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e Purpose

« Globally Updating Routing Lists

* Globally adding/removing Global Group Membership
Rules (GGMR)

*All personnel in the slides are from EWTS and contains no PIl data
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Purpose

* Provide steps to make multiple changes to routing
lists and Global Group Membership Rules in the DTA
Maintenance Tool
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Globally Updating Routing Lists

- Lizer Namg: Helen Morfalk-2 Soreen Do 7201 1 =
S frad by e, N A
- Fun Diate: r.\da;c:r; 1I4, I20‘11I- 69;08 EDT DTA Mamtenance
DTA Tools: Routing Lists Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Routing List(s) (Search Results)

Routing List MNarne: Organization MName: HTSPAWAR

Default Routing Lists Only: Mo Include Sub-Organizations: Mo

GIDE:IllicEJ:JDdate Individually Edit Organization Name Routing List Mame Default Routing List

r Update | copy | Deiste | HTSPAWAR BELLE No
Il Update | Copy | Delete | HTSPAWAR CHRIS NORFOLK-A Mo
Il Update | Copy | Delete | HTSPAWAR CHRIS NORFOLK:-B Mo
Il Update | Copy | Delete | HTSPAWAR CHRIS NORFOLK-C Mo
Il Update | Copy | Delete | HTSPAWAR CHRIS NORFOLK:D Mo
Il Update | Copy | Delete | HTSPAWAR CHRIS NORFOLK-E Mo
r Update | copy | Deiste | HTSPAWAR eric No
Il Update | Copy | Delete | HTSPAWAR ERIC MORFOLK-A Mo
Il Update | Copy | Delete | HTSPAWAR ERIC MORFOLK-C Mo
Il Update | Copy | Delete | HTSPAWAR ERIC NORFOLK:D Mo
Il Update | Copy | Delete | HTSPAWAR ERIC MORFOLK-E Mo b
r Update | copy | Delete | HTSPawaR FREDRL No
r Update | copy | Deiste | HTSPAWAR fredri2 No
r Update | copy | Delste | HTSPAWAR fredri3 No
Il Update | Copy | Delete | HTSPAWAR FREDRL4 Mo
r Update | copy | Delete | HTSPawWAR FREDRLS No
Il Update | Copy | Delete | HTSPAWAR GROUPRL Mo
Il Update | Copy | Delete | HTSPAWAR HELEM NORFOLK-A Mo
Il Update | Copy | Delete | HTSPAWAR FANAMARL Yes
- Update | copy | Delete | HTSPAWAR RL1 Mo =
—_— i i i
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Globally Updating Routing LiStS (continued)
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Izer Mame: Helen Morfalk-2& Screen (Do 72001
Organization Access: (Al .
ngeglsef Era‘.'e‘ SyTStelln Group Access: - L) DTA Home | Help for this Screen | Logout
ew Era of Government Trave i=sian: -
Permizzion: 0,1,2,3,4,5,6, 7,8 DTA Mamrenance

Fun Date: warch 14, 20011 - 09.07 EQT

DTA Tools: Routing Lists j Search Routing List{s) | Create Routing List(s) | Yiew Routing List List | View Delegated Authorities List

Search Routing List(s)

Routing List MName: I
Organization Mame: | HTSFAWAR jﬂr——lnclude Sub-Organizations
Default Routing Lists Only: [

Searching for routing lists
iIn HTSPAWAR
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@ Globally Updating Routing Lists (continued)

Update | Copy | Delete | HTSPAWAR ric No
Update | copy | Deiste | HTSPAWAR ERIC NORFOLK-A Na
Update | copy | Deiste | HTSPAWAR ERIC NORFOLK-C Ma
Update | copy | Deiste | HTSPAWAR ERIC NORFOLK-D Na
Update | Copy | Delete | HTSPAWAR ERIC NORFOLK-E No
Update | copy | Delete | HTSPAWAR FREDRL Mo
Update | copy | Deiete | HTSPAWAR fredr2 Na
Update | copy | Delete | HTSPAWAR fredr3 No
Update | Copy | Delete | HTSPAWAR FREDRL4 No
Update | Copy | Delete | HTSPAWAR FREDRLS No
Update | copy | Delete | HTSPAwWAR GROUPRL Mo
Update | copy | Deiste | HTSPAWAR HELEN NORFOLK-4 Ma
Update | Copy | Delste | HTSPAWAR KANAMARL Yes
Update | Copy | Delete | HTSPAWAR AL1 No
Update | Copy | Delete | HTSPAWAR RL2 No
Update | copy | Delete | HTSPAwWAR RL3 Mo
Update | copy | Delete | HTSPAWAR RL4 No
Update | Copy | Delete | HTSPAWAR RLS Mo
Update | Copy | Delete | HTSPAWAR Sandy No
Update | copy | Delete | HTSPAWAR SPAWAR SAN DIEGO No
Update | copy | Delete | HTSPAWAR TEST Mo
Update | copy | Delete | HTSPAWAR TEST! No
Update | Copy | Delete | HTSPAWAR TRAVELERRL No
Globally Update Selected Routing Lists (on this page)
Add Routing Element I Remove Routing Element I Feplace Signature Autharity
1-29 0f 29
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k:&g;’ Globally Updating Routing Lists (continued)

