a Subject -

Figure 3-7: Create Help Ticket Form

Available fields on the form, from top to bottom include:

e Subject: Enter a short summary of your issue. Highlight significant
details.
0 Good: DTS document EWMIAMIFL102120_A01 stuck at CTO SUBMIT

0 Poor: Traveler has a problem

e Description: Give a detailed account of what happened, how you tried
to solve it, and the results.
0 Never include the traveler’s full Social Security number (SSN), which
violates regulations mandating protection of Personally Identifiable
Information (PIl).

09/11/2020 12
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Attach documents: Attach screen captures of error messages when
possible to help the TAC analyst solve your problem quickly. When you
capture a screen image, include the entire DTS screen. Zooming in on a
smaller area may make it hard for the TAC analyst to figure out exactly
which DTS screen to review.

Note: You may only attach pdf documents. TraX does not permit other
file formats. You will receive an error message if you try to upload an
invalid file format. The file will not attach to the ticket. If you receive an
error, remove the invalid formatted file and upload a pdf version.

Subject: Select the category that best describes the issue. You may have
to drill down to a sub-category or two to get the best fit. The TAC will
use this information to route your ticket to the correct analyst for
resolution.

Between Subject and Submit are several optional fields. These entries
help the TAC analyst identify key points such as the traveler and DTS
document. Not all optional fields pertain to every problem. However,
when entering data into form carefully type or copy/paste the
information from DTS into the ticket to avoid entry mistakes.

Submit: This button is the last action on the form. Selecting it, does not
immediately create a ticket. Instead, a “ticket avoidance” screen (Figure
3-8) provides frequently asked questions (FAQs) from the Knowledge
Center (see Section 3.4) that may provide an immediate resolution to
the problem.

Finish submitting your question

L‘_. Your question hasn't been submitted yet.

What happens if | don't receive a new card or if my card is lost or stolen after | verified receipt?
DTS: Problems Logging In

Document Status: CERTIFIED

ort r i [ ?

Training in TraX
How do | register in Passport to obtain an account?

Duplicate Lodging
Cancel authorization, Trip cancellation procedures with expenses incurred

DTS Account Can't Be Found or is Locked

i 4

My Question is Answered Finish Submitting Ticket FSelideli=ile]s}

Figure 3-8: TraX Provides FAQs to Provide Immediate Resolution

Review the FAQs. If one of them provides a solution, select My Question is
Answered to navigate away from this screen, or close your browser to exit

09/11/2020
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the ticket creation process. Otherwise, select Finish Submitting Ticket to
route your ticket to the TAC for resolution.

3.3.2 My Tickets

When the screen opens a listing of your submitted tickets appear. If you
have several tickets, you need to scroll to the bottom of the page to
advance the listing or at the top of the screen use a search tool and filter to
locate a particular ticket (Figure 3-9).

Each ticket contains a ticket number, status, title, and if applicable, a travel
authorization number (TANUM) and close date. Select the title hyperlink to
open the record and review updates or comments added by the TAC
analyst.

. My Tickets

TraX Home

Status Filter  Any

Knowledge Search Status Type | Any >
Search By Keywords v
Create Help Ticket
| Search
My Tickets Reeults 1 - 15 of 2080
Ticked Date Subject Leve
£ TANUM ¢ Status ¢ Closed 3 Tifle 2 1% Subject Level 2 ¢
Passport Home
f’f_?" 0 ‘LjJr(::rle:::}Ne EWTS Self Req Profiles Removal Request E:?D;;;T" okt ?;J::::?:ann £
DTMO Home i > R
200408 Travel .
_f_‘_'ij 00 Closed &f B Training
Logout -
200313+
;2" w Closed DTS Login Other

Figure 3-9: My Tickets Screen

3.4 Knowledge Center

The Knowledge Center is the repository of travel related sources contained in
hundreds of Frequently Asked Questions (FAQs). Many of those FAQs contain
hyperlinks, which provide access to a multitude of web-based materials and training
resources. You access Knowledge Search from the TraX Home page or Navigation
Bar (Figure 3-6). A listing of resources automatically appears for viewing (Figure 3-10)
based on new and recently updated materials and items most often viewed.

3.4.1 Knowledge Search
There are multiple opportunities to locate travel resources in the
Knowledge Center. On the Knowledge Search page, you can enter a single
word or multiple words in the Key Word field (Figure 3-10, Indicator 1).

09/11/2020 14
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To use the search feature:

e Enter key words in the text field.

e Select the Search button or press Enter on your PC.

e The database returns published questions and answers. Note: If you
frequently refer to a particular FAQ, search by its ID number to retrieve
the data.

Knowledge Search

TraX Home Advanced Search

Search

I Knowledge Search
Search

Create Help Ticket Published Answers
Results 1 - 10 of 834

My Tickets Documentation: CTWs & Instructions
Y¥ou can find the CTWs on the DTS Other Auths and Pre Audits screen (select Other Auths and Pre-Audits on the Progress

Bar). The CTW homepage contains links to the CTW for authorizations and the...

Passport Home

Documentation: DTA Manual, All Chapters and Appendices

DTMO Home The DTA Manual and its Appendices comprise a comprehensive guide for DTAs responsible for maintaining DTS for their
organization. If you don't want to download the entire manual, you can download...

Logout erged JETRIJTR = JTR

Figure 3-10: Knowledge Search Screen

If you choose the Advanced Search link, the Advanced Search window
opens providing the Filter by product (Figure 3-11, Indicator 1), and Filter
by category (Figure 3-11, Indicator 2) options.

e Filter by product provides 13 specific topics to narrow the search
criteria (e.g., document types, DTA admin, and login).

¢ Filter by category offers 8 specialized topics to narrow the search
criteria (e.g., DTS training resources, GTCC, Rental Car).

Advanced Search X

Search Tips
Search...
Filter by product

Select a
product -

Filter by category

Select a

category >
Sort by Default S
Direction Ascending o

Figure 3-11: Advanced Search Option Screen
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e Choose the query method, then select Search and the results display.

e Select the hyperlink to open the relevant entry. The item displays a
topic or question, an ID, published date, revised date, and a detailed
response (Figure 3-12).

DTS Voucher: Update Rental Car Information

Answer ID 929 Published 03/12/2010 11:03 AM Updated 07/28/2020 01:09 PM

How do | update my rental car information before submitting my Defense Travel System (DTS)
voucher?

There are several ways you can update rental car information on your voucher. All updates begin on the
Enter Expenses screen (one way to get there is to select Expenses on the Progress Bar). You can:

1. Delete a rental car expense.
2. Edit existing rental car expense details.
3. Add a new rental car expense.

Figure 3-12: Entry Details Screen

3.4.1.1 Knowledge Search Additional Sources

If you review a FAQ and the response does not answer your question you
can view the additional links at the bottom of the entry (Figure 3-13).

Was this answer helpful?
Yes No

Answers others found helpful

. Q Who can use the U .S Government Rental Car Agreement?

. Q Why should | rent a vehicle from companies participating_in the U S_Government Car/Truck Rental Agreement?

. Q How are off-airport rental cars reservations made?

. Q Can | use the rental car/truck program for personal travel?

. Q Can | book a hybrid rental car / How would | book a hybrid rental car?

Previously viewed answers
. Q DTS Voucher: Update Rental Car Information

I\ Notify Me & Print

Figure 3-13: View Resources Links

You can examine the answers viewed by other customers, which may be
helpful. If you want to revisit the FAQ that you previously then read look
under Previously viewed answers.

If you find a specific FAQ is beneficial and you want to know if the item

undergoes changes, select the Notify Me. You will receive an email if the
FAQ updates in the Knowledge Center (Figure 3-13).
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3.5 Training Module

From the TraX Home page, you can access the Training module directly from the
page or from the Navigation Bar (Figure 3-14). When you select Training, the
Available Training screen opens (Figure 3-15). By default, the Recommended classes
display based upon your selections in My Roles.

