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Introduction
There is no activity more critical to the successful deployment and implementation of the Defense Travel System (DTS) than training.  A well-designed and enthusiastically executed training plan is the foundation needed to make the DTS a winner at each DLA facility.  Good training will:
· create enthusiasm about DTS

· assist in identifying common (typical) user problems

· make users (and organizations) at every level more self-sufficient

· reduce the error rates for travel authorizations and payments, and

· enhance user acceptance of DTS.

The DLA Training Center (DTC) is the trainer of choice for conducting Authorizing Office/Certifying Official (AO/CO) and Traveler training for DLA activities during Phase II deployment of DTS throughout the Agency.  Sustainment training and training for DLA sites deployed during Phase III may be satisfied in the manner that best meets their needs.  After initial DTC-furnished training, options for follow-on and Phase III site training include Web Based Training (WBT), and contracting with the DTC or Northrop Grumman Mission Systems (NGMS).

Purpose

To provide DTS training for the Lead/Site Defense Travel Administrator (DTA), Organizational Defense Travel Administrator, Help Desk Personnel, Authorizing Officials (AOs)/Certifying Officials (COs), frequent travelers, and other travelers at each DLA activity.  This will be accomplished by taking advantage of the training assets that are available and fulfilling each activity’s training needs. 

Goals

Successful employment of DTS training will:

· Provide Lead/Site DTAs with instruction on the basics of DTS and an understanding of the resources that are available to assist in meeting the various implementing challenges.

· Provide Organizational DTAs with instruction on document preparation, electronic document processing, and budget processing.
· 
· Provide Help Desk personnel with knowledge to track and solve problems or forward to appropriate level for resolution.


· Provide AOs/COs with the knowledge to carry out their responsibilities within DTS, such as the ability to authorize and obligate travel funds.

· Provide Frequent/Other Travelers with the knowledge of basic traveler functions, such as being able to create a travel authorization, amendment, and voucher.
· 
Responsibilities

DTS training responsibilities are listed below.

· Program Management Office (PMO)/NGMS 
· Provide training for Lead/Site DTAs (4 days)

· 
· 
· Provide Help Desk Training (incorporated in DTA training)
· Site
· Fund AO/CO and traveler training.
· Training Contractor (DTC or NGMS):  

· Provide classroom instruction for Travelers  (3 hours) (successive sessions)

· Provide classroom instruction for AOs (4 hours) (successive sessions)

· Provide follow-up DTA/AO/Traveler instruction for new employees

· DTS Training POC
· Provide required classrooms and equipment for training

· Coordinate dates, times, and places where training will occur

· Provide class rosters including each participant’s name

· Ensure participants are available for scheduled training

· Schedule training courses (e.g., Lead/Site DTA or contracted Traveler/AO/CO courses).

Training Audiences and Objectives
Conceptualizing the overall training challenge by listing the characteristics of the various DTS target audiences and the training objectives for each group can be helpful.  This kind of analysis is the basis of any good training program, because it allows the DLA to determine the overall training loads, calculate resource requirements, and schedule training to take best advantage of training assets.

	Target Audience
	Training Objectives
	Training By

	Lead/Site DTA
	· With support from PMO/NGMS, plan and implement DTS deployment

· Organize/oversee Site DTA function
	PMO/NGMS

	Organizational DTAs
	· Become the organizational expert for DTS

· Maintain up-to-date traveler and AO/CO data within DTS
	PMO/NGMS/DTA


	Target Audience
	Training Objectives
	Training By

	DTS Trainer
	· Be able to present DTS user-level instruction to travelers, AOs/COs
	DLA Training Center/NGMS

	Authorizing Officials (AOs)/Certifiying Officials (COs)
	· Carry out AO/CO responsibilities within DTS—to authorize travel, obligate travel funds, and certify travel payments

· Understand AO/CO pecuniary liability
	DLA Training Center/NGMS/CO Legislation CBT

