O b Defense Travel Management Office

\ Welcome to the TAC Outreach Call

Presenter(s) — Dan Greene

— Jason Prado

Date — August 11, 2020
Topic — TraX Updates and CCV Process

The presentation will begin shortly

Phone Number — 703-679-6200
Conference Call ID - 8210518109
Participant Pin — HELP1GO (4357146)

We recommend dialing into the phone number rather than relying on DCS Audio.
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m Defense Travel Management Office

TAC Outreach Call
August 11, 2020

TraX Updates and CCV Process

Presenters:
Jason Prado, Travel Assistance Center (TAC) Manager
Dan Greene, TAC Outreach Call Coordinator
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* Top Issues for July/August

* TraX Updates
— Qverview and Dates
— Screenshots

* CCV Process
— Qverview
— Types of CCV Tickets

* Resources
* Questions
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Issue # Summary Workaround Release

CWT Sato experienced a global outage and were unable

FIFL fo process reservations for booking and/or ticketing. This issue was resolved on Tuesday, August 4, 2020.
: : : : As a workaround, recommend adding the Date of Birth
DTS-17876 Sl Wil d e b2 skl gt el e s under TSA Secure Flight Information. Once added, other FY21-MR-1

profile under “My Profile”. changes may be saved.

The authorization was trip cancelled but does not have
PPT the option to stamp the document SIGNED and, the
document can be amended.

Unfortunately, there is no work around for this issue at this
time. Please contact the TAC for further guidance.

Document routes to CTO SUBMIT after the Trip Cancelled

has been applied. Autharizations with the trip cancel applied Unfortunately, there is no workaround for this issue. Please

DTS-14360 Wl norupdaie b CTQ BOOKED. This & aue 1a travclers submit a ticket to the TAC so we can have the document Ready for
canceling reservations prior to using the trip cancel. Assignment
Canceling reservations manually is not necessary and will properly handled.
cause this issue.
Approved documents are not showing a TANUM in the Unfortunately, there is no workaround for this issue. Please EY20-Jul
DTS-17825 list of traveler's documents. The TANUM does appear on  submit a ticket to the TAC so we can have the document Expenses U ydate
the budget reports. properly handled. b P
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* The Defense Travel Management Office (DTMQO) Travel Explorer (TraX) is being
updated in the Mid-August timeframe.

* This update will be similar to the Passport Login page that occurred recently,
Improving system performance, navigation, and overall design.

* The following screenshots were taken from the testing environment and are subject
to change prior to the deployment of the new pages.

— Please submit any suggestions for improvement to the TAC and we will escalate them
appropriately for consideration.
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\ TraX Updates

- Training Knowledge Search
Curstamire you own raineng linerary and track ol your scoomplishements and print q Find key infprmation and and help topics snd puides that will assist you with your roles
Trip Calculator tertificates using your tablet, smuanphone or desitop. s responsabilities,

IR Upon logging into TraX as a

regular TraX user, or selectin
— Trip Tools Travel Assistance J ' J
Knowledge Canter i Texols allow you o create and estimate coses for your traved. Access Trig Tooks in the Gomt onlirve travel asststance and chat b with bechnical staff bere to assist you. Trax from the PE.SSPDIT Home

left menu anad save/jprimt youer bip or el yowr Eip o oolleagues. . .
Travel Assistancs  + menu, users will notice that

Trip Teols Admin the screens have been

Announcements

Passport Home completely redesigned.
et .

+* -+ +* - - -+ +* -+ * s o +
= i - "

_ OTMD Hame
Defense Travel Management (ffice

N CPETEET IOF T e |'| - |'|-- e ..: Lp e -I:IEI-.IJ-.
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\ TraX Updates

Training Knowledge Search
Curstamire you own raineng linerary and track ol your scoomplishements and print q Find key infprmation and and help topics snd puides that will assist you with your roles
certilicates using your Lablet, smanphone o desiiop. i responsbilities,

mp'r-h Travel Assistance Users can use the

Trip Tools allow you to create and estimate costs for your travel. Access Trip Tools in the et online travel assistance and chat byve with bechinical staff beve to assist you.

it mane o spvaliint yoer wip o ol yvor Wip Mo collongoes Navigation bar on the
left to go to each part
Announcements of the site.

+* -+ +* - - -+ +* -+ * s o +
= i - "

_ OTMD Hame
Defense Travel Management (ffice

Wi Certer foe Trawe| Eerelence amsport Fesdback Logout
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\ TraX Updates

- Training Knowledge Search

Curstamire you own raineng linerary and track ol your scoomplishements and print Find key infprmation and and help topics snd puides that will assist you with your roles
Trip Calculator tertificates using your tablet, smuanphone or desitop. s responsabilities,
Quick Tools

Training ““ Travel Assistance To logout or to navigate

Knowledge Center Trip Tools allow you to create and estimate costs for your travel. Access Trip Tools in the et online travel assistance and chat byve with bechinical staff beve to assist you.
e back to the Passport
Travel Azziztance .
Trip Toals Admin Home, users will also
‘ " "
A— Arouncaments use the navigation bar

on the left.

