Data Tracking System (DTS)

User Manual
http://dts.fws.net
https://dts.fws.gov

Correspondence Control Unit
Telephone: 202-208-7535

April 2008



DTS User Manual [

TABLE OF CONTENTS

ACCESSING THE DTS SYSTEM ..o 1
(1@ N I L@ T I O N I 1
SYSTEIM MBS SAG RS .. iitiieiiie et e ettt e e et et e et e e et e e e et e et e e e et e e et e e et e e et e e eraaaees 2
TIP OF TN WK ... et e e e e e aaba s 2
SeIECT USEI ACCOUNT ..o 2
(@ I8 T o] QR T=T= 1 (o3 o PSR RPPPRSR 2
ROUTING INBOX ..t 2
ROULING OUIBOX ..o e e e e ettt e e e e e e e e e e et e e e eeaeees 3
ADD A RECORD ... 4
FIEI0 DEIINITIONS ..utttititiiiiiiiiiiiiiit it s 4
ADDRESSEE ... 6
F o (o = T o Lo [ STST Y T 6
Y= =Tt N A=V o = SRS 7
o [ N A= 0 = 7
Y= =Tt AN o T ) i T o = SRR 8
TREE VIEW ..o 9
RECORD LOCKING ... oottt et e e e e e e e aaaeeeeeeneeees 9
ACTIVE ROUTING QUICK-VIEW. ... .o 10
WORK FLOW REPORT SETUP ...t 10
COMMENTS ..ttt e 11
ROUTING . ...ttt e et e e e aateeeeeeeeeeeseeneeennees 12
o Lo = T Lo U 1 1 o Yo PSP 12
Routing tO an INAIVIAUAL ..........uuiiiiiiiiiiiii e 13
ROULING COMMENT ...ttt e e e e e e e e e e e e e e e e e e e eeaeanaaaas 14
INSEIT A ROUTING ..ciiiiiiiiiiiiiiiiiieee ettt ettt 15
AT T A CHMEN T S e 17
Upload an AttACHMENT. ... .. bbb 17
Open AN AttaChMENT ... e e e aaana 18
External Routing of an AttaChment...........uuuuiiiiiiiiiiiiiiiiii e 18
CONTROL SLIP ettt s 20
PREDEFINED PROCESSES........cc oo 22
Create A Predefined PrOCESS ...ccooo oo 22
Add A PredefiNed PrOCESS .. .o ittt e e e e e e e e e eeeaannnas 23
SEARGCHING.....cttttttttititititiee e s s s b 24
SEAICN BY DOCN .. 24
SIMPIE SEAICH ...t e e e e e e e e e e aaaaaa 24
AAVANCE SEAICH ... e e e e e e e e e e e e e e earannas 25
RE P O R T S .. ittt ittt taaaeaaanes 26
SChedUIING A REPOIT oo 27
) 0] o =] o 10 o AP 27
DOCUMENT VERSIONING ...t 28
DOCUMENT DELETION ... 30



DTS User Manual

ACCESSING THE DTS SYSTEM (Use Internet Explorer 6)
*Please remember to deactivate any Pop-up Blocker software before using the application.

Step (1)

Step (2)
Step (3)
Step (4)

Go to the following link:

http://dts.fws.net (intranet SWAN access)

https://dts.fws.gov (internet access—from home)

Enter your email address and Active Directory password and click OK.

Press Enter or click Continue at the Welcome Page

If you have more than one User Account, select the one you want to use and press
Enter or click Continue.

A e syRenm 78)

zion of Infarmation and Resource Technology Managemert

You have multiple DTS User Accounts. Please select the account
you wish to uze for this session.

Account Office User Group

{* MARGEMNASH CCU  Administrator

" MARGE MNASHZ AFHC Staff

CONTROL CENTER
Navigation Bar

NN E

Home button takes the user to the Control Center

Back button returns the user to the previous screen

Forward button takes the user to the next screen

Refresh button reloads the screen

Add New Record button takes the user to the Main Information Screen

Search button takes the user to the Simple Search Screen

Predefined Process button to create/edit predefined routings

Reports button takes the user to the Reports Screen to create and schedule reports

1. 2. 3. 4. 5. 6. 7. 8.




DTS User Manual 2

@ Control Center Inbox |V
System Messages .
) Routing InBOX
The DTS (Dsta Tracking System) is currenthy onling =
| Task : | Task : : . : |

i B Record DCH * 5 | Last Name Subject |
i B DEN =0 pssigned Y pueDate —% ‘ =HESL ¥
i % 03583 031262008 s Kodds Southern Sea Otter SAR

If your office is surnamingieviewing a package and you are . P 2007 Grest Lakes Fish & Widlife Restoration Act
returning the package to the originating office for revisions ar o e i Rl Proposals

more information, pleaze add & routing comment so the - — = 5

originating office knows why the packane is being returmed. 035782 03/£25/2005 041012008 Service Directorate Updating Office &cronyms

Also, remember to sdd & "task sssigned” dete for the office yau . 035745 0372572005 LIF o] F 2008 April Directorate Mesting Materials

are a3signing the package to. If you dont assion & date, the . FY2007 Grest Lakes Fish & yWildlife Restoration Act
folder won't shaw in their inbox! [ L 035732 0342072003 i, AFHC Proposals

* Reimbutsement for Use of Privately-Ovened Conveyances
035671 03/20/2008 A BB (FTR Amendmert 2008-02)
T :
Select User Account 035336 034412008 m Summalry of Regional Concurrence on Propozed MFPP
b Allocation Methodology
MEMash - AFHC b . g . T
a5 NS0 03072008 Reg!onal Cirectors - ER 07765 - FEIS fqr the: National Forest System
Regions 1-6 Management Planning
Cuick Search . 032632 1003052007 IS Service Directorate Rewvizions to the Environmental Reviewy Procedures
| FWS DTS Mational Database hd
DCH: =
ES No: o |

System Messages
The System Manager provides the user with the current status of the DTS.

