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COMPLETE TRAVELER INFORMATION LIST - REPORT

MCB Quantico LDTA, Tier Il Help Desk Presents

Good Morning. We are excited to continue our developmental training to assist you in
becoming more successful in helping your travelers. The focus for this training will be on
the Complete Traveler Information List - Report.
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Before we get into the report. | want to share with you some valuable resources that are
available to you. The first one is the DTMO Website.

The DTMO website should be every ODTA’s best friend. This website is very comprehensive,
it has information on all aspects of government travel as well as tools for you and your
travelers.

Some of the most visited items for ODTA’s are:

DTA Manual: The DTA Manual has detailed information in each chapter on how to perform
specific functions within DTS

DTS Guides: These walk you through how DTS functions throughout the entire process
from logging into DTS forward

Joint Travel Regulations (JTR) Keep it open for when your travelers are calling you with
their “Can I” questions.

Integrated Lodging Program This has been a hot topic for a couple of years now. This
section gives you all of the information regarding the current program sites, rates,
contracted properties, and much, much more.



Travel Explorer (TRAX) You should all be familiar with TRAX already, it’s where you’ve done
your training such as GTCC and COL training. It’s also where you may be directed if you need
assistance that your command ODTA or our DTS helpdesk cannot provide such as documents
stuck at “CTO submit”. There is also a Trip Calculator Tool that can assist your travelers in
calculating costs if they have to submit a manual TAD request prior to using DTS.

DTS Login Button: Recommend using this instead of a favorited link for DTS. 2 Reasons: 1)
when you log in here, it opens a new page, so you will have the DTMO open always for easy
transition. 2) It gives you a fresh link every time which is a bit more important after updates.

Live Chat: Under the Customer Support & Training tab you’ll see Live Chat, this is used to
contact the TAC for things the LDTA can’t fix such as an authorization being in a CTO Submit
status for more than 24 hours. If that happens, don’t contact the TMC, you should use Live
Chat instead since they can see both the GDS and DTS.

Rental Vehicle Assistance Tool: This is where you and your travelers can submit requests for
assistance such as a vendor charged you for something they shouldn't have or there was a
wreck with a rental. It’s also where you can provide feedback about a vendor or the
program. In the past Fox rental was not very good at certain locations, their cars were dirty
and would break down so, through this feedback, they were removed from those locations
and also had to clean up their act to continue to be part of the program.
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This is our website. The URL is on the screen but the easiest way to find it is to Google
“Quantico DTS Help Desk”.

The DTMO website can be somewhat overwhelming and doesn’t contain Marine Corps
specific information. Our website is very focused on what you need the most and contains
the Marine Corps specific guidance as well. Some of the items we have are:

Training Registration: Most of you have registered for training through our website.

References: The References Tab at the bottom has several convenient links and documents
to assist you in performing your duties.

Forms: We have forms like the Statement in Lieu of Receipt and our DD 577 templates to
assist you, and your travelers

FAQs: Our FAQs are tailored to issues you’re likely going to face as an ODTA, please make
sure you check those out.

Important Contact Numbers: This makes it easier to find the contact info for the TMC,
TECOM FSTS, etc.



Permissions: The permissions section highlights the role and responsibilities of all
permission holders so everyone can see what each person’s responsibilities are.

Customer Feedback: We’ve added a feedback section to allow you to give direct feedback
about the website or your experience with the helpdesk. This is not where you would
submit requests for assistance.



= Working the Report

= Best practices

On to the reason we are here today. The Complete Traveler Information List Report or as it
is most commonly referred to the CTR. We are going to be taking an in depth look at what
the CTR is, why it is important, and how to work through it. As we go through the training,
I’ll be sharing with you some of the best practices that our LDTA’s have utilized while
working this report, in the hopes that it will further assist you.
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IG Inspection

First things first, the MCO 4650.39A dictates that ODTA’s are responsible for the day to day
management of the travel program for their assigned organization. As part of that
management you are required to reconcile the Complete Traveler List Report on a monthly
basis. So what is this report and why is it required? Well, in a nutshell the Complete
Traveler Information List Report or CTR is what drives successful travel for your
Organization. You are responsible for ensuring that all of your Traveler profiles are correct,
up to date and complete. If there is outdated, incorrect or missing information it may
cause travel interruptions. Reconciling this report is also an inspection question on the IG
Checklist. Prior to the IG Inspection, the Inspector will pull your Complete Traveler
Information report and work through it. If they see a lot of errors it could indicate that the
report is not being reconciled and worked or that the Command does not have a proper
check in and/or Check out process.
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= Proper Check-in Process