TraX

Training Knowledge Search
B Customize your swn training itinerary and track of your acenmplishements and print certificates Fid key infarmation and and help toples and guides that will assist you with your roles and
Trip Calculator using your tablet, smartphone or desktop. responsibilities.

‘ TraX Home

Quick Tools

Training
& Trip Tools Travel Assistance
Knowledge Center Trip Toals allow you to create and estimate costs for your travel. Access Trip Toolsin the left menu Get online travel assistance and chat live with technical staff here to assist you,

and save/print your trip or email your trip to colleagues.
Travel Assistance

Passport Home

Logout

+ DTS will be Vi for 12 hours beginning at 2300 EST on Friday, April 13, 2019
» Mew Requirement for Other Than Economy-/Coach-Class Transpartation

» TAC Gulreach Call - Mext Call: 8/14 (Topic: DTS Updale/FY Crossover: Budgels and LOAs]
+ G5A hnnounces Adjusted CY2012 POV Mileage Rates

* F¥2012 OCONUS Gn-Base Incidental Expense Rate Increase Restheduled

* Importance of Cancelling Airline Reservations in DTS

+ DTS Dizhts Online through the Pay, Gov Website

» New Travel Justification R for 0D 1610 and Other Qrder Formats
» Having Trouble Accessing Links and Viswing Doruments in DT5?

Figure 3-14: TraX Home Page

If this is the first time in the Training Module, start with My Roles and verify settings
before searching for classes.

TraX Home Available Training

Trip Calculator

Quick Tools

Web Based Distance Leaming Classroom

| Showall  OR: Recommended Only

l Training

Key:
ﬁRe{ommended m Web Based Eﬁ Distance Learning m Demaonstration a Classroom m New Version

Scheduled ECUmpIPled Class

Completed

My Roles [ Export to Excel ! [ Export to PDF & Print Classes ! showl25 ~lentries

Info Actions Class Name “ version Type
Knowledge Search [ ] AO/RO - The DTS Approval Process a0 [DEE
Travel Assistance n AQ/RO - Training for Accountable Officials and Certifying Officers (Annual COL 4.00 mm m

R Refresher)

Passport Home n AOQ/RO - Training for Accountable Officials and Certifying Officers (Initial COL) 5.00 mm m

Logout [ | AO/RO - Vital Skills for Authorizing Officials 300 [CHENM
[ i | AO/RO - Vital Skills for Authorizing Officials: Applied 301 (B

Figure 3-15: Available Training Screen
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3.5.1

My Roles

The My Roles section asks you to identify your travel roles. TraX uses the
roles list (Figure 3-16) to recommend training that applies specifically to
you. Check the boxes next to each of your assigned roles or desired
training. At a minimum, you should select DoD traveler and/or DTS user. If
you expect to travel and need a GTCC, also select Travel card holder.

My Roles

Instructions

Travel card holder

ceAas

Recommended Training Filters
Ta filter praspective web based training, distance learning, and other classes, please check all roles in the list that apply to your working responsibilities and for 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 — D

My Roles for Recommended Classes

B3 oD traveler and/or DTS user [0
Authorizing Official (A0) KR
Reviewing Official (RO} 0
LoTA/oDTA R
FoTa/eoTA 0

Transportation Officer (TO) R
Debt Management Monitor (DMM) [l
Travel Clerk/NDEA [0
Agency Program Coordinator (APC) R
Component Program Manager (CPM) B
Quality Assurance Evaluator (QAE) or Contracting Officer Technical Representative (COTR) [

Commander, Director, or Supervisor [l

e

09/11/2020

Figure 3-16: My Roles Screen

Select Update Roles (Figure 3-16, Indicator 1) to save changes. The top of
the page updates with a message (Figure 3-17). Note: You will not need to
return to this section, unless your roles change or to display other training.

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 allj
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 you

Return to Class List

Figure 3-17: My Roles (Updated) Message
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Select Return to Class List (Figure 3-16, Indicator 2) to access the revised
listing or select Training directly from the Navigation Bar.

3.5.2 Available
The Available section is the first option under the Training module. On the
Available Training screen, you can switch from Recommended Only
expanding the inventory, by checking the box Show All (Figure 3-17,
Indicator 1). To differentiate the training, a Key identifies the classes with a
2-digit code and color indicator (Figure 3-17, Indicator 2).

e Available Training
Trip Calculator m m
Keyword Search
Quick Tools
Show all OR: Recommended Cnly Web Based Distance Learning Classroom
I Training
Key:
Available [Zlrecommended (I Web Based Distance Learning [ Demonstration  [E§ Classroom  [[f] New Version
Scheduled E Completed Class
Completed
My Roles [@ Export to Excel Export to PDF B Print Classes Show| 25 ~|entries
Info Actions Class Name *  Version Type
Knowledge Search [ n AOQ/RO - The DTS Approval Process 4.00 MEE -
Travel Assistance n m AQ/RO - Training for Accountable Officials and Certifying Officers (Annual COL 4.00 m m (v
Refresher)
Pspatione AO/RO - Training for Accountable Officials and Certifying Officers (Initial COL) soo  [EEE
Logout AO/RO - Vital Skills for Authorizing Officials 3.00 (we|rm|nv]
AQ/RQ - Vital Skills for Authorizing Officials: Applied o0 [BE

Figure 3-17: Available Training Screen

There are four data columns, which arrange the class listing: Actions, Class
Name, Version, and Type (Figure 3-17, Indicator 3).

e The Actions column contains three key items. The Information icon
outlining the class content, Launch to start a WBT class, and Schedule
to register for a DL session (Figure 3-17, Indicator 4).

e Class Name lists the lessons.

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

e Type reflects the class Key codes. Some classes may reflect
multiple class codes.

The Web Based and Distance Learning sessions present by Class
Name (default sort). If you need to change the sort method, simply
select a different column heading (e.g., Type) to rearrange the data.
Depending upon your roles and if you checked Show All, the listing
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may encompass several pages. If you have taken a class before,
quickly locate the entry using the Key Word search feature.

If you are not sure of class name, scroll through the listing using Next

or a specific page number to identify the class.

When the class log is extensive, you may find it easier to generate a
report so you can look through the options. To do so, select either

Export to Excel, Export to PDF or Print Classes (Figure 3-17, Indicator

4). Open the file to review the choices.
How to access the training:

e Web Based: These self-paced training classes are available 24/7

covering a variety of travel topics to support the different DTS roles.

Each concludes with an assessment and offers a certificate upon
successful completion.

To begin a WBT class:

1. Locate the WBT on the Available Training screen (Figure 3-17).

2. Select Launch to the left of the class name.

3. The class Welcome screen opens. It provides a class description,

some key data, and its computer requirements in order to run the

class and receive the certificate.
4. Ensure your PC settings are compliant.

5. To advance the WBT, select Launch Course (Figure 3-18). You earn
a training certificate for successfully completing the assessment.

Welcome to The DTS Approval Process.

This class instructs Routing Officials (e.g.. Authorizing Officials, Reviewing Officials) on how to review and approve travel documents using DTS, It provides
considerations for the review and approval processes, instructions for adjusting a travel document on the traveler's behalf, information on delagating
signature authority, and recommended work aids and training available for Routing Officials.

This class takes an average of 75 minutes to complete in its entirety. This estimate assumes you visit all of the mandatory material. view approximately half
of the optional material, and complete the assessment at the end of the module. Your time may vary significantly depending on your reading speed, the
amount of matarial you access, and many othar factors

You may complate this class in more than one sitting. Although the Travel Explorer (TraX) doas not retain a record of your class progress after you exit a
training module, whean you return to the meodule, navigate directly to the page last viewed and proceed from that point; there is no need to start the module
over, When you successfully complete the module, you will be able to print your complation certificate, and TraX will record your successful complation, To
see a list of your completed raining, log into TraX, navigate o the Training module, and selecl the Completed lab. You can also prinl copies of your
training certificates from the Completed tab.