	Frequent Travelers and Administrative/ Travel Clerks
	· Create travel documents (authorizations and vouchers) as needed

· Know how to get Help Desk support

· Safeguard digital signature
	DLA Training Center/NGMS/DTA



	Infrequent/New Travelers
	· Know who in the organization will prepare travel documents

· Provide necessary information to travel clerk or individual who will prepare travel documents
	DTA or WBT


	Verifying Official (VO) and IT staff
	· Implement public key infrastructure (PKI) and digital signature processes with the Common Access Cards (CAC) 
· 
	DISA

	Help Desk Personnel
	· Provide Help Desk support to all DTS users

· Maintain Help Desk data files on recurring problems

· Forward system problems which cannot be solved locally to NGMS
	PMO/NGMS and DTA

	Alternate Contracting Officer Representative (ACOR)
	· Oversee NGMS and Commercial Travel Office (CTO) contracts
	Local training


	
	
	

	
	· 
· 
· 
· 
	

	
	· 
	


By looking at your organization, you will be able to determine who and how many need to be trained, what training they need, and what method of instruction is best for your organization (e.g., training contractor).

Training Provided by PMO/NGMS and DTC
As indicated above, the PMO/NGMS and the DTC provide valuable assistance in meeting your training challenges.  Specifically, the following training is offered:
· Lead/Site DTA Training:  Provided by PMO/NGMS
This training is accomplished by attending a 2-day DTA seminar—at a location to be determined (usually at the NGMS training facility in Fair Lakes, VA)—where students will learn the basics of DTS and gain an appreciation of the resources available to assist them in meeting implementation challenges.  These seminars are scheduled every quarter (or as needed).  Attendance should be as soon as possible after making the appointment of Lead DTA, but at least 120 days prior to DTS implementation at your facility.

· DTA Functional Training:  Provided by PMO/
· NGMS
Depending upon the deployment schedule and workload, PMO/NGMS will provide training for your DTA personnel either at your facility or at a centrally located site.  This detailed DTS instruction is aimed at Lead Site DTA personnel and includes presentations, practical exercises, and discussions.  The PMO/NGMS team will bring with them a local area network version of DTS, along with all required software and databases, for use by instructors and students.  Much of the training is hands-on instruction, which is useful in setting up DTS at your facility.

This training, which takes 4 days, should be scheduled with the PMO as soon as DTS members are identified, and as close to 60 days prior to implementation as possible.  You should coordinate with the PMO to determine seat availability, and be sure to take advantage of every seat offered to you—all key members of your DTA team should attend, and as many ODTAs as space allows.  In addition, allow space in this training for tenants who will be a part of your DTS effort.  


· Help Desk Training:  Provided by PMO/NGMS
The DTS help desk personnel will need many of the same skills as your trainers.  This one-half day of training is incorporated in the DTA training.
On-site Training for Traveler, AO/COS:  Provided by the DLA Training Center or NGMS on a fee for service basis.
· 
· 







·  
Using the materials provided by the PMO/NGMS, the DLA Training Center or NGMS can provide on-site training for your travelers and AOs/COs.  The DTS Traveler Workshop provided by DTC will consist of a 3-hour block of instruction that will include a basic understanding of the Joint Federal Travel Regulation (JFTR)/Joint Travel Regulation (JTR), Appendix O, Simplified Entitlements, and guidance on the Proportional Meal Rates.  Using DTS, the traveler will initiate and update travel documents and complete travel claims.  In addition, the traveler will learn to appropriately route documents within DTS based on the stages of travel, and use a digital signature to validate travel documents.

In addition to the above, the AO/CO will receive an additional hour of training that will provide the

knowledge to apply the JFTR/JTR, Appendix O, Simplified Entitlements, guidance on Proportional

Meal Rates, and how to select the proper lines of accounting (LOA) in order to determine the appropriateness of travel requests and claims for reimbursement.  The AO/CO will use DTS to approve requests for travel and approve completed travel claims.