» MCO 4650.39A Chap 3 par 3
= Fewer DTS issues during travel

= Time Management

So now that | have touched on what makes this report so important. The next thing | want
to emphasize is the number one action you can take to effectively and efficiently work this
report. The Marine Corp order also stipulates that the Tier One help desk is part of the
Check in process when new people arrive. Make sure you are taking the time to complete a
proper check in process. | promise you that if you take the time to update your traveler’s
profile at the time of check in, working your CTR will be a piece of cake. First of all having a
proper check in is required and is also an inspection question on the |G Inspection checklist.
Secondly, you will save yourself so much time not only in working this report, but in
reducing the number of hours spent troubleshooting with your travelers because their
documents have errors, were rejected or just got stuck in the process. If you are taking the
time to check in new travelers, pulling them into your organization and updating and
verifying all of their information while they are at your desk, it will pay off down the road.
You will appreciate not having to constantly stop what you are doing and figure out what
went wrong with your traveler’s authorization or voucher.

To this point, | completely understand that serving as an ODTA is most likely just one of the
many hats you wear. You are being required to oversee the travel program in addition to all
of your other responsibilities. | have been there, in the past as an ODTA | struggled to stay
on top of managing my travel program while at the same time running to meetings, trying
to meet deadlines for other taskers and putting fires out along the way. It can be



overwhelming and stressful at times, and there is just simply not enough hours in the day to
accomplish everything you want to. I've learned that time management is key in our work
life, so my goal is to equip you with some tools that will enable you to get your job done
effectively and efficiently.
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» Terminated 577’s

»No Open Documents

Not only do you need to conduct Proper Check-In’s, you also need to make sure you have a
proper check out process established. There are 3 things that make up the check-out
process.

1) If the person checking out holds permissions, you will need them to initial their DD
Form 577 to terminate their access. You do not need to have it signed by the
Commanding Officer prior to them initialing. They can initial and you can send it up for
the commander’s signature.

2) Prior to the member checking out, you need to verify that they have no open or
pending Authorizations. All vouchers have to be finished processing (according to the
MCO Chapter 3)

3) If they do not have any open authorizations or vouchers, you can detach them. This will
make it much easier for the gaining command to pull them in to their organization.
However, if they have any vouchers that have been signed and are currently being
routed, do not detach them. All vouchers need to be approved prior to detaching.
Otherwise the voucher will get stuck and never complete the process. So if they have
pending vouchers, just set up a tickler file to remember to go back and detach once
their voucher is complete.
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| know you guys are already familiar with the Report Scheduler from your initial training, |
still want to touch on the how to generate the report just as a refresher. From the DTS
homepage, you will click on the Administration tab.
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From the Administration tab, select Report Scheduler. Here What is a game DTS loves to
play? It’s called where is the Report Scheduler Link today? Sometimes it will be at the top
like it is here on the screen, sometimes it is on the bottom. It changes every time | log in. So
don’t be alarmed if you see it in a different location every time.




Pulling the Report

Below is a list of your pending/completed reports. Please select the download link to access completed reports. Reports are available for download for a maximum of 7 days after
completion. Certain reports are scheduled to run at specific times to balance system load. When you request a report, you will be notified of the scheduled runtime in the request
confirmation text.

» Request New Report » Refresh Reports List

Once you are on the main Reports screen you will click on the Request New Report link.
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Pulling the Report

Réport Scheduier Home P R n
The following reports are available in the Report Scheduler. Please select a report below to continue: erson epo S
Unless noted otherwise, report data is current as of May 6, 2021 2:49:21 AW

eyt e et i it o et e e s s » Complete Traveler information List <

- Report limited to a maximum of 100,000 rows when using cold copy (last extract data).
Status Reports

» Pending Airline Cancellation Report :. Read only Access

+ Signed Status

» Depart Status

» Return Status

................

& AppIovEd Status

» Traveler Status

When you click that link the screenshot on the left will appear. This screen is very long that
| couldn’t capture it all in one shot. You will need to keep scrolling down the page until you
see Person Reports, which is the screen shot on the right, and the link for the report will be
there.



