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About This Guide



This Instructor Guide for Distance Learning will enable you to provide participants with a basic understanding of the Defense Travel System (DTS) DTA Maintenance Tool.  This is an overview course that introduces four (4) additional courses. The significant features of this guide are as follows:

· It provides references to the slide numbers of the PowerPoint presentation prepared to accompany this unit.  Slides should be used as the content delivery method for this class.

· It provides approximate time duration for each section. However, the time duration may vary depending on the length of discussions and questions that participants might have on a particular section. 

· It provides suggestions on when to use the online highlighting tools.

· This material was designed to be delivered using web conferencing software. This guide does not provide detailed instructions on how to set up or manage any web conferencing software.  Instructors are expected to secure this information and skill set independent of this document.  

· For purposes of this manual, the following assumptions are made:
· VoiP (Voice over Internet Protocol) is being used 
· Chat and highlighting tools are available
· Instructor computers are properly configured
· Session is created prior to class start time
· A quiet/private delivery space is being used 
· The invitation to attend has been distributed or posted
· Support material is available to participants
· The instructor is familiar with the course material
· The instructor is experienced with the software
· Evaluation tools are available for distribution 
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Distance Learning Pre-Class Preparation                   


[bookmark: _Toc183315881]
· Review the script, and slides associated with this unit to ensure you are thoroughly familiar with the information to be delivered. Slide numbers are referenced throughout the guide to enable easy coordination of the script with the slides at an appropriate pace.  

· Secure a technical assistant or co-instructor for the session.  This person should monitor and respond to participant questions. 

· Conduct at least one live practice, with your co-instructor.

· Ensure you have appropriate teaching conditions and equipment:
· Quiet room with minimal background noise
· Newer model computer with high speed Internet access
· Headset with microphone
· Web camera (optional)
· Web conference software user name and password
· DTS soft certificate and password for EWTS*** access
· PowerPoint slides for this unit
· Website link(s) for this unit 
· Web conference URL; access instructions
· Help Desk telephone number(s) 
· Notepad and pen

· Check software and hardware:  
· Computer works properly with web conference software
· Software is configured and tested for audio and/or video
· Headset is plugged into the computer and works
· Volume control on the headset and computer are properly set
· Web camera is placed for best visual of instructor
· Participant to instructor chat room/communication mode is working
· Instructor chat room is available
· Highlighting tools open and work as expected
· Welcome slide includes class name
· Slides and script are the most current version
· Slides are properly attached to the session
· EWTS is up and running before class starts (if appropriate)
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Highlight Icon: Indicates to instructor and co-instructor specifically what needs to be highlighted on the each slide within the PowerPoint presentation supporting this class. Also includes directions on the color of highlight symbols to be applied.


Highlight Symbols:
Indicates to instructor and co-instructor which specific highlight symbol to apply to a portion of a presentation slide.  Symbols will usually be a stars, arrows, check marks, and/or boxes. Placement also indicates exactly when to apply the symbol within the text.

Complex Sequence Notes:
When highlights must be applied in a specific flow or complex pattern, each point will be indicated with a sequential number.





INSTRUCTOR ROLES:
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The co-instructor is typically responsible for the following:
· Accepting participants into the class 
· Guiding participants to technical assistance information
· Executing slide changes for the instructor
· Highlighting slides for the instructor
· Responding to participant questions
· Passing content question to the instructor or a SME during class
· As appropriate, collecting participant email addresses for distribution of supplemental information or responses to unique questions after class
· Ensuring any unanswered class questions are distributed to SMEs and responses are sent to participants in a timely manner
· Ensuring any requested supplemental information is distributed to participants in a timely manner 

The instructor is typically responsible for the following:
· Ensuring class starts and ends on time
· Ensuring slides and script associated are the most current version
· Ensuring slides are properly attached to the web conference
· Ensuring any web links are properly entered and working
· Ensuring the evaluation card is distributed at the close of class




Opening the Class
	[bookmark: _Toc221343546][bookmark: _Toc294777377]
Welcome                                                 15 Minutes pre-class start time
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Slide1: Welcome to DTS DTA Maintenance Tool Overview


	




NOTE TO INSTRUCTORS ONLY
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	When this material is delivered via web conferencing software that depends on VOIP (Voice over Internet Protocol), it is important to do a sound check before starting the script.

Stop and ask participants if they can hear you clearly, pause and give participants time to respond, and then proceed with the class.



    Welcome participants:
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Hello, my name is (insert name); I will be your instructor.

Also on the line today is (insert name), who will be monitoring the chat box and dealing with technical details.

Welcome to D-100 DTA Maintenance Tool Overview.
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	Slide 2: Topic, Target Audience, Pre-Requisites  
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	· Stamp a star on each bullet as it is reviewed.
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This class is D-100 DTA Maintenance Tool – Overview and it is part of a series of classes on how to use the Defense Travel System Maintenance Tool. 

This introductory class intended for Lead Defense Travel Administrators or LDTAs and Organizational Defense Travel Administrators or ODTAs.  

The class is not appropriate for travelers because they should not have the permission levels necessary to access the DTA Maintenance Tool.

This session is approximately 60 minutes long.

There are no specific training re-requisites for taking this class.
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	Slide 3: Technical Issues?
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This class is provided by the Defense Travel Management Office and delivered with the DOD approved Defense Connect Online software.

 If you experience poor audio, slow changing screens, or connection issues, please take corrective action on your own. 

 First, exit the class, and close all other software browsers open on your computer; then re-enter class. 

 If the problem continues, contact your local IT support team and ask for help configuring your computer to work with DCO.