Tip of the Week
Check here for reminders and suggestions on how to make the DTS work better for you.

Select User Account

If you have more than one account in DTS, you can change to the another account by selecting
from the drop down box. The Routing InBOX will refresh with the records associated with the
account selected.

Quick Search
If you know the DCN or ES number of the record you want to view, you can do a quick search by

entering the number in the appropriate field and pressing Enter or clicking the button.

Routing InBOX
Provides the user with the initial view of current records that are associated with the user’s logged
in account (Orig. Office). These records are described by the following:

DCN

Task Assigned Date
Task Due Date

Last Name

Subject
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From your Routing InBOX, you may click on the:

-

e Record button ... to access a record assigned to your office and take appropriate
action

e Up/Down arrows t to reverse order of presentation

@ Control Center [outbox v
e} Routing OutBOX
4+ : = i 2| = Tasks Assigned 3| 5 :|Task  :|Close
Record DCN Subject Input 4| Due Date | Last Name | | Assigned |
= J | ks B & HE - ¥i22 B Complete To _$|dssigned 4l ¥inen
i 034718 Egmg”ni Beach Preserve of Hedlendala oo m00502222008  Reyes 1of12 R4-ARDES  O1HTRO08 021202008
. Report to Congress on the Upper Colarada
; 034715 and San Juan River Basin Recovery 01M7/2005 01282008 Richardson Gof 10 PN 010292008 hiA
Programs
T ossw Erg”zfc‘)'r o for Bison Consarvation nte o wepoos mosoos P 340f 34
5 034685 Experienced Volunissr fvailabity for & o e oo 01312008 Friends of the Nationsl Bison Range 3ot6  RE 0A6R2008 01302008
MBR thru the Spring

Routing OutBOX

In the upper right hand corner of the Control Center, you can select your Routing OutBox from the
dropdown menu. This provides the user with all records the user’s Originating Office has entered
that are open. These records are described by the following:

DCN

Subject

Input Date

Due Date (if any)

Last Name

Number of Tasks Completed
Current Office Assigned To
Date Task Assigned

Task Due Date

Close DCN

If all tasks have been completed and the record is still open (no date in the Closed Date field), there
will be a yellow folder in the Close DCN column of the Routing OutBox. Click on the folder and the
system will automatically enter a date in the closed date field of the record.
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ADD A RECORD

Arone &) (2,0 7 QA &8 @

DTS-Database-FWS DTS-tems=3288¢ | & |

EGEE Search far DCM: = ES Mo =

034851 Input Dste | 04,/01/2008_7] Orig. Office | CCLU
1Nzt O-Cutgoing decument W Inc Date H Due Date 3
Action 4-Signature w External Mo
Doc Type M-Memoranda hd E= Mo
Sig Lewel [r-Drirectar b ES Due Date H
Subject Mew DTS User Manual
Synopsis
Ack Date gz —— Sign Date ]
Irteritm Date H hedivm Select Medium W Sigrned By
Clozed Date H [ Lock Record [ ] wviark: Floe Report Setup

Step (1) Click the Add New Record button = . on the main Navigation Bar. You are now on

the Main Information Screen.

Step (2) The FWS National Database is the default. You can select a different database from
the dropdown menu (right side of screen).

Step (3) Fillin all appropriate fields. Underlined field labels indicate fields that you must
complete.

Step (4) Click the Lock Record checkbox (optional).
Step (5) Click the Save button - to save your record.

Field Definitions:

DCN - A number assigned by the system automatically when you save the record. You cannot
enter any information in this field.

Input Date - Required field - Populates with today’s date; press the calendar button and select
appropriate date if different than today’s date.

Orig. Office - The system will insert your office when you save the record. You cannot enter
information in this field.
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In/Out - Required field - Incoming/Outgoing. Incoming document is one that is coming into the
Service (your office) for response or other action. An outgoing document is one that originates
within the Service that is not in response to an incoming. Select appropriate entry from dropdown.

Inc. Date - Date on incoming letter/document. Press the calendar button to select appropriate
date. Do not enter a date for an outgoing document.

Due Date - Due date for lead office is the date by which all action must be completed. Press the
calendar button to select appropriate date.

Action - Required field -This is the overall action for the document; select from the dropdown list.
Doc. Type - Required field - Document Type. Select from dropdown list. Be as specific as
possible; e.g., for a memorandum on competitive sourcing, select "Competitive Sourcing," not
"Memoranda."

Sig. Level - Select appropriate signature level from dropdown list.

External Number — Use for another number related to your document; e.g., RIN for Federal
Register documents; GAO number for audits, etc.

ES No. — Control number assigned by Executive Secretariat

ES Due Date - Due date assigned by Executive Secretariat; press the calendar button to select
appropriate date.

Subject - Required field. Enter brief subject of document. This field will show up on reports and
space is limited. Be specific so you will be able to locate it in a search. Do not put "Travel
Authorization," or "Request for Actual Expenses," etc., as your subject. If you are looking for a
specific action, these subjects will not help you find it. Better subjects would be:

Travel Authorization - John Doe - Phoenix, AZ — 5-22-07
Actual Expenses - AFWA - Washington, D.C. — 3-15-07

Synopsis - Further explanation of subject, if needed. Do not carry over text from Subject to
Synopsis.