System Requirements to view the coursa:

= Operating systems: Windows Vista, Windows 7, Windows 8

Screan resolution: Bast viewead in 1024 X 768 or greatar

Browsers: Internel Explorer (8 and above), Google Chrome, Safari, Firefox
Browser capabilities: Flash 10.3, JavaScript, cookies enabled

Pop-up blockers must be disabled or manually allowed

Explorer users

ng in a virtual desktop or
ferify thal your organ
puter application.

sud” environment, If your r

suble running this WBT
£ 3 " tion will allow the use of th

rk runs through
ising ¢ .

Far |E users the address bar may prevent some content from displaying on screans with lower resolutions. Follow these steps to remove the addrass bar in
the course window;

1. Salact Toals - Internat Options

2. Select the Security tab

3. Select the zone as internet

4. Selact the custom level button

5. Scroll down in the oponed window and sat “Allow waebeites to be opan window without address bar or statue bar” to Enable

Launch Course

09/11/2020

Figure 3-18: Welcome WBT Class (Launch Course) Screen
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For more information on retrieving a certificate, see the Completed
Section 3.5.4, defined further below.

Note: As the WBTs are readily available, you can retake a WBT as
often as you need. If you want references, you can access a variety
travel materials on the DTMO Website, under DoD Travel Training
and Resource Center, using the Training Resources Look Up Tool.

e Distance Learning: DTMO instructors teach these online classes
(webinar style) with a live instructor. The sessions typically lasts about 1
hour addressing a particular topic or system module using
comprehensive slides and relevant reference materials. Within a few
days of class completion, participating students receive a certificate of
attendance.

To schedule a DL session:

1. Locate the DL session on the Available Training screen (Figure 3-17).

2. Select Schedule to the left of the class title.

3. The class schedule pop-up box appears. There may be multiple
sessions for a class. Determine the preferred class date and time.

4. Select Register. A check mark appears for the Registered class in the
pop-up box (Figure 3-19).

E

Register for Enterprise Web Training System (EWTS) Setup and Application (D205)

Start End From (ET) To (ET)

(D Registered 01/13/2021 01/13/2021 8:00 am 9:00 am

Close

Figure 3-19: Scheduled Training (Registered Confirmation) Screen
5. Select Close or X at the top right of the window to exit.

To actually attend a DL session and obtain a certificate, see the
Scheduled Section 3.5.3 and the Completed Section 3.5.4 outlined
further below.

Note: DTMO schedules DL sessions at intervals. You should see
the DL classes in TraX. To view (off line) upcoming classes, see
https://www.defensetravel.dod.mil/site/training.cfm#lookup,
Quick Links and Resources, Distance Learning Schedule.
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TraX Home
Trip Calculator

Quick Tools

I Training

Available
Scheduled
Completed
My Roles

Info

09/11/2020

3.5.3

Note: If you incur any problems launching a WBT or prohibited from
starting a DL session, contact your IT department for help configuring

your computer settings.

Once you complete the WBT training or finalize DL registration, you
can select another module from the Navigation Bar or select Logout

of TraX.

Scheduled

After signing up for training through the Available Training page, you can
confirm the status by selecting Scheduled from the Navigation Bar. This

page also serves as the entry point for the DL session. The Scheduled

Training page opens displaying classes you registered to attend (Figure 3-

20).

Scheduled Training

[ Exportto Excel [ Export to PDF B Print Classes Show 25 | entries
Class Scheduled Type start “| End EXOT G Action
i (ET) | (ET)
- 1se Web Training Syster (EWTS) Setup and
I-_nlc!pu e Web I'T ining System (EWTS) Setup and 01/12/2021 | 01/13/2021 | 8:00 am | 9:00 am n
Application (D205)

Showing 1to 1 of 1 entries

Previous 1

Next

Figure 3-20: Scheduled Training Screen

There are seven data columns, which arrange the scheduled classes: Class
Scheduled, Type, Start, End, From, To, and Action.

The Action column contains the Information icon outlining the class

content, Cancel, if you can’t attend a class and Launch to open the online

classroom.

If you registered for a significate number of classes, you may find it

beneficial to print your training schedule. To do so, select either Export to
Excel, Export to PDF, or Print Classes. Open the file to view the sessions.

We all know things can occur and our schedule changes. To decline a

registered DL session follow these steps:

1. Loginto TraX.

2. Under Training, select Scheduled from the Navigation Bar.
3. The Scheduled Training page opens.

4. Select Cancel in the Action column. A pop up message appears.
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5. Select Yes. The class disappears from the list.

6. The Scheduled Training screen updates with a success message at the
top.

7. When you finish, select a module from the Navigation Bar or Logout.

When you are ready to attend a DL session, on the planned training day
follow these steps:

1. Loginto TraX.

2. Under Training, select Scheduled from the Navigation Bar.
3. The Scheduled Training page opens.
4

In the Action column, the Launch button should appear shortly before
the class begins.

5. Select Launch to start the session. Note: Refer to your Travel Explorer
Course Reminder emails for class details. For more on TraX emails, see
Section 3.5.3.1 below.

3.5.3.1 Scheduled Course Emails

TraX provides you an initial system generated Travel Explorer Course
Registration email when you sign up for a DL session. The notification
transmits to the email address listed in your TraX profile. The
correspondence provides the class specifics (e.g., name, date/time, and
access link).

Shortly before for your pending DL session, TraX dispatches follow up
Travel Explorer Course Reminders. The emails provide you vital
instructions for attending the session and helpful FAQs.

3.5.4 Completed
When you successfully finish a class that offers a certificate, you can access
the record by selecting Completed from the Navigation Bar. TraX records
the achievement on the Completed Training screen by the oldest
Completed class (Figure 3-21). If you accomplished substantial number of
courses, you may want to switch the display by selecting the Completed
column (one time), so your newest concluded class appears at the top. You
can also arrange the data by Version and Issued By preferences. If you
complete training outside TraX, the confirmation will be Verified By
instructor input.
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TraXHome
Trip Calculator

Quick Tools

Training

Available
Scheduled
Completed
My Roles

Info

09/11/2020

Completed Training
[@ Export to Excel [ Export to PDF 8 Print Classes Show 25  |entries
. Issued g .
Class Completed Version | Completed. By Print Certificate

DTA - Reports 204 | 04/09/2020 | Trax | Delete |
DTS (Basic) - DTS Travel Documents (DTS 101) 6.00 03/18/2020 | Trax m
Programs & Policies - TOY Travel Policies 101 205 | 03/18/2020 | TraX
Programs & Policies - U.S. Government Rental Car Program 1.05 03/18/2020 | TraX

DTS (Basic) - DTS Travel Documents (DTS 101) 6.00 02/28/2020 | TraX

e

Figure 3-21: Completed Training Screen

TraX provides the few printing methods on the Completed Training screen.
If you want to retrieve a catalog of all your completed courses, then choose
either Export to Excel, Export to PDF, or Print Classes to extract the data. If
you need to print an actual certificate validating training completion, then
your printing option is by each completed course.

To print a single training certificate:

1. Onthe Completed Training page, locate the course.

2. Select the Print within the Print Certificate column (Figure 3-21).

3. A PDF certificate generates containing, your name, the course name
and completed date.

4. Use your preferred method to print and save to your pc.

5. When you are finished, select a module from the Navigation Bar or
Logout of TraX.

If you took a specific course several times and there are multiple records
on the Completed Training page, then you may choose to remove the
older versions of the completed class. Determine if you need to print a log
of the courses or print and save a certificate prior to removal. Note: Once
you remove the training certificate, there is no reinstatement. You need to
retake the course to generate a new training certificate.

To remove a single training certificate:

1. Onthe Completed Training page, locate the course.

2. Select the Delete within the Print Certificate column. A pop up

message appears.

Select Yes. The class row removes the certificate from the list.

The Completed Training screen updates with a success message.

