Information Paper:

Instructions for Accessing Training in Travel Explorer DEFENSE TRAVEL
MANAGEMENT OFFICE
(TraXx)

.Note: Instructions are subject to change without notice to accommodate new TraX
functionality. Please visit the TraX homepage for the most up-to-date instructions for
accessing training.

To access TraX, navigate to Passport at
Accessing https://www.defensetravel.dod.mil/passport (Figure 1) and log in.
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Figure 1: DTMO Passport Account Login
*If you do not have an account, select Register and follow the prompts.

When the TraX homepage opens, select the Training icon on the main
navigation bar (Figure 2).
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Figure 2: Training Ilcon on Main Navigation Bar
*If this is your first time logging into TraX, select the My Roles tab (Figure

3) and choose the roles that are appropriate for your position. After you
have completed selecting the roles, select View Recommended Training.

Defense Travel Management Office Updated April 2016

This document is controlled and maintained on the www.defensetravel.dod.mil website. Printed copies may be obsolete.
Please check revision currency on the web prior to use.


https://www.defensetravel.dod.mil/passport

DEFENSE TRAVEL
MANAGEMENT OFFICE

4 N

Please Check All That Apply So We Can Recommend Training
¥ T have a Travel Card
|#] 1am a Dob Travelar and for 1 use DTS
| 1am an AG/CO
| Tam an LOTA/ODTA
| Tam an FOTA/BDTA
| Tam a DTS Transportation Officer
| Lama DMM
|| 1am a DTS Travel Clerk/NDEA
I'm an APC
L. I'macCPM
| I'm a CTO QAE/COTR

|| Do Mot Use.

I View Recommended Training I

N\

Figure 3: My Roles tab screen

The Available/Recommended Training tab (Figure 4) automatically
opens. It displays a list of available training courses recommended for the
roles that you chose. You may select the View All radio button to see all
classes that are available.

For a description of the class that you are interested in, select INFO next to
the class. The description includes the estimated class length and
recommended roles (Figure 5).

Class
Descriptions
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Web Based
Training

DEFENSE TRAVEL

MANAGEMENT OFFICE
Programs & Polices - Travel Card Program (Travel Card 101) ]"-lll[hllllr\']
DESCRIPTION

Travel Card Program ks an ovendew of the Do
Governmaent Travel Charge Card (GTCC) program.
Tha class includas sactions on sbtaining, using, and
paying off balances on the GTCC, This course is
mandatory for amyone who has and uses a GTOC.

This class takes an average of 60 minutes to
complete in its entirety. This estimate assumes
participants visit all of the mandatory material,
approximately hall of the eptional materisl and
complate the assessmant at the end of the
maodule. Your time may vary significantly
depending on your reading speed, amount of

matarial you access, and many other lactors,

‘You may complete this dass in mere than one
sitting. If you wish Lo return Lo the module,
navigate directly Lo the page last viewed and
proceed from that point; there is no need to start
the module over. Travel Explorer (TraX) does not
rutain @ record of your progress after you exit a
training odub.

Recommanded To: Travolers

Figure 5: Class Description screen

When you are finished, return to the Available/Recommended Training
screen by selecting Return to Class List in the upper right hand corner.

Web Based Training classes (WBTS) are self-paced, on-demand classes
that are delivered over the internet.

To access a WBT, select Launch next to the class you wish to take (Figure
6).
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Figure 6: Launch button

WBTSs have interactive exercises, are available 24/7, and offer a final
assessment to test your knowledge. A certificate is awarded after
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successful completion of the assessment and is stored under the My
Completed tab.