Ack Date - If an acknowledgement letter is sent, enter date by selecting calendar.

Interim Date - If an interim response is sent, enter date by selecting calendar.

XRef - Cross Reference - Enter DCNs of other documents that pertain to this record. For
example, if you received a previous letter from the same addressee on the same subject, enter
the DCN of the first letter in this field.

Medium — Select how you received the letter/document from the dropdown list.

Signed Date - Date document is signed. Press the calendar button to select appropriate date.
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Signed By - Name of person who signed the document.

Closed Date — Date record was completed. Press the calendar button to select appropriate date.

Arome o= = O+ Q3 £ F O jaacut
| Main__| Search | Rend
DTS-Database FWS DTS ftems=32889 | & |
FWS DTS Mationsl Databaze
IE@EW Search for DCK: ﬂ ES Mo: ﬂ
Please add an Addressee to continue.
DiCH 034551 Input Drate 04/01.{"20083 Crig. Office |ZCU
Inout C-Outgoing document W Inc Date H Due Date 3 The Addressee is the person o ofi.icg that the action item was race?ved from or iz
addresszed to. If you are entering this tem for your owen record keeping, you may
2 ction 4-Signature " External Mo enter yourself az the Addressee.
Mooc Type W-Mermoranda v ES Mo Shoy me how
Sig Level C-Directar B’ ES Due Date E
Subject New DTS User Manual
SyNopsis
Aok Date 3| et Sign Date T
Interim Date 3 Iledium Select Medium % Signed By
Clozed Date 3 I Lock Record I wiark Flow Report Setup

Search by Last Mame:

ADDRESSEE

Add an Addressee

Enter one or more addressees and the appropriate address information. You can also select an
office as an addressee.

Incoming document — The addressee is the name of the person who signed the incoming
correspondence or acronym of the Service or Departmental office.

Outgoing document — The addressee is the name of the person to whom the response is addressed
or the acronym of the Service or Departmental office.

Use office acronyms rather than names for documents to/from offices within the Service and the
Department; e.g., for memorandum addressed to the Regional Director, Region 3, use "R3" as the
addressee. Do not use "Robyn Thorson."

Use the following as last names:

Service Directorate
Federal Register
Clearance Record
News Release
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Select A Name

ﬂ Addressas m‘ Forward and
Back buttons
errm at the top of

Search by Lazt Name: | byrd

screen will
enable you to
navigate
within the
Addressee
screen.

the Addressee

Step (1) After entering the core information for your record, scroll down to the Addressee screen.
Enter the last name of the addressee in the Search by Last Name field. Click on the Search button

in the Addressee screen. If the correct name is listed, click on the Last Name and the
addressee information will appear in the Addressee screen; also the Address form will fill in.

Note: If the correct name is not listed, click the Go Back button (see Add a Name,
below).

Step (2) Click the Save Addressee button (right side of addressee screen) to save the
addressee.

Step (3) To enter address information, click the Address tab and enter appropriate data. Click
the Save Address button - (right side of addressee screen) to save the address information.
Add A Name

Step (1) If your lookup from Step (1) above does not produce the correct name, click the Go Back

button to return to the Addressee screen. Fill in the appropriate fields, Last Name is required. Click
the save button on the right side of the Addressee Screen.

rlm-rrm

=earch by Last Mame: |

Saltstion | v E Add

First Mame | | Save

Initial — .

Last Mame | | E Cancel
=B Delete
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Step (2) Click on the Address tab at the top of the Addressee Screen and fill in all appropriate
fields. Click the save button on the right side of the Addressee Screen to save the address
information.

P o <
[Nome 1 Address YV Ofice ]
Addressee Titke { | E

Drganizaﬁnn I=
Address fl E
City | | smte [
Zip | | Country | uUs -

Fax Iﬁ

E-mail | |

Conztituent Cong. State I 'I

Select An Office

Step (1) Click the Office tab at the top of the Addressee Screen. In the Office Lookup field, type

the office or first few letters of the office and press the ellipsis button B . select the appropriate
office.

Step (2) Click the Save Addressee button on the right side of Addressee screen to save
the office acronym.

If the office is outside of the FWS, click the dropdown arrow to select the appropriate Departmental
bureau.

A_L Addressee

Office Lookup | Flal & V| n

[Name T Address T Office

Cifice Lookip Fws " Ju

Lo

Note: You cannot add an office that is not in the office list. To add an office, call the
Correspondence Control Unit at 202-208-7535.
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TREE VIEW

After you save the Main Information and the Addressee, the Tree will refresh with the following

icons at the top of the Tree:
O|a|S = NE
1. 2. 3. 4 5 6

The Refresh button will refresh the tree

The Add Addressee button will open the Addressee Screen at the bottom left
The Comment button will open the Overall Comments Screen

The Add Routings button will open the Routing Screen at the bottom left

The Attachments button will open the Attachments Screen at the bottom left
The Control Slip button will allow the user to create a Control Slip

ogkrwnNE

RECORD LOCKING

On the bottom-middle of the Main Information Screen, there is a record lock checkbox. Check this
box while you are working with a record so the record cannot be overwritten by another user. If you
need to modify a record that has been locked by another user, click on the link at the top of the Tree
to send the user an email asking the user to unlock the record.