5. When you are finished, select a module from the Navigation Bar or
Logout of TraX.

W
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3.5.5 Seminars
Seminars only appear on the Navigation Bar when the Defense Travel
Management Office (DTMO) is planning an event. The section provides
tools that allow potential attendees to request a seat at the seminar, and
senior Component personnel to indicate their attendees.

3.5.6 Info
The Info section is the last option under the Training module. You can view
the session type, the delivery method, and a few key details. From the
Navigation Bar, select Info and the Training Information page displays the
five different training sources:

Distance Learning Webinars
Self-Paced Web Training
Enterprise Web Training System
Classroom Training
Demonstrations

3.6 Trip Tools

The Trip Tools module includes the Trip Calculator and Quick Tools to support travel
planning for a TDY trip or a single expense. These self-contained planning aids
provide a general idea of costs. With the Locator Reports, you can investigate the
facts about a TDY location before you need to travel. However, Trip Tools do not
interface with DTS nor the Travel Management Company (TMC). To meet official TDY
travel requirements, log into DTS, submit an authorization (e.g., itinerary,
reservations, and expenses) and obtain AO trip approval. Upon trip completion, file a
voucher timely for reimbursement on approved travel expenses and allowances.

To start your trip planning, from the TraX Home page, select the Trip Tools quick link
(Figure 3-22).

TraX

l TraX Home st Training Knowledge Search _
bl Access all of our online travel training. Customize your training itinerary, Find answers to your travel questions by searching our database of
Trip Calculator track your completed training, and print certificates of completion, thousands of FAQs, help topics, guides, and other resources.
Quick Tools

Per Diem -

Trip Tools

Travel Assistance
City Pair Build a trip estimate and look up location reports that include maps, Submit a help desk ticket directly to the Travel Assistance Center, Plus,

fentalCa travel advisories, U.S. Embassy contacts, weather and more. review your ticket history.
enl r

Mileage

Location Reports Announcements

Figure 3-22 — Trax Home Page - Trip Tools
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The Navigation Bar refreshes and loads the default screen Trip Calculator.

e Trip Calculator contains two sections: Calculate Estimates and Save Estimates,
which are accessible from the Navigation Bar.

e Quick Tools contains five sections: Per Diem, City Pair, Rental Car, Mileage,
and Location Reports, which are accessible from the Navigation Bar.

3.6.1 Trip Calculator

To create an entire travel estimate for per diem, air, rental car, mileage
and/or miscellaneous expenses use the Trip Calculator, Calculate Estimate
feature. This section provides the means to build the Trip Information form
to simulate the basic travel costs. Once the Trip Information form is
finished and you have a Trip Estimate, you can access the files under the
Saved Estimates feature.

3.6.1.1 Calculate Estimate
To begin your trip plan, select Calculate Estimate from the Navigation Bar.
The Trip Information form opens (Figure 3-23) with required and optional

data fields. An information icon IEI displays for each mandatory item
required to build the form. You can mouse over the icon to see the details.

Leaving From Going To Dates b 0
TraX Home

m Trip Infarmation ) B PerDiem sy 5 5
Trip Calculator : p—

Trip Informati Trip Summary /
mates 1

- Per Di
Quick Tools Leaving From @ / ,H, s:.n:m
Training ?

Total
Knowledge Search 2 $0.00
Going To @

@ .

Departing @ Returning @
] )

Travel Assistance

Include In My Estimate:

I:I Air Travel |— Rental Car D Milzage :l Misc. Expenses

Figure 3-23: Calculate Estimate — Trip Information Screen

Note: After completing the first page of the Trip Information form, the
action icons (top right) appear (Figure 3-24) which include:
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© O =

Figure 3-24: Trip Information Form Action Icons

e The Start Over icon to begin a different estimate.

e The Print icon to make a copy of the estimate.

e The Floppy Disc icon to save your work. Saved work appears under the
Saved Estimates accessible from the Navigation Bar.

1. Complete the Trip Information (itinerary) form based upon your travel

requirements (Figure 3-23).

a. Inthe Leaving From field start typing the location and then select
the location from the drop-down menu (Figure 3-23, Indicator 1).

b. Inthe Going To field type the location and then select the location
from the drop-down menu (Figure 3-23, Indicator 2).

c. Inthe Departing field, use the calendar feature to choose the start
trip date (Figure 3-23, Indicator 3).

d. In the Returning field, use the calendar feature to choose the end
trip date (Figure 3-23, Indicator 3).

e. Under the Include in My Estimate, check box if you want to
calculate Air Travel, Rental Car, Mileage, and/or Misc. Expenses
(Figure 3-23, Indicator 4). Note: Travel related icons appear in the
Trip Information row at the top of the form as you move through
the application and the Trip Summary travel costs updates too
(Figure 3-23, Indicator 5).

f. Select Start Estimate for the computation (Figure 3-23, Indicator 6).

2. The Trip Information form advances to the Per Diem: (TDY Location)
page (Figure 3-25). The Per Diem icon activates on the Trip Information
row. The Per Diem chart computes the daily lodging and M&IE, along
with the Total Per Diem allowance. The Trip Summary posts the Per

Diem total with a view icon L. Review the data, then select Next:

(expense>) to advance.
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Leaving Frem
Weoodbridge, VA

Iml Trip Information ) ) l+| Air Travel > <al Rental Car

Per Diem: Ft. Bragg, NC

DAILY LODGING x Per Diem _
DATE(s | "o—
(=) LODGING Days | | $853.00
2020-09-13 $109.00 510900 542,00 * Lo
| | $0.00
2020-09-14 $109.00 $436.00 $224.00 Rental Car
2020-09-17 la | $0.00
2020-09-18 5109.00 50.00 542.00 ]
$853.00
09/13/2020 -
113/ $545.00 $308.00
09/18/2020
Total Lodging: 5545.00
Total MIE: 5308.00
Total Per Diem: 5853.00

Next: Air Travel >

Going To Dates b @ r21
Ft. Bragg, NC 09/13/2020 - [=]
09/18/2020

Trip Summary

Figure 3-25: Calculate Estimate — Per Diem Page

3. During the Trip Information (itinerary) form creation, if you checked the
box for Air Travel, then the Air Travel page loads (Figure 3-26). The Air
Travel icon activates on the Trip Information row.

Leaving From
Woodbridge, VA

Going To Dates b 6 H
Ft. Bragg, NC 09/13/2020 - [=]
09/18/2020

.m Trip Information ) ‘hl Per Diem )

+ Air Travel > al Rental Car

Air Travel Trip Summary
Search for airports near Woodbridge, VA and Ft. Bragg, NC below. Choose a mileage radius for your search. ST
'er Diem
@
lh-|| $853.00
Miles @
| o Air Travel
l > O 2 so00
500 Rental Car
6= | 50.00
@ Round Trip O One Way
Total
$853.00

==

Figure 3-26: Calculate Estimate — Air Travel Page

The form defaults to Round Trip, but you can also search One Way
flights. The Miles box sets the parameter to search airports. You can use
the default, enter a new amount or use the sliding scale to set the miles
to identify airports. Select Search to query Departing and Returning
City Pair Flights (Figure 3-26) at the Origin and Destination airports.
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Leaving From Going To Dates b E) rE,
weoodbridge, VA Ft. Bragg, NC 09/13/2020 =]

09/18/2020

m Trip Infermation > ey PerDiem > + Air Travel |> |a Rental Car

Air Travel Trip Summary
| Departing City Pair Flights Per Diem
| k= | $853.00
T - - - Fa Fare
Origin Airport Destination Airport Airline
o Air Travel
\ + | $708.00
- 1AD - Washington Dulles Intl, FAY - Fayetteville, NC (6.65 American s354
VA (17.26 miles) miles) Airlines, Inc. o
a Rental Car
DCA - Ronald Reagan, DC FAY - Fayetteville, NC (6.65 American a5y | | $0.00
(17.26 miles) miles) Airlines, Inc. A
Total
Enter your own estimate: Fare | $8532.00
Return City Pair Flights
P . - - - P Fare
Origin Airport Destination Airport Airline Y
- FAY - Fayetteville, NC (6.65 1AD - Washington Dulles Intl, American 5354
35
miles) WA (17.26 miles) Airlines, Inc.
FAY - Fayetteville, NC (6.65 DCA - Ronald Reagan, DC American s457
miles) (17.26 miles) Airlines, Inc. -
Enter your own estimate: Fare
ﬂ Next: Rental Car >

Figure 3-27: Calculate Estimate — Updated Air Travel Page

Once the page refreshes, select your flights from the list or Enter

your own estimate for the airfare (Figure 3-27). Trip Summary posts the

Air Travel total. To advance, select Next: (expense>).

