CHAPTER 11: MIS ADMINISTRATION

The Management Information Systems (MIS) Administration feature of DTS maintains and regulates user
access to DTS MIS. The following are the three types of MIS users:

e MIS User — Most common type of MIS user with no administrative functions. This user may access
MIS reports through the Report Scheduler (see Chapter 10).

» MIS Administrator — Administrator at the site level. May request reports and create new users.

e System Administrator — Administrator at the service or agency level. Has user and MIS Administrator
access, as well as the ability to configure the system.This chapter covers the following topics:
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11.1 DTA Maintenance Tool and MIS Administration

MIS Administrators are responsible for maintaining user access to MIS at the site, using the DTA Mainte-
nance Tool. Beginning on the DTS User Welcome screen (Figure 11-1), use the following steps to access
the MIS Administration feature of the DTA Maintenance Tool:
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Figure 11-1: DTS User Welcome Screen
1. Mouse over the Administrative menu and select DTA Maintenance Tool.
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The DTA Maintenance Home page opens (Figure 11-2).

User 1iame: HELEN LDTADTMO Gereen [0 70004
Qrgarization Access: (Al
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aintenance Tool Permissions:

= Vou have the praper permissions to edit organizations

« Vau have the proper permissions to edit routing lists

+ Vou have the proper permissions to edit groups

= Vou have the praper permissions to edit people

+ Vou have the praper permissions to edit lines of accounting (LOAS)
+ Vou have the proper permissions to edit permissions:

= You have the proper permissions to access MIS

» Vou have the praper permissions to access ROA

Figure 11-2: DTA Maintenance Home Page

2. Click the DTA Tools drop-down list arrow and select MIS Administration.

The Search MIS User screen opens (Figure 11-3). The two links on the dark blue bar will allow the user to
accomplish the following:

Search for existing MIS users and update or delete their MIS access if necessary.
Add MIS users. These are DTS users who do not currently have MIS access.
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Figure 11-3: Search MIS User Screen
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11.2 Add an MIS User

Access the MIS Administration feature by following the steps in Section 11.1.
1. Click Add MIS User.

The Search New MIS User screen opens (Figure 11-4).
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Figure 11-4: Search New MIS User Screen
2. Complete the SSN field with the Social Security number (SSN) of the DTS user.

-OR-
Complete the Last Name field with the last name.

3. (Optional) Complete the First Name field with the first name of the DTS user that requires MIS
Access.

4. Click Search.

The New MIS User (Search Results) screen opens (Figure 11-5). It displays the names of DTS users that
match the search criteria.

User Harme: HELEN LOTADTMO Sereen [0 13421
Defense Travel System g:g::‘fc":gsﬁc_ﬂ?:% (A DTA Home | Helo for this Screen | Looout
A New Era of Government Travel Permizsion: 0,1,2,3,4,5,6,7, 8,9 ii
Run Date: March 23,2008 - 11:06 EDT DTA Ma'nrenance
DTA Tools: Search Existing MIS User | Add MIS User
New MIS User (Search Results)
SSN
Last Name: carson
First Name:
Name: CARSON, SEN: 30002355 Organization: TDZDTMOCSD
EMILY
1-1of1

Figure 11-5: New MIS User (Search Results) Screen

5. Click Create next to the name of the user to grant MIS Access.
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The Add MIS User (User Only) screen opens (Figure 11-6).

User Harme, HELEN LDTADTMO Soreen 0 13431
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Run Date: March 23, 2008 - 11:10 EDT DTA Ma’nrenance
DTA Tools: Search Existing MIS User | Add MIS User
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SSN 002388
First Mame:  EMILY
Middle Initial
Last Name:  CARSON
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User Access: User ~

Organization Access: » T
(includes sub-orgs)
Select Organizations

Figure 11-6: Add MIS User (User Only) Screen

6. Click the User Access drop-down list arrow and select the type of access for the new MIS user.
7. Click Select Organizations.

The Edit MIS User Organizations screen opens (Figure 11-7).
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Iater date will be automatically granted. I you assign an Organization from the list of available Organizations on the lef, all
Sub-Crganizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed when
Organization selections are saved if the parent Organization was also selected

Save And Continue

Figure 11-7: Edit MIS User Organizations Screen
8. Select the name of the organization the user will receive access (left side of the screen).
-OR-
Click (All) to grant access to all available organizations in the list.