 Or call the DISA/DCO Help Desk; their number always appears in the corner of the classroom screen.
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	Slide 4: Attendance Credit
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To receive proof of attendance for this or any other DTMO distance learning class; always select the GUEST option on the login screen and enter your full name and Service or Agency initials.

Attendance is manually credited to eligible participants 1-2 weeks after class.

Print your certificate by going to the My Completed tab in TraX.

Class login information must match training registration information or credit cannot be awarded.

If you did not provide complete information at entry today, please do so now by using the chat box.
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	1. Draw a box around the icon with the raised hand.
2. Draw a box around the chat box text entry area.




Explain:
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	For those who are new to our program, participant microphones are turned off during class, so please do not select your microphone icon.

There are however two options for communicating with our team today. 

First, everyone has a “raise the hand” icon, in the lower left corner of the screen. 

Please go there now, and send me a message of your choice, then look at the attendance box to confirm your action.
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INSTRUCTOR NOTE: Pause to give participants time to act, then insert a brief personal comment thanking them for their actions before returning to the script.  Remove all icons before advancing. 


	 (
2
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You can also ask questions at any point by using the chat pod.

(Insert co-instructor first name) and I will make every effort to quickly respond to your questions.

When this is not possible, we will email the response after class.
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	Slide 6:  Training Objectives 
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This class begins with a review of the DTS User roles and Administrative roles.

Specifically I will cover the responsibilities performed by the Traveler, Travel Clerk, the NDEA or Non-DTS Entry Agents as well as the LDTA and the ODTA.

The class will then focus on the various functional components of DTA Maintenance Tool, which is a resource considered critical to the successful administration of DTS.

After completing this course, you should also be familiar with the:
· DTA Administrative Process
· DTA Welcome Screen in DTS
· DTS Permission Levels and
· Organizational, Group, and Read Only Access






	[bookmark: _Toc294777379]DTS User Roles
	
	1 Minute



Display:
	[image: ppt_icon]
	Slide 7: DTS Users & Admin Roles
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	Before we even start to look at the DTA Maintenance Tool functions, let’s start with a basic review of the people who work in DTS.

Travelers are the individuals going TDY.

Typically travelers create and sign their own documents in DTS and they can always access their own personal information via their DTS profile.

Two other people also need access to DTS although these individuals typically don’t travel.

Travel Clerks have the ability to create and sign authorizations for others and they can also create and edit vouchers on behalf of someone else.

In other words a clerk can start documents on behalf of a traveler, but the traveler must then complete the process by signing their own voucher.

 NDEAs or Non-DTS Entry Agents on the other hand can do all of that, plus they are authorized to submit a voucher on behalf of someone else. 

While both carry out tasks on behalf of others, group access in DTS is used to limit which individual they can support in this fashion. 
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	Slide 8: LDTA Role
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To use the DTA Maintenance Tool successfully it’s also helpful to understand the roles and responsibilities of the LDTA and the ODTA.

LDTAs are considered accountable officials by the DoD, and as such they must be appointed in writing to carry out their duties.

This is done with a DD-577 which must remain on file after signing.

The LDTA is the DTS team lead and the main point of contract for travel functions within their organization; they should manage travel program sustainment.

It is their job to not only stay current with all DTS functions and changes but to also establish and maintain local business processes.

It is the LDTAs job to oversee and supervise all Organizational DTAs and Finance DTAs and to develop and execute a training strategy for these individuals as well as all associated travelers.
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	Slide 9: LDTA Responsibilities

	




Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star on each bullet as it is reviewed. 



Explain:
	[image: discussion_icon1][image: ][image: ][image: ][image: ][image: ]
	
This slide provides a snap shot of key LDTA responsibilities.

The LDTA should assign personnel to their DTS related roles and assign or approve DTS permission levels.

These permission levels determine each individual’s access rights to every aspect of DTS. .

Each traveler has a unique DTS profile, and it is the LDTA’s job to ensure that profile is up to date and accurate.

The LDTA typically establishes and oversees the organization routing structure for the approval of travel orders.

The individual in this position also manages the receiving of new personnel into the organization via DTS, as well as the detachment and deleting of retiring personnel.

And any time there is a DTS function problem, it is the LDTA who should oversee the situational reporting to the TAC or the Travel Assistance Center.
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	Slide 10: ODTA Roles and Responsibilities
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ODTAs are responsible for the administration of DTS at the local organizational level; and as such they are the primary point of contact for subordinate organizations.

It is their job to assist the LDTA with the overall administration of DTS for their site.

Typically ODTAs are resource managers, transportation managers, communications or IT managers, security managers or personnel managers.

Like the LDTA, the ODTA uses the DTA Maintenance Tool regularly to create and manage routing lists, groups, people and lines of accounting.

They may also assist the LDTA by identifying personnel who can serve as finance and budget DTS resources in the support of daily DTS operations.

Anyone serving in this role should also receive advanced training in DTS administrative functionality.
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	Slide 11: DTA Administrative Process
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Explain:
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	The Maintenance Tool within DTS is used by Defense Travel Administrators to manage five key functions within the software.

The Organizations module is used to update, copy or delete organizations and to re-assign personnel within an organization.

Similarly, the routing list module is used to update, copy or delete routing lists; and it is also used to add or remove elements from a routing list and to replace signature authority.

Groups can be added or deleted from DTS via the Groups module.

This module is also used to add individuals to groups and to edit global group membership rules.

The People module is used to update personal profiles, grant permission levels, and assign group and organization access.  

This is also where persons are detached from or received into organizations.

And finally, the Lines of Accounting module is where LOAs are created, deleted, updated and rolled over. 