DIBGRINE]

Locked by Margie Hashidfws.gow on
04012008 0-1:13 PM

Active Routing:  AFHT (3)
‘f:r-.ﬂain
=%z Addressee

é"@DTS Uzers
'@Nash st cie

In your INBOX there is an icon of a lock if a record assigned to your office is locked. A green lock
indicates the record was locked by you, and a red lock indicates the record was locked by another
user.

@ Routing InBOX

Task : [ Task

Record DCH t.| : | ¢ Last Name ¢ Subject H
— —  Assigned ¥ buepate ¥ ¥ L ehs
r FIE 034551 04101 2008 0402/2008 DTS Uszers, Mash ey DTS U=ser Manual
- 033752 O 236008 01452008 e o Implementing the Mational Fish Habitat Action Plan undet the

FY% 2008 Cortinuing Resolution

-

032632 1073002007 [KIEES Setvice Directorate Revizions to the Environmental Review: Procedures
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ACTIVE ROUTING QUICK-VIEW

Below the Record Locking email link is a quick view of the open routing(s) and the assigned task
(e.g., AFHC (3) = assigned to AFHC for surname). If there is more than one open routing, there will
be a dropdown box. Clicking on the active routing will open that routing in the Routing Screen.

Locked by Margie Hash@[ws oV O
B0 2008 0113 PM

Active Routing:  AFHT (3)
ﬁ'r-.ﬂaln

E‘ f-Q Addrezzes

WORK FLOW REPORT SETUP

On the bottom-middle of the Main Information Screen, there is a checkbox to set up a Work Flow
Report. Use the work flow to keep track of individual records.

wref | | | signpate [ |

Medium | Select Medium =) Signed By | |

Lock Record Work Flow Report Setup

To set up a Work Flow Report:

Step (1) Check the box.

Step (2) Click on the white envelope and select the names of those you want to receive reports
on this particular record. Click the ﬁ button and close the screen.

Lastname: [

Name Selected

Add
Add All

Remove

Remove All

IEmponee List 'I

[s] ser List
Iy Office User List
Input Email
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Step (3) Click on the red clock and select the day and time to receive your report. Click the

button and close the screen.

—

Day -
Monday
Tuesday
Wednesday
Thurzday

Friday

Saturday

Sunday
Times ghown are for your local time zone. The default times are 3:00 AM Eastern time, Monday

through Friday.

Step (4) When you no longer wish to receive the Work Flow Report, open the record and
uncheck the checkbox.

COMMENTS

Comment Date(02/25/2007 =]

Entered By
Comment By |Margie Nash

Step (1) In your current record, click the Comments button ﬂ located over the Tree View or
click on the Comment heading in the tree. The Comments Screen will display below the Main
Information Screen.

Step (2) The Comment Date and Comment By fields are pre-populated with today’s date and the
user's name; enter your comment in the Comment box. Entered By is automatically entered by
DTS upon saving. (If the comment is someone’s other than the user, enter that person’s name in
the Comment By field.)
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Step (3) Click the Save Comment button on the right side of Comments Screen to save the
comment.

Note: These comments pertain to the overall record. See Routing Comments.
ROUTING

Note: The DTS saves the first routing to the originating office when the Addressee Information is
saved so that you can make further modifications to your record. If the document will remain in
your office for action, you must remove the date in the Task Completed Date field and save the
routing. This will indicate that the document is in your office for action, and it will show in your
Routing InBOX.

Add a Routing

Step (1) Inyour current record, click the Routing button —&J located over the Tree View or click
on the Routing heading in the tree. The Routing Screen will display below the Main Information
Screen.

_ @ oOffice =l
Assigned To
O Inividusl
Task Due Date EE
Task Lssigned Date EEle)
Task Completed Date B
Tazk Select Tazk b

Predefined Processes [

Send Email [
Azsigned By =

Step (2) Input the following information:

o Assigned To (required field): Type the first few letters of the office acronym and click the
Ellipsis button £ to select office
Task Due Date: Enter due date for Assigned To office
Task Assigned Date: Enter date only when document is routed to Assigned To office
Task Completed Date: Assigned To office enters date when action is completed
Task (required field): Select appropriate task from dropdown list
Predefined Processes: Click this box if you wish to use a Predefined Process (see
page 22)
Send Email: Click this box if you wish to send an email to the Assigned To office
e Assigned By: DTS will enter automatically.
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Step (3) Click the Save Routing button on the right side of the Routing Screen to save the
routing.

Step (4) To add additional routings, click the Add Routing button on the right side of the
Routing Screen and repeat Steps (2) and (3).

Routing to an Individual

[Route Comment | Append

Azsigned To & oi AR CLA E
(%) Individual |Hugaler, Matthew = Private

Tazk Due Date 04/22/2008_5) =

Task Assigned Date | 04/17/2008 7] (O E

Task Completed Date B

Task | 3-Surname v |

Send Email [

Azsioned By Mash, Margie =

Last Updated margie_nashi@ s gow 040 72008 101512 Ak

Step (1) In your current record, click the Routing button —&J located over the Tree View or click
on the Routing heading in the tree. The Routing Screen will display below the Main Information
Screen.

Step (2) Select Individual button in the Assigned To field, enter the individual’s last name, and
press the ellipsis to select the individual.

Step (3) Check the Private box if you do not want the routing viewed by other offices.

Step (4) Fill in the remaining fields and click the Save Routing button on the right side of the
Routing Screen to save the routing.

Note: A routing to an individual shows in the individual’s InBOX on the Home Screen, not in the
individual’s office INnBOX.

If you click on a private routing to an individual that your office did not create, you will not be able to
view it. You will see the following warning.