Lorgeut

+* -+ +* - - -+ +* -+ * s o +
= i - "

_ OTMD Hame
Defense Travel Management (ffice

Wi Certer foe Trawe| Eerelence amsport Fesdback Logout
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\ TraX Updates

TraX Home m
M#M“Mﬂdhﬂﬂmmﬂlﬂu“m q
Trip Calculator certificates using your Lablet, smustphans or desiiop

Knowledge Search
Find key infprmation and and help topics snd puides that will assist you with your roles
And respensailities,

Quick Tools

Training Trip Tools Travel Assistance :

R p— Trap Tools allow you to create and estimate coses o your travel. Access Trig Tooks in the Goot ariline travel assistance and chat e with bechnical staff beve to assist you. Buttons will also be
left menu anad save/jprimt youer bip or el yowr Eip o oolleagues. .

Toveldssistance 4 available at the top to

Trip Taols Admin - navigate to the various
npouncements
Passport Home parts of TraX.

Lorgeut

+* -+ +* - - -+ +* -+ * s o +
= i - "

_ OTMD Hame
Defense Travel Management (ffice

Wi Certer foe Trawe| Eerelence amsport Fesdback Logout
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\ TraX Updates

- Training Knowledge Search
Curstamire you own raineng linerary and track ol your scoomplishements and print q Find key infprmation and and help topics snd puides that will assist you with your roles
Trip Calculator tertificates using your tablet, smuanphone or desitop. s responsabilities,

Guick Teols

Training “l- mm ..

Knowledge Center Trip Tools allow you to create and estimate costs for your travel. Access Trip Tools in the Get anline travel assistance and chat bve with technical staff here to assist you. TrELIrIIrIg can be found on
left menu anad save/jprimt youer bip or el yowr Eip o oolleagues.

Toveldssistance 4 the TraX home page or

Trip Tools Adenin on the navigation bar.
Announcements
Passpart Homs

Lorgeut

+* -+ +* - - -+ +* -+ * s o +
= i - "

_ OTMD Hame
Defense Travel Management (ffice

Wi Certer foe Trawe| Eerelence amsport Fesdback Logout
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TraX Training

et Hame Available Training
Trip Calculutor + m
Quick Tooks + . ) _ =
Training -
— The Training Page has
— A B ] LA et : been heavily modified.
by Rules Aoteang Chave Mamss - WErRisn Typ=
ok 0N =
— D = o (D
Travel Assistance + 0 : v o]
O =N cE
Trip Toals Admin o+ n m -
Passpart Home D = - ==
Loget ] o K oc
0 = o
D = oo
o o=
0. [oc s
0 = (o5 [om
0 R - o
o - (o0 Jan
0 oo
0l - [oe o
0 = [oc
D oo
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TraX Updates - Available Training

Available Training

Snow All OR: Recommended O '|:-. Web Based Distance Learnir g

Detense Travel Management Otfice

A search tool was added
to the top of the Training
Page to allow users to
look for keywords.
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TraX Home
Trip Calculator

Quick Tools

Training
Available
Scheduled
Completed
My Roles

Info

TraX Updates - Available Training

™ - -
Available Training
Show Al OR: Recommendad Only Web Basad
Key:
m Recommended Neb Based Distance Learning
1] Export to Excel 1] Export to PDF &= Print Classes
Actions

Distance Lea

E Demonstration

TIINE ':.._:

m L IASSrOom

Detense Travel Management Otfice

The training displayed is defaulted
to “Recommended Only", but can
be modified using the other
toggles at the top.

Recommended Training is based
off of the user’s settings under
“My Roles".

m Additional Topics for DTAs (D300
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My Roles

TraX Updates — My Roles

Detense Travel Management Otfice

Trak o
Trip Calculater +
Quikck Toals +
Tradning -
Aumilable
S hedutbad

Compleged

Kol e Comter

Travel Asslstance +
Trip Tools Admin +
Passport Home

Logout

My Roles

Instructions

Recommended Training Filters

To Bilter prospactive web based trasing, distance learming and othves classss, plagse chack all ok

py Hales far Recommended Classs

u Trawel card holder [0
|:-.||||..-I.|.u | i DTS user D

Debt Mansgement Manitor [Dkik] [0
Travel Clerk/NDEA [
u Apency Program Cooirdinatar AP (1
Corparent Pragrarm Manages (CPu] 1D
u Quality dssurance Evaluator (QAE) ar Comtracting Officer Techmical Representative (COTR) IR
Comamander, Director, or Supendsor [

Update Roles

The "My Roles" page allows users
to identify what role they play in
DTS and adjusts their
Recommended Training
accordingly.
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TraX Updates - Available Training

Detense Travel Management Otfice

i Listance Egd i
¥ Dt L e

mL"--"l'- nstration

m LIASsroom

n New Version

EI'_ ompleted Class

There are several codes that may
appear for each class.

The key for each code is along
the top of the screen.

