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Objectives

= Profile registration
= Welcome page navigation

= Navigation of tools




Finding TRAX

Access TRAX from the
DTMO website:
http://www.defensetravel.

dod.mil/index.cfm

On the right hand side
you will see Travel Tools
and listed below you will
see Travel Explorer
(TRAX) Once selected
you will be required to
login

{2 Defense Travel Management Office (DTMO) - Microsoft Internet Explorer provided by NMCI

Irkernet A

DEFENSE TRAVEL MANAGEMENT OFFICE
THE DOD CENTER FOR TRAVEL EXCELLENCE

Home About v Programs & Services ¥ | Mews&Events ¥

IN THE SPOTLIGHT
New! - Training for Rental Car Employees

rF

Find out more.

Director’s Blog

Travel Talk

Talk Back - click to participate

DTS Information Travel Regulations and Allowances
/00010y
/110100010y

) EWTS is available Login to DTS

Contact your local help desk for
Service-specific assistance.

Travel Assistance Center

24 hours a day, 7 days a week
1-888-Help1Go (888-435-7146)

Overseas: 1-888-Help1Go from any DSN line



http://www.defensetravel.dod.mil/index.cfm
http://www.defensetravel.dod.mil/index.cfm

Login page

Login the program with your registered e-mail address/password or enabled
CAC certificates.

., DTMO Passport Account Login

* Password Login
2~ CAC Login




Registration

Email login- Fill all the required fields and submit.

CAC login- Select to register with CAC, select your certificate and verify your
pin.

You will be asked to select the role you will be executing, this is to provide a
curriculum of training that best suits your role. You will also be allowed to
view all the training and enroll in any class if you wish.

* Required
* Required

t Required
*| * Required

erseas callers using DSN should use 1-888-HelplGo Irom any DSN line.




Home page

The Navigation Page is your home page. From here you will be allowed to access
Trip Tools and any of the training at a quick glance.

= # - Microsoft Internet Explorer, provided by NMCI
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® TrIP TOOLS
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e Trip Calculator

@ Per Diem

city Pair

@ Mileage

% ANNOUNCEMENTS

FY¥2012 OCONUS
Incidental Expense
Rate

DTS Update: 12-Hour
Downtime Scheduled for|_|
10/7 and 10/14

EWTS Update: Downtime
Scheduled for Tonight,
1073

TAC Outreach Call -
Mext Call: 9/27 (Topic:
DTS Update/FY
Crossover Wrap-Up)
DTS Debts Online
through the Pay.Gov
Website

B e

.
I

Knowledge Center _nb; Training BTrip Tools %Links M Feedback

KNOWLEDGE SEARCH

DoD Travel Explorer Home

Q Travel Assistance

My Help Desk Tickets

INTERNAL SERVER ERROR {
SCOTT MAYFIELD )

INTERNAL SERYER ERROR
(PRODA, YENANCIO)

Error code 90 Method:cCall

090 error code { MIGUEL
DIAZGARCIA )

INTERNAL SERYER ERROR
(CRAWFORD, KYLE)

LOCK -- Unable to create
voucher { James e Regan )

LDCK error signing the
document { joyce, anthony )

L Yol
N . labp
TRAvEL EXPLGRER -
B ETA Recommended Training

TRAINING

DTS {Basic) - DTS Travel
Documents (DTS 101)

DTS (Special Topic) -
Cancellation Procedures

DTS {Special Topic) -
Constructed Travel

DTS (Special Topic) - Group
Travel

DTS {Special Topic) - Itinerary
Adjustments

DTS (Special Topic) - OCONUS
Travel

— .
" Welcome Video

DTS {Special Topic) - Personal
| pave with Dfficial Travel




Menu Items

Help Tickets allow you to create trouble tickets directly
with the TAC.

Help Tickets

o HOME Navigate back to the Home/welcome page

Access the Knowledge Center to find troubleshooting
support and solutions to common errors.