This module is also used to update default LOAs on traveler profiles and to share LOAs with external or subordinate organization travelers.
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	Slide 12: Organizations In DTS

	




Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star on each bullet as it is reviewed.



Explain:
	[image: discussion_icon1]

[image: ][image: ][image: ][image: ][image: ]
	The best way to start understanding how to use these various modules is to understand how and why they are used in DTS.

To start, Organizations are the foundation of every DTS function.

Your organization structure must be correctly established and maintained because all resource within DTS are owned by an organization. 

DTS uses a hierarchical structure of organizations which serves as a path to guide electronic document routing, accounting and reporting. 

That means all your organizations should be named following the DTS organization naming structure because this format details where each organization resides within the DoD hierarchy.

To learn more about how the naming hierarchy works as well as how to effectively use DTS organizations to manage the travel approval process you can complete the on demand WBT by the same name as found under the Training tab in the DTMO Travel Explorer.  

You can also search the Knowledge Center FAQs within TraX for any specific questions you may have about dealing with organizations in DTS.
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	Slide 13: Managing Groups In DTS
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A group in DTS is an electronic list of traveler names and every traveler in an organization must be a member of at least one group.

Groups are created by a DTA to facilitate access to traveler data and travel documents; they are also an effective way to safeguard traveler data. 

By associating a DTS user to a specific group their individual rights to create, view and edit travel document on behalf of another user can be limited or prevented.

Global Group Membership Rules are created and used in order to allow the addition of an entire organization of travelers to a specific group.

For more information on how to manage groups or to create Global Group Membership rules, you can complete the WBT or web based training module in TraX by the same name.

Or, you can also search the Knowledge Center FAQs within TraX for any specific questions you may have about dealing with organizations in DTS.

TraX resources are always available on demand 24/7. 
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	Slide 14: Routing Lists In DTS
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In DTS, authorizations, group authorizations, vouchers, and local vouchers move electronically along a chain of routing officials for review and approval.

The list of people or positions in this chain is called a routing list and each person associated to the list performs a specific task to complete the approval and reimbursement process for a traveler.

Each routing list defines the order in which documents move from official to official.

Every organization must have at least one routing list available in DTS in order to process traveler documents. 

Organizational size and mission dictate if there is only one routing list or several as well as how many RO’s or Routing Officials are associated to each list.

The process of creating and managing DTS routing lists is covered in Distance Learning class D-115 DTA Maintenance Tool – Routing Lists and there is a web based on demand training in TraX. 

A three month schedule of all our distance learning classes can be found on the DTMO website on the Training Resources page.
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	Slide 15: Managing People In DTS
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The People portion of the DTA Maintenance Tool is used by DTAs to manage the personal information of users assigned to their organizations.

Anytime a new organization is created in DTS individuals must become affiliated with or linked to that organization.

Using the People Tool, DTAs can received personnel from other organizations, delete them from an organization and detach or remove them completely from DTS.

If the people who need to be associated with an organization are new DTS users, they must have a profile in DTS.

And the profile must include all their personal and financial information and it must indicate if they will travel.

New profiles can be created and managed in one of two ways.




CONTINUED NEXT PAGE
Continue slide 15:
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	Individuals can self-register to establish their personal information in DTS, or a DTA can create their profile.

Once individuals have a profile in DTS, and they are associated with one organization, they must also be associated with at least one routing list. 

As a final step for associating people to a new organization, they must also be made members of at least one group.

Distance Learning Class D-120 DTA Maintenance Tool – People reviews how to execute all these tasks and many more.

The information is also available in the WBT in TraX by the same name, and like all the WBTs, it is also available on demand.
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	Slide 16: LOAs & Budgets in DTS
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DTS is not an accounting system, but it does track pre-travel estimated expenses and post travel actual expenses as entered by the traveler, NDEA or travel clerk.

As the traveler’s authorization moves along the routing list, the Routing Official, Finance DTA or Budget DTA must determine if adequate funds are available in the budget; which in turn gives the AO information to determine if it’s appropriate to approve the trip.

Once the traveler returns home they must create a voucher in DTS to identify actual expenditures in order to receive reimbursement.

Lines of Accounting are a part of the DTA Maintenance Tool, but Budgets are not; but both are accessed from the DTS Home page under the Administrative tab.

As new organizations are created and older organizations are edited, associated lines of accounting or fund cites must be managed. 

Each LOA in actually a string of data elements.

As the budget shell is built and the LOAs are created, the two are then automatically linked in DTS.
	
Once the budget is created, quarterly budgeting targets can be entered to keep the organization’s travel expenses in line.
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	Slide 17:   Who Manages LOAs & Budgets
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FDTAs work with the organizations’ finances on a daily basis,
handling LOAs, and in some cases budgets. 

To be designated as an FDTA, a person must be:
· Appointed in writing on a form DD577
· Granted organization access to the organizations they will represent and
· Granted DTS Permission Levels 0,1,3, and 6 

In addition, any individual designated to work with LOA’s or Budgets in DTS should complete Distance Learning Classes 
F-100 Lines of Accounting and F-101 Budgets in DTS or complete some locally offered equivalent training.

The material is also available in TraX via the WBT titled Lines of Accounting and Budgets.

All the WBTs in TraX include a final assessment; which can be immediately printed as a “proof of training” certificate. 
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	Slide 18 :  DTS Reports Scheduler
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The last DTS resource for the DTA process is a reports feature that simplifies DoD travel management and monitoring.

The DTS report generating feature ensures cost effectiveness and accountability by enabling users to monitor the itineraries of employees worldwide.