4. During the Trip Information (itinerary) form creation, if you checked the
box for Rental Car, then the Rental Car page loads (Figure 3-28). The

Rental Car icon activates on the Trip Information row.

Leaving From Going To Dates b ED Fﬂ‘
Waoodbridge, VA Ft. Bragg, NC 09/13/2020 - (=]

09/18/2020

09/11/2020

m Trip Information > pe=y PerDiem > + Air Travel > a Rental Car

Rental Car Trip Summary

Instructions: Need instructions to go here. N
Per Diem _

$853.00

I

Pick A Size: | Economy -

Air Travel &
$708.00)

Enter a Rate: |

Rental Car

$0.00

D

# of Days:

|
5

Total

Add To Estimate $1,561.00

Size l Daily ﬂate‘ Days Cost

H Next: Trip Estimate >

Figure 3-28: Calculate Estimate — Rental Car Page
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Based upon your travel requirements complete the required steps:

Size

Rental Car

m Trip Information > pey PerDiem > + Air Travel ) Gm) RentalcCar

Instructions: Need instructions to go here.

Pick A Size:

Enter a Rate:

# of Days:

Economy %

Add To Estimate $1,561.00

a. Pick A Size: Use the drop-down menu to select the car. Compact is
the policy vehicle. Note: If you are traveling with a group, you may
need a larger vehicle.

b. Enter a Rate: Type in the cost. You can use Rental Car Ceiling Rates
PDF to obtain an estimated cost based upon either Domestic or
International prices. Note: You may need to download the file in
order to view the rental car rates.

c. Number of Days: Automatically calculates based upon travel days.

d. Choose Add to Estimate. The page refreshes with the Rental Car
table details (Figure 3-29). Trip Summary posts the Rental Car cost
total.

Woodbridge VA P Bregg NC 09/13/2020 - 09/18/2020 © Q=

Trip Summary

Per Diem

B=y ¢g53.00 ©
Air Travel &

+ $708.00 (=
Rental Car

a $425.00

Total

Daily Rate Days I Cost

Economy

$85.00 5 $425.00| @

= Next: Trip Estimate >

09/11/2020

Figure 3-29: Calculate Estimate — Rental Car Updated Page

5. (Optional) During the Trip Information (itinerary) form creation, if you
checked the box for Misc. Expenses, then the Miscellaneous Expenses
page loads (Figure 3-30). The Miscellaneous icon activates on the Trip
Information row.

a.

Use the drop-down menu to select the Expense Type. Options
include Conference Fees, Parking, Tolls, Taxi, and Other.

Enter the Total Cost of the expense.

Choose Add to Estimate to compute the cost. The Expense table
populates and Trip Summary posts the Miscellaneous expense
total.
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Total Cost:

Expense Cost

Parking 545.00

= Next: Trip Estimate > Save Edits

Leaving From Going To Dates b e FE1
Woodbridge, VA Ft. Bragg, NC 09/13,/2020 - 09/18/2020 [=]
m Trip Information > hasy Per Diem > M Miscellaneous
Miscellaneous Expenses Trip Summary
Expense Type: Conference Fees $ || Other By ;:SD;TO

M Miscellaneous:™
| $45.00 3

Total
$913.00

Figure 3-30: Calculate Estimate — Miscellaneous Page

6. Once you complete the Trip Information form, you have a choice on

how to save the completed estimate.

Note: You can periodically save the file as you maneuver through the
form using the Floppy Disc icon. If you exit the form without saving, the
estimate ceases. You will need to do a new estimate.

Save options:

e Select the Floppy Disc icon at the top of the Trip Information form
(Figure 3-29). This option provides a pop-up box with a default

Estimate Name that you can keep as is or tailor (Figure 3-31). Select
Save. Your file appears under Saved Estimates accessable from the

Navigation Bar.

Save Estimate

Estimate Name

Ft. Bragg, NC 09/13/2020)

Save

Cancel

Figure 3-31: Save Estimate Window

e Select Next: Trip Estimate > at the bottom of the Trip Information

09/11/2020
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form (Figure 3-29). The Trip Estimate page appears (Figure 3-32).
View the information. Select Save Estimate to retain the file. A
Success Message posts at the top of the page. Your file appears
under Saved Estimates accessable from the Navigation Bar.

Trip Estimate

m From: Woodbridge, VA
| To: Ft. Bragg, NC = View Location Report for Ft. Bragg, NC
Dates: 09/13/2020 - 09/18/2020

I Per Diem Total Lodging:  5545.00
| $853.00 Total MIE: $308.00
Total Per Diem: $853.00

Air Travel Departing Flight Return Flight &
+ | $708.00 Departing WASHINGTON DULLES INTL, VA (IAD) Departing FAYETTEVILLE, NC (FAY) %)
Arriving FAYETTEVILLE, NC (FAY) Arriving WASHINGTON DULLES INTL, VA (IAD)
American Airlines, Inc. American Airlines, Inc.
09/13/2020 09/18/2020
Cost: $354.00 Cost: $354.00
a Rental Car Economy @ $85.00 per day x 5 days  Cost: $425.00 &
| $425.00 %)
Total
$1,986.00

Figure 3-32: Trip Estimate (Completed) Screen

To exit the screen, select a module from the Navigation Bar or
disregard the Trip Estimate and select Start Over.

3.6.1.2 Saved Estimates

To review your proposed trip costs, from the Navigation Bar, select Trip
Calculator, Saved Estimates. The Saved Estimates page appears (Figure 3-
33) with most recent created file appearing at the top of the page. Each
submission displays the key trip data (e.g., TDY location, Travel Dates)
along with the action icons.
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TraX Home

I Trip Calculator

Calc

Saved Estimates

Saved Estimates

ulate Estimate

Quick Tools

Train|

Knowledge Search

Travel Assistance

Passport Home

Logout

Estimated ID: 188 Leavil
stima s eaving Woodbridge, VA
Date Created: 08/27/2020 16:12 From:
Total Expense: 51,986.00 Going To: Ft. Bragg, NC
. 09/13/2020 -
Travel Dates: 09/18/2020

1] = Air Travel  $708.00
# Rental Car 5425.00

3 4
2
\ \ /Sort B-,a:| Date Created, Desc s
m Ft. Bragg, NC 09/13/2020 (2) @ ¢ B8 [B _ Eperbiem $853.00
| ] 5 eous  $35.00
Estimated ID: 24§ Leaving Woodbridge, VA
Date Created: 08,/28/202013:53 From:
Total Expense: $888.00 Going To: Ft. Bragg, NC 5
09/13/2020 -
Travel Dates: 09/18/2020
Ft. Bragg, NC 09/13/2020 @ s 8 @A = Per Diem $853.00

Figure 3-33: Saved Estimates Screen

On this screen (Figure 3-33) you can do the following:
Change the Sort by listing of trips (Indicator 1)

To edit a projected trip begin on the Saved Estimates screen (Figure 3-33):

View the trip estimate by selecting the eye icon (Indicator 2)

Edit the trip estimate by selecting the pencil icon (Indicator 3)
Mail the file using the email icon El (Indicator 4)

Save the file using the pdf icon (Indicator 5)

Remove the file using the trash can icon (Indicator 6)

1. Locate the file requiring a change to an entered expense.

2. Select the pencil icon. The Trip Estimate page appears (Figure 3-34).

Trip Estimate

@ From: Woodhbridge, VA
| | To: Ft. Bragg, NC
Dates: 09/13/2020 - 09/18/2020

Per Diem
lh-' | $853.00

Total Lodging: 5$545.00
Total MIE: $308.00
Total Per Diem: 5853.00

D

M Miscellancous
| | $35.00

Parking: 535.00

Total
$888.00

Save Estimate

09/11/2020

Figure 3-34: Trip Estimate (Edit an Expense) Screen
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3. Select the pencil icon to edit the expense (Figure 3-34). The expense
category window opens (Figure 3-35).

