25 March 2015

DTS Required Traveler Training

Ref:  (a) DoD Financial Management Regulations
(b) NPSINST 4650.4 series

All travelers who use DTS are required by references (a) and (b) to establish an account and
complete the following web-based training course in the Defense Travel Management Office’s
Travel Explorer (TraX,): Programs and Policies — Travel Policies” every three years. In
addition, prior to their initial travel at NPS, travelers must complete both “DTS (Basic) About
DTS” and “DTS (Basic) — DTS Travel Documents (DTS 101).” For each of these courses,
travelers must pass the assessment at the end of the course, print out the completion certificate
and forward it to the Travel Office.

Open a browser and go to the DTS home page at http://www.defensetravel.osd.mil.

Contacts

Login to the Defense Travel System

Begin using the Defense Travel System.

DoD Lodging®

Military travelers going Login to DTS
TDY to military installations

must check DeD lodging
avallability before making

other accomodations.
Civilians are encouraged

to use DoD lodging when First Time Users Training
available.
Click here to check availability. Learn more about DTS and Learn how to use DTS & find
the tools required for use. additional training resources.
Frst Time Users
Notices

DTS Status: 6-Hour Downtime on 2/27; Maintenance
Release begins 2/6

EWTS Status: Maintenance Release on 3/2

It's Coming - Chip and PIN Government Travel Charge
TraveL EXF'LHRER Cards

Click on TraX (above.) Enter your email address, create a password, and then click on this
button to register for a new account.
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http://www.defensetravel.osd.mil/

The TraX Home Page is shown here. Once inside Passport, many travel assets are available. The

courses and demonstrations are accessed as follows:

TAC Outreach Call -
Next Call 3/24 (topic:
Flat Rate Per Diem
Changes)

DTS Status: No
Downtime Scheduled
EWTS Status: No
Downtime Scheduled
Fall/Winter 2014
Edition of our
Newsletter, The
Dispatch

It's Coming - the Chip
and PIN Government
Travel Charge Card.
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ng#flicd Training

AO7RO - COL/Training for

Accountable Officials and

Certifying Officers (Initial or
Refresher)

DTA - Maintenance Tool: An
Overview

DTA - Maintenance Tool:
Groups

DTA - Maintenance Tool:
Organizations

DTA - Maintenance Tool:
People

DTA - Maintenance Tool:

) -_—
L'jj Welcome Message ‘» Welcome Video

Click on the “abc” box in the lower right corner to open the Training Resources page.

Government Travel
from Ebola-Affected
Countries

Routing Lists
DTS (Basic) - About DTS =

Click Web Based and View All. This will open the list of available courses.

The course required by all travelers is listed as:
E5 1 ch! INFO i Programs & Policies - Travel Policies
REAT NN
For new travelers who have not used DTS before, the two required courses are listed as:

£ 3 Launch! ﬁ mpo | DTS (Basic) - About DTS
S|

l ﬁ: Launch! | ﬁ mFo | DTS (Basic) - DTS Travel Documents (DTS 101)

Click Launch to start the course. Once you have completed each course, print out the certificate
and forward it to the Travel Office at: travel@nps.edu.

If you have a problem printing the completion certificate, make sure your popup blocker is
unblocked.
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