Pulling the Report

» Report Scheduler Home > Request New Report

The Complete Traveler Information List Report will provide the authorized user (DTA) with detailed information for people within their
organization access. The Complete Traveler Information List Report was moved from DTA Maintenance to the Report Scheduler and provides the
same report data (data from a person's permanent profile for the report criteria). This report contains data protected by the Privacy Act of
1974. Your organization access limits what organizations (report criteria) you will be allowed to request for the report. If you would like the
report printed with the complete Social Security Number of the people (within your organization access and report criteria), select the option
for Show Full SSN. To mask the first five digits and only display the remaining digits of the SSN, do not select the option for the Show Full SSN
(ensure that the checkbox for the report criteria is not checked).

Complete Traveler Information List Search Criteria
Please Note: ARed Star ( ) indicates a field is required.

* Organization:
(minimum of 2 | DM
characters)

(Start typing
to get
Organizational
Access)

Include Sub

Organizations: l

Show Full SSN:

Submit

When you click that link, it will bring you to this Search criteria screen. Your Organization
will automatically populate. Check the box include any Sub organizations and check the box
Show full SSN. Click Submit to request your report.
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Below is a list of your pending/completed reports. Please select the download link to access completed reports. Reports are available for download for a maximum of 7 days after
completion. Certain reports are scheduled to run at specific times to balance system load. When you request a report, you will be notified of the scheduled runtime in the request

confirmatinn bavt
{onfirmation text.

Requested Reports
Report Name Report Criteria Requested Date Next Run Time(Approx.) Status Download
includeFullSsn=Y
Complete Traveler Information List Report organization=DM6091010MARBKS May 4, 2021 9:54:34 AM Completed on May 4, 2021 9:54:35 AM

» gownioad

1

includeSubOrgs=Y

After you have submitted your request. It will state that your report has been submitted
and you can either click the link to go back to Report Scheduler Home or Request New
Report. When you click the Report Scheduler Home link it will take you back to the main
Reports screen. From there you will see that your report has been requested. Depending on
how large your Organization is, you may need to come back later or you can simply click on
the Refresh Reports List. Sometimes it will refresh and show your report as complete, with
the download link. Or it will show it pending. Once your report is completed, DTS will send
you an email notification advising you that the download link is available. From there you
can download your report.
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1 Complete Traveler Information List Report
2 This report contains information subject to the Privacy Act of 1974 and is For Official Use Only". Any misuse or unauthorized disclosure may result in both civil and criminal penalties.
3 Organization: DM610STECOMHQ
4
5 nchude Sub-Orgs: N
6( NOTES) - FirstName - Middle - Last Name - Organization Nar - t_mtl_ld?m-_' | Drganization Acce - Group Access Org = Group Acces - Permist -| Approv * Non-D1 - DebtM - Bl Adve 'I—Uu_rlb_-lclvilhn - Title/Re -
i MARTIN ) GIANT DM610STECOMHQ CIVILIAN@USM anN Y Ino ults 0 MO
8 ELIZABETH B QUEEN DM610STECOMHQ EIVIUAN@USNI- M610STECOMHQ Q N N No I ul4e I[ ME
9 DANIEL C SPANIEL DM610STECOMHQ tl\/lUAN@USNI anN N No | u13¢ IO MO
10 LINDSEY M VONN DM610STECOMHQ FIWUAN@USM 0 N N No | ul03 lo MO
n CORY C STORY DM610STECOMHQ IVIUAN@USM DM610STECOMHQ ﬂ N N No | ul4c |O MO
12 BARBARA D BEE DM610STECOMHQ BARBARA BEE aN N No utos C Gs-
13 ADAM S APPLE DM610STECOMHQ ‘\!IARINE@US IJ:N N No 1 ul2¢ o] MO
14 ROBERT E BLAKE DM610STECOMHQ ROBERT BlA.KEl DM610STECOMHQ TECOMHQGRP U N Y No | v10c IC GS-:
i5 WilliAM WiliiAMS DMBI0STECOMHQ ILLIAM.WiLL] on ] o juiiz  dE WiE-
16 WILLIAM F TELL DM610STECOMHQ ILLIAM.TELL anN N No | ul0€ [ MO
17 FELICIA M BYEBYE DM610STECOMHQ MARINE@US! M610STECOMHQ DM610STECOMHQ TECOMHQGRP 0,1,2 iN N No ul0C I( GS-:
18 MICHAEL M JACKSON DM610STECOMHQ tIVIUAN@US dN N No | ull2 C GS
19 DAVID A SPADE DM6105TECOMHQ MARINE@USM oN N No luose e ME
20 BETHANY C VETTA DM610STECOMHQ NARINE@USN‘ U N N No | ul2s I( GS-:
21 CONNIE R FRANCIS DM610STECOMHQ EIVIUAN@USM U N N No Lull( |IC GS-(