Miscellaneous Expenses Trip Summary

L3

Expense Type: I Conference Fees

Per Dien'!_
| ey | $853.00

‘ Other ‘

‘ Total

$888.00
Add To Estimate
Cost
$35.00 <®:'

Figure 3-35: Miscellaneous Expenses

M Miscellap@ops
| $35.000)
Total Cost:

Expense
Parking

4. You can remove and add expenses based upon the items in the drop-
down menu. When you make a change, be sure to select Add to
Estimate to save each entry (Figure 3-35).

Notel: In our example, the trip contains a Miscellaneous Expense,
Parking. In this screen, you can’t actually change the entered expense.
Instead, use the red x to remove the expense (e.g., Parking) and then
use the Expense Type drop-down menu to select Parking and enter the
Total Cost. To add a new expense (e.g., tolls), use the Expense Type
drop-down menu to select the item and enter the Total Cost.

Note2: The edit feature only allows you to remove and add expense
items in which you indicated to include on the Trip Information form
during the itinerary creation. In other words, if you did not indicate
rental car expense on the Trip Information form, you cannot add the
rental car later using the edit feature. If your projected trip cost should
include a rental car, then you need to complete a new estimate.

5. Select Save Edits (Figure 3-35). The Trip Estimate window displays
changes to individual items and an overall Total (Figure: 3-36).
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Trip Estimate

o Success

Saved estimate: Ft. Bragg, NC 09/13/2020 (2)

@ From: Woodbridge, VA
To: Ft. Bragg, NC
Dates: 09/13/2020-09/18/2020

I Per Diem Total Lodging:  $545.00
$853.00 Total MIE: $308.00
Total Per Diem: $853.00

M Miscellaneous Parking: 550.00 5
$60.00 Tolls: $10.00 ®

Total
$913.00

Figure 3-36: Trip Estimate Screen

6. Select Save Estimate (Figure: 3-36). The Save Estimate pop-up message
box appears. You can keep the same name or change it.

Save Estimate ®

Estimate Name

Ft. Bragg, NC 09/13/2020 (2)

Save Cancel

Figure 3-37: Save Estimate Screen

7. Select Save. The Trip Estimate page refreshes with a successful message
appearing at the top.

8. To exit the screen, select a module from the Navigation Bar or Logout
of TraX.
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3.6.2 Quick Tools

i) TraX

I TraX Home

Trip Calculator
Quick Tools
Per Diem
City Pair
Rental Car

Mileage

To view a single item estimate (e.g., a City Pair flight), rather than build the
entire trip, you can use the Quick Tools feature. This section provides an
individual computation for Per Diem, City Pair, Rental Car and Mileage. You
can promptly look up the expense, but there is no save option for individual
computations. Included in Quick Tools is the Location Reports function,
which provides key information for a TDY location such as typical weather,
travel alerts, and if applicable restrictions.

To begin, on the TraX Home page, select Trip Tools from the Navigation
Bar (Figure 3-38). The Quick Tools sections appear.

j=j Training Knowledge Search
b Access all of our online travel training, Customize your training Find answers to your travel questions by searching our database of
itinerary, track your completed training, and print certificates of thousands of FAQs, help topics, guides, and other resources.

completion,

Trip Tools Travel Assistance
Build a trip estimate and look up location reports that include maps, Submit a help desk ticket directly to the Travel Assistance Center.

travel advisories, U.S. Embassy contacts, weather and more, Plus, review your ticket history.

Location Reports f

Announcements-

Figure 3-38: Quick Tools Selection Screen

3.6.2.1 Per Diem

Per Diem provides the lodging and M&IE costs for a single TDY location. The
Per Diem Tool, Trip Information mandatory fields are Going To, and
Departing and Returning Dates (Figure 3-39).

Going To @

| @ ATL - Atlanta, GA

Per Diem Tool

Trip Information

Departing @

[ & o9/27/2020

Returning @

l | 9 10/02/2020

09/11/2020

Figure 3-39: Per Diem Tool Screen
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To compute the per diem:

1. Complete the mandatory fields.

2. Select Search. The Per Diem: (TDY Location) results page appears
(Figure 3-40).

Per Diem: ATL - Atlanta, GA

Location: ATL - Atlanta, GA
Trip Start: 09/27/2020
Trip End: 10/02/2020
DATE(s) DAILY LODGING DAILY MIE LODGING x Days MIE x Days
2020-09-27 First Day $157.00 $66.00 $157.00 $49.50
2020-09-28 - 2020-09-30 3 $157.00 ‘ $66.00 5471.00 $198.00
2020-10-01 - 2020-10-01 1 5163.00 $66.00 $163.00 $66.00
2020-10-02 Last Day 5163.00 ‘ 566.00 50.00 $49.50
09/27/2020 - 10/02/2020 6 $791.00 $363.00
Total Lodging: 5791.00
Total MIE: $363.00
Total Per Diem: 51,154.00

Figure 3-40: Per Diem (Results) Screen

3. Record the Total Per Diem results for your trip planning purposes.
4. To exit the screen, select a module from the Navigation Bar or Logout
of TraX.

3.6.2.2 City Pair

City Pair provides government negotiated flights to the single TDY location.
The City Pair Tool mandatory data is Leaving From, Going To and Miles
(number) to search for the flights (Figure 3-41).

Leaving From @

City Pair Tool

| ® 14D - Washington Dulles Intl, VA l

Going To @

| ® atlanta, GA|

Miles @

500

@ Round Trip

50 2 (=1 &5) )

O One Way

09/11/2020

Figure 3-41 City Pair Tool Screen
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To generate the flight cost:
1. Complete the mandatory fields.
2. Select Search. The City Pair Tool flights options appear (Figure 3-42).

City Pair Tool

From: |AD-Washington Dulles Intl, VA
To: Atlanta, GA
Within: 50 miles

Fare
Origin Airport Destination Airport ‘ Airline o
_ 1AD - Washington Dulles Intl, VA (0.00 Delta Air Lines,
® ; ingten bu ( ATL - Atlanta, GA (2.16 miles) T $128
miles) Inc.
BWI - Baltimore Washington Intl, MD . Delta Air Lines,
. ATL - Atlanta, GA (2.16 miles) 5175
(37.77 miles) Inc.
_ . Delta Air Lines,
DCA - Ronald Reagan, DC (0.00 miles) ATL - Atlanta, GA (2.16 miles) Ine 5240
== - = = - ) Fare
Origin Airport Destination Airport Airline o
14D - Washington Dulles Intl, VA (0.00 Delta Air Li .
® ATL - Atlanta, GA (2.16 miles) : ashington Dulles In ( elta Air Lines s128
miles) Inc.
ATL - Atlanta, GA (2.16 miles) BWI - El.sl.timureWa;hinglurl Intl, MD Delta Air Lines, $175
{37.77 miles) Inc.
Delta Air Li .
(o] ATL - Atlanta, GA (2.16 miles) DCA - Ronald Reagan, DC (0.00 miles) | elitaAirines 5240
ne.

Figure 3-42: City Pair Tool (Options) Screen

3. Choose the radio button for the Departing and Return Flights. Choose
Select. The City Pair Tool flight results display (Figure 3-43).