9. Click Add >>.
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The name of the organization displays on the right side of the screen as a selected organization (Figure 11-
8). Granting MIS access to a user for an organization will allow the user access to all suborganizations that

are associated with the organization.
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Group Access: - (Al)
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Run Date: March 23, 2009 - 11:14 EDT
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Organization selections are saved if the parent Organization was also selected

Save And Confinue

Figure 11-8: Edit MIS User Organizations Screen — Organization Selected

10. Repeat Steps 8 and 9 for each organization that needs to be added to the user's access.

11. To remove an organization from an MIS user’s access, select the organization name from the list in

the Selected Organization column on the right side of the screen and click <<Remove.

12. Click Save and Continue.

The Add MIS User screen opens with the organization name(s) displayed (Figure 11-9). Organizations

may be added and removed by clicking Select Organizations and repeating the above process.
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Figure 11-9: Add MIS User Screen - Organization Name Displayed
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13. Click Save User.

-OR-
Click Cancel to exit the screen without granting access to a MIS new user.

The New MIS User (Search Results) screen opens (Figure 11-5).

11.3 Update a User’s MIS Access

The MIS Administration feature allows MIS Administrators to modify the type of MIS access for a user
and the organizations to which a user has access. Access the MIS Administration feature by following the
steps in Section 11.1.

1.

2.

3.

Complete the SSN field with the SSN of the MIS user whose access requires updating.

-OR-

Complete the Last Name field with the last name of the user whose access requires updating (Figure
11-10).

’ HELEN LDTADTMO - 120
! . DA | el lor e Screen | Losand

o

% Defense Travel System

A New Era of Gavernmant Travel Perm 0,1,2,9,8,5,6,7,0.9
N DTA Maintenance
DTA Tools: saarch Existiog WIS User | Add WIS User
Search MIS User " Required

8N
OR
Last Name:"  carson

First Mame.  heler|

Figure 11-10: Search Existing MIS User
(Optional) Complete the First Name field with the first name of the MIS user.

Click Search.

The Existing MIS User (Search Results) screen opens (Figure 11-11).

4,

User Mame: HELEN LDTADTMO Sereen D 12841

Defense Travel System S e Y OFa Home | He forthis Screen | Lot
A New Era of Government Travel Permission: 0,1,2, 3, 4,56, 7,8,9 o
Fun Date: March 23, 2009 - 11:27 EDT DTA Maintenance
DTA Tools: Search Existing MIS User | Add MIS User

Existing MIS User (Search Results)

SN
Last Mame: carson
First Mame: helen

Name: CARECN, SSN: X0000378 Organization: TDZDTMOGSD

T-10f1

Figure 11-11: Existing MIS User (Search Results) Screen

Click Update next to the name of the user whose access needs to be modified.
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The Update MIS User (User Only) screen opens (Figure 11-12).
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Figure 11-12: Update MIS User (User Only) Screen

5.
changed.
6.
7.
7. Click Save Changes.

-OR-

Click Cancel to exit the screen without changing the user’s MIS access.

11.4 Remove a User’s MIS Access

Click the User Access drop-down list arrow and select the type of access, if the access needs to be

For instructions on changing an MIS user’s organization access, see Section 11.2, beginning with Step

Removal of a user that has access to MIS does not delete the user from DTS. It only removes the user’s
access to MIS. To begin removing a user’s MIS access, use the following steps:

1. Follow Steps 1 through 3 in Section 11.3.

2. Click Remove.

The Delete MIS User screen opens (Figure 11-13).
Defense Travel System i ,_HT;??“‘"M i |- it S| it
A New Era of Gavemmant Travel wlie‘n:\J':r;zb‘:st:m DTA Maintenance
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Delete MIS Liser
Common Data
SEN;  X0002378
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Middle Initial:
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Organization Name:  TOZDTMOCED
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{inchudes sub-orgs)
Figure 11-13: Delete MIS User Screen
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3. Click Delete.
-OR-
Click Cancel to cancel the removal and keep this user’s MIS access intact.

The Existing MIS User (Search Results) screen opens (Figure 11-14). The user’s name is no longer listed if
Delete was clicked on the previous screen.
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Figure 11-14: Existing MIS User (Search Results) Screen
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