Demonstrations are online simulations of DTS activities such as logging in

Demos for the first time or creating an authorization.
Select Launch (Figure 6) to the left of the demonstration title to view a
demonstration.
The demonstration will open in a separate window. They have an audio
component, so make sure that you have your computer’s volume turned
on.
Viewing a demonstration does not produce a completion certificate.
Instructor Instructor led classes offer training in an on-site classroom setting.
Led
DTMO does not offer any instructor-led training at this time.
Distance learning is an interactive, online classroom environment,
Distance delivered by a live instructor via Defense Collaboration Service (DCS)
Learning software.
To register for a distance learning class, select Schedule (Figure 7) to the
left of the class title.
| g schedule | nwa Document Processing - Authorization (T101) Distance Learning
gﬂm‘, .ﬁ:"‘” Document Processing - Vouehers (T102) bistance Learning
| g schedule | ﬂm“ bob ETCC APC Policy bistance Learning
g&m‘“ Inmﬂ, Enterprise Web Training System (EWTS) Setup and application (0208) bistance Learning
I,g“"““‘,‘,Lﬂ,,’[‘f",, Fiscal Year (F¥) Grossover (F210) iy Taraiie
nz"” JTR Module A (P200) biztance Learning
|m“""““ nm,n JTR Madule B (P205) bistance Learning
ﬂsm,u‘, .ﬂm” Lines of Accounting & Budgets in DTS (F100) bistance Learning
guhu‘ | uMD Partners in Defense Travel; DTS & CTO (P120) bistance Learning
ﬂs:hm\w .ﬂm“ Reports (b210) bistance Learning
g“m‘“ .ﬂm"ﬂ TAC and TraX; Travel Assistance Center & Travel Explorer (T106) Diztance Learning
| ﬂ Schedile | nwo Travel Policy Compliance Tool Administration (P300) bistance Learning
Figure 7: Schedule button for Distance Learning
All available dates for that class open to the right of the screen (Figure 8).
Select Register to choose that date.
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& web Based | & pemos | & Istructor Led | & Distance Learning '_ ‘[;ifl;‘:‘i'iw e
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B ccresse | [l v | oocmen pocesin - authartston (ricn vietnce Lowming | || 121 megiater | O5Marts | osmarts | 1100 | 1200
g Schedule n INFO ‘ Bocument Processing - Vouchers (T102) Distance Learning * Register | 16JUn15 | 16Junls | 1100 | 1200
| B scresuie n INFO ‘ Bob 6TEC 4PC Policy bistence Learning
ﬂ P n INFO ‘ Enterprize Web Training System (EWTS) Setup and Application (5208) Distance Learning
g P—— n InFo | Fizeal Veer (FY) Crozsover (F210) Distance Learning
BA schoduie | ) oo | TR Modide 4 (200) Distancs Learning I

Figure 8: Register button for Distance Learning

After you select Register, a pop-up screen (Figure 9) lets you know that
the training has been scheduled, and that an email was sent to you (at your
TraX login email address) with the class details.

Training Scheduled

Your training has been scheduled and an e-
mail has been sent to your account with
course details! Click on the "My Schedule”
Tab to view it.

Figure 9: Training Scheduled Pop-up

To attend a Distance Learning class you have scheduled, select the
Scheduled Scheduled tab (Figure 10).

tab
o»«om- Quﬂlnlkkms |  Knowledge Center bl Eﬁ‘h'hnls _‘.Ih\ks ' Feedback
L \p‘ Print My Schedule
JTR Module A (P200) Distance Learning | 04Dec14 | 04Dec14 | 1100 1200 ﬂmm E[nncel <3 Launch
Approval Process for TDY; Route & Review (A100) Distance Learning 16Decld | 16Decld | 1330 1430 nmw LT“"“‘ m
Figure 10: Scheduled tab
Select Info to see information about a class, Cancel to cancel a class, or
Launch to enter an online classroom up to half an hour before the
scheduled start time.
The Completed tab (Figure 11) contains a list of web-based and distance
Completed learning classes that you have successfully completed.
tab
| B Print Completed Training
AO/RO - Training for Accountable Officials and Certifying Officers (Initial COL) 27Augld CERTIFICATION —_._i"- Delete hg— PRINT
|
Figure 11: Completed tab
Select Delete to delete a certificate or Print to print one.
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If you do not see your training certificate, complete a TAC Help Desk ticket.
Include the full class title, the date the class was completed, and the email
address you used to create your TraX account. A certificate will be issued

within a few days.
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