DTS User Manual 14

<=~ Routing >

Thiz 15 a private routing. Tt may be wiewed only by the office that created it or the
person it was task to.

Routing Comment

Step (1) Click on the Routing in the Tree that you want to add a comment.

<=7, Routing
Fe 2
| Route Comment || Append

_ O office  |AEA-CLA
Azsigned To

) Ingividual | Huggler, Matthew = Private

Task Dus Date 04/2272008 1)
Task Assigned Date Ga/17/ 2008 80

Task Completed Date |~ 9]

T
ccee B

Tazk | 3-Surname W |

Send Email m

Assigred By Wash, Margie =

Last Updated margie_nazhi@ s gow 040 72008 101312 Ak

| .
Step (2) Click on the e tab in the Routing screen.

% Commaents «
—

Comment Date | 04,/17,/2008 9 Please review, edit if needed, and

Erfered By Margie Nash return by the due date.

Commert By |Margie Nasﬁ

EFEED

Step (3) The Comment Date and Comment By (name of person making the comment) fields are
pre-populated with today’s date and the user’'s name; type your comment in the Comment box.
Entered By is automatically entered by DTS upon saving.
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Step (4)

Click the Save Comment button on the right side of Comments screen to save

your routing comment.

Step (5)

The Tree will automatically refresh displaying your comment.

Locked by margie nashffws.qov on
O4AT2008 10:38 AM

Active Routings: bt
1":r-.ﬂ:ain
= ‘fH Addrezses

@Delaum Roza
1"b'rlil Comments
= %6 Routings
=1 407008, CCU (2)

@DMEI?J‘EEIEIELMarqiE Mazh
= +# pao7ie008, RS (12)

@mmsmnna.mathv Ky
+ 0441 62008, AES (T)

= '04!‘1 Tr008, AEA-CLA (3

@Dam 712008 Mardie Nash <=

'D-‘-m Tr2006, AES CF)

oL
= ‘fH Aftachmerts

Qm MOFI2008 034551 incoming pdf
‘f-'rlil External Routings

€40 Cortral Slips

Insert A Routing Between Two Existing Routings

If you need to insert a routing between two routings in your routing list:

Step (1)

Step (2)

Step (3)

Click the routing that is below where you want to insert your new routing.

In the Routing screen click on the | _Append A tab.

Input the following information:

Assigned To (required field): Type the first few letters of the office acronym and click the
Ellipsis button £ to select office

Task Due Date: Enter due date for Assigned To office

Task Assigned Date: Enter date only when document is routed to Assigned To office
Task Completed Date: The Assigned To office enters the date when the action is
completed
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e Task (required field): Select appropriate task from dropdown list
e Send Email: Click this box if you wish to send an email to the Assigned To office

e Assigned By: DTS will enter automatically or you can click Ellipsis button B 1o select
name

Inserting before AEA
) Office =

Azsigned To
) Indliviclual

Tazk Due Date

5]
Tazk Az=igned Date 3 @
]

Tazk Completed Date

Task |Se|ectTask Vl

Predefined Processes [
Send Emsail [
Azsigned By =

Step (4) Click the Save Routing button on the right side of Routing screen to save your
inserted routing.

“_‘:Main
E‘"“H Addresses

i Delauro, Rosa
‘e}ﬂ Comments
E“f}ﬁ Routings

- = panzion0s, oo (2

------ @DMD?EDDB.MarqiE hash
=l ainz o00s, RS (12

0052008 Kathy King
+ 047162008, AES (3]

E"".mn Ti2008, AEA-CLA (51 <=

""" @mm 752008 Margie Mash

O 070008 AEA (3]
P Col (2
E‘"‘f}l Attachiments

i ""Om M7 L2005 034551 incoming fdf
‘e}ﬂ External Routings

0 Control Slips

Step (5) The Tree will automatically refresh displaying your inserted routing.
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ATTACHMENTS

Upload an Attachment

Step (1)

Author [Margie Nash |

Document

Description

(029844 DTS User Manual |

Keyworde | |

Document: |C:\Dncuments and SettingsiMargie Mash\Desktop\DT = Browse... |

Click the Attachment QI button located over the Tree View or click on the

Attachments heading in the tree.

Step (2)

Step (3)

Step (4)

Click the m tab in the Attachments Screen.

Input the following information:

Author (required field): Type name of author

Document Description (required field): Type brief description of file

Key Words: Type keywords (not required)

Document (required field): Click the BROWSE and locate the file you want to attach

Press the ﬁ button, and you will be presented with a confirmation page

stating the following:

Step (5)

File Name: The name of the file you uploaded
File Size: The kilobyte size/count of the uploaded file
Content-Type: The type of file uploaded

Click the button.
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Open An Attachment

Q Attachments
Upload
View File Description Date + Version Author  Detail Ext.Rout
) set Manual.doc ser Marua
DTS User Manual.d 029544 DTS User Manual 0202802007 41 Margie v
Mazh
7\ . 0295844 Quick Reference Marie .
' DTS Grefouide 0913 pef 020282007 ek ?
.\ Office Names and 029844 Office Names and Marie .@
\'v’ Acronyms.doc ACronyms fzzsatig Mazh

Step (1) Click on the Attachments heading in the tree. The Attachments screen will display below
the Main Information screen.

Step (2) Click on the Attachment jll button in the View column of the document you want to
open. You will be presented with the options of Open or Save the document.

Step (3) You can open the document to print or you can download the document to your
computer.

External Routing of an Attachment

An external routing is used to send a document to someone who does not have access to the DTS.

Step (1) Click on the Attachments heading in the Tree View.