Before | move on, | would like to reiterate that there are multiple ways to work this report,
and everyone tends to have their way that works best for them. What | am showing you
today is just one way that | have found helpful to me in breaking this report down into
manageable, workable sections. It doesn’t mean you have to work it exactly as | do. You can
simply use this as a blueprint to develop a method that works best for you.

To begin | start with using the filter function in Excel. It is located on the top right of your
screen. Once | have made all of the columns filterable. I'll begin with the first column which
is the SoSec#. | am looking for the correct amount of characters in the SoSec#’s and also
ensuring if there are any “R’s” at the end, they reside in an “R” organization. Once
validated, | will delete them all and rename the column Notes, as you see here.

There are two reasons for this: One it helps to track what actions are needed. Secondly,
when inspected, the Inspector is looking to see that you are not just pulling and filing the
report but that you are actively working it. When you include notes on your report, the
Inspector can clearly see what actions you have taken.

The next column | focus on are the emails. Here | am looking to make sure they are correct
and that nothing pops out at me or appears to be made up. For example, lately we’ve been
seeing a lot of TBD@usmc.mil in the emails column. These need to be updated with the
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actual travelers email. Your permission holders need to have their gov’t email address listed,
not a personal email. Also, when checking the emails use the filter function and do a search
for .CTR to retrieve all the contractor emails. Once you have them you can validate that their
User ID begins with U for User vice T for traveler. Those contractor profiles that do not have
any permissions with your command, should probably be detached since you would have no
need for that profile.

Following the emails is the Permissions management section of the report. There a couple of
ways to work this section. You can start with filtering out all of the Blanks in the Org access
column and check that no one has any permissions that they should not have. You can also
filter out just the 0 permissions and do a quick scan to ensure no one has just Org or group
access.

For example as you can see in line 8 Elizabeth Queen has Org access and nothing else. Martin
Grant Line 7 has Y in the NDEA but no other access. In line 14 Robert Blake has Group Access
only, w/Yes for NDEA. So you’ll need to verify that you have a proper DD Form 577 and
training certificates on file.