The DLA Training Center will provide services to DLA on a reimbursable basis.  The goal of the

reimbursement process is to reduce costs of goods and services by offering customers the opportunity to obtain those services at the highest quality and value for the lowest cost.  Contact either the DLA Training Center or NGMS for specific price information.  

DTC Personnel

The course manager and lead instructor for the DTS Traveler and AO/CO training is Bobbi L. Hopkins.  She can be contacted by phone at DSN 932–7046, commercial (269) 961–7046, by fax at DSN 932–7055, or by e-mail at bobbi.hopkins@.dla.mil.

NGMS Personnel

The NGMS Training Manager is Ray Canada.  He can be reached at (703) 968-2371 or by email at Ray.Canada@ngc.com.

Training Methods and Media

There are numerous training methods you can use to achieve the training objectives for each of your target audiences.  They are explained below.

WBT





The DTS Contractor, NGMS, has developed on-line training to familiarize you with the latest version of DTS.  

The DTS Web-Based Training for the Enhanced Jefferson Release is provided for travelers, routing officials, and administrators.  This can be accessed by going to the DTS Homepage, selecting Training from the menu on the left side of the page, and then select DTS On-line Training.

Functional training covered in the DTS WBT includes Document Processing, Route and Review, Defense Travel Administration (DTA) and Centrally Billed Accounts (CBA) Reconciliation.  The DTS WBT is designed for first time and experienced users, and provides a self-paced training at the user’s desktop.

The DTS demonstrations are “silent movies” showing the steps and screens to complete various tasks within DTS.  While the demonstration is running, the navigation bar on the bottom of the screen can rewind, backup, play, pause, forward or exit the program.
DTS Policies and Procedures Web-Based Training (WBT) course provides the user with important information on the background and history of Defense Travel System (DTS) and travel in accordance with the JFTR/JTR, Appendix O, the policies and procedures that govern travel when using DTS.
DFAS CBT 
The Defense Finance and Accounting Service (DFAS) has developed a CBT for certifying officials entitled “Certifying Officer Legislation” (COL).  This CBT is used to familiarize DoD personnel with the responsibilities and accountability associated with their appointments as Certifying Officers in support of the payment process.  Completion of this training is mandatory for all appointed AO/COs.  This training is also located at the DTS web site under the Training tab (select DTS On-line Training).


· 
· 
· 
· 
· 
· 
· 
· 


Platform (classroom) Training

Whether you use DTC or NGMS, the following classroom training shall be provided:

· Authorizing Officials/Certifying Officials.  This instruction should be conducted in a training room and should include platform presentations, hands-on training using of the Enterprise Web Training System  (EWTS) of  DTS, and practical exercises. 

· As previously discussed, the instruction may incorporate the WBT.  AOs may be asked to preview the WBT before attending the classroom training. 

· Frequent Travelers.  Depending on the local DTS implementation schedule and the number of frequent travelers to be trained, this training may be conducted either in a training room or, if there are too many to be trained in this manner, in a larger classroom or auditorium setting.  Each facility has the flexibility to choose what best fits their situation.  However, hands-on training at a PC terminal is recommended.

· Since frequent travelers may need to know how to use the  DTS to produce travel documents, they will require fairly detailed instruction on the document processing and when and how to use the digital signature.  Trainers, whether DTC or NGMS, may integrate the WBT training and platform presentations to achieve the desired training objectives.  If resources and time allow, training of frequent travelers in small groups is best.  Handouts should be provided.

· Other Travelers.  Personnel who expect to travel rarely will not require the same level of individualized instruction as the groups discussed above.  In general, they need to know what DTS is and who in their organization will prepare travel documents for them.  They also need to know how to begin should they have to prepare their own documents, and how to get help.
Large classroom settings or auditoriums can be ideal for this training.  DTC, or NGMS can provide a 1–2 hour introduction to DTS, incorporating the platform presentation.  Handouts should be provided.  In addition, these travelers could be scheduled last for classroom instruction.