Step (2) Click on the External Routing ﬁ button to the right of the document you wish to send.

M External Routing

Tazk | S-Review/Comment V|

Flease review the attached DTS Manual and
send me your comments by March 30,

Emiail Texd:

: [
Select email recipients to receive your report: ) Emplovee List O Input Email

“Swe | olte
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Step (3) Select the task from the dropdown menu and enter the text to be sent with your email.
Step (4) Select recipients from the Employee list or Input Email address.

Step (5)  Click the button.

Step (6) Click the M izl

button.

-ﬁ:'Fyfnrn;ﬂ F"nll'l'iﬂp

S-Review/Camment

gase review the attache anual an
send me your comments by March 30,

Save *  Submit

.{Ef?'l:yfﬂrnp! Routing

S-Review/Comment -

ease review the attache anual an
send me your comments by March 30,

Mikki_Randaolph@fwes.goy -

03/0452007
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Step (7) The Tree will automatically refresh displaying your External routing

QBRI H)
Locked by Margie Hashifws.gow on 0228 2007 05:3% AM
&etive Routing:  CCLLC2)

itain

E‘"‘f:? Addreszee

{ @Nash hargie
=¥ comments

5 @DEESEDDT.MEFWE Mazh
=2 Routings

i b 02/28/2007, CCU (2)
=l ABHR-PDM (5)

™ @DQQBEDDT.M&ME Mazh
=3 attachments

. Qnmamnn?.ms Grefuide 0913 pdi

""" @DED_SEDD?.Office Mames and Acronyms.doc

{ QDEQEEUU?.DTS Uzer Manual with edits doc
=% Eternal Routings

ey
P C)mmmnn?.ms User Manual with edits doc <=

CONTROL SLIP

Note: To generate a Control Slip, you must have the record showing in the Main Information
Screen.

Step (1) In your current record, click the Control Slip button |ﬂ located in the Tree View or click
on the Control Slips heading in the tree.

Step (2) If you want to include comments on the Control Slip, type the comments in Comments
block and press the Generate Control Slip button. If you do not wish to include comments, just
press the Generate Control Slip button.
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Wiceroisic (E5)

DnZh 034551

Comments Type comments to print on the
contral slip in this field|

“ Generate Control Slip

Step (3) Press the View Control Slip button to view the PDF generated Control Slip.

CnZi 0354551

The Control Slip is automatically attached to your record. If you change or add additional routings,
you will need to generate a new one.

FISH AND WILDLIFE SERVICE FIS Farm 3-2182
Aach o o of ol
DOCUMENT TRACKING CONTROL SLIF
Db [461702004
[ oow omsm ES M
Oy OlMicss Il Db Al P facking’
ooy [l ]
Due Date: Eignamne Levei: Rz Delaura
01352008 o
Sulel
Elzing plovar
Commnla:
Type comments jo print on T control slip in Bl isd
Tiik Coses
O - Prapars Craft Raply % = PaviewCcrmant 11 - Sirultsnscos Eurmssas
1 - Frapara Raply & - Favisa 12 - Ermil Draft Raply
1 - hpproprisks Reoeion 7 - dbkain Rdditisnal Conrants 13 - Advancs Rasd
1 - Sumsms A - dthar - Gsa Cormants 14 - Fila
4 - Signsturs g - HMeil/Diskribuats 1% - For Tour Imformakion
10 - Finalizs 14 - Surnsms through 075
Rnumg:
Assigned To Task Adsigned Dale Dus Dale Compieied Date
ocir 1 - Agproestale Aclion L R L] ATIN08
[&] 12~ E-madl Tt Thew DTS 0 Ripie ] (16008 (6008
AE3 3 - Sufnae G008 41 T8 DWET08
AEA 3 - Bumane MANI00E 442 L0008
ocer 1 - Agprogsials Aclion
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PREDEFINED PROCESSES

Create A Predefined Process

r_% Routing

DTS-Predefined Process- | o) I

urrert Processes | w

Process Code

Description | |

Private Process IE

B Some - Gancel [0

Step (1) Press the Manage Predefined Process button ﬁ located on the Navigation Bar.
Step (2) Required, type a Description of your process in the Description field.

Step (3) Optional, click Private Process checkbox for your use only, if desired.

Step (4) Click the ﬁ button. You will see the following tabs:

Procoss Name | Routings | View |

Step (5) Click on the Routings tab.

Step (6) Select an office, task, and the anticipated turnaround days (turnaround days is optional).

Note: Do not include your office as it is automatically added when you save your record.

Step (7) Click the ﬁ button.

Step (8) Click the “ button to add another routing to your predefined process.

Step (9) Repeat steps 6 through 8 for each routing in your process. To view your Process, click
on the View tab. Ensure your routings are in the desired order.
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| DTS-Predefined Process-000000125 | @& |

PProcemName | Routings | View )
000000125
= %4 Routings

Add A Predefined Process

Erouting SN

® office =
Azsigned To
O Indivicusl
Tazk Due Date _H
Taszk Azzigned Date _H @
Task Completed Date~ |9
Task | Select Task V|
Predefined Processes W) 000000125-CCU Simultaneous Surname v
Send Email |l
Azsigned By =

Step (1) Select the Add Routing &J button from the Tree or click the Routings heading in the
tree.

Step (2) Click the Predefined Processes checkbox in the Routing screen and select a process
from the dropdown list.

Step (3) Click the Save Routing button on the right side of Routing Screen to save your
Predefined Process. The Tree will automatically refresh displaying your predefined routings.