The most important thing to be looking for here are improper Org and group access, or NDEA
permissions marked as Y and they’re not appointed. Remember only the LDTA’s have the
authority to grant Org and Group Access as well as any permissions. So if you see an
Organization listed but no Group Access, and NO in the NDEA column, this should be a flag to
highlight for correction later.
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6 | Mailing - Mailing - Mailing - Mail - Maili {|Routing -[|self- { | Defau { Gen( - Resider - Resider - Resider - |Res - Resid: - Residen - Emergency Conti - Emergency Con = Print; % PresentDut ¥ Service/Agenc - Ni~ TimeZ¢ - &
7 xsj Montclair VA 2202% QUAN TE€ No M 15 SEATTLE WA 22025 XX0OXX000 FIRST NAME LAST NiX)XOOO(0000  TECOM: MCB QUANTIE MARINE CORPS 0 GMT-5:00:
815 APT402 Stafford VA 22554 QUANTENo Fooo1s) APT402 Stafford VA 22554 XXOX000 FIRST NAME LAST N/XOOXKX0000  TECOM MCB QUANTIE MARINE CORPS 8 GMT-8:001
g2 APT208 ARLINGTOVA | 22204 QUANTE(No M2 APT208 ARLINGTOVA 22201 XXXKKKGOOFIRST NAME LAST N XXXXG(O000  TECOM MCB QUANTIE MARINECORPS 12 GMT-5:00:
10 St Alexandria VA 22310 QUAN TE¢ No F 564 Alexandria VA 22310 X0000(X000 FIRST NAME LAST N, X0000XX0000 TECOI‘: MCB QUANTl.[ MARINE CORPS 0 :GMT-S:DGE
1 6 AlexandriaVA 22319 QUAN TEE No M 66l AlexandriaVA 22310 X)00XXX000 FIRST NAME LAST N/XX000C0000  TECOM MCB QUANTIE MARINE CORPS 0 GMT-5:00%
12 15 UpperMaiMD 20774 QUAN TE€No P Upper MaiMD 20774 XXXXXX000 FIRST NAME LAST N/ XX000X0000  TECOM MCB QUANTIE MARINE CORPS 8 GMT-5:00
1332 AlexandriaVA 22302 QUAN TE¢No MR AlexandriaVA 22302 X)00XXX000 FIRST NAME LAST N/X)000X0000  TECOM, MCB QUANTIE MARINE CORPS 0 &MT-5:00%
14 69 Fredericks/VA 22407 QUAN TE€No M 6 Fredericksl VA 22407 XXXXXX000 FIRST NAME LAST N/X)O0000000  TECOM MCB QUANTIE MARINE CORPS 8 BMT-5:00;
15 |19, Quantico VA 22134 QUANTEENo M 19 ORLANDO FL 22134 XXXXXX000 FIRST NAME LAST NiX0OOO(X0000  TECOM MCB QUANTIE MARINE CORPS 8 BMT-5:00;
1615 QUANTICC(VA | 22134 QUAN GENNo M1 QUANTIC(VA 22134 YO0OKKKOOO FIRST NAME LAST NiOO0O0(0000 | TECOM MCB QUANTIT. MARINE CORPS | 24 BMT-5:00
17 22 Fredericks| VA 22406 QUAN TE¢ No F 22 Fredericks| VA 22406 X0000X000 FIRST NAME LAST N, X0000((0000 TECOI& MCB QUANTI.{ MARINE CORPS 8 $MT-S.UOE
18|19 Fredericks/VA 22406 QUAN SAF No M 19 Fredericks| VA 22406 X)XXXXY00O FIRST NAME LAST NiXXXOX0000  MCCDG MCB QUANTIE MARINE CORPS 0 $MT-5:00;
19 |33 Triangle VA 22172 QUANTE(No M 3 Triangle VA 22172 XXXXXX00O FIRST NAME LAST N/XX00OX0000  TECOM MCB QUANTIC MARINE CORPS 24 §MT-5:00}
20 41 Fredericks/VA 2240} QUANTEENo  |20COMFF 41 FrederickslVA 22401 X)OOXKX000 FIRST NAME LAST N/XX000X0000  TECOM MCB QUANTIE MARINE CORPS 8 BMT-5:00}
21 1 FREDERICIVA 22407 QUANTE€No |\2061] F 11 FREDERICIVA 22407 XXOXKKY00O FIRST NAME LAST NiXXXOX0000  TECOM MCB QUANTIE MARINE CORPS 8 SMT-5:00'

2 Complete Traveler Report !
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Moving on to Columns R-AM on the report. The mailing addresses do not absolutely have
to be the same as residence; however if you see something like the Unit address being used
as the Residence Address you know you need to get that corrected. When you are
conducting the check in with your traveler, this is the perfect time to make sure you have
their current address information!

Next | check the routing list. | will select the drop down and just scan. At times, | have seen
a stray WWT routing in there.

For the Default LOA, | remove all blanks and look to see if there are any past fiscal years
used. | do not recommend using a Default for profiles, if you have a choice. The reason is
that you have to remember to go back and update that every fiscal year. It is something
that is easily forgotten and will create havoc with your Authorizations if not correct. So
unless your Command requires the use of default LOA’s, it is just easier not to have it set
and avoid wasting time on it.

Columns Al and AJ are the Printed Org Name and the Present Duty Station. If you are

conducting proper check-ins these columns are a breeze to go through as they should all be
correct. Basically you are just checking for uniformity. One other area to make sure you are
checking when reviewing the Duty Station is the Time Zone. This often gets overlooked but

15



it’s important because it affects what flights DTS will show your traveler based on where the
Duty station is located and the time zone. For example line 8 catches my eye because it is the
only one that shows GMT as 8 vice 5.

The Service / Agency needs to be accurate and is also commonly overlooked. However, it is
important because it comes into play if your traveler has a debt. This is what DFAS looks at
for payroll collection. Filtering out all USMC will allow you to work this section pretty quickly.