[ Export to Excel

() Export to PDF

& Print Classes

Show |25 | éntries

Actions Class Name “  Version Type
. |

n Additional Topics for DTAs (D300 2,00 M|
n AD/RD - The DTS Approval Process 2.00 mm
n AD/RO - Training for Accountable Officials and Certifying Officers (Annual COL Refresher) 4,00 mmm
n ADRO - Traming 1or ACCountable OMmcials and Certihying Oimicers (imtial COL) 3,00 mm
n AD/RO - Vital Skills for Authorizing Officials 1.04 mm
n AD/RO - Vital Skills for Authonzing Officials: Applied 1.01 mm
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\ TraX Updates — Scheduled Training

c TraX Training

Scheduled Training

v Engaer o Enge T Enpaes tw FRF B Print Clasnay

" From Ta
Class Scheduled Type Sart End |ET) IET)

When a user has scheduled
a Distance Learning class,
that class will appear under
their Scheduled Training.

- T Fassport Home DT M0 Home
'ﬂ' Deefense Travel Managemeni ifhee
'] 4 TS S R B — ¥ - -
L s The [N et | yonl Eare] e

Passport Feedback Logout
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TraX Homs 'C'DmpIEtEd Training

Trip Calculator
Quick Toals [} Expe 1o Bacel
Training

Ayslablke

[ Exipedt 1o POF

B Prinl Clakses

Chass Completed

Wariiaan

Primt Cartificubs

S hadisl o

My Baled

Irfo

Knowlidge Center

Travel Asilstance

Trip Teols Admin

Pagiport Homs

Lingoun

s

Detense Travel Management Otfice

Upon completion of a training
course, the certificate will
appear under the Completed
Training section of Trax.

From here, users can:

* Export this list to Excel

* Export this list to PDF

* Prntthis page

* Print each Certificate
individually

* Delete a certificate

permanently
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“%) Training Information

Training Information

Distance Learning Webinars
Quick Tools

Traiming

Self Paced Web Training

Enterprise Web Training System

Classroom Training

Demonstrations

TraX Updates - Training Information

Detense Travel Management Otfice

The Training Information
page provides some
additional information about
each type of training course
offered in TraX.

Fassport Home

OTMO Home
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\ TraX Updates — Knowledge Search

- Training Knowledge Search
Curstamire you own raineng linerary and track ol your scoomplishements and print q Find key infprmation and and help topics snd puides that will assist you with your roles
Trip Calculator tertificates using your tablet, smuanphone or desitop. s responsabilities,

Quick Tools

Training -.H,-,.., Travel Assistance The Knowledge Search

Krowledge Center Trip Tools allow you to create and estimate costs for your travel. Access Trip Tools in the et online travel assistance and chat byve with bechinical staff beve to assist you.

e Is a very useful tool that
Travel Assistance . .
Trip Toals Adwin can assist users with
‘ "
Passpart Home nnouncements their roles and

W responsibilities.

+* -+ +* - - -+ +* -+ * s o +
= i - "

_ OTMD Hame
Defense Travel Management (ffice

Wi Certer foe Trawe| Eerelence amsport Fesdback Logout
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l.l
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w ?
a
*
o

Filims by proacimct Ciltmr by category

Fublished &S wers

Sichert & product " Select a cabegor

The Knowledge Center
o allows users to search by
Documentation: D TA Manual. Al 'L"a:!r's-ll'-:.a'-l:l:t.".'-:l ces S N S o kE'}WDI’d, EEIIEQGI"'_',-’, and
TR — prad 3 compret ga for [1TAs responsibia far maintaining DTS for Bk srganizalion Il o den'twant % desnioad the wetice manual you can downlead SUhjEEt to find answers to

s sl mngition e iy sccssutin and sndisstandable o Sovalars snd rovidos shgned languigs tht highlghts whan frequently asked questions
Trave Card Web Based Trair -.-:.-I'r'.'iJ' and issues.

Documentaton: CTWs & Instructons
P——— —— Fa——

Merged JFTRJTR = JTR

) i By A 3f By b 3 §5 ¥ il déswnn Hia Nl - Hha Fa ard baning displeys an  Prograres & Poslcias - Tiawed Card

Aviilable Trashing Matiriald. DTS Basicd

1 1 1 1 1 e dfwayn dvdia 1ar il IFa 15y s | ¥ L I
= ] ] & irawe wre]
¥ T 1 i L
Aviilable Trasning Matetials. DTS Travel Documents
C = . hilm = T 1 I - I i 1)
TS WosePgd Aod E o 10 Wosiic Pult
" i B - - - = i I T - | sl milmii] Eapsi I I
TS Vosuchgr Regusred Receipis
oy 8 - Parca lins e saqukitin Dol PR ou sl proveds o receipl (o0 a0 approsed mesng recept 1 j weparie dnd armp ndeddeal iemboradik

Svailably Trasming Materials Web-Dased Training

B v bl Corvatify dvalitole D TRED §arsg daisad Riloe Deks segs  Log B0 Tral with youd TraX ki estad dnd pais 1 i weilth powi CALC i CiaiTly i Tiak, Bl i jou

Trace Homes OTMICY Homes
resata Helpy | ket Fassport Home
Ay ickeds Lipgoant
Fonowiankpa Canbar

or-ilin pe—lin ordn=lie celn—lie Swider orode=Sie 1
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/f‘.._..-—-_-““\ u
-y
R
a
*

Filims by proacimct Ciltmr by category Pl & Feaed B e wars

el 3 PR - Select a category =

Once a user has entered
Documentaton: CTWs & Instructons
s W TS e i TS Ot s, s Pow sl sscpean isalnch Offvar i g Pra-Aasils: on the Progrsss Bar), Tha CTW homspage centain ks ie e STV for auorzsiens and B thE‘ KanEdgE CEﬁtEf,

Docwmentaton: DTA Manual, &) Chapters and Appendices

e s e o e ot £ o e e et i i s e they can navigate back
Merged JETRUTR = JTR using the links at the

3 4 gd =i - v ora el replalion e 14 3 casabda s undervlandabla s hrasok gl | des abigraad larsquesga hat highlghls &=t

Travvel Card 101 Web Based Training WE T thtD“ 1.
g Bty a7 ' sig=1 ¥ Mrrieg & an af B b 3 ) . B desan Hia vl - e T ardl baning diapleys @1 Pregrama 4 Policas - Tiaesl Cird
Avilablé Trasnifg Matiriald. DTS Basicd
1 I = 1 1 1 LN LA PR R T i il ¥ 1oy e | 1 lact |
= SOEHy & irawe wre]
a i | cm - i
Aviilable Trasning Matetials. DTS Travel Documents
C ai B T s = diail TdnEe clinnen die o ay o seld b i Caha T ammil Fa [raining con & the lop ol s gags Bsn
TS WosePgd Aod E o 10 Wosiic Pult
" d doucher T TS B sl on B Enler [iawel Eapeirmaen scr+4sn aslec] Capsnsss on Be Fogrees e ] &dh] sarualy Sekc A08 Eopsnes @ be Uthe Copeaisss
DTS Vouchsr Required Receipis
i Ehal o - PR T T aquiaticn Dol FMF) you mukl provids & secaipl |0 af approved misking feceigt 1 T asich dgifey enpsmia dnd amy ndsddual reminrkbbis
Svailably Trasming Matsnals Web-Dassd Trasaning
T v &l Covasily drodldfes DTRD) B ey duidad Bl Teks deps  Log i Toak wilh youd TralX lagin estad and pass i @ weilth piasd CAUC [You e cuimairly i Tiak, bul i ou

| e Homes LITMILY Home
resata Helpy | ket Fassport Home
Ay ickeds Lipgoant

Fonowiankpa Canbar
orzilin pe=lic orode=fie cely=lic Scides grode=Sie _
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\ TraX Updates - Trip Tools

- Training Knowledge Search
Curstamire you own raineng linerary and track ol your scoomplishements and print q Find key infprmation and and help topics snd puides that will assist you with your roles
Trip Calculator tertificates using your tablet, smuanphone or desitop. s responsabilities,

Quick Tools

Traiming “* mm .
Knowledge Center Trip Tools allow you to create and estimate costs for your travel. Access Trip Tools in the Get anline travel assistance and chat bve with technical staff here to assist you. Trlp Tools allows users to
left menu anad save/jprimt youer bip or el yowr Eip o oolleagues.

T create a cost estimate for
Trip Tools Adenin their upcoming travel.
Announcements

Pasapart Home

Lorgeut

+* -+ +* - - -+ +* -+ * s o +
= i - "

_ ; OTMD Hame
Defense Travel Management (ffice

N CPETEET IOF T e |'| - |'|-- e ..: Lp .-‘. SLback -I:IEI-.IJ-.
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Leaving From Eaing Ta

© 0 B

[3] Tripinformation } ey Fer Diem
Trip Calcu lator _

Cabculate Estirmabe Tfip Information Trip Sairsrruary

S Estiragtes
Quick Tools Leaving From @@ ey ;:r.:;m
— . Trip Tools will work in the
Pr— e $0.00 same way it does currently
Travel Assistance . in TraX, however, many
Trip Tosds Adenin problems users would
panan Departing @ Retuming @ encounter have been
SRS = = resolved.

Include In My Estimats;

2 Defense Travel Management Office

Thie DO Cenbter for Travel Excellems
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Leaving From Eaing Ta

[3] Tripinformation } ey Fer Diem
Trip Calcu lator

Calzulaie Estimabe Trip |I1fDFTl1]tl"ﬂl"I
Sarved Estirmabes
Quick Tools Leaving From i
Training L

Knowledge Center

Travel Assistancs — L.
L |
Trip Tosls Admin
Departing @
Logout |""

Include In My Estimats;

2 Defense Travel Management Office

Thie DO Cenbter for Travel Excellems

© 0 B

Detense Travel Management Office

Trip Saifmmary
B oon Users can type and select
from a drop-down menu
50.00 where they are traveling

to/from.

They can choose their
departure and return dates
using a calendar.

They can also choose what
sorts of expenses they will
incur.
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TraX Updates - Trip Tools — Calculate Estimates

Leaving From Going To Dites b e E
[§] Treinformation ) PerDiem > b mirTravel ) (G RestsiCar 3 @) witeaps D M miscolianeous

Trak Home
Trip Calculstor

Per Diem: Dallas, TX Trip Sammary

Py Ty

e sa7.00 The Per Diem page will
g display the maximum per
j——— diem rate for the location
" Pru selected.
@
M

DETE (%] DAYS DARILY LODGING DWRILY MIIE LODGIMNG & Days MIE & Darys

DEITIZ0E0 - DEIIL 2040 ] $600.00 §I97.00 $0.00

Tolal Lodgimg
Toesl Wil

Hilwagpr

$0.00 This cannot be modified as
it is only an estimate.

Totsl Per Deem

B

i ol b i

$0.00

sl
$EST.00

Defense Travel Manapement (ffice

The D00 Cemtes for Travel Excellsnce
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Safond WA Dallas, T OA/LA2026 - 0828 © 0B
[§] Tripintormation } i Fer Diem } + Air Traneel ) =y FRental Car } @ MikE2RE } M Miscellanecus

Trakl Home

Trip Calcwlater -

Air Travel Trip: Summary
g [ ptematey
Quick Tools + Daparting Fiights : _ : g ;:gm?:n "
Traiming + Drigin Kirpert estimation Airport Barline Fare | USE'rS hall'l-lrE thE ahlllw tD
——— ) Washingion Dulestotl, VA | DF AWorth, T4 | __ B e view and add tth.* GSA City
Travel Assistance + | Pair costs to their estimate.
Trip Tools Admin + . ' - TR T P
A ashingion Dulien il & ——— ' @ == Please be aware that these
"""“' | - e do not include any taxes or
Y Moo fees and therefore cannot
$0.00
I yoy prated b ukd Srdther Plaght, powe may enled The dataili Baii bt | hE USEd fDr CD”StMCtEd
6297.00 Travel purposes.
Return Flights

origin Airport estination Airport Barlane Fare
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7

=]
#
W

Trip Caloulater
Lt O BT
Saved Estimates
Quick Toals
Training
Enowledge Centar
Travel Azsictamce

Trip Tools Admin
Passport Home
Logout

m Trip infgemuatian ? sy Per Diem ? + Air Travel ? “ Rental Car } g Mileape ;' H M wllansausy

Detense Travel Management Otfice

\ TraX Updates - Trip Tools - Calculate Estimates

Rental Car
Instructisns: Meed insructans o go here
k 1 Ec - g
g 10y
Add To Estimate
Sife | Daily H-lh: Ih'r:-: ':ﬂll:

Showing: !-] [ el g Habes 1alGnS B Hatet

DOMESTIC RENTAL CAR CELING RATES
Eftmciives Feberuary 11 2008

Trip Summarny

Fesr Diem
B coor.00

Air Trayvel
| 3548.00

Rental Lar
| §0.00

:'GI‘J*}-

il angw

| $0.00

Biagallanagis

| §0.00

Tatal

§1,425.00

The Rental Car page
displays the maximum rate
based on the location’s
Ceiling Rates.
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TraX Home

Leaving From

afand, Wi H rs by, LK,

Gaing Ta Dakes

TraX Updates - Trip Tools — Calculate Estimates

© 0B

Detense Travel Management Office

Tripg Calculatar

[§] Trieinfermation ) |l PerDiem 3 o Air Travel

} gy Rental Car } @ Mileaps } M isesllanesus

Caloutate Estimata
Saved Estimates
Quick Toals
Training
Enowledge Center
Travel Asslstancs
Trip Tools Admin
Passport Home

Lagout

Mileage

Defense Travel Management Office
The DOD Center for Travel Excellence

Ml

Expenis

Trip Summary

= o/ /¥

Fer D
§631.50

dap Tr graidd
S482.00

el
156,00

S48.T2

Al L ey

575.00

Pl il

§51.493.22

Users can add additional
mileage expenses they
may encounter while they
estimate their trip.
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TraX Updates - Trip Tools — Calculate Estimates

Leaving From

. S © 0 3

[3] Tnpinformation } hemi PErDiem ) o i Travel ) fmj Rental Car } @ Wileage } M misceilanecus

Tralk Home

Trip Calculator

Lk ulite | alwsdle

Miscellaneous Expenses Trip Summary
Sareesd Esbarmophbes.

Quick Tools Expe 1 lere [ 8 - P e .
. | - Se1.00 Users can add additional
Snsutadge Conter e miscellaneous expenses
p—— . they may encounter while
Trip Tosis Admin M nan | =N they estimate their trip.
Pazepart Home e i L -
Lagout @ rlh:-:r LT

H :D'H;::‘l-"\-rﬂul.

3,182.56

Delense Travel Managemeni (MTioe

The DOD Center jor Travel Excelenoe
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TraX Updates - Trip Tools — Calculate Estimates

Passport

— Trip Estimate

Trip Calculator

m Froen:
— Ta:

Dates:
B Geroe - Upon completing all the
L pages, the user will see the
+ ir Trawel Departing Flight Ratisrn Flight Trlp Estimate and have the
$528.00 eparting WASHINGTON aparting DALLAS FT WORTH, TX [DEW =
ability to save or start over.
ll;u'l:l': ‘,..]I:ﬂ o0 !:ﬂl.:f: }.il:l 11]
E Wental Car Hsonoemy
L340, 00 i o gl
Caat; $260000
@ Mileage Miles
HLART 56 Hare:
Total Expenser 514
M ::;:::-lnﬂu: Parkmg
Tatal
$3,271.56
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Trip Calculator