Training Materials

In addition to the WBT, the following guides are available for use in your training program:
· DTS Defense Travel Administration User’s Guide.  Developed by NGMS, this manual is used in DTA training classes.   The manual provides the DTA with specific instructions on the Systems Administration functions relative to document preparation, electronic document processing, and budget setup.  The guide also contains basic instruction on Document Preparation and AO procedures.  The guide may be downloaded at  http://www.defensetravel.osd.mil/dts/site/trainingmanuals.jsp#6.
· 
· 


· DTS Document Processing Training Material.  Another NGMS product, this material provides

instructions on the basic functions of the DTS.  
This material teaches users how to create, sign, and review authorizations, vouchers from authorizations, local vouchers, and amendments to travel documents.  The material provides AOs with instructions on how to pre-audit, sign, or adjust documents within the Route & Review module of the DTS. 
 
Quick Reference Guides

The PMO and NGMS have developed several quick references that assist with training, and

some may be printed and distributed as training handouts:

· About DTS.  This introduction explains the vision of DTS.  Select “About DTS” on the DTS Home Page.

· 

· DTS New Travelers Log On.   For new  travelers logging on to DTS, see http://www.defensetravel.osd.mil.  Click ”Learn More”.

·  DTS Step-by-Step Trifold for Travelers & AOs.  A very helpful tri-fold that summarizes the basic DTS procedures for travelers and AOs, available at http://www.defensetravel.osd.mil.  Click Training, then select Quick References.

· DTA Logical Flow Process.  Another tri-fold, this handout summarizes the DTA logical flow process to set up DTS in an organization.  It is available http://www.defensetravel.osd.mil.  Click Training, then select Quick References.

Training Room

Start early to find the local resources you will need for DTS training.  A computer training room available at your facility should be used for DTS training.  This room should have connectivity to a local area network (LAN) and the Internet. 
The following table outlines minimum computer requirements for web access workstations:

	Component
	Configuration

	Hardware PC
	Pentium 200 or better

	Memory
	32 RAM or better (64M highly recommended)

	Disk Space
	200 MB or better free disk space

	Operating System
	Windows 95, 98, 2000 or NT 4.0

	Web Browser
	Netscape 4.7 or higher, Internet Explorer 5.01 or higher

	Browser Plug-in
	DBsign

	
	

	Protocol
	TCP/IP



	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Depending upon classroom configuration, the training room size should be approximately 32’x50’.  There

should be electrical outlets of 110 volts—minimum of 4 in the room.  The room should be air conditioned/

heated.  The training room should be equipped for a minimum of 20 students.  Additional equipment that is necessary will consist of a white screen, a VCR, computer projection equipment, and an overhead projector.  There should also be an instructor workstation available.  

Other Training Facilities

In addition to arranging a training room to provide DTS traveler and AO training, you will also need to arrange

access for the following:

· A classroom that can be used by PMO/NGMS to provide DTA Training.  
· This room should accommodate 20 students and 2–4 instructors, with chairs, desks, and power supply (the PMO/NGMS training team will bring their own client-server DTS LAN).  Additional equipment that is necessary will consist of a white screen, a VCR, computer projection equipment, and an overhead projector.  There should also be an instructor workstation available.
· This facility will be required for at least 2 weeks about 90 days prior to 
· implementation.


· An auditorium or other large classroom that can be used for CTO training.  This facility should have an

audio-visual system, including video support and computer projection capability.

Training Schedule/Timeline

There are many variables that will influence your training schedule, including the local DTS implementation

schedule, the size of the target audiences, availability of instructors and training rooms, and other factors that may impact DTS preparation.  Remember, you may have to stagger your training plan to accommodate TDYs, leave, and other absences, both for your instructors and your target audience members.
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