Like the Budget tool, the Reports Scheduler is found in the navigation bar of the DTS Home page; it is not in the DTA Maintenance Tool.

Each organization determines the levels of access for its DTA, which are controlled by permission levels.

DTAs that have access to the Reports Schedule simply select the type of report they want to generate, define its parameters and submit their request via DTS.
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Some reports are returned immediately.

In other cases an email is sent when the report is available for download.

The Reports Scheduler can generate six types of reports:  

· Status
· Routing
· Individual
· CTO/Travel
· MIS and 
· Partner System

To learn more about how to use the DTS Reports Scheduler, go to TraX and look under the Training tab for the Web Based Training titled: DTA Reports.
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	Slide 19: DTA WELCOME SCREEN
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	 Next, let’s look at how to access the various functions and tools I have just reviewed.

This is the Home page of a Lead Defense Travel Administrator named Helen.

Helen has four important pieces of information on her Welcome screen.

Below her name, you can see:
· The name of the Organization Helen belongs to, 

· Her Organization Access, 

· Her  Group Access, and

· Her Permission Levels

To better understand all this, let’s start by breaking down the DTS Permission Levels.
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	Slide 20 :  Permission Levels 
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Permission levels are one of the building blocks for administratively managing DTS because they control the functions and tasks a user can perform in DTS.

It’s certainly not appropriate to give every DTS user the rights to create budgets, approve authorizations, or change other users’ profile information. 

Controlling who performs specific tasks or functions in DTS is managed by only granting the permission levels each user requires to access the functions necessary to execute specific responsibilities based on their role.

There are 10 permission levels ranging from 0-9.

Every DTS user must be assigned at least one permission level, which is permission level zero, in order to access the system.




                            CONTINUED NEXT PAGE
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DTS Permission Levels are not cumulative or all inclusive. 

If a traveler has permission level 9, they do not automatically have levels 0 through 9. 
 
If a traveler has permission level 2, they do not have levels 0 and 1 unless those levels are granted.

A DTA must have a permission level in order to grant it to another user.

Therefore, if I am the DTA and I have permission levels 0 and 5, I can only grant level 0 and level 5 to others. 

Likewise I can only revoke permission levels 0 and 5 from another user.
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	Slide 21:  Permissions and Functions 
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	Next, let’s look at the functions associated with permissions levels. 

Permission level 0 only permits the most basic level of access to a user, it’s the only permission level a traveler needs to create and sign their own documents.

Permission level 0 is also the only permission level an NDEA needs in order to sign documents for another traveler. 

Permission level 0 only works for persons in this role if the NDEA indicator has been set within their DTS profile.

Permission level 1 grants view only access to Budgets and the DTA Maintenance Tool.

Permission level 2 gives the user access to the Route and Review tools. 

Users with permission level 2 can also change the default document status stamp and delegate their routing duties to others.
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Any Routing Official on a routing list needed access to the Route and Review module in order to perform their duties.

So,Although permission level 1 gives the user the ability to view the budget; permission level 3 is necessary in order to create or edit a DTS budget.

Permission level 3 also allows a user to add or edit a traveler’s EFT, or Electronic Funds Transfer, data. 

EFT data is used for traveler direct deposit upon payment of a voucher.

Permission level 4, along with activation of the Reconciliation Account, gives a user access to the CBA, or Centrally Billed Account module. 
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	Slide 22: Permissions and Functions (cont.)
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 Remember permission level 1 provides view only access to the DTA Maintenance Tool.

A user must also have permission level 5 in order to edit organizations, routing lists, groups and users’ personal profile information.

Permission level 6 adds Lines of Accounting to the DTA Maintenance Tool drop down list which in turn permits the management of DTS-related financial functions.
     
A DTA with permission level 6 and DMM or Debt Management Monitor authority in their profile has the ability to track Due US vouchers.

The last 3 permission levels are distributed to a very limited group of people.

Permission level 7 provides override capability that is reserved for Service and Agency level DTS representatives.
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Permission level 8 is reserved for the DTS operations and support contractor.

And finally, permission level 9 is reserved for the DTS Program Management Office or the DTS-PMO and the DTMO who jointly manage the entire DTS program.




INSTRUCTOR BACKGROUND INFORMATION
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If participants request additional information on the DTS permission levels and how they relate to typical DTA roles, refer them to the DTA Manual Chapter 2, Section 3.3.2.
































SLIDE 23:
INSTRUCTOR INFORMATION ONLY
PARTICIPANT INTERACTIVE LEARNING 
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This course is designed for delivered using the DoD web conferencing software: Defense Connect Online. If different software is used adjustments to this next activity may be needed.

The goal for this activity is to engage participants in the learning process through the practical application of information.  

To keep participants engaged, instructor(s) must introduce and setup the activity quickly and keep the process moving.  Every effort should be made to avoid “dead air” or “erratic” screen motion. It is very important to practice set-up and delivery before using the material with a live class.

Three (3) additional DCO pods are used in this exercise. The pods are introduced over a blank slide within the class PowerPoint presentation. 

Create each pod before class and hold them in the presenter only area until slide 22** is advanced. When the activity is concluded, minimize the pods or return them to the presenter only area.

Samples of the pods are included at the end of the course PowerPoint presentation.

**Slides are presented in DCO via a share pod. Slide 22 is a blank slide, inserted as a place holder so the activity can be carried out without closing/minimizing that pod.  If the share pod is minimized, the action may cause an unnecessary delay of class when students must wait for the slides to reload.

