City Pair Tool

From: IAD - Washington Dulles Intl, VA
To: Atlanta, GA
Within: 50 miles

Origin Airport Destination Airport Airline Fare
IAD - WASHINGTON DULLES INTL, VA (0.00 ) Delta Air Lines,

ites) ATL - ATLANTA, GA (2.16 miles) | 5128
miles, nc.

Origin Airport Destination Airport Airline Fare

1AD - WASHINGTON DULLES INTL, VA (0.00 Delta Air Lines,

ATL - ATLANTA, GA (2.16 miles) .
miles) Inc.

$128

Figure 3-43: City Pair Tool (Results) Screen
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4. Record the Total Fare for your trip planning purposes.
5. To exit, select another module from the Navigation Bar or Logout.

3.6.2.3 Rental Car

Rental Car provides vehicle rates for Domestic and International locations.
The Rental Car Tool required data is Pick A Size, Enter a Rate and # of Days
fields (Figure 3-44).

Rental Car Tool
Instructions: Need instructions to go here.
Pick A Size: | Compact =
Enter a Rate: a5.00 |
it of Days: | 6 ‘
Size | Daily Rate|_ Days Cost
] ]
Showing: @ Domestic Ceiling Rates Q International Ceiling Rates

Figure 3-44: Rental Car Tool Screen

To compute the rental car cost:

1. Complete the mandatory fields. Note: You can use the Domestic or
International Ceiling Rates to determine a cost.

2. Select Add to Estimate. The Rental Car Tool estimate appears in the
table.

3. Select Generate Estimate. The Rental Car Tool Estimate displays the
Cost (Figure 3-45).

Rental Car Tool Estimate

[size Rate | Days Cost|
Compact $85.00 6 $510.00
$510.00

Figure 3-45: Rental Car Tool Estimate Screen

4. Record the Cost for your trip planning purposes.
5. To exit the screen, select a module from the Navigation Bar or Logout
of TraX.
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3.6.2.4 Mileage

Mileage provides the POV miles driven to the single TDY Location. The
Mileage Tool required data is Leaving From, Going To, and Round Trip or
One Way indicator. (Optional) Check the box Include Driving Directions
(Figure 3-46).

Mileage Tool

Leaving From @

‘ L Woodbridge, VA ‘

Going To @

‘ ® Ft. Jackson, SC ‘

© Round Trip O One Way

u Include Driving Directions

(=3

Figure 3-46: Mileage Tool Screen

To calculate miles:

1. Complete the mandatory fields.

2. Select Search. The Mileage Tool results page opens (Figure 3-47). If you
checked Include Driving Directions, those details present on the page.

Mileage Tool

Leaving From: Woodbridge, VA
Going to: Ft. Jackson, SC
Miles:
fes =) |-_auo €@ (Round Trip)
Rate: 575 per mile
Expense: $517.50

Driving Directions

South 0.862 miles on US-1 to + US-1 VA-294 (VA)

West 1.272 miles on VA-294 to + VA-294 Ramp (VA)

Left 0.273 miles on Ramp to + Ramp 1-95 (VA)

South 158.481 miles on 1-95 to (to VA/NC State Line) (VA)
South 181 3270 miles on 1-95 to (to NC/SC State Line) (NC)
South 37.629 miles on 1-95 to + 1-95 Exit 160B (SC)

0.741 miles on to + Exit 1608 1-20 (SC)

West 64.810 miles on 1-20 to + 1-20 Exit 76A (SC)

0.338 miles on to + Exit 7T6A Ramp (SC)

0.850 miles on to + Ramp I-77 (SC)

South 2.747 miles on |-77 to + |-77 Exit 12 (5C)

0.223 miles on to + Exit 12 Ramp (SC)

0.043 miles on to + Ramp SC-12 Spur (5C)

West 0.206 miles on SC-12 Spur to + SC-12 Spur Ramp (SC)
0.040 miles on to + Ramp SC-12 (SC)

East 0.142 miles on SC-12 to Fort Jackson, SC (SC)

Figure 3-47: Mileage Tool (Results) Screen
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6. Record the Expense for your trip planning purposes.
7. To exit the screen, select a module from the Navigation Bar or Logout
of TraX.

3.6.2.5 Location Reports

Location Reports presents an insightful, comprehensive rundown of facts
about a destination. The Location Reports mandatory data is Select a
Location. (Optional) Check the box, Include Travel Advice (Figure 3-48).

Location Reports

Select A Location @

® Jacksonville, FL

Include Travel Advice @

Get Report

09/11/2020

Figure 3-48: Location Reports Screen

The report provides an extensive amount of material. This is especially
useful when traveling to foreign locations. The report topics includes:

e Travel alerts, security concerns, and health risks

e Entry and exit information

e Transportation tips

e Exchange rates

e Local weather and customs

e Important contact information, such as embassy locations and phone
numbers

To run a report:

1. Complete the mandatory field and optional field, if preferred.

2. Select Get Report. The Report Summary page opens (Figure 3-49).

3. The report provides a Key to flag significant items. The results may be
lengthy comprising of several pages. You can Export to PDF for easier
viewing.
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Export to PDF

Jacksonville, FL

Report Created 08/31/2020 20:08

Travel Alerts

KEY: @ Critical () Warning @ Informational

() 08/31/2020: Officials in Florida, US, lift travel restrictions, Aug 6. Other business restrictions remain in place to curb the spread
of COVID-19.

Report Summary

Destination Security Summary - Jacksonville, Fla.

Location: Northeast Florida; Southeast US

Time Zone: GMT -4; GMT -4 (from second Sunday in March through first Sunday in November)
Climate: Hot, humid summer; temperate winters with rare freezes

Population: 794,555 (city); 1,313,228 (metropolitan area).

Figure 3-49: (Location) Report Summary Screen

4. To exit the screen, select another module from the Navigation Bar or
Logout of TraX.

3.7 Announcements

TraX fosters frequent communication on travel related topics using the
Announcements section available on the TraX Home page (Figure 3-50).

Training Knowledge Search
Access all of our online travel training. Customize your Find answers to your travel questions by searching our
Trip Calculator training itinerary, track your completed training, and database of thousands of FAQs, help topics, guides,

print certificates of completion. and other resources.

Travel Assistance
Submit a help desk ticket directly to the Travel

Quick Tools

Training
Trip Tools
Knowledge Search Build a trip estimate and look up location reports that

include maps, travel advisories, U.S. Embassy contacts,
Travel Assistance weather and more.

Assistance Center, Plus, review your ticket history.

Passport Home
Eogait Announcements

= Key Points About Securing a Non-Availability Confirmation Number

= TAC Outreach Call - Mext Call 8/25 (topic: FY Crossover)

* DTS Users Should Delete internet Files and Cookies After a Software Release

» DIS Status: Latest DTS Software Release: Expense Module

= Spring 2020 Edition of our b letter, The Dispatch

* EWTS Status: No Downtime Scheduled

= Trouble Logging into DTS? Check Your Pop-Up Blocker

= UPDATED 4/24/19 - Workarounds for Common DTS Issues Resulting from DTS Sofiware Releases

= New Version of Tra¥ Coming 8/21

Figure 3-50: TraX Home Page (Announcements)
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Select the hyperlink to access the publicized communications, which may include:

Information papers, which convey troubleshooting techniques, DTS changes,
financial systems and FY crossover and more.

The DTMO Dispatch Quarterly Travel articles which highlights travel events and
noteworthy topics.

The TAC Outreach session details and materials as well as access to prior training
meeting’s data.

3.8 Travel Feedback

To provide comments about the DTMO Passport portal, you can do so through the
Passport Feedback link. The Passport Feedback option appears at the bottom the
Passport Home page (Figure 3-5), TraX Home page (Figure 3-6) and throughout the
TraX application for easy access.

Passport

'\ Defense Travel Management Office
The DOD Center for Travel Excellence Passport Feedback Logout

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

Passport Home DTMO Home

Figure 3-5: Passport Home Page (Passport Feedback Link)

To provide feedback:

1.