Update | copy | Delete | HTSPAwWAR eric No

-
- Update | copy | Delete | HTSPawaR ERIC NORFOLK-A No
r Update | copy | Delste | HTSPAWAR ERIC NORFOLK-C No
r Update | Copy | Delete | HTSPAwAR ERIC NORFOLK-D No
- Update | copy | Delste | HTSPAawWAR ERIC NORFOLK-E Na
r Update | copy | Delete | HTSPAwWAR FREDRL No
- Update | copy | Delete | HTSPawaR fredri2 Na
r Update | copy | Delste | HTSPAWAR fredr3 No
- Update | copy | Delete | HTSPAawaR FREDRL4 No
r Update | copy | Detete | HTSPAWAR FREDRLS Na
r Update | Copy | Delete | HTSPAWAR GROURRL No
- Update | copy | Delste | HTSPawaR HELEN NORFOLK-A Na
r Update | copy | Delete | HTSPAWAR KANAMARL Yos
- Update | Copy | Delete | HTSPawaR RL1 No
r Update | copy | Delste | HTSPAwWAR RL2 No
r Update | Copy | Delete | HTSPAWAR RL3 No
u Update | copy | Delste | HTSPawAR RL4 No
Clear A” Update | copy | Delete | HTSPAWAR RL5 No
Update | copy | Delete | HTSPAWAR Sandy Na
de-SeleCtS Update | copy | Delste | HTSPAWAR SPAWAR SAN DIEGO Mo
Update | Copy | Delete | HTSPAWAR TEST No
eaCh bOX \ Update | copy | Delste | HTSPAawAR TESTI Na
Update | copy | Delete | HTSPAwWAR TRAVELERRL No
Select Al Clear Al
Globally Update Selected Routing Lists (on this page)
Add Routing Element | Remowe Routing Element | Feplace Signature Authority
1-29 of 29
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% Globally Updating Routing Lists (continued)

\e“"e'
2 ment of DE

r Update | Copy | Delete | HTSPAWAR eric No
7 Update | copy | Deste | HTSPAWAR ERIC NORFOLK-A No
3 Update | Copy | Detete | HTSPawaR ERIC NORFOLK-C Na
3 Update | copy | Delete | HTSPAWAR ERIC NORFOLK-D No
3 Update | Copy | Delste | HTSPAWAR ERIC NORFOLK-E No
r Update | Copy | Detete | HTSPawAR FREDRL Na
- Update | copy | Delete | HTSPAWAR fredr2 No
r Update | copy | Deete | HTSPAWAR fredrl3 No
r Update | Copy | Detste | HTSPawAR FREDRL4 No
r Update | Copy | Detete | HTSPawAR FREDRLS No
r Update | copy | Delete | HTSPAWAR GROUPRL No
CheCk Only the r Update | copy | Deete | HTSPAWAR HELEN NORF OLK-A No
r Update | Copy | Delete | HTSPawAR KANAMARL Yes
boxes for Se|eCt 3 Update | copy | Delete | HTSPawaR AL No
. { 3 Update | copy | Deste | HTSPAWAR RL2 No
rou’“ng I|StS {0 v Update | Gopy | Delete | HTSPawAR RL3 No
3 Update | copy | Detete | HTEPAwWAR RL4 No
update 2 Update | Copy | Delete | HTSPAWAR RLS No
r Update | copy | Delste | HTSPAWAR Sandy No
r Update | Copy | Detete | HTSPawAR SPAWAR SAN DIEGO Na
GI b ” Add - Update | copy | Delete | HTSPAWAR TEST No
ODa y r Update | copy | Delete | HTSPAWAR TESTY No
ROUtIng r Update | Copy | Detete | HTSPawAR TRAVELERRL Na
Select Al Clear Al
E I ement Globally Update Selected Routing Lists (on this page)
Add Routing Element | Rermove Routing Element | Replace Signature Autharity
- 1-29 o 29
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Globally Updating Routing LiStS (continued)

J

Uzer Mame: Helen Maorfolk-2 Screen |Dn 72061
Defense Travel System g:gzg'itf;s’:f_c?z% (Al DT&Home | Help for this Screen | Logout
A New Era of Government Travel Permizsion: 0,1,2,3,4,5,6,7,8 :

Fun Date: March 18, 2011 - 09:51 EDT DTA Maintenance

DTA Tools: Routing Lists Search Routing List{s) | Create Routing Listis) | ¥iew Routing List List | View Delegated Authorities | ist

Globally Add Routing Element * Required

Document Type: ™ I Select One .. vl

Document Status: ™ You must select an option from the ‘Document Type' list.