So as I've touched on these columns | hope you are getting a sense of how vital and time
saving doing a proper check in can be. It makes verifying all of these columns in the CTR a
breeze and literally can reduce the time you take to review these columns down to a matter
of a few minutes.
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AP A AR AS AT AU AV A AX AY AZ BA 88 BC BD BE BF 8G BH Bi 8
6 Duty St ¥ |Duty St ~ | Duty St ~ /Mail Cc ~ | Duty St ~ | Duty St ¥ INumbe ~ | Unit ID' @!r Crg! ¥ Govern ~ |/Advanc ~ Mandat * GOVCC ~ GOVCC ~ Mpnda! ~ | Checkit ¥ Checkit ¥ | Savings v |Savings ~ |CSA_
7 iQuaﬁin(O VA 22134-500 705 32 30002 No—" NO No NG ADVA Non-exempt Yqs 7.3 2.58 i3y 3.148+08 No
8 UVONIA MI 49230 703 0 555555 No No Yes CARD HOL Non-Exemn XXXXXXX> 02/2024 Yds 7.2 2.5 No
9 Quantico VA 22134 70: 10 30002 No No Yes CARD HOL Non-Exen XXXXXXX> 09/2019 Yds 7.0 2.5 No
10 Quantico VA 22134 7.4 0 USMC No No Yes CARD HOL Non-Exen XXXXXXX> 06/2020 Yds 1.8] 3.1 No
i1 Quantico VA 22134 7. i 30002 No No Yes CARD HOL Non-Exempt Yqs 7.5 2.5 NG
12 QUANTICC(VA 22134 703 r 30 30002 No No Yes CARD HOL Non-Exemn XXXXXXX> 07/2021 Yds 7.0| 2.5¢ No
13 Quantico VA 22134 703 i 36 30002 No No Yes CARD HOL Non-Exen XXXXXXX> 11/2019 Yds 1.3 2.5 No
14 Quantico VA 22134 7.4 33 30002 No No Yes CARD HOL Non-Exen XXXXXXX> 06/2024 Yds 2.5 No
15 Chicago IL 76648 7. o 30002 No No No NO ADVAIExempt Yds 1.1 3.2 No
16 Quantico VA 22134 703 o 30002 No No Yes CARD HOL Non-Exen XXXXXXX» 07/2021 N 4 2.5 No
17 Quantico VA 22134 7. o 76994 Yes No Yes NO ADVAI Exempt Y4s No
18 QUANTIC(VA 22134 7.4 o 30002 No No No NO ADVAIExempt Ygs 7.0 2.5¢ No
12 QUANTIC(VA 22134 703 703 37 30002 Nc Ne Yes CARD HOL Non-Exen X)000000: 02/2022 'vas 4.3 S10¢ Ne
0 Quantico VA 22334 7. 40 30002 No No Yes CARD HOL Non-Exen XXXXXXX> 03/2023 Yds 6.9| 53 No
P1 QUANTICCVA 22134 703 o 30002 No No Yes CARD HOL Non-Exem XXXXXXX> 12/2019 Yds 1.0 514 No
P2 Boise 10 24889 7. 21 30002 No No Yes Advanced Non-Exen XXXXXXX» 02/2024 Yds 2.4 2.5¢ No
P3 QUANTICCVA 22134 7. 40 30002 No No Yes CARD HOL Non-Exem XXXXXXX> 02/2024 Yds 7.0 2.5 No

Ok. So | know this looks like a very busy screen, but I’'m going to break it down for you. The
highlights are a quick way to mark what needs to be done so you can keep moving through
the report before going back and starting to work what needs to be fixed. Feel free to use a
color that works best for you. To start I’'m going to work my way from the left of the report
to the right.

So as you can see clearly for this organization, the Duty station is Quantico, VA, so | filter VA
out and highlight the rest. Same goes for the zip code in column AR.

Wash, rinse, repeat with the Unit ID. Filter out the correct and highlight what needs to be
corrected.

Tech Status, refers to people that are required to have a reserve contract in order to work in
your GS position. Marine Corps does not have this, so it is super easy to check for anything
other than No. Air crew should all be No unless they are in an aircrew status. Typically |
only see traveler’s in an aircrew status under Organizations such as HMX1 or MCAF.

GTCC: | filter out the Yes, and work the NO first — If a traveler is not a GTCC holder in their

profile it should be NO for Gov’t Travel Card Holder, Under Advance it should state NO
ADVANCE, Under the Mandatory column it should state EXEMPT. Anything different needs
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to be highlighted to be corrected. For example line 7 has No, No Advance and Non-exempt.

Next | filter all the travelers who are cardