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Event Information Sources

Please complete the course survey
It only takes 30 seconds!

Find Agendas, Surveys, Attendees, Q&A, & Expo Hall Info:

NDTA Events App
= Free Mobile App available on iOS or Android devices
= Go to the Apple Store or Google Play Store to download “NDTA Events”
= Visit the NDTA Table/Help Desk on the upper level for assistance

NDTA-DTMO GovTravels Website
= Use the QR code to access the website through your phone NDTA Events
= Click the Mobile App info button on the GovTravels website for more information
= Visit the NDTA Table/Help Desk on the upper level for assistance

Wi-Fi Network: Hilton Meeting
Wi-Fi Password: NDTA24
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Travel Mistakes

* Despite polices, regulations, and travel resources, travelers and AOs
do make mistakes. Why?

- Lack of Defense Travel System (DTS) training

- Unfamiliar with the Joint Travel Regulations (JTR) and local policy
- Received misinformation from others

- Don’t know who to ask or where to find help

- Infrequent traveler

- Back up Authorizing Official (AO)

- No travel background

- Rely on other people or the system to catch the errors
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Keys to Developing a Successful DTS Training Program

Develop
Identify . Establish Scenarios
Training D?gr?zi% . Require- R eciitt:‘ges and
Needs ments Training

Plan
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Step 1: Identify Your Training Needs

* Find your training shortfalls:

- Compliance Tool findings
- Defense Finance Accounting Service (DFAS)
Post Payment Review Audits

- DTS Reports (DTS Report
Scheduler/Business Intelligence and
Reporting Tool (BIRT)

- New employees
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Identify Your Training Needs: Compliance Tool Findings
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Identify Your Training Needs: DFAS Post Payment Review
Audits
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Identify Your Training Needs: DTS Reports
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Step 2: Focus on Primary DTS Roles

* Primary DTS Roles benefiting from
training include:

- Travelers
- Authorizing and Routing Officials

- ODTAs and NDEAs
- Finance and Budget DTAs
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Step 3: Establish Requirements

Web-based Training
(Recommended for all)

* For all Travelers: « DTS (Basics) - DTS Travel
- Programs & Policies — Travel Documents (DTS 101)
Card Program (Travel Card 101) * Programs & Policies - TDY Travel
* For Authorizing Officials: Policies 101

» Approver (COL/TAOCQO) - Initial
TAOCO (COL) Training
» Approver (COL/TAOCO) -

Annual TAOCO (COL) Refresher
Training
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Recommended Training: Travelers

« DTS (Basics) - DTS Travel « DTS Guide 2: Authorizations
Documents (DTS 101) « DTS Guide 3: Vouchers

* Programs & Policies - TDY Travel « DTS Guide 4: Local Vouchers
Policies 101 « Trifolds:

- Create an Authorization

- Create a Voucher from
Authorization

- Create a Local Voucher
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Recommended Training: Authorizing & Routing Officials

Web-based Training Other Resources
» Approver (DTS) » Desktop Guide for AOs
- DTS Approval Process « DTS Financial Field Procedures
- Vital Skills for Authorizing Guide
Officials * Trifolds:
- Vital Skills for Authorizing - AO Checklist
Officials: Applied - Trip Cancel Procedures - AO

- Vital Skills for Authorizing
Officials: Assessment
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Recommended Training: LDTAs/ODTAs & NDEAs

Web-based Training

DTS (Admin)
- Maintenance Tool (MT): An
Overview
- Maintenance Tool (MT): Groups

- Maintenance Tool (MT):
Organizations

- Maintenance Tool (MT): People

- Maintenance Tool (MT): Routing
Lists

- Reports
« DTS (Basic)
- Non-DTS Entry Agency (NDEA)

Defense Travel Management Office

Other Resources

« DTA Manual Chapters &
Appendices

DTS Guide 2: Authorizations
« DTS Guide 3: Vouchers
* DTS Guide 4: Local Vouchers
 Trifolds:

- Create an Authorization

- Create a Voucher from
Authorization

- Create a Local Voucher
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Recommended Training: LDTAs/ODTAs & NDEAs
(continued)

» Approver (DTS) » Desktop Guide for AOs
- DTS Approval Process « DTS Financial Field Procedures
- Vital Skills for Authorizing Guide
Officials * Trifolds:
- Vital Skills for Authorizing - AO Checklist
Officials: Applied - Trip Cancel Procedures - AO

- Vital Skills for Authorizing
Officials: Assessment
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Step 4: Gather Online Resources

* Compliance Tool Program

- www.travel.dod.mil/policy-regulations/travel-policy-compliance/
* Joint Travel Regulations

- www.travel.dod.mil/jtr
* DoDI 5154.31

- www.travel.dod.mil/policy-regulations/dod-instruction-515431/
* GTCC Program

- www.travel.dod.mil/programs/government-travel-charge-card/
* Lodging Program

- www.travel.dod.mil/programs/lodging/
* Travel and Transportation Rates www.travel.dod.mil/travel-transportation-rates/
* FMR https://comptroller.defense.gov/fmr/
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Step 4: Gather Online Resources (continued)

* TraX WBTs & Knowledge Search www.defensetravel.dod.mil/neoaccess/login.php
* TAC Outreach Sessions

- www.travel.dod.mil/Support/Travel-Assistance-Center/TAC-Outreach/
* Training Search Tool (Guides, Manuals, Information Papers, Trifolds)

- www.travel.dod.mil/Training/Training-Search/
= AO Deskside Guide

* Financial Field Procedures Guide
= Cancellation Procedures
= DTS Guides 1-5
* Enterprise Web Training System (EWTS)
- https://dtscdcwebgov.defensetravel.osd.mil/cas/login
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Step 5: Develop Scenarios & Training Plan
NDEAs

* Pre-Class Assignments for Travelers and NDEAs:
- Complete About DTS WBT
- Complete DTS 101 WBT
- Complete Travel Card 101 WBT
* Class Tasks for Travelers and NDEAs:
- Create an authorization, voucher, and local voucher
- Review common expense claim problems
- Review common audit flag triggers
- Use the JTR
- Discuss local business rules
- How to request assistance and/or help desk support
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Develop Scenarios & Training Plan: Routing Officials

* Pre-Class Assignments for Routing Officials:

- Read Desktop Guide for AOs

- Complete TAOCO/COL Initial WBT

- Complete Compliance Tool (CT) Distance Learning (DL) class
* Class Tasks for Routing Officials

- Create their own documents

- Review traveler documents

- Review common expense claim problems

- Review common audit flag triggers

- Use the JTR

- Discuss local business rules

- Request assistance and/or help desk support

Defense Travel Management Office
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Develop Scenarios & Training Plan: Defense Travel
Administrators (DTAs)

* DTAs:
- Your local expert must understand traveler and AO requirements plus:
= DTA Maintenance Tool
o Qverview
o Orgs
o People
o Routing Lists
o Groups
* Finance and Budget Defense Travel Administrators:
= Lines of Accounting
= Budget Module

Defense Travel Management Office

21



Develop Scenarios & Training Plan: Scenarios for
Travelers

* Traveler scenarios
- Class Demonstration/Review
= Show a basic authorization such as going to Miami or Atlanta
= Show a basic voucher from the authorization you create
= Review the JTR and discuss compliance
= Recommend the session be 1 hour to 1 %2 hours
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Develop Scenarios & Training Plan: Scenarios for AOs

* AO scenarios
- Class Demonstration/Review
= Show how to review and approve a basic authorization and voucher
= Discuss some basic policy requirements
o Review Mandatory Training
= Recommend the session be 1 hour to 1 2 hours
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Develop Scenarios & Training Plan: Scenarios for FDTAs

* FDTA scenarios
- Class demonstration/hands-on
= Show how to review a basic authorization and voucher
= Lines of Accounting
o Create a line of accounting
= Budget Module
o Create a budget from the line of accounting they just created
- Recommend the session be 2 hours
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Develop Scenarios & Training Plan: Scenarios for DTAs

* Recommend two-day session

* Day 1:

- Class demonstration/hands-on
» Review a basic authorization
= Discuss travel policy
= Advanced topics - PLOT, OCONUS, constructed travel, itinerary changes
= Show how to create a voucher
= Amendments - itinerary changes, cancellations, etc.

- Introduction to DTA Maintenance Tool

Defense Travel Management Office
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Develop Scenarios and Training Plan: Scenarios for DTAs
(continued)

* Day 2:
- Class demonstration/hands-on

- DTS administrative knowledge:
= Self Registration Admin

= DTA Maintenance Tool:
o Orgs: Create, Search, Copy, Update, Reassign Personnel, and run report
o People: Create, Search, Update, Detach, Receive, and run reports

o Routing Lists: Create, Update, Add/remove people, Copy/Update a RL, Globally update,
Globally Replace Signature on multiple routing lists

o Groups: Create a group, Manually add a traveler to a group, Establish GGMRs
o LOAs: Search for available LOAs for the organization

= Budget Administration Tool:
o Search for available Budgets for the organization
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Summary

* Prepared and trained users...
- Have a better system experience and are less frustrated
- Make managing the travel program easier
- Are the best defense against improper payments

* To craft a successful training program...

- Leverage sources to identify travel errors (e.g., DTS Reports, CT Findings,
and DFAS PPR)

- Develop a training plan/scenarios to support DTS Roles and reduce errors
- Implement training using resources (WBTs, Training Search Tool, local)
= |nitial Training
= Refresher Training
* Improper payment avoidance equals more missions and training ops
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Contact Us
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Melissa Butler melissa.a.butler.civ@mail.mil

Chuck Johnson charles.a.johnson6.civ@mail.mil
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Event Information Sources — Remember the Survey

Please complete the course survey
It only takes 30 seconds!

Find Agendas, Surveys, Attendees, Q&A, & Expo Hall Info:

NDTA Events App
= Free Mobile App available on iOS or Android devices
= Go to the Apple Store or Google Play Store to download “NDTA Events”
= Visit the NDTA Table/Help Desk on the upper level for assistance

NDTA-DTMO GovTravels Website
= Use the QR code to access the website through your phone
= Click the Mobile App info button on the GovTravels website for more information
= Visit the NDTA Table/Help Desk on the upper level for assistance

Wi-Fi Network: Hilton Meeting
Wi-Fi Password: NDTA24
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