Note: You can use the Predefined Process for making multiple addressee distribution (e.g.,
Service Directorate). Follow steps (1) and (2), enter the Task Due Date, Task Assigned Date, and
click the Send Email checkbox. Click the Save Routing button and your routings will be saved and
sent. Ensure you upload any attachments before completing this process.
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SEARCHING

Search By DCN

- E Search for DCR: | 034551 n ES Mo n
DCN Input Date | 04/17/2008_5] Orig. Office
ot | Select In-Dut v| Inc Date 3 Diue Date 3
Action | Select Action Code v| External Mo
Do Type | Select Document Type v| ES Mo
Sig Level | Select Signature Level v | ES Due Date el
Subject

Step (1) On the Main Information Screen, enter the DCN of the record you want to view in the
Search for DCN field.

Step (2) Click on the button or press Enter to view the record.

Note: If you wish to display a record in a database other than the Default database, you must
select the desired database from the dropdown menu above the Tree.

Simple Search

[ Main | Scarch | Reports |
DTS-Search Database-FWS DTS-ems=32888 o) I

FllS DTS Mational Databaze
20N = Infut Date O DueDate :"—_.:|
Subject Last Mame ES Mo
Drig. Office -]
Result Options; | A - Wiew Reportin Summary screen V| M| Exclude Routing

Sort Order: OAscending @Descending hax Resufts: Amme Search Screen

Step (1) Click on the \'& button on the Navigation Bar or the m tab to open the

Search screen.

Step (2) Enter the criteria for your search. You can also use the following Searching Operators to
scope your search.

Searchlng Operators

= | Equal to the value specified

~ | Not equal to the value specified
* | Containing the value specified
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Step (3) Select your output and sort order.

A - View Report in Summary screen

Submit

Step (4) Press the button.

Advance Search

= Search Reports
(7)) Help

FWS DTS Mational Database i

) — =

B T —)
B ==
B —

A - Viaw Reportin Sumrnary screan i E

Submit

"JAdvance Search Screen |

Step (5) To further refine your search, click on the button and

define your search criteria.
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REPORTS

DTS- Reports (@) Help |

—IﬂRegurts
Select a report to run from the list to your right: Ef:-Assl et

i .Frum Qriginating O ffice

?"".Executi'.re Secretary Office

5"""Ruuting Status

§"".‘Status of Open Records
""" "Fureign Travel Report

Step (1) Click on the Reports button on the Navigation bar or the tab to open

the Reports screen.

Step (2) Select a report from the Tree View.
e From Originating Office — User’s assigned office
Executive Secretary Office — Assignments to FWS from Secretary’s Office
Routing Status — User can select an office to view routing status
Status of Open Records — User can select from an Originating Office to a Head Office.
Report will show open assignments to selected Head Office and sub-offices.
e Foreign Travel Report — Shows open documents with the DocType of Foreign Travel.

DTS- Reports | o |
"‘f‘ﬁms

Report to run: From Originating Office E"f-ﬁssignments
Select report output option - web page is the default 5"".me Originating Office
| C - Download Report As Microsoft Word File j %"".Executi'.re Secretary Office
tems Due on one of the options below- ’M

" Outstanding as of Today & Next 5 days © Next 30 days © Next 60 days i'm‘.ﬂﬁt”s Lot
Fiter report by custom text in subject field 'MM

|
EI Opened tems Only
® . Create Report

-5chedule Report-

Step (3) Select the output format from the dropdown list.
Step (4) Select the results of Outstanding as of Today, 5 days, 30 days, or 60 days.
Step (5) Click the Create Report button.

Step (6) Click the View Report button. A box will appear that gives you the options of opening
and printing the report or downloading the report to your computer.
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Scheduling A Report

Input your reportischedule name. |My Report

Step (1) Click on the Schedule Report checkbox below the View Report button.

Step (2) Enter a Name for your report and click the Save button

I

Input your report/schedule name. |l‘--1'5.-r Report |

Select date and time to receive your report:

Select email recipients receive your report:

Input Email Text Below:

This is my report for the staff meeting on Monday 2l
-Schedule Report- | mnrning at 8:30)

IE Check to stop this scheduled report.

S sae
Step (3) Select the day and time to receive your report by clicking on the red clock.
Step (4) Select the email recipients by clicking the on the white envelope.

Step (5) Add an email text to send with your report and click the Save button.

Stop Report

|I*/| Dpened tems Only
g Create Report

IM‘y’ Report j

Step (1) Select the report you want to stop receiving from the dropdown box below the Create
Report button.
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Input your report/schedule name. |My Report |

Select date and time to receive your report:

Select email recipients receive your report:

Input Email Text Below:

This is my report for the staff meeting on Monday
-Schedule Report- | mnrijng at 8:30.

Check to stop this scheduled report.

Doiote |~ Swve |

Step (2) Click the checkbox to Stop the Scheduled Report or click the Delete button if you no
longer want the report.

Note: If you are going on leave or travel, you my want to just stop the report for the period you will

be away instead of deleting completely. The report can be restarted following steps (1) and (2) and
clicking the checkbox.

DOCUMENT VERSIONING

Step (1) Click the Attachment button Q over the Tree or click on the Attachment heading in
the tree.

O Attachments
Upload
View File Description Date j Version Author  Detail Ext.Rout
%) DTS User Manual doc 029844 DTS User Manual 020282007 1 VAL
Mazh

0N ) 029544 Quick Reference Margie .
S DTE_Grefguide 0913 pof Guide Q22552007 Mash ?