HOW TO SET UP SLIDE 23 STUDENT ACTIVITIES
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1. Open DCO session for distance learning class D-100.
2. Open a “classroom” area with a presenter only area.
3. Open class slides in a share pod that will be student visible.
4. Open a DCO note pod and insert a list of DTS Permission Levels and associated functions as reviewed on slides 20-21.
5. Open a DCO Poll Pod (multiple answers) and use each permission level as an individual response options.
6. Open a DCO note pod and leave it blank
7. Move the 3 pods into the presenter only area; reduce their size but do not minimize.
8. At slide #22, the lead instructor (moderator) begins the script explaining how the activity will work.
9. At slide #22, the co-instructor (handling slides and questions) should move the 3 pods into the student viewing area.
10. The co-instructor should insert the first “role” into the blank note pod while the lead instructor shares the scripted information about that role and prompts students to select the appropriate permission levels from the poll pod.
11. When the majority of students have responded, the lead instructor should provide feedback as appropriate (per script). 
12. While the lead instructor is reacting to the student responses, the co-instructor should erase the first “role” from the note pod and clear the poll pod.
13. The instructional team should continue in this manner until all roles have been covered and all participant questions about any of the roles are answered.
14. At the conclusion of the slide #22 script, the co-instructor should pull the 3 pods into the presenter only area again and advance the slides to #23.

NOTE: Moving and resizing DCO pods makes the screen “jump”.  This type of screen movement is irritating to students and makes the activity look less than professional.  

To avoid both problems:
1. When moving the 3 activity pods, do not resize/enlarge them until they are in the student view area and never make them collectively larger than the total area of that share pod.
2. When removing the 3 activity pods, always reduce them before pulling them back into the presenter only area.
3. Practice both actions before class starts.
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	DTS permission levels are usually assigned according to an individual’s roles and responsibilities.

Often one person must carry multiple roles, in which case that individual needs the permission levels for each role.

I’m about to review some typical DTS roles and although the role parameters at your site may not match exactly, they will be similar.

At the top of the screen my co-instructor is going to post typical DTA roles, one at a time.

As each role is posted, I’m going to review the functions commonly associated with it. 

Your assignment is to select all the permission levels within the box on the right that must be assigned to any user who needs to carry out the functions.

To make it a little easier, all the permission levels are posted on the left side of the screen and your responses are totally anonymous.


CONTINUED NEXT PAGE
Continue slide 23:
	[image: discussion_icon1]
	
Everyone ready? Any questions before we start? 
All responses are anonymous, so there’s no harm in guessing.


	
	Enter: Traveler into note pod.

	[image: discussion_icon1]
	
Travelers typically only need to create and sign their own authorizations and vouchers.

What permission levels, do travelers require?


	
	PAUSE until the majority of participants respond.
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And it looks like (%) got this one correct.
Travelers only need permission level 0.


	
	Remove Traveler; clear poll; add Routing Official, Certifying Officer (CO) and Authorizing Official (AO)
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Next, let’s look at the role of the Routing Official, who is by definition any person on a routing list including a Certifying Officer, an Authorizing Official or a CBA Specialist.

What permission levels are needed by individuals in these roles?

Routing Officials are tasked to review and approve documents as they move through the routing list.

Regardless of their title, individuals assigned to a routing list may have to apply various status stamps such as REVIEWED, AUTHORIZED, CERTIFIED, or APPROVED. 

Certifying Officers or CO’s validate or certify the availability of funds for travel.

AO’s approve travel, obligate funds for travel and approve reimbursements to travelers. 
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	In many organizations, the CO and the AO is the same person, carrying out dual roles as I mentioned earlier.


	
	
PAUSE briefly to give participants a chance to respond.
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	According to the poll, (%) of you understand that Routing Officials need permission levels 0, 1, and 2.

Level 0 gives the Routing Official access to the system and level 1 provides the ability to view the budget in order to ensure funds are available. 

Level 2 provides access to the Route and Review tools and it lets individuals apply different routing stamps to travel documents.

	
	Remove Routing Official, CO, AO; clear poll; add Organizational DTA.

	[image: discussion_icon1]
	
Most DoD sites have at least one person fulfilling the role of an Organizational Defense Travel Administrator or ODTA.

What permission levels are typically given to an ODTA? 

ODTAs have access to the administrative tables in order to setup and maintain their organizations’ data in DTS.

	
	PAUSE briefly to give participants a chance to respond.
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It looks like some of you were hesitant to answer this time because only (%) posted the correct responses.
OR
Once again we have a class of people who really understand this whole process because (%) had the correct response.

ODTAs, like Routing Officials, need permission levels 0, 1, and 2; but, they also need permission level 5.

Permission level 5 gives the ODTA the ability to update items within the DTA Maintenance Tool; including Organizations, Routing Lists, Groups, and People.


	
	Remove ODTA; clear poll; add Budget DTA
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BDTAs or Budget Defense Travel Administrators manage funds for an organization.

What permission levels should be assigned to a BDTA?

A BDTA assists the Finance DTA and they may be assigned to create, edit, and/or remove organizational budgets or lines of accounting.

The BDTA is typically responsible for funds control.
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	PAUSE briefly to give participants a chance to respond.
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 This is great; (%) had the correct response.

A Budget DTA needs permission level 0 to access the DTA Maintenance Tool and permission level 1 to view the budget.

A BDTA also must have permission level 3 in order to create and edit budgets.


	
	Remove BDTA; clear poll; add LDTA 
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And finally, what permission levels are needed by an LDTA or Lead Defense Travel Administrators?

The LDTA coordinates the initial set up or fielding of DTS at the base or installation level; they are usually responsible for the overall management of the travel function at their site.