Signature Mame: ™ I Search |+ Horg Search |1

Level: ™ I

Process Mame:  You must select an option from the TDocument Status' list,

1 Read-only field, use Search button

Must select: —
= Document Type | Raouting List Mame Default Routing List

« Document Status will
populate after Document K= s

Type is selected oy e

 Signature Name e i
> Level RL4 No

RLS Mo

* Process Name is optional e

Glohally Add Routing Element Cancel
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Search People * Required
Organization Mame: * |HTSF"AWAH j [ -—-Include Sub-Organizations
SSN: |
OR
Last Mame: Inn:urfnlk
First Mame: |he|en

Can search for
RO by SSN or
Name

You must specify at least an S5M or & name (last required, first optional) in
addition to specifying an Organization narme. If you choose to enter matching
information for both the SN and the name, you may get a match. However, if
the set of 35N and name you entered do not belong to the same person, no
result will be shown even if the 550 or the name you entered is carrect. For
best results, it is recommended that you enter either an 3= or a name, but
not bath.

Search Close Windouw
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@ Globally Updating Routing Lists (continued)

Qbo

Search People Results

Organization Mame: HTSPANAR Last Mame: norfolk ool
Include Sub-Organizations: false First Mame: helen
=elect Person Marme =t Crganization
Select | Maorfolk-4, Helen D 8995993314 HTSPAWAR
1-1n0af1
Backto People Search Close Window

Select the
RO

Connect 2011

DISCOVER NETWORK ENERGIZE Office of the Under Secretary of Defense (Personnel and Readiness)



For Official Use Only Defense Travel Management Office

Globally Updating Routing LiStS (continued)

bo”’“ant of

T /)’
S

Uzer Mame: Heben Marfalk-£2 Screen |D: T206.1
Defense Travel System g:gzg'féfgs’::c_c?;ﬁj (A DTA&Home | Help for this Screen | Logout
A New Era of Government Travel Permizsion: 0,1, 2,3,4,5,6,7,8 :

Fun Date: March 14, 2011 - 09:12 EDT DTA Maintenance

DTA Tools: Routing Lists Search Routing List(s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Globally Add Routing Element " Reguired

Document Type: * IAuthDrizatiDn vl

Document Status: ™ IREVIEWED |

( Ioba”y add Signature Mame: ™ |He|enDNu:ur‘foIk—A Search [+ Horg Search |+
Level: * |1EI

routing (G e

t Read-only field, use Search button

element

Rauting List(s) To Be Updated:

Organization Marme Routing List Marne Default Rooting List
HTSPAWAR ERIC NORFOLK-A Mo
HTSPAWAR ERIC NORFOLK-C Mo
HTSPAWAR ERIC NORFOLK-D Mo
HTSPAWAR ERIC NORFOLK-E Mo
HTSPAWAR RL1 Mo
HTSPAWAR RL2 Mo
HTSPAWAR RL3 Mo
HTSPAWAR RL4 Mo
HTSPAWAR RL5 Mo

Glohally Add Routing Element Cancel
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a* QZ_
S=29 Globally Updating Routing Lists (continued
4l
& K
poo”?hgm ol De"gﬁ
Uzer Mame: Helen Marfolk-2, Soreen (D 72071
Organization Access: (Al R
ngegsef ;I;rave‘ st}frstell'n Group Acoess: - () DTA Home | Help for this Screen | Logowut
ew Ltra or Government Irave Permiz=zion: 0,1,2,3,4,5,6, 7,8 T
Run Date: March 14, 2011 - 0916 EDT DTA Maintenance
DTA Tools: Routing Lists Search Routing List(s) | Create Routing List(s) | Wiew Routing List List | Wiew Delegated Authorities List

Globally Add Routing Element Summary

Organization Marme Routing List Mame Default Routing List Update Result
HTSPAWAR ERIC NORFOLk-A Mo Successful
HTSPAWAR ERIC NORFOLK-C Mo Successful
HTSPAWAR ERIC NORFOLK-D Mo Successful
HTSPAWAR ERIC NORFOLK-E Mo Successful
HTSPAWAR RL1 Mo Successful
HTSPAVWAR RL2 Mo Successful
HTSFAWAR RL3 Mo Successful
HTSPAWAR RL4 Mo Successful
HTSFAWAR RLS Mo Successful