< Office Mames and 029544 Office Mames and Margie .@
\L’ Acronyms.doc Acronyms peree Mash

Step (2) Click the View Versions button in the Detail column.
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Upload Version m

View File 4  Descripton | Date | Version Status Pending Edit
T\ DTS User 029844 DTS User .
v Manual.doc Manual By PR ﬁ W

Summary:

Step (3) Click the Upload Version tab

Version: #2

Author [Margie_2 Nash |

Document

[DTS User Manual with edits

Description

Keywords |

Document: |C:1Ducurnents and Settings\Margie Mash\Desktop\DT|  Browse... |

Step (4) Enter the following information in the Document Upload screen:
Author (required field): Type name of author

Document Description (required field): Type brief description of file

o Key Words: Type keywords (not required)
[ ]

Document (required field): Click the BROWSE and locate the file you want to attach

Step (5) Press the ﬁ button, and you will be presented with a confirmation page,

stating the following:

¢ File Name: The name of the file you uploaded
o File Size: The kilobyte size/count of the uploaded file
o Content-Type: The type of file uploaded

Step (6) Click the button.
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— =3 Attachmerts
W i b Oomammms Qrefouide 0913 pot

o OD2I28I2IJD? Office Mames and Acronyms doc

View File Description Date i Version Author  Detail Ext.Rout : o 002 85007 DTS User Manual with edits doc _
i) DTS Qrefouice 0913 paf oot QUCKREIEIENCE o) oeonny el . = 1 Exernal Roufinge
Guide Mazh @
2\ Office Names and 029544 Office Names and Mar e S . 030472007 DTS User Manual with edits doc
W 02/28/2007 v ]
Acronymz.doc Acronyms Merzh {;U Contral Slips
) DTS User Manual with . ’ hargie . .
L etz doc DTS User Manual with edits 0272872007 W2 Mash v

The new version automatically becomes the Pending version and shows in the tree.

To view earlier versions of a document, click the View Versions button in the Detail column.

Upload Yersion m

View File 4 Description 4| Date | Version Status Pending Edit

7\ DTS User 029844 DTS User s

v Manual.doc Manual Lemiot Draft W
) DTS Uzer Manual |DTS Uszer Manual . )

v with edts.doc | with edits (2128/2007v2  Pending [ TEdi]

Summary:

DOCUMENT DELETION

If you need to delete an uploaded document because of an error:

Step (1) Click the View Versions button in the Detail column

Upload Yersion m

View File ¢ Description 4| Date _§| Version Status Pending Edit

£\ DTS User 029844 DTS User .

\‘-/' Manual.doc WManual e ST E W
£} DTS U=zer Manual |DTS U=ser Manual

v with edits doc with edits SEELRLILLE Ll E W

Summary:

Step (2) Click the Edit button ﬁ to the right of the document to be deleted.
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-‘. Attachments

Cortent Type: applicationdnsaord

Mgt Drate: 272572007 121412 P

Impot by Lizer: Mash, Margie_2

File name: ser Manual with edits.Qoc

Authar P

Description; ser Manual wi

e e Iﬁ
Feturn to Summary:

Delete
Step (3) Click the button. A confirmation box will pop up. Select yes or cancel.
Step (4) Click the button
HELP

In the Main Information Screen, there are three types of Help

F

h’!" About
© Contacts Menu Bar Help
4 Navigation Bar Help

(lHclp Reference Help
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The Menu Bar Help © Contacts shows the current version, build, and new features of the DTS,

and also who to contact for user support.

DTS
Version: 2 Build: 58

The Data Tracking System (DTS) is a web-bazed application designed to pravide the uzer baze with & centralized, secure, and easily accessible location to
store, transmit and collaborste on service information.

What's new in this release:

Biuiled 55 (034 712008 & Each bureau now has itz owen Tip of the Week,
Build 57 (020282008 ® Addreszee s novy required on all newy DCMs. & help page is displayed to assist inentering one or more addressees.
Build 56 (02525,2005) & Mew Routing Qutbox page displays the status of all open DCMs created by your office.

& Plew option lets adminiztrstors designate which users can be routed to directly by ather agencies or bureaus,

® You may now designate a tazk when selecting a predefined process and the code will be assigned to each task in the
predefined process list.

s Added & user option allowing users to zelect full screen (default) or normal mode for the DTS window,

The Navigation Bar HeIpE d allows the user to turn on/off tool tips:

Data Tracking System (DTS)

_‘% Fish and Wildlife Service, LS, Department of the Interiar

—

DTS - User Settings |

ActivateiDeactivate your user settings below:
Dizzhle Tootip  Thiz change takes effect with the nexdt record you edit.

You must close your broveser wwindowe and restart for this
change to take effect.

ird
v Full Screen Mode
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-q
<==. Routing
. ® office | oHl
L=signed To
O Individusl
Task Due Date ﬁem Document routed to (office). Press | —=
ellipsis button for pick list.
Tazk Assigned Dete ﬁﬂﬁl @ ’ h E

Task Completed Date |~ @7

Task | Select Task vle
Fredefined Procezses Iﬁﬂ'

Send Emsil re

& zzigned By | |9=

The Reference Help JQ}_I allows the user to access the Quick Reference Guide online:

(?)Help

Contral Center

Add & Record

Select S Erter Addresses
Add an Atachment

Add = Routing

Add 3 Comment

G Guj Gu Guj Gu) Guj

Control Center

After you log into DTS, you will see all records
azzigned to your office that are pending action.

From your Rodting InBOX, vou may click on the:

S
# Record button -7 to access a record
azsigned to your office and take the
appropriate action