LDTAs are responsible for monitoring the status of DTS and ensuring problems are reported and resolved.

It’s the LDTAs job to make sure new personnel receive DTS training and that all staff receives updates as DTS evolves.


	
	PAUSE briefly to give participants a chance to respond.
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It shouldn’t be too hard to see that the LDTA needs permission levels 0, 1, 2, 3, 4, 5 and 6. 

Since a DTA cannot give or remove a permission level unless they have that level, and because an LDTA is in charge of DTS at the highest level they need all the permissions except 7, 8 and 9 which are reserved for persons working at the system level. 


	
	Resize the 3 pods and move them into the presenter only area.
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In addition to the 10 permission levels, there are also 3 different types of DTS access.

Organization access limits the organizations’ resources (e.g. Lines of Accounting or Routing Lists) an administrator can manipulate.  

For example, even if a user has the appropriate permission levels to create budgets, that person cannot create budgets for any DoD organization.

Org access is hierarchical; having access to one organization automatically permits access to any subordinate organizations.

Group Access deals strictly with travel documents such as authorizations, vouchers, local vouchers, and group authorizations. 

Group access is necessary to create, edit, or sign travel documents on behalf of another traveler.

The third type of access is Read Only Access or ROA which is typically used by auditors and Transportation Officers who need to view but not edit travel documents.
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Tasks are performed in DTS within various functional areas.

Document Processing is a reference to the functional area where users create and route travel documents.

Each of the documents listed on this slide can be created either by the traveler or by a travel clerk with appropriate group access. 

A travel clerk however, must be designated as an NDEA in their DTS profile, in order to submit a voucher on behalf of someone else.

An authorization is created prior to travel and it is the document that is typically used to secure a traveler’s transportation, lodging, and rental car reservations.

An authorization should also include an estimate of all anticipated TDY expenses.




                          CONTINUED NEXT PAGE
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The term voucher from authorization is used because any information entered into a DTS authorization automatically populates into the DTS voucher.

The voucher is used for reimbursement of travel expenses any time a TDY involves an overnight stay.

Because of the auto-population feature, the traveler or travel clerk only needs to modify the estimated expense information transferred from the authorization to correctly show the actual expenses incurred.

The local voucher is used for reimbursement of local travel expenses; it is completed only after the expense is incurred and no authorization is needed.

Group authorizations can be used as a single document for multiple travelers going TDY for the same mission. 

While one person creates the group authorization, travelers create individual vouchers upon return.

Adjustments and amendments are two type of change that can be made to an authorization or a voucher and the only difference between the two is timing. 

An adjustment is a change made to a document prior to AO approval.

An amendment is a change made to a document after AO approval.
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This slide presents three additional DTS functional areas.

Route and Review is a resource used by Routing Official to review, certify, or approve travel documents. 

The Budget section is used to view and edit budget information; it is not an organization accounting tool. 

The DTS Budget tools are used to keep the organizations budgets in line, but it can also be used to run reports on the budget.

Centrally Billed Accounts can be used by CBA Specialists to reconcile CBA invoices which is a process that basically involves the reviewing and auditing of critical information.
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The DTA Maintenance Tool is an important functional resource in DTS where administrative tasks can be performed; with the exception of budget modifications. 

Budgets are managed under a separate administrative option.
 
As I reviewed earlier, the DTA Maintenance Tool provides access to Organizations, Routing Lists, Groups, and People and, in some situations the Lines of Accounting.

In addition to the various permission levels that are required to access each of these tools, the user must also have organization access to the organizations whose information they need to access.

 Read Only Access is also listed here as a functional area because it has its own tab on the user’s Welcome page.
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	As you can see from the slide, there are five different types of reports available within DTS.

Status Reports provide information regarding traveler documents.  

Status reports can provide information on signed documents, departures and returns, and traveler status.

Routing Reports provide data on adjustments and routing status

Individual Reports can be created in order to review: POSACK delinquencies, unsubmitted vouchers, and constructed travel.

CTO/Travel Related Reports can be pulled to check information relating to the CTO or travel reservations such as: reason codes, reason justifications, CTO fees and unused tickets.

MIS or Management Information System reports can be used to determine military members’ entitlements or leave. 

The ability to access and run reports is driven primarily by organization access. 
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The exceptions to this rule are MIS and COGNOS reports. 

COGNOS reports are accessed via DTS, but they are created and managed outside DTS. 

This type of report can provide aggregate information on DTS usage.

The ability to run MIS reports must be granted by an MIS administrator.

And permission level 7 is necessary to run COGNOS reports.
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The first two tabs of the DTS navigation bar are labeled Official Travel and Official Travel-Others. 

If you mouse back and forth over Official Travel and Official Travel-Others, you will see that the same documents are actually listed under both tabs.
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A traveler always creates their own travel documents under the Official Travel navigation option.

A travel clerk or NDEA always creates documents for other travelers under the Official Travel-Others navigation option.

If you are responsible for creating travel documents for someone other than yourself, you will be required to search for the traveler for whom the document is to be created. 

It’s important to remember that a travel clerk cannot locate the traveler using this search unless they have group access to the group to which the traveler is associated.

However, only Permission Level 0 and Group Access is required to view, create, and edit documents for another traveler.
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The links available under Traveler Setup will vary depending on the users permission levels. 

The majority are available even for a user with only the most basic permission level of 0.

Form Preferences is used to select the format you want to use to print travel documents.

Available Routing List shows the routing lists you can select to process travel documents.

User Preferences provides the option to use a 12 or 24 hour clock; and turn off email routing notifications.