Shows successful for
each routing list
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Globally U
: - —
r Update | Copy | Delete | HTSPAWAR CHRIS MORFOLK-C Mo
r Update | copy | Delste | HTSPAWAR CHRIS NORFOLK-D Na
r Update | copy | Delste | HTSPAWAR CHRIS NORFOLK-E Na
r Update | copy | Delste | HTSPAWAR eric Na
r Update | copy | Delste | HTSPAWAR ERIC NORFOLK-A Mo
r Update | copy | Delste | HTSPAWAR ERIC NORFOLK-C Na
~ Update | copy | Delste | HTSPAWAR ERIC NORFOLK:D Na
~ Update | copy | Delste | HTSPAWAR ERIC NORFOLK-E Na
I update | copy | Deiete | HTSPAWAR FREDRL Mo
~ Update | copy | Delste | HTSPAWAR fredhl2 Na
~ Update | copy | Delste | HTSPAWAR fredhl3 Na “
3 Update | Copy | Detete | HTSPAWAR FREDRL4
v Update | Copy' Delete HTSPAWAR e
~ Update | copy | Delste | HTSPAWAR GROUPRL
~ Update | copy | Delste | HTSPAWAR HELEN NORFOLK-A Na
I Update | cCopy | Delete | HTSPAWAR KANAMARL Yas
~ Update | copy | Delste | HTSPAWAR RL1 Na
~ Update | copy | Delste | HTSPAWAR RL2 Na
~ Update | copy | Delste | HTSPAWAR RL3 Na
I update | copy | Deiete | HTSPAWAR RL4 Mo
~ Update | copy | Delste | HTSPAWAR RLS Na
~ Update | copy | Delste | HTSPAWAR Sandy Na
I Update | Copy | Delete | HTSPAWAR SPAWAR SAN DIEGO Mo
~ Update | copy | Delste | HTSPAWAR TEST Na
~ Update | copy | Delste | HTSPAWAR TESTI Na
~ Update | copy | Delste | HTSPAWAR TRAVELERRL Na
Select Al Clear &1
Globally Update Selected Routing Lists (on this page)
Add Raouting Elerment | Remove Routing Element | Replace Signature Autharity |
1-290f29
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pdating Routing LiStS (continued)

Replacing Signature
Authority on select routing

lists
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Globally Updating Routing LiStS (continued)

Uszer Mame: Helen Morfolk-£, Soreen D0 T206.5
Defense Travel System e DTAHome | Help forthis Screen | Losout
A New Era of Government Travel Permission: 0,1,2, 3, 4,5,6, 7,8 .

Fun Date: March 29, 2011 - 08:24 EDT DTA Maintenance

Routing Lists Search Routing List{s) | Create Routing List{s) | View Routing List List | View Delegated Authorities List

Globally Replace Signature Authority * Required

0Old Signature Mame:™ |He|enDNOrfDIk—A Search |t org Search |1
Mew Signature Marne:™ I Search |+ Xorg Search |1

t Read-only field, use Search huttan

Routing List(s) To Be Updated:

I a u I reS th e O I d OlEEmEETER REme Routing List Narme Default Routing List
IPAWYAR ERIC NORFOLK-D Ma

- IPAWAR ERIC NORFOLKE Mo
an d n eW R O S IPAMYAR FREDRL Mo
IPAWAR fredr2 Mo

IPAWAR fredrl3 Mo

- e PAVYAR FREDRLA Mo
HTSPAWAR FREDALS Mo

HTSPAWAR GROUPRL Mo

HTSPAWAR HELEN MORFOLK-A, Mo

HTSPAWAR IANAMARL Yos

HTSPAWAR ALI Mo

HTSPAWAR RL2 Mo

HTSPAWAR RL3 Mo

HTSPAWAR RL4 Mo

HTSPAWAR RLS Mo

HTSPAWAR Sandy Mo

HTSPAWAR SPAWAR SAN DIEGO Mo

HTSPAWAR TEST Mo

HTSPAWAR TESTI Mo

HTSPAWAR TRAVELERRL Mo

GInhaIIyRep\aceSignatureAuthnriw| Cancel

Connect 2011
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%M Globally Updating Routing Lists (continued)

Defense Travel Management Office

Search People Results

Screen D 7043
Help far this Screen

Organization Mame: HTSFPAYAR
Include Sub-Organizations: false

Last Mame: norfolk SE5N:
First Marme: chris

Select Person

Select
Select
Select

Select

EEEEE

Select

Marme
Morfolk-2, Chris A

Morfolk-B, Chris

Morfaolk-C, Chris A
Morfalk-0, Chris A
Mofolk-E, Chris A

=t
959993324

S99993325
89899332
899993521
899993320

Qrganization
HTSPAWAR

HTSPAWNAR
HTSPAWAR
HTSPAWAR
HTSPAWAR

1-50of5
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Globally Updating Routing LiStS (continued)

Uzer Mame: Helen Morfolk-2 Screen D T206.3
'_*’ Defense Tl'a\."el System ggz;ia;f:s???(ezﬁj: (Al OT& Home | Help for this Screen | Locout
T 55 A New Era of Government Travel Permission: 0,1,2,3,4,5,6,7, 3 -

Fun Date: March 14, 2011 - 09:23 EDT DTA Maintenance

DTA Tools: Routing Lists Search Routing List{s) | Create Routing List(s) | View Routing List List | Yiew Delegated Authorities List

Globally Replace Signature Authority " Required
Old Signature Marme:” IHeIen D Morfalk-A Search |T Horg Search |T
Mew Signature Mame:™ IChr\S Morfolk-B Search |T Horg Search |T

t Read-only field, use Search button

Routing Listis) To Be Updated:

Organization Mame Routing List Name Default Routing List
HTSPAYWAR ERIC NORFOLK-D Ma
HTSPAYWAR ERIC NORFOLK-E Ma
HTSPAWAR FREDRL Mo
HTSPAMWAR fredrl2 Mo
HTSPAYWAR fredrl3 Mo
HTSPAYWAR FREDRL4 Ma
HTSPAYWAR FREDRLS Ma
HTSPAYWAR GROUPRL Ma
HTSPAYWAR HELEM MORFOLK:A Ma
HTSPAYWAR RAMARMARL Yeg
HTSPAWAR RL1 Mo
HTSPAWAR AL Mo
HTSPAYWAR RL3 Mo
HTSPAYWAR RL4 Ma
HTSPAYWAR RLS Ma
HTSPAYWAR Sandy Ma
HTSPAYWAR SPAWAR SAN DIEGO Ma
HTSPAYWAR TEST Ma
HTSPAMWAR TEST1 Mo
HTSPAWAR TRAVELERRL Mo

Glohally Replace Signature Autharity | Cancel

Connect 2011
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Defense Travel System

A New Era of Government Travel

DTA Tools: Routing Lists Search Routing List(s) | Create Routing List(s) | View Routing List List | View Delegated Authorities List

Globally Replace Signature Authority Summary

Organization Mame
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAWAR
HTSPAYWAR
HTSPAYWAR
HTEPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR
HTSPAYWAR

Uzer Mame: Helen Morfolk-2 Screen Do 72073
g:gz;‘f;fgs’:f??:ﬁi (&l DT&Home | Help for this Screen | Locout
o Do M 14, 201 - 627 07 DTA Maintenance
Routing List MName Default Routing List Update Result
ERIC NORFOLK-D Mo Successful
ERIC NORFOLK-E Mo Successful
FREDRL Ma Unsuccessful
fredrl2 Mo Successful
fredrl3 Mo Unsuccessful
FREDRL4 Ma Successful
FREDRLS Mo Unsuccessful
GROUPRL Mo Successful
HELEM MORFOLK-A Mo Successful
FARNAMARL Yes Successful
RL1 Mo Successful
RL2 Mo Unsuccessful
RL3 Ma Successful
RL4 Mo Successful
RLS Mo Successful
Sandy Ma Successful
SPAWAR SAN DIEGD Mo Unsuccessful
TEST Mo Successful
TEST1 Ma Successful
TRAVELERRL Mo Unsuccessful
ok |

Connect 2011
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Globally Updating Routing LiStS (continued)

>
-

~;
_f,“_mnn‘//)’
D J Q"e.

Dé&

~ Update | copy | Delete | HTSPAWAR CHRIS NORFOLK-C Mo
F Update | Copy | Delete | HTSPAWAR CHRIS NORFOLK-D Mo
v Update | Copy | Delete | HTSPawAR CHRIS NORFOLK-E Mo
o Update | copy | Delsts | HTSPAWAR eric No
o Update | copy | Delsts | HTSPAWAR ERIC NORFOLK-A No
o Update | copy | Delsts | HTSPAWAR ERIC NORFOLK-C No
V Update | Gopy | Delete | HTSPAWAR ERIC NORFOLK-D No
Vv Update | Copy | Delete | HTSPawAR ERIC NORFOLK-E No
o Update | Copy | Delete | HTSPAwWAR FREDRL No
o Update | Copy | Delete | HTSPawAR fredrl2 No
o Update | copy | Delsts | HTSPAWAR fredrl3 No
Selected a” 7 Update | cCopy | Delete | HTSPAWAR FREDRL4 No
) ! i Update | Gopy | Delete | HTSPAWAR FREDRLS No
routlng I|StS and F Update | copy | Delete | HTSPAWAR GROUPRL Mo
. : F Update | Copy | Delete | HTSPAwWAR HELEN NORFOLK-A Mo
rem0V|ng a rou‘“ng ~ Update | copy | Delsts | HTSPAWAR KANAMARL Yes
Vv Update | copy | Delsts | HTSPAWAR AL1 No
element o Update | copy | Delsts | HTSPAWAR RL2 No
o Update | copy | Delsts | HTSPAWAR RL3 No
F Update | copy | Deiete | HTSPAWAR RL4 Mo
o Update | Copy | Delete | HTSPAWAR RLS No
o Update | Copy | Delete | HTSPAwWAR Sandy No
v Update | Copy | Delete | HTSPawAR SPAWAR SAN DIEGO Mo
o Update | copy | Delsts | HTSPAWAR TEST No
o Update | copy | Delsts | HTSPAWAR TESTI No
o Update | copy | Delsts | HTSPAWAR TRAVELERRL No
Select &1 Clear Al
Globally Update Selected Routing Lists (on this page)
Add Routing Element | Remove Routing Elerment | Replace Signature Autharity |
1-290f 29
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Globally Updating Routing LiStS (continued)

|Jzer Mame: Helen Marfolk-2 Soreen |D: 7206.2
Defense Travel System g:gj;'fgfgs’imsjﬁj @n DI&Home | Helo for this Screen | Locout
A New Era of Government Travel Permission: 0,1,2,3,4,5,6,7,8 :

Fun Dste: March 14, 2011 - 09738 EOT DTA Maintenance

DTA Tools: Routing Lists

Document Type and

Level are not required e —2—

fields, but if entered, at S el sl
least one other field
must be inserted S —

D O C u m e nt Sta’tu S an d Organization Name Routing List Name Default Routing List

WAR BELLE Mo

T This is not a required fisld, but if inputtad, at least one other field must be inputted
2 This iz not a required field, but may be the only field with an input
t Read-only field, use Search button

WVAR CHRIS NORFOLK-A No

Signature Name are not % "

. . WWAR CHRIS NORFOLK-C Mo
required fields but can [ NGO h
MYAR efic Mo

be the Only fleld updated WAR ERIC NORFOLK-A No

WAR ERIC NORFOLK-C No

WVAR ERIC NORFOLK-D No

—r e AR ERIC NORFOLK-E No
HTSPAYWAR FREDRL No

HTSPAYYAR fredr2 No

HTSPAYWAR fredr3 No

HTSPAYAR FREDRL4 No

HTSPAYWAR FREDRLS No

HTSPAYAR GROUFRL No
HTSPAYWAR HELEM NORFOLK-A No

Connect 2011
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%___.y Globally Updating Routing Lists (continued)

ment

1 This is not a required field, but if inputted, at least one other field must be inputted

2 This is not a required field, but may be the anly field with an input
t Read-only field, use Search button
Routing List(s) To Be Updated:
Organization Mame Raouting List Mame Default Routing List
HTSPAWAR BELLE Mo
HTSPAWAR CHRIS NORFOLK-A Mo
HTSPAWAR CHRIS NORFOLK-B Mo
HTSPAWAR CHRIS NORFOLK-C Mo
HTSPAWAR CHRIS NORFOLK:-D Mo
HTSPAWAR CHRIS NORFOLK-E Mo
HTSPAYWAR eric Mo
HTSPAWAR ERIC NORFOLk-A Mo
HTSPAWAR ERIC MORFOLK-C Mo
HTSPAWAR ERIC NORFOLK-D Mo
HTSPAWAR ERIC NORFOLK-E Mo
HTSPAWAR FREDRL Mo
HTSPAWAR fredH2 Mo
HTSPAWAR fredH3 Mo
HTSPAWAR FREDRL4 Mo
HTSPAWAR FREDRLS Mo
HTSPAWAR GROUPRL Mo
HTSPAWAR HELEMN MORFOLK-A Mo
HTSPAWAR KANAMARL Yes
HTSPAWAR RL1 Mo
G IO bal Iy HTSPAWAR RL2 Mo
HTSPAWAR RL3 Mo
remove th e HTSPAWAR RL4 Mo
HTSPAWAR RLS Mo
. TSPAMAR Sandy Mo
routlng element N SPAWAR SAN DIEGO Mo
- TEST Mo
HTSP AWz TEST1 Mo
HTSPAWAR TRAVELERRL Mo
— Glabally Remave Rauting Element Cancel
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Globally Updating Routing LiStS (continued)

OQ J
Loy
"Tment of D€

IIiI]IL /)’
s“"ﬁ

Uszer Mame: Helen Marfolk-2 Screen Do 72072
Defense Travel System gﬁﬁﬁS‘ﬂstiffiﬁj (4 DTAHome | Help for this Screen | Logout
A New Era of Government Travel ;Zrnm[‘;s;::nﬁqg}gﬁaf'zé'w?',sﬁgy;fu cor DTA Maintenance
Riouting Lists Search Routing List{s) | Create Routing List{s) | Wiew Routing List List | View Delegated Authorities List

Globally Remove Routing Element Summary

COrganization Name Routing List Mame Default Routing List Update Result
HTSPAWAR BELLE Mo Successful
HTSPAWAR CHRIS MORFOLK-A Mo Unguccessful
HTSPAWAR CHRIS NORFOLK-B Mo Unsuccessful
HTSPAWAR CHRIS MORFOLK-C Mo Unsuccessful
HTSPAWAR CHRIS MORFOLK-D MNo Unsuccessful
HTSPAWAR CHRIS MORFOLK-E Mo Unguccessful
HTSPAWAR eric Mo Successful
HTSPAWAR ERIC MORFOLK-A Mo Unsuccessful
HTSPAWAR ERIC MORFOLK-C MNo Unsuccessful
HTSPAWAR ERIC NORFOLK-D Mo Successful
HTSPAWAR ERIC NORFOLK-E Il Successful
HTSPAWAR FREDRL Mo Successful
HTSPAWAR fredr2 MNo Successful
HTSPAWAR fredr3 Mo Successful
HTSPAWAR FREDRL4 Mo Successful
HTSPAWAR FREDRLS Na Successful D 1 I
HTSPAWAR GROUPRL Mo Successful I S p ayS
HTSPAWAR HELEM NORFOLK-A Mo Unsuccessful
HTSPAWAR KANAMARL Yes Successful Wh et h e r'
HTSPAWAR RL1 Mo Successful
HTSPAWAR RL2 Mo Successful
HTSPAWAR RL3 Na Successful Su CceSSful Or
HTSPAWAR RL4 Mo Successful
HTSPAWAR RLA Mo Successful
HTSPAWAR Sandy Mo Successful u nsu CceSSfUI
HTSPAWAR SPAYWAR SAN DIEGO Mo Successful
HTSPAWAR TEST Mo Successful
HTSPAWAR TEST1 Mo Successful
HTSPAWAR TRAVELERRL Mo Successful

ok |
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(imzj Globally Adding/Removing GGMR
e Establishing groups:
— Helps maintain documents, from an administrators
point-of-view
— Provides clerks, NDEAs, DTAs and help desk

personnel with anytime access to traveler’'s documents
and privacy act information

— Allows administrators access to view, create and edit
traveler’'s documents
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Globally Adding/Removing GGMR (continued)

Uszer Mame: Helen Morfalk-2 Sereen D 73021
Defense Travel System g:gz;'féfgs’::c_c?:ﬁi ) DIAHome | Help for this Screen | Looout
A New Era of Government Travel Permizsion: 0,1,2,3,4,5,6,7,8 -

Fun Date: March 17, 2011 - 07:39 EOT DTA Maintenance

. - Groupis) Indnadual Group Members Global Membership
DTA Tools: Search | Create |ViewList  Search | dd |ViewList  Search | Add | Global Edit | View List

Create Group " Required

Group Mame: ™ ITEST GF

Organization Chwr r Mame: © |HTSPAWAR j d

|
] Save Group | Cancel |

Created a new group in
org HTSPAWAR called
“TEST GP”
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Globally Adding/Removing GGMR (continued)

*

- 3 -
s.', 1
M, Vo
Q I ;ﬁ’
N o
S ment of

Dé&

Uzer Mame: Helen Morfaolk-2 Screen D 73014
Crganization Access: (Al .
Defense Travel system Grgup Boeess: - Al (Al DT4 Home | Help for this Screen | Looout
A New Era of Government Travel Permission: 0,1,2,3,4,5,8,7,8 :
Fun Date: March 17, 2011 - 0738 EDT DTA Maintenance

. - Group(s) Individual Group Members Global Membership
DTA Tools: Search | Create |ViewList  Search | Add |View List  Search | Add | Global Edit | View List

Group(s) (Search Results)

Organization Cwner Mame: HTSPAWAR
Include Sub-Organizations: Mo

Group Name: TEST GP

Edit Organization Owner Mame Group Marme
Delete | HTSPAWAR TEST GF
1-10f1
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Globally Adding/Removing GGMR (continued)

Uszer Mame: Helen Morfolk-2 Sereen Do 75021
Defense Travel System 8:23;'?;?28’::0_0(3;% (A DT&Home | Help for this Sereen | Logout
A New Era of Government Travel Permizzior: 0,1,2,3, 4,5, 8,7, 8 :

Fun Dste: March 17, 2011 - 07:51 EDT DTA Maintenance

.\ Groupis) Indisidual Group Members Global Membership
DTA Tools: Search | Create |View List  Search | Add |View List _ Search | Add | Global Edit | View List

Add Global Group Membership " Required

Member Organization Name: * IHTSPAWAR j ﬂ

Group Organization Owner Namea: ™ IHTSPAWAR
Group Mame: * ITEST GP

Add Glabal Membership | cancel |

Global Group Membership to the
new group can be assigned by

iIndividual org by entering one
org at a time
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‘w,é’ Globally Adding/Removing GGMR (continued)

&,
bo”’“ant ol D2

Uzer Mame: Helen Morfolk-2 Screen D 75011
Defense Travel System g:gz;'féfgs’:cc?;% el DT& Home | Help for this Sereen | Losout
A New Era of Government Travel Permission: 0,1,2,3,4,5,6,7,8

Fun Dste: March 17, 2011 - 07-53 EDT DTA Maintenance

. - Groupis) Individual Group Members Global Membership
DTA Tools: Search | Create |ViewList  Search | Add |View List _ Search | Add | Global Edit | View List

Global Group Membership (Search Results)

Group Organization Owner Name: HTSPAWAR Group Mame: TEST GF
Member Organization Name: HTSPAWAR