2.
3.
4

09/11/2020

Log into Passport using your user name/Password or CAC.

At the bottom of the Passport Home page, select the Passport Feedback link.
A DoD pop up information message appears. Read the message and select OK.
The Passport Feedback page opens a survey containing a few questions and
opportunity to enter comments.

Once you complete the survey, select Submit to transmit the results.
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3.9 My Profile

Your Passport account contains essential data, which specifically identifies you and
allows access to the TraX applications. If you need to update your Passport account
information (e.g., email address change), you can access My Profile from the

Passport Home page (Figure 3-5). Note: The Passport Home page is the single access
point to modify your account.

Passport

d | . | |
™ Passport is the Defense Travel Management Office's single sign-on portal to
permission-hased applications related to DoD commercial travel.
i _q ]

Il

Passport Hom DTMO Hom
Defense Travel Management Office o balL il
/ The DOD Center for Travel Excellence Passport Feedback Logout

Figure 3-5: Passport Home Page (My Profile)

To update your account:
1. Select My Profile from the Passport Home page. The My Profile screen opens
(Figure 3-51). The Navigation Bar displays on the left side of the screen with the

existing options: My Profile, Change Password, Subscriptions, Passport Home
and Logout.
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Passport

My Profile

I My Profile

Change Password Login Email *

Subscriptions Name.civ.@mail.mil

Passport Home First Name *

Logout First Name

Last Name *

Last Name

Employment Type *

Civ/IMil/Contractor

Service/Agency *

Select Service/Agency ~

Rank/Grade *
®GS OOther

XX-XX

Duty Station/Site Name *

Select Duty Station/Site Name

Weork Phone * & Ext

XXX-XXX-XXXX

DSN & Ext

123-456-7890 Ext

International Phone & Ext

International Phone - Numbers Ext
Update Profile
* Required

Figure 3-51: My Profile Screen

2. Mandatory fields contain a red asterisk. All other fields are optional. Review the
information for accuracy and modify those items requiring change.

3. After you correct the information, select Update Profile to save changes.
4. A Success message appears at the top of the page.
5. You can select Passport Home from the Navigation Bar or choose Logout to exit.
6. TraX dispatches a DTMO Passport Profile Updated notice to the email listed in
your Passport account, alerting you of the change.
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3.10 Change Password

When you registered for your Passport Account, you provided an email address and
password as identification to authenticate login. You may have also opted to register
your CAC to the account for quicker access. It is advisable to have both access
methods. 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 Passport account. TraX provides you the
means to change your password, if you forget it.

To change your Passport password:

1. Select My Profile from the Passport Home page (Figure 3-5). The My Profile
screen opens (Figure 3-51).

2. From the Navigation Bar displays on the left side of the screen, choose Change
Password (Figure 3-51). The Change Password screen displays Figure 3-52)

Passport

Change Password

My Profile

| Change Password Passwords must be at least 9 characters long and
include:
Subscriptions
= At least 2 upper case characters
Passport Home = Alleast 2 lower case characters
= Atleast 2 numbers
Logout = Atleast 2 special characters

The following special characters ARE allowed: 7 | @
#59hA o doent

The following special characters are NOT allowed: &
=\=={}]

New Password

Enter Your Password

Confirm Password

Enter Your Password

Figure 3-52: Change Password Screen

3. Enter the New Password and retype Confirm Password.
4. Select Save Password. Note: Be sure to remember the new PW.
5. A Success message appears at the top of the page.
6. You can select Passport Home from the Navigation Bar or choose Logout to exit.
7. TraX dispatches a DTMO Passport Profile Updated notice to the email listed in
your Passport account, alerting you of the change.
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4 TAC

4.1 TAC Overview

The Travel Assistance Center (TAC) is a 24 hours a day, 7 days a week help desk
staffed by skilled analysts who offer assistance to DoD personnel experiencing travel
related problems. The TAC can help with a wide span of travel issues associated to
DTS, the Government Travel Charge Card (GTCC), Commercial Travel Programs,
Travel Policy, and Recruit Assistance, to name just a few.

4.2 TAC Operations

Because travel encompasses broad range of topics, the TAC Analysts specialize in
certain areas. For example, answering questions related to Travel Management
Company (TMC) operations requires a different knowledge base than answering
finance-related questions.

For this reason, as a way of providing targeted assistance to its customers, TAC
analysts are divided into four teams to concentrate on specific issues. See Table 4-1
for specifics.

Table 4-1: TAC Teams
Team Addresses issues pertaining to:
General DTS
DTS documents

Finance Centrally-billed accounts
Debt management
Accounting systems
Financial partner systems

TMC (DTS Passenger name records

refers the DTS document routing (stuck at CTO SUBMIT)
TMC as CTO) Reservations

Global distribution systems

Technical DTS design

DTS performance

DTS access

In addition, the General team is every customer’s first point of contact. They receive
help tickets and phone calls, research their content, and resolve them or route them
to other teams for resolution as appropriate.
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4.3 How to Contact the TAC

In Section 2, we addressed contacting a local help desk for travel support as the first
line of aid. Remember, if you don’t know a POC, start with a help list through the
DTMO website https://www.defensetravel.dod.mil/site/localSupport.cfm. Once you
exhaust all local support options then engage the TAC on the travel issue. When it
comes to requesting travel support, it is best to always follow your local policies.

Here are ways to contact the TAC based upon the type of travel situation.

Help Ticket - When the time comes to contact the TAC, the fastest and most efficient
way of reporting a problem is by submitting an online a help ticket as covered in
Section 3.3. As TraX is readily available, there are no delays in reporting the issue.
The TAC analysts have direct access to online tickets, can research problems and
provide prompt solutions. At any time, you can access TraX to check on and update
your ticket.

Telephone — You may call the TAC directly at 888-Help-1-Go (888-435-7146) for
assistance. That number even works if calling from overseas on a DSN line. One thing
to keep in mind when calling the TAC, they receive thousands of calls daily, so you
may be on hold before getting through to an analyst. The first thing the analyst will
do is ask questions to create a help ticket to report and track your issue. Be sure you
have the key data necessary for your ticket submission to prevent delays. Even
though the TAC analyst creates the ticket on your behalf, you can access the ticket in
TraX as needed and when available view the resolution.

Chat — You can open chat line to discuss select travel topics directly with the TAC.
The DTMO website https://www.defensetravel.dod.mil/site/livechat.cfm provides
live chat details. Analysts can assist in resolving DTS logon and profile issues, TraX
logon issues, DTS documents stuck at CTO Submit, and reservations concerns. For
travel concerns outside the designated topics, a help ticket submission is necessary
to achieve resolution.

Outreach Calls - In addition to providing on-going travel support, the TAC also hosts
twice-monthly educational Outreach Calls on a variety of travel-related topics.
Outreach Calls offer valuable training opportunities on the latest software changes
and most common travel issues. A full schedule of upcoming TAC Outreach Calls is
available on the TraX Home page, in the Announcements area (see Section 3.7). All
are welcome to attend the sessions and awarded an opportunity to ask questions.
For those who cannot attend an Outreach Call, TraX stores previous Outreach
briefing slides with Q/A results, so users can still get benefit from the information.
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5 Acronyms

AO Authorizing Official
CAC Common Access Card
DL Distance Learning
DoD Department of Defense
DTA Defense Travel Administrator
DTMO Defense Travel Management Office
DTS Defense Travel System
EWTS Enterprise Web Training System
FAQ Frequently Asked Question
GDS Global Distribution System
LDTA Lead Defense Travel Administrator
Pll Personally Identifiable Information
PIN Personal Identification Number
PNR Passenger Name Record
SSN Social Security Number
TAC Travel Assistance Center
TANUM Travel Authorization Number
T™MC Travel Management Company (formerly Commercial Travel Office [CTO])
TraX Travel Explorer
WBT Web Based Training
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