The Rates Lookup tab is used to research per diem rates and mileage rates for different TDY locations.
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There are two additional resources shown here that a traveler will not be able to access.

Delegate Authority is used by a Routing Official when they need to select another Routing Official to temporarily route documents when they are unavailable to handle their duties.  

Permission Level 2 is necessary for this tool to appear.

Travel Teams is the second resource not available to individual travelers.

It is used to create and save a list of travelers who frequently travel together under a group authorization.

Once a travel team is created in DTS, the travel clerk or NDEA can select it to quickly create a group authorization containing all the members of that travel team. 
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Reports is the fourth tab in the navigation bar and this is where you access the Report Scheduler to request and print a variety of reports. 

And as I mentioned earlier, the reports functionality is controlled by the user’s organization access.
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The last navigation tab is labeled Administrative and travelers with only permission level 0 only see the Calculate Distance option which links to the DTOD or Defense Table of Official Distances.

In this example, Helen has access to the Self-Registration option that she will use to accept personnel into an organization after they have completed their self-registration tasks.

Links to the DTA Maintenance Tool and the Budget tools are also available in this account because Helen has permission level one.  

Routing Officials use the Route and Review tools to review and approve documents sent to them through DTS.

Permission level 2 is required to access Route and Review.

On Helen’s Welcome page, there is a link for “Documents Awaiting Your Approval Click Here”.  

This link takes Helen to the same place as the Route and Review option under the Admin tab. 
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As I mentioned earlier, the link to the DTA Maintenance Tool is available because this user has permission level 1.  

If this was her only permission level, the drop down list would be empty. 

The addition of permission level 5 gives Helen, access to Organizations, Routing Lists, Groups, and People.

Adding permission level 6 allows Lines of Accounting access.

An AO, with permission level 2, has access to Accession Travel which allows them to approve Recruit Travel for an entire class of new recruits that are attending basic training.

A user also needs organization access to view, edit, or create organizations, routing lists, groups, people, lines of accounting, budgets, or reports.
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	The goal of this class was to provide a general overview of the DTA administrative process, including key terms and concepts.
 
As we end the class I want to review a few of the most important points you should take away today.

To start, it’s important to know that DTA are considered accountable officials by the DoD and they must be appointed in writing using a DD-577.

Organizations are the foundation of every function in DTS including the management of people, budgets, groups, routing lists, and lines of accounting.
 
A DTS group is simply an electronic list of traveler names that is used to control document.

In DTS, authorizations, group authorizations, vouchers and local vouchers move electronically along a chain of routing officials for review and approval.
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The list of people in this chain is called a routing list.

The People module within the DTA Maintenance Tool is used by the DTA to manage the personal information of users assigned to a specific organization.

DTS is not an accounting system, but it does track estimated pre-travel expenses and post travel actual expenses.

In order to do that, the DTAMaintenance Tool includes both Lines of Accounting and Budget functions that must be managed by the DTA.

And finally, DTS Permission Levels are one of the key building blocks for administratively managing DTS because they control the functions and tasks a user can perform.

Every DTS user must be assigned at least one permission level, which is level zero, in order to access the system.

But DTS Permission Levels are not cumulative or all inclusive.
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As I mentioned earlier, there are several options available for learning more about how to use the DTA Maintenance Tool.

If you enjoy attending web classes with a live instructor, you can register in TraX to attend the two additional classes we offer on Routing Lists and People.

All distance learning classes require pre-registration, but they do not include knowledge tests or quizzed.

Then, 3-5 working days after each class you can go to the My Completed tab under Training in your TraX account to print a proof of attendance certificates.

If you prefer learning at your own pace, you may find it easier to use the web based training modules or WBTs that are available 24/7 in TraX with no pre-registration required.

All WBTs, regardless of topic, conclude with a knowledge assessment. 

When you complete the module and pass the assessment, you can print a proof of training completed certificate immediately. 
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This concludes our class, which means the closing lobby is about to open.
· Audio broadcasting stops.
· Chat box remains available for questions.
· Lobby stays open for an hour.
· We monitor the chat for 15 minutes; or until all questions are answered.

Your feedback is an important part of our continuous improvement plan.

Please help us by completing the evaluations provided.

When the closing lobby opens you will have access to:
· Class slides with notes for download and local use
· Links to the DTMO website and TraX
· Links to class related resources

In addition to these live instructor classes, you can also use TraX to find:
· WBTs or Web Based Training modules for on demand learning
· On demand demonstration videos on various topics
· FAQs or Frequently Asked Questions on a wide range of topics.
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We appreciate your attendance today and we hope the class material is helpful. 

A three month schedule of upcoming distance learning classes can be found on the website in the Training Resources Center. 
  
Thank you and have a great day! 
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 This class is part one of a series of classes on how to use the Defense Travel System Maintenance Tool. 

 

This class is DTA Maintenance Tool Overview; an introductory class intended for Lead Defense Travel Administrators or LDTAs and Organizational Defense Travel Administrators or ODTAs.  

 

The class is not appropriate for travelers because they should not have the permission levels necessary to access the DTA Maintenance Tool.

 

This session is approximately 60 minutes long.