Caiculste Extrngte

iy F Ao

Quick Tools
Training
Hnowl|edge Canter
Travel Assisiance
Trip Tools Admin
Panipart Home
Logout

ey

Saved Estimates

TraX Updates - Trip Tools — Saved Estimates

Detense Travel Management Office

Dallas, TX O8/17/2020

Estienated |ID
Date Createdd: '
fotsl apenie;

Bristow, OK 0T/27/2030

I atimated 1D
Date Creafed
fodal Lapanye

Ft. Lee, VA OT 20/ 2020

Eatirnatsd 1O
Date Created
Torsl Eapaniie

Tulsa, OK 03292020

Lstimated 10
Dt Created:
Totad Expense: 50

“F Defense Trawel Managemenl Office
'l;‘r..-r.-' The D Center tor Travel Excellence

Leaving From: 5125

Gadrgg Ta:

Trawel Daces:;

Leawang From
Goang Ta
Trawwl Daken

L#awang From
Gaing Ta
Trawel Dated

Leawing From:

Gosng To:
Trawel Dates:

. EEE+0T

E &80

Previously saved estimates
can be found under the
‘Saved Estimates” page.

From here, users can:

* View the estimate

« Edit the estimate

* Email the estimate

* Convert the estimate to
a PDF file

* Delete the estimate

OTMO Haime

Nal'iai Ty

Defense Human Resources Activity



Detense Travel Management Otfice

TraX Updates — Quick Tools

TraX Home

Trip Calculator

Quick Tools
If users do not wish to

create a Trip Estimate,

b they can instead access

Rental Car any of the Trip Tool

Mileage functions by using Quick

Location Reports Tools under the Navigation
bar.

Training
Knowledge Center
Travel Assistance
Trip Tools Admin

Defense Human Resources Activity



Detense Travel Management Office

8 TraX Updates — Quick Tools - Location Report

Location Reports

et | Additionally, the Location
Reports can be accessed
under Quick Tools.

This provides in depth
travel information about
any location in the world.

A _' Defense Travel Manapement (fhoe
t ! ! The DOD Cemler for Travel Excellemss
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\ TraX Updates - Travel Assistance

- Training q Knowledge Search

Curstamire you own raineng linerary and track ol your scoomplishements and print Find key infprmation and and help topics snd puides that will assist you with your roles
Trip Calculator certificates using your tablet, smartphone or desidop. 8nd responsabilities.

Quick Tools

Training y Trip Tools Travel Assistance

Krowledge Center Trip Tools allow you to create and estimate costs for your travel. Access Trip Tools in the et online travel assistance and chat byve with bechinical staff beve to assist you.
left menu anad save/jprimt youer bip or el yowr Eip o oolleagues.

Travel Assistance Travel Assistance connects

Announcements FDU Wlth thE TAC

Trip Tools Admin

Pasapart Home

Lorgeut

+* -+ +* - - -+ +* -+ * s o +
= i - "

_ OTMD Hame
Defense Travel Management (ffice

Wi Certer foe Trawe| Eerelence amsport Fesdback Logout
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o #FE'_:

\ TraX Updates - Travel Assistance — My Tickets

[

search
Support History |
B — e The My Tickets section allows
o e ' e you to see and update all the
1000684 — s Profieto tickets associated with your
-. :II: [CTIRFRE : ::: - :: T.I.-I.'r.' r. .I.:.-l-.l.. AT . il Tra}{ acc[}unt‘
abowr u  chsa  Seosasn . - D0 By
E1412-000711 C eceid D& R2018 Dol Traresd Passgan P L o
1 i Bl }

L Trae Home OTMD Homes
3 =4 Defense Travel Management Office Croate Help Ticket Passport Home
# The IR0 Cemnbar for reresl Excellanca
by | ke Lt
M nawiadge Canbar
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o #FE'_:

\ TraX Updates - Travel Assistance — My Tickets

[

search
bk ey Incigleris £
ahets Fils e w | ollE Tyed &y - Saaich By | Kmwywords w
s
Support History
Tk @ # TAMLIY @# ilabug # Lafa Cloasd § fa B i I al ] I |
BT -0 bk Ll pedin i i hre Pagmenl 51
-0 [ 1 [ Fin i bar Frast FPagrr
V00 bred Lipiots n i {igE g
f=007407 o] aFa1E016 g | 4 Ab=ri s abar i TR
§-0EhEd [ EEH] ORI 200 Dl Tigesd Pasegs Frefinin
B Fe (] OE232018 Clald Tiwend Passpe (1]
H-00A6S  issild 14 [EEET | 1} 2010 A B picilalien Badsls il
i T I7=eil [ SeR e IR T 1 i Ahain g dlag e P el
K} LB Izmmil D200 ] Llsll Th@es T | I
| I | bzowmil DA 0TH | Ll
| (LR bzowuil [LE S iR ] ] I EITS Lexgs
4. iRl -] bzcwuidl [LE S iR ] ] S | TR
14 L 1 becauil [LE S iR ]| I LisZa chi
4 iliiplliTy .l i Kol O&IET018 i | I Dol Trareid Palicy [
E1412-000713 Cleawad D208 Dol Traredd Passpan Fraflal o

The IR0 Cemnbar for reresl Excellanca

- Defense Travel Management Office

Creata Help Ticked

Detense Travel Management Office

Existing tickets can be
searched for keywords to
quickly find previous
responses from the TAC.

s Home DT Homs
Passport Home
by | ke Lt

M norwenciga amnhar
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o #FE'_:

\ TraX Updates - Travel Assistance — My Tickets

[

search
Support History
SR G Like the Knowledge Center,
. the navigation buttons are
[ LTE] [ EEH] ORI 200 Liall Tii Dameponr] Frafial ngi
J O EA [EEFH] AR 22010 Oall Tiwesl Pasapns ithies aIDng thE thtDm.
abowr u  chsa  Seosasn . - D0 By e
E1412-000713 Cleawad D208 Dol Traredd Passpan Fraflal o

L Trae Home OTMD Homes
3 ‘. Defanse Travel Management Office Croate Help Ticket Passport Home
# The IR0 Cemnbar for reresl Excellanca
by | ke Lt
M nawiadge Canbar
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\ TraX Updates - Travel Assistance — My Tickets

[

seanch:
bk ey Incigleris £
ahets Fils e w | ollE Tyed &y - Saaich By | Kmwywords w
s
Support History
Tk @ @ FAMLIY @ {TUTI N Olafa Cloasd & T # biact Léval 1 & bimct Laval 2 #
BT -0 beerd Lip=forta Lol Vouchor Pagrmenl §ladunt maling
-0 [ 1 [ in - Frast FPagrr i, of
N bask Lig n i {igE g
nidnd o] aFa1E016 g | 4 Ab=ri s abar i TR
[LILTE] [ EEE | eI 010 [ | I Frafinin
B Fe (] OE232018 Ol Tiwend Passgai [HITH
[ E I TR AT [EEET | 1} 2010 A B picilalien Badsls 4 v |
i (LT I7=eil [ SeR e IR T 1 i Ahain g dlag igre i b mline
K} LEITE Izmmil D200 ] Ll Tgesd Hasaporl ilikie
| (L1 = mmil G000 i L.h
| (LR Fzsmail O4202018 I OTS Lexgh
4] OI164 Fzzwuil 04202018 Lahziilalia
142 [x ] =] 04202018 P Lzd Veuih
41)-0031 07 . ] i = | O&2E2018 i I i Dol Traread Palicy b
E1412-000713 Cleawad D208 Dol Traredd Passpan Fraflal o

e i Home
3 ‘. Defanse Travel Management Office Croate Help Ticket
- | e 1LY Clenber for Trenvel Excelleance b Ticke
Wy | ICHENS.

M norwenciga amnhar

Detense Travel Management Office

To create a new ticket,
select “Create Help Ticket”
at the bottom.

DTMO Home
Passport Home
Lot
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Knowledge Center

TraX Updates — Create Ticket

Detense Travel Management Office

Submit a question to our support team.

adicabed 122 F will reapord within

Tz
nrbics g mars Seime e gk

Subpel

[ P

BEar b [l prmensy

hnida Fida  bei ble clioae
Subjmel
- i
piwed Llads
w L W

risedmi | asn Hams

Travendsr Fnnd Mams

riadar 55N Laar d

Hegaraisg

LT

e Defense Travel Managemsant Office

Thia DD Canter for Trevel Excellence

The Create Ticket screen
will function in the same
way as it does today, but
there are plans to make
ticket creation more
dynamic and intuitive in the
future.

Tirem Hoame DT Hioime
Cragie Help Ticked FPassport Home
Mty [ ckals. [Bes el
Kraosaterios (anier
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Knowledge Center

TraX Updates — Create Ticket

Detense Travel Management Office

Submit a question to our support team.

adicabed 122 F will reapord within

Tz
nrbics g mars Seime e gk

Subpel

[ P

BEar b [l prmensy

hnida Fida  bei ble clioae
Subjmel
- i
piwed Llads
w L W

risedmi | asn Hams

Travendsr Fnnd Mams

riadar 55N Laar d

Hegaraisg

LT

e Defense Travel Managemsant Office

Thia DD Canter for Trevel Excellence

Like the Knowledge Center
and My Tickets, the
navigation buttons are along
the bottom.

Tirem, Hioamas
Croghie Help Ticked
Kby [nckats

Eraaiaioes anher

DTN Hicmee
Fassport Home
I it
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\ TraX Updates — Annhouncements

- Training q Knowledge Search

Curstamire you own raineng linerary and track ol your scoomplishements and print Find key infprmation and and help topics snd puides that will assist you with your roles
Trip Calculator certificates using your tablet, smartphone or desidop. 8nd responsabilities.

Quick Tools

Traiming @“ I T Il II

Krowledge Center Trip Tools allow you to create and estimate costs for your travel. Access Trip Tools in the et online travel assistance and chat byve with bechinical staff beve to assist you.
left menu anad save/jprimt youer bip or el yowr Eip o oolleagues.
Traved Aszistance

—— : Announcements will be
S Announcements placed front and center to
draw attention to any new
T ———— updates, issues, concerns,
| o " problems, or solutions that
1042 POV Mileage s users can benefit from
—————— learning about.

Lorgeut

+* -+ +* - - -+ +* -+ * s o +
= i - "

_ OTMD Hame
Defense Travel Management (ffice

Wi Certer foe Trawe| Eerelence ‘Sensport Feediback Logout
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w TraX Updates — Announcements
I

ent ol

New Requirement for Other Than Economy-/Coach-Class Transportation
11/05/19

Selecting an announcement will
display a pop-up with information
that the user can click out of or
close after reading about.
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TraX Updates — Announcements

b 4

TAC Qutreach Call - Next Call: &/14 (Topic: DTS Update/FY Crossover: Budgets and LOAs)
0B/14/12

3 p E 4 ] Al s Conduched o e
cprand and fowrth [eesayy of each manths Shdes bar exch wees = presemiaticn will be posted when they become availabde
PARTICIPATIMG IM CALL

ALDED f i i i [ 1-B66-48L-1TE]L » I f e RITDSARLIGD

1 TERAL TIVE
Tussday, August 14, 3013 d o0 pm ET i i, FY Cromscreer: Budgets and LOWS: Bnk .
| Bt pic) conmect. des. dod mill astreachSBL 4130 | Clok Feie for alides ThE TAC Dutreach Ca" IS DFIE'
METHLCTHONS FOE COMPUTER S1T- LW Su[:h annDunEEm EI'I'I:I

e il o o ad, il

AR HIVE

L E NRTL ILY blia
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Cash Collection Voucher (CCV)
Ticket Process




Detense Travel Management Office

* DTS and the Defense Finance and Accounting Service (DFAS) Partner System
communicate back and forth via the Global Exchange Server (GEX).

* In certain situations, DTS may not have a stamp that can be applied to a DTS document
or there may be an issue where it cannot post.
— Paper checks mailed out to travelers that are sent back to DFAS as RETURN TO SENDER.

— Payments to the Government Travel Charge Card (GTCC) that cannot deposit properly.
— Recelpts of Debt Collection that need to be manually posted into the DMM Gateway.

* DFAS personnel log into TraX and submit tickets for Paper Check Return notifications, Citi EFT
Returns, and Cash Collection Vouchers (CCV).

— Of the 3 types, the CCV's are the most common.

Defense Human Resources Activity
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* Once the ticket has been received from DFAS, the TAC performs verification checks to ensure
that the information in the attachment i1s accurate and there is no Personally Identifiable
Information (PI1).

* The TAC will then notify the traveler and the Debt Management Monitor (DMM).

— If the DMM cannot be found, the TAC will notify the email addresses in the DTA ID and
Organizational Email fields from the Organization’s profile.

* DMMs are determined using a quarterly report pulled from DTS.
— DMM set to “Yes" and Group Access

* The Instructions in the email inform the notified parties of what to do with the returned check,
Citi EFT Return, or Cash Collection Voucher depending on the form.
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* Once the notification has been sent, it will be archived in the TAC's ticket system as
reference material.

— Additionally, in the event that an original notification was not received by the
traveler/DTA, the archived notification can be sent again, as required.

* If a ticket/call is received requesting one of these forms, the ticket created by DFAS
will be assigned to the person requesting the form.
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Citi EFT Rejects are caused by one of two things:

1. The CITI Bank Social Security Number (SSN) listed in the profile for the traveler is not
established correctly preventing payment from being made by DFAS.

2. The Traveler's SSN has been loaded in the DTS profile incorrectly preventing payment.

The SSN needs to be verified before taking action with Citi Bank or the traveler’s
profile.

Instructions are provided by the TAC in the email on how to perform either of these
actions.
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* DFAS has sentthe DTMO Travel Assistance Center a Notification for Manual Debt
Collection.

* The traveler will need to contact the Lead Defense Travel Administrator (LDTA)/
Debt Management Monitor (DMM) for assistance.

— The Travel Assistance Center cannot amend nor update traveler's documents and post
any manual collection to DTS.

* Please confirm with your LDTA/DMM If the collection has been posted correctly in
DTS.

— If the collection has been posted correctly, no further action is required.
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* If the collection has not been posted correctly, please contact your DMM to have the
Manual Collection posted by adding it into the DMM Gateway.

* Once the Manual Collection has been added in the DMM Gateway, please have the
LDTA/DMM load the manual collection using the Response Imaging feature within
the DMM Gateway.

* Once the Manual collection has been loaded, the document will need to be
approved to clear a partial debt or to fully satisfy the debt.
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* DFAS has sentthe DTMO Travel Assistance Center an authorization for re-
disbursement of a Treasury Check Cancellation.

— It is recommended the traveler be reimbursed via EFT.

The Travel Assistance Center cannot amend nor update traveler's account
information in DTS.

* Instructions are provided by the TAC in the email on how either the Traveler or DTA
can perform this action.
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1 : \ Resources

* You can contact the Travel Assistance Center (TAC) via:
— Phone 888-Help1Go (888-435-7146)
— Web (https://www.defensetravel.dod.mil/passport/)
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* Questions are taken via Telephone by Site Name in alphabetical order
— A- E (Example — Dyess Air Force Base)
— F - L (Example — Fort Huachuca)
— M-S (Example — Redstone Arsenal)
— T - Z (Example — Yuma Proving Ground)

* You can press *6 to unmute your phone’s line to ask a question.

— Please be considerate and re-mute your phone when you are finished by pressing *6
again.
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