Edit Group Organization Cwher Narme Group Name
Rernove | HTSPAWAR TEST GP
1-10f1
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Globally Adding/Removing GGMR (continued)

Izer Mame: Helen Morfolk-A Soreen 10 14301
Organization Access: (Al :
LA Rome Relp for this ~Créen
nge?sef .(I;ravel StyTStelm Group Access: g DT& Hotme | Help for this Screen | Logou
ew Ltra or Government irave Permizsion: 0,1,2,3,4,5,6,7,8 g
e DTA Maintenance

Fun Date: March 17, 2011 - 07:33 EDT

Group(s Individual Group Members Global Membership
praTools: e * *

Search Organization(s)

Organization Mame: |HTSPAWAR j ﬂ W --Include Sub-Organizations

Search |

S ——1 ¢ Org assignment In to the group can be
done globally

» Search for the organization(s) whose

travelers are needed in the group
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Globally Adding/Removing GGMR (continued)

- *
* *

) ]
__;..,uuin. /
AL ’{ﬁ.,e

G, -
O mn of DS

User Mame: Helen Morfolk-A Screen |0 1451 1

Defel'lse Tl‘avel System g:gz;‘f;f;s’:f?;% LA DTA Home | Help for this Screen | Logou,

A New Era of Government Travel Permizsion: 0,1,2,3,4,5,6,7,8
Fun Date: March 17, 2011 - 07:43 EDT

. = Groupis) Individual Group Members Global Membership
(7 11 2 Search |Create | ViewList  Search | Add |View List _ Search | Add | Global Edit | View List

DTA Maintenance

Global Edit
Group Organization Owner Mame: * W
Group Mame: * IW
De?;tl:‘cntrt.;dd Organization Code \
r HTSPAWAR
| HTSPAWARIMAINDZ
| HTSPAWARIMAINDG
ird HTSPAWARIMAINDL
| HTSPAWARIMAINDS
| HTSPAWARIMAINDG
r HTSPAWARSMAINDY
v HTSPAWARIMAINDG
; * Enter the org the group was
i HTSPAWARSMAINTO
v HTSPAWARIMAINT 1 -
: created in and group name
r HTSPAWARSMAINTS
v HTSPAWARIMAINT A
r HTSPAWARIMAINTS
4 HTSPAWARSMAING
; * Must know the org and
2 HTSPAWARSMAINZS
2 HTSPAWARG
C group name (You are not
r HTSPAWARBMAINDT SUBT
v HTSPAWARGMAINDT SUB2 - -
- prompted or assisted with
r HTSPAWARBMAINDZSUBT

T )
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Defense Travel Management Office

% Globally Adding/Removing GGMR (continued)

Check the boxes for the
organizations that
travelers need to be in

the group and click
Global Add

AAdAIITTORAMATTTIATAATTAR[TATAIATDTDR[TA TN AA

HTSPAWARIMAINZS
HTSPAWARG
HTSPAWAREMAINDT
HTSPAWARBMAIND SUE1
HTSPAWARGMAIND SUB2
HTSPAWARBRMAINDZ
HTSPAWARBMAINDZSUE1
HTSPAWARGMAINDZSUE2
HTSPAWARGRMAINDA
HTSPAWARBMAIND4SUB1
HTSPAWARBMAINDS
HTSPAWARBMAINDSSUB1
HTSPAWARBMAINDG
HTEPAWAREMAINIEEUE1
HTEPAWARBMAINDS
HTEPAWAREMAINDS ZUB1
HTSPAWARBMAINGE
HTSPAWARGMAINOESUE
HTSPAWAREMAINDESUE2
HTSPAWARBMAINGS
HTSPAWARGMAINOSSUE1
HTSPAWARBMAINTD
HTEPAWARBMAINIOSUE!
HTSPAWAREMAINTOSUE2
HTSPAWAREMAINT
HTSPAWARBRMAINTISUEB1
HTSPAWARGMAINTTSUBE2
HTSPAWARGRAINIZ
HTSPAWARGMAINTG
HTSPAWARBMAINT4
HTSPAWARBMAINTS
HTSPAWARBMAINIG
HTEPAWARBMAINZG
HTEPAWAREMAINZEEUB1
HTEPAWAREMAINZEEUE2

Global Delete Global Add

1-562ofb2
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DEFENSE TRAVEL DTMO WebS|te

MAaNAGEMENT OFFICE

» Access elearning, instructor resources, and reference
materials through Training Resource Lookup Tool

www.defensetravel.dod.mil

www. defensetravel.dod. mil

Travel Explorer (TraX)
g1 » Web-Based Training (Routing Lists and Groups)

www.defensetravel.dod.mil/Passport

Travel Assistance Center (TAC)

» 1-888-Help1l-Go (1-888-435-7146)

» Overseas: Use DSN to dial directly

e 24 hours a day/7 days a week

« Submit a Help Ticket through the Tickets section of TraX
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