“ Knuwledg‘

Access available DTS training module classes and role
specific training 24/7 or signup for upcoming training
classes

Calculate rates and baseline costs for trips by searching
Per Diem rates and calculating travel cost while utilizing
DTMO cost tools.




Trip tools

Wlth the Trlp TOOlS if—Mimsuﬂ|m=metExplm;prwidedbyNMCl — i EEX
you can create a baseline " o BT -
trip summary complete with:

- Per Diem costs Tt Summary
- Clty Pair ﬂlght T0TRL O

- expenses costs

- rental car expenses costs

- mileage breakdown (if any)
- miscellaneous expenses

From:
w WHERE? ———
To:

,‘ . + ﬁ u@ M
Use these tool vice creating

an authorization within DTS
to determine if funds will
cover expenses.

{ Quick Tools




Per Diem Rates

{C # - Microsoft Internet Exploren provided by NMCI E@
‘q &y - |l asspo -

Help

1
N v abp q 3
HOME Help Tickets l Knowledge Center _  Trip Tools 4 Links A‘ Feedback
San Diego, CA Washington, DC / 0 N
L N
Ve ms

Trip Summary
ke PerDiem $3.302

| AirTravel $0
TOTAL 3302

Trip Washington, DC - 10172011

Per Diem Rates |B=

/

| Lookup

DISTRICT OF COLUMBIA, DC
TOTALLODGING: ~ $2,486.00
TOTALM&IE:  $818.50
OTALP : 2
TOTALPERDIEM:  $3,302.50 Date(s) # of Days

7 See The Math 17-Oct-11 First Day

18-0ct-11 To 27-0Oct-11 10
28-0ct-11 Last Day

17-0ct-11 To 28-0ct-11

TOTAL LODGING EXPENSES

$2,486.00

4
PER DIEM LOCATION FOR DISTRICT OF COLUMBIA, DC 17-Oct-11 to 28-Oct-11

Input the location and dates.
After inputting locations and
dates you can see the
details and have the option
to “See the Math” for a
breakdown of the Per Diem
rates and the total baseline
cost.

Daily Lodging Daily M&IE Lodging x Days M&IE x Days
$226.00 $71.00 $226.00 %$53.25
$226.00 $71.00 %2,260.00 $710.00
$226.00 $71.00 $0.00 %$53.25

$2,486.00 $816.50

TOTAL M&I EXPENSES TOTAL PER DIEM EXPENSES

$816.50 $3,302.50




Flights

{2 ¥ - Microsoft Internet Explorer provided by NMCI

San Diego, CA Washington, DC

City Pair Fare Finder

AIR FARE ('E. WAY) om To

. * CITYPAIR._ | $242 SAN (2 M1 DCA (3 Wiy Delta
| i CITYPAIR | $620 SAN (2 1) T1AD {23 I Airlin:
| * CITYPAIR | $417 SAN (2 Ml BWI (35 M South

ADD OWN ESTIMATE | §

. v 'abg
HOME Help Tickets I Knowledge Center _
N

Trip Summary

[ Estimates (1)

% Quick Tools

Per Diem

City Pair Search
Rental Car
Mileage
Location Report
Map Search
Hotel Lookup

Currency Converter

On the flight page you
can choose between
airport options and see
the City Pair Fare
Finder to compare rates
for a more detailed
breakdown of expenses
for the planning of the
trip.

This is helpful for
constructive travel
worksheet comparisons
for frequent travelers
with future issues.



Expenses costs

Miscellaneous
Expenses will allow
you to input basis
expenses you may
ST encounter. Keep in
b Porpien a0z mind that these are

)
projected expenses
TOTRL 3786
Trip Washington, DC - 10-17 2011 but you Can better
plan by using this

Parki ation, Toll Roads etc. i t I
o | tool.

