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EWTS Overview

« Live training environment

e Web accessible

* Available from DTMO
website

e Mirrors “production” DTS
— No live interface with CTO

— Does not obligate or

dishurse funds
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Instructor Resources
@ Quick LiNKs
Courseware = AND RESOURCES
Downloadahle instructor materials are availabe for use by a Defense Travel B EVTS Guide
Administrator, Instructar or Travel Manager for both classroom and Distance
Learning modules. B
B EWTS Certificate Request Form
Classroom resources include instructor and student guides with supparting B Instructions for Downloadi
PowerPoint demonstrations. Distance Leaming materials include an instructar nsructions for Jowmioading
i . (] g ) ) ) Instructor Resources

guide and a supparting PowerPaint demonstration. The instructor guides can be )

used as-is or customized as desired. They are formatted for formal classroom or
web-conferencing presentations.

Enterprise Web Training System (EWTS)

EWTS is a practice toal that mirrors the live (production) DTS software. Users may access EWTS by using a soft PKI certificate®. Amang
other features, users can create and edit mock travel documents, and build test organizations or routing lists.

1entis not secure, use of the Common Access Card (CAC) is not recammended to access EWTS. If you need
t please contact your Lead Dafense Travel Administrator (LDTA). Refer to the EWTS quide for

ing PKI certificates.

Enterprise Web Training System
y

detailed information on reqt
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Incorporating EWTS into your training program can lead to:

 Reduced DTS errors
— Fewer rejects
— Faster approval
— Faster reimbursement

* [ncreased user confidence
— Routing lists
— Document flow
— Fiscal matters

 Replicated DTS errors

Connect 2011
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Using EWTS: Step 1
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e Review EWTS Guide \
3 @ Quick LINKsS
o Certificates requested = AND RESOURCES
« Certificates delivered = EWTS Guide
— Within 2 - 4 weeks B EWTS Certificate Request Form
— Includes LDTA with
permissions 0-6, and

— Fictitious SSNs for other — T
certificates

e Detach and store certificates
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Tailored for local organization

e Experienced user practice
e Refresher training
 New user training

Demonstrations for senior management
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Using EWTS: Step 2
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Logged In 4s:  Helen D Virginia-& Help for this screen

e Basic Setup
. . Defense Travel System
— Org an Izatlon A New Era of Government Travel
. . Official Travel ¥ Official Travel - Others V| Traveler Setup ¥ Reports W |Administrative V| CBA
— Routing List
Welcome Helen D Virginia
- G rO U p Organization:  TDZDTMOKMB
Org Access:  TDZDTMOKMB T
—_ L DTA Group Access: (All) Document Name Status Date Type
Permission: 0,1,2,3,4,5,6,7
— Lines of Accounting
Message Center

- B U d g et Welcome to DTS!

Documents Awaiting Your Approval -->  Click Here

My Signed Documents

Ho documents found.

e Determine your audience

 ldentify training needs
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% Using EWTS: Step 3

imen of DSg

* Prepare training environment for different uses:

— One-to-one training
— Demonstrations

— Classroom Training

e One computer with projector
e Individual computers

Connect 2011
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@ Training DTAs

Dé&

« DTA tools
— Organizations Defense TravelSystem
— Routing lists
— Groups
— People
— Lines of Accounting e ot s

o You have the proper permissions to edit routing lists
o You have the proper permissions to edit groups
o You have the proper permissions to edit people
o You have the proper permissions to edit lines of accounting (LOAs)
o You have the proper permissions to edit permissions
([ B u d g et IVI O d u I e o Youdo NOT have the proper permissions access MIS

o Youdo NOT have the proper permissions access ROA

Helen Virginia-A. Sereen ID: 7000.1
A TDZOTMOKMB

OTAHome | Help forthis Screen | Logout

0,12 7
e February 24, 2010 - 07:53 EST

DTA Maintenance

DTA Tools: DT Maintenance Home ¥ << Select an option from the DTA Tools dropdown.

h the ahility to create and modify organizations, rauting lists. groups. people, and lines of
n from the DTA Tools dropdawn menu above

 Reports

Connect 2011
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Training for Routing Officials (RO)

« Creating authorizations and vouchers

 Proper routing of documents

 ldentifying mistakes that may pass an audit

* Interpreting errors and pre-audit flags

Demonstration of correct actions

Connect 2011

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



For Official Use Only Defense Travel Management Office

)
o
&
38

*

% Classroom Training for Travelers/NDEAs

&,
Miment of DE°

e Document creation

— Authorization
— Voucher
— Local voucher

« Travel Policy discussion

* Practical application exercises

Connect 2011
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Known EWTS Issues

2]

A
*

el Manag,,
.n‘: * " :”’e-,,
- Dﬁ_
MNG
- - o
=,
) "
T /”
&

)
o
&
38

"

¥

O min of DS

 Log In errors

e Servlet 500 errors

e Accounting errors
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- W Resources

DEFENSE TRAVEL DTMO WebSite

ManacemeENT OFFICE [s - Access elearning, instructor resources, and reference
materials through Training Resource Lookup Tool

www.defensetravel.dod.mil WWWd efen Setrave| d 0 d m | |

Travel Explorer (TraX)

W - Training materials
] © FAQs
14X ™l * Distance Learning course: D-205 Enterprise Web Training
TRaveL E)Q’L@;ER System (EWTS) Setup and Application

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

Connect 2011
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HOME ‘ Help Tickets . Knowledge Center Training Trip Tools 1