 

There are no specific training re-requisites for taking this class.
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Knowledge Center FAQs in TraX
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•Electronic chain of routing/approving officials
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•Every org has at least one

•Large orgs may have several
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Web Based Training Module in TraX
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•Defense Travel System

•Not an accounting system

•Tracks expense estimates and actuals

•ROs determine funds available to travel

•Connecting Orgs to LOAs to Budgets  

•Orgs associated to LOAs or “Fund Cites”  

•LOAs are strings of data elements

•Budgets created w LOAs

•Funds entered as quarterly budget targets 
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MANAGING LOAs & BUDGETS

•FDTA handles LOAs and budgets

o
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•FDTA requirements for assignment:
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Org access granted to orgs to be monitored
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DTS REPORTS SCHEDULER

•Ensures cost effectiveness and accountability

•DTS Home Page > Navigation Bar > Reports

•Access controlled locally with Permission Levels

•Six different types of reports available

•Status Reports

•Routing Reports

•Individual (Traveler) Reports

•CTO/Travel Reports
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•Partner System Reports

Instruction available via:

WBT Module in TraX
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KEY POINTS:

• Define functions or tasks performed in DTS

• Control individual access to DTS modules and functions

• Distributed only as appropriate to each individual’s role(s)

COMMON CHARACTERISTICS: 

• Ten levels range from 0 to 9

• Every user assigned at least on level

• Not cumulative or inclusive

• User must hold a level to grant a level

• User must hold a level to revoke a level
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DTS permission levels are usually assigned according to an individual’s roles and responsibilities. Often one person must carry multiple roles, in which case that individual needs the permission levels for each role. I’m about to review some typical DTS roles and although the role parameters at your site may not match exactly, they will be similar.

 

At the top of the screen my co-instructor is going to post typical DTA roles, one at a time.

As each role is posted, I’m going to review the functions commonly associated with it. 

Your assignment is to select all the permission levels within the box on the right that must be assigned to any user who needs to carry out the functions. To make it a little easier, all the permission levels are posted on the left side of the screen and your responses are totally anonymous.



Enter: Traveler into note pod.

Travelers typically only need to create and sign their own authorizations and vouchers.

What permission levels, do travelers require? Travelers only need permission level 0.

 

Next, let’s look at the role of the Routing Official, who is by definition any person on a routing list including a Certifying Officer, an Authorizing Official or a CBA Specialist.

 

What permission levels are needed by individuals in these roles?

 Routing Officials are tasked to review and approve documents as they move through the routing list. Regardless of their title, individuals assigned to a routing list may have to apply various status stamps such as REVIEWED, AUTHORIZED, CERTIFIED, or APPROVED. 

Certifying Officers or CO’s validate or certify the availability of funds for travel.

 AO’s approve travel, obligate funds for travel and approve reimbursements to travelers. 

 In many organizations, the CO and the AO is the same person, carrying out dual roles as I mentioned earlier. Level 0 gives the Routing Official access to the system and level 1 provides the ability to view the budget in order to ensure funds are available. 

 Level 2 provides access to the Route and Review tools and it lets individuals apply different routing stamps to travel documents.



Most DoD sites have at least one person fulfilling the role of an Organizational Defense Travel Administrator or ODTA. What permission levels are typically given to an ODTA?  ODTAs have access to the administrative tables in order to setup and maintain their organizations’ data in DTS. ODTAs, like Routing Officials, need permission levels 0, 1, and 2; but, they also need permission level 5. Permission level 5 gives the ODTA the ability to update items within the DTA Maintenance Tool; including Organizations, Routing Lists, Groups, and People.

 

BDTAs or Budget Defense Travel Administrators manage funds for an organization.

What permission levels should be assigned to a BDTA? A BDTA assists the Finance DTA and they may be assigned to create, edit, and/or remove organizational budgets or lines of accounting. The BDTA is typically responsible for funds control. A Budget DTA needs permission level 0 to access the DTA Maintenance Tool and permission level 1 to view the budget. BDTA also must have permission level 3 in order to create and edit budgets.

 

And finally, what permission levels are needed by an LDTA or Lead Defense Travel Administrators? The LDTA coordinates the initial set up or fielding of DTS at the base or installation level; they are usually responsible for the overall management of the travel function at their site. LDTAs are responsible for monitoring the status of DTS and ensuring problems are reported and resolved. It’s the LDTAs job to make sure new personnel receive DTS training and that all staff receives updates as DTS evolves.

It shouldn’t be too hard to see that the LDTA needs permission levels 0, 1, 2, 3, 4, 5 and 6.  Since a DTA cannot give or remove a permission level unless they have that level, and because an LDTA is in charge of DTS at the highest level they need all the permissions except 7, 8 and 9 which are reserved for persons working at the system level. 
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• Authorizations…………………… DD1610

• Vouchers from Authorization……DD1351-2

• Local Vouchers

• Group Authorizations

• Adjustments
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SUMMARY

• Accountable Officials: Appointed in writing with signed DD-577 on file

• Organizations: Manages people, budgets, groups, routing lists, LOAs

• Group: Electronic list of traveler names; used for document control

• Routing List: Defines order of document review

• People: Must be assigned permissions, accesses, and roles

• LOA: Permits payment for travel; linked to a budget 

• Permission Levels: Control functions and tasks a user can perform  
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ADDITIONAL TRAINING

•

Attend distance learning classes:

D-115 DTA Maintenance Tool – Routing Lists

D-120 DTA Maintenance Tool – People

•

Complete WBTs (Web Based Trainings):

DTA Maintenance Tool – Organizations

DTA Maintenance Tool – Groups

DTA Maintenance Tool – Routing Lists

DTA Maintenance Tool – People

DTA Reports
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Lobby set-up:

o

Instructor audio turned off

o

Questions answered for 15 minutes

o

Lobby stays open 60 minutes

Please help us evaluate:

o

Complete  evaluation

o

Provide feedback

Use the lobby resources:

o

Download class slides

o

Use links to DTMO website & TRAX

CLASS CLOSING LOBBY
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