Miscellaneous Expenses M |
L4

[©] Estimates (1)

% Quick Tools




Rental Car

CFTOKEM=51191995,

< .
cor... & Travel lations =1
4 —= ‘aby _ g .
HOME Help Tickets l Knowledge Center _ Trainin g ¥, Trip Tools <] Links A] Feedback

~ Trip Summary

k= PerDiem $3,302

IX] (& ArTravet  g4s4 |
@ Rental Car $0
M Mise $0

TOTRL 3.786

Trip Washingten, DC - 1017 2011

[©] Estimates (1)

. Quick Tools

Rental Car
expenses vary
depending on time
of travel, location,
and vendor. You
can use the rate
search for
calculation details
but to put an exact
dollar figure to the
expense you will
need to utilize DTS
or the CTO.



Rental Car view rates screen

s http:/fiwww. defensetravel. dod.mil/Docs/DomesticCeilingRates. pdf? - Microsoft Internet Explorer provided by NMCI E]@E]

This is a screen shot
of the View Rates

DOMESTIC RENTAL CAR CEILING RATES CURRENT Screen With rateS
5 that are calculated
dependent on the

size and company.
Similar to the City
Pair rates these are
just estimates but
they can assist with
the comparison
purposes.



Mileage tool

“  Trip Summary

k= PerDiem $3,302

= Rental Car 30

@ Mileage $0

TOTRL 3786

Trip Washingten, DC - 1017 2011

1] Estimates (1)

. Quick Tools

Mileage lookup will
utilize the DTOD
table to find the
official ordered
distance. Input the
locations select find
distance and the
mileage will calculate
for you. Once you
find the ordered
distance you can add
expenses to the trip.
Mileage tool will
calculate totals
dependent on the
current TAD mileage
rate being utilized.



Estimates

ﬁ#mﬂiewstack=13;nccnrdiun1 =1 - Microsoft Internet Explorer provided by NMCI

Trip Estimate Summary

FINISHED!

Do you still want to add these to your estimate?

+ | Plane
L

OR

1
‘ H Save Trip and View Estimate

A Trip Summary

[ Estimates (2)

Quick Tools

Estimates will allow you
to review or delete
previously created trip
summaries.

-Edit/delete prior trips.
-Print or save via PDF.

-Email to another TRAX
user for their review no
approval or confirmation
just for informational
purposes

l.e. Approving Officials



Quick tools

led by NMCI E]@g]
ORER=! ordion1=4 3 ||+ ool

ﬁ#mﬂiewstack=13;nccnrdiun1 =1 - Microsoft Internet Explorer p

<, Trip Summary
1)

% Quick Tools
P

ert

City Pair Search

Rental Car

Mileage

Location Report
Map Search

Hotel Lookup

Currency Converter

Quick tools lets you
select different items
at a glance
independently from
creating a Trip
Summary to include
viewing items such
as hotels within the
TAD vicinity, and the
rates that have
already discussed
and covered in
earlier slides.

You also have a currency conversion tool and location report to help

with OCONUS transactions and security protocol.



Location report

2 AJET : Trip Brief - Microsoft Internet Explorer provided by NMCI

District of Columbia - Washington, DC @ Oct 11,2011

TRAVEL ALERTS
Krv: @ cRITICAL WARN] © [NFORMATIONAL

01 11 - UPDATE 6: Occupy Wall Street and related

BEFORE YOU GO: District of Columbia - Washington, DC

cant crime but
sed on destin

Iv safe.

on prohibited items.

Location reports will help
you plan your trip.
Enclosed with each report
you can find:

Crime, Terrorism, useful
telephone numbers
(Embassies)

Immunizations needed

Local airports, mass transit.



Navigation tools from the

EEX

Navigate home

J.  Trip Summ(ar;[ Start Over-Create
[ Estimates (1
new summary

7% Quick Tools
Per Diem

City Pair Search

Rental Car L Move baCk a.
i T slide/tool

Location Report

Map Search MOVG forward a

Hotel Lookup = - SI |de/t00|

Save trip details




Questions?

| MEF/MCI-W DTS Helpdesk
IMEFDTSHELPDESK@USMC.MIL

= (760)763-7154
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