@ TRIP TOOLS

gg Trip Calculator

% AMMOUMCEMENTS

Travel Arrangements in | *

Response to Ordered
Evacuations

DTS Status: Updated
System Downtine on
458

EWTS Update:
Downtime Scheduled
for 416

Winter Edition of our
Mewsletter, The

Connect 2011
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‘:) Announcements

Updated Aprif 6 2077 - Due to scheduled maintenance, BEWTS will be unavailable for &
hours beginning at 1800 on Friday, April 16, 2011,

About the Emterprise Wel Training System (EWTS)

Emterprise Web Training System (EWTS) is a practice tool that mirrors the live {production)
DTS software. Amaondg other features, users can create and edit mock travel documents,
and build test arganizations or routing lists. Users may access EWTS by using a soft PKI
certificate. This training emaromment is not secure, use of the Common Access Card
{CACY iIs not recommended to access EWTS. F vou need access 1o the training
emvircmment, please contact your Lead Defense Travel Administrator {(LDTA). Refer to the
EWTS guide for detailed information on requesting PEI certificates.

5 Return To Home
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EWTS Messages — DTMO Website

Notices

+ Travel Arrangements in Response to Ordered Evacuations
+ 'What To Do If An Emergency Occurs While on TOY

+ Your Reimbursement Could Be Affected - Keeping Your DTS
Profile Up to Date

-

o . Defense Travel System Search DTS | Go!
* DTS Status - Updated System Downtime on 4/8 A New Era of Government Travel

Web Accessibility | Privacy and Security Motice | Site Map

+ DT5/EWTS Maintenance Schedule

. _ _ i Home ifi i
+ Trax Downtime Scheduled for 441 Notifications
DTMO Website
+1 Mow Available - Winter Edition of the Defense Travel Training EWTS Update: Downtime Scheduled for 4/16
+ G3A Announces 20 rivately Owned Vehicle Mileags .
s34 ANnEUn 11 Privately n " a8 FihQs Due to scheduled maintenance, EWTS will be unavailable for 8
+1 EWTS Update: Downtime Scheduled for 4/16 Travel Assistance hours beginning at 1800 an Friday, April 16, 2011.
Center (TAC)
+ DZOHUS Travel Workarounds About the Enterprise Web Training System (EWTS)

\ . EWTS is a practice tool that mirrors the live {production) 0TS
1 Are you experiencing DTS login issues software. Among aother features, users can create and edit mock

travel documents, and build test organizations or routing lists.

+ F¥2011 Per Diem Rates References .
Users may access EWTS by using a soft PEl certificate. This
— LT training environment iz not secure, use of the Common Access

Card {CAC) is not recommended to access EWTS. If vou need
BT TR g Pl Access to the training environment, please contact vour Lead

ETRmpry g ewpLoeeer il [=f=nse Travel Administrator (LDTA). Refer to the EWTS guide for
24 hours a day, T days a week

detailed information on requesting PKl certificates.
Chick here for m fovrmiation

Email to a Friend Print This Document
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‘&3,57 EWTS Messages — EWTS Message Center

Defense Travel System

A New Era of Government Travel

Logoff

Official Travel W Official Travel - Others ¥| Traveler Setup W Reports ¥ Administrative W ROA ¥ cea DMM L J

Documents Awaiting Your Approval --> Click Here
Welcome Helen D DTMO

Qrganization:  HPMO My Signed Documents

Org AcCCess: (Al
. Current Departure

\ Document Hame
Group Access: (All) Status Date

Tvpe

Permission: o,1,2,3,4,5,4,7,8,9 No documents found.

Message Center

Due to scheduled maintenance, EWTS will be unavailable
for 8 hours beginning at 1800 on Friday, April 16, 2011,
Flease plan vour training accordinly.
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Pas« port Applications

s abp - ! @ . )
HOM - Help Tickets I Knowledge Center _ ¢ | Training i Trip Tools Links Feedback
KNOWLEDGE SEARCH

i -
L;) DoD Travel Explorer Home ﬂ

‘ ; Travel Assistance
-

My Help Desk Tickets

o8 Trip calculator

i

[~ Location Report i w

% ANNOUNCEMENTS

TRAVEL. EXPLORER TRAINING

DTS Update - DTSfEWTS BETA Recommended Training

Downtime Scheduled for 2727
TAC Dutreach Calls - February AO/RO - TADCO (COL)
Schedule CitiDirect - EAS1

Now Available -- Fallf/Winter CitiDirect - EASZ
Edition of our Quarterly
Newsletter, The Dispatch
2010 DTA Seminar -- Seats DTA - DTA Overview
Limited for Arlington, ¥A Event - DTA - Maintenance Tool: &n
- Register Today!
GSA Announces 2010 Mileage DTA - Maintenance Tool:
Rates Groups

Zﬂlﬂ_Hasic Allowance for ) -~ wel vid DTA - Maintenance Tool:
Housing Rates Released 51 ? elcome Video Organizations
Current Functional Requirement :

- DTA - Maintenance Tool:
Documents o

CitiDirect - EAS3

Overview
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. ‘abp . : 4
o HOME " Help Tickets | Knowledge Center _ ¢ | Training e Trip Tools , Links
+ Create New licket Form ' rnwse Il|’ II!I!I! !m

* Dienotes a required field.
General Information

* Descriptionf™Then trying o LSe Eils - R —_—

t EWIS received a Servlet 500 error. Time was 0800
Eastern Time.
1
|
|
{
, |
Subject Training il |
EWTS " |

(L3 (T NTH () § M | Functionality

Need PKI certificates (mock CAC)
System unavailable

Attach Docum *

1
When You are Done...

[ Cresto et |
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% Summary
e EWTS Overview
o (Getting Started
 Benefits

« Using EWTS for troubleshooting

 Resources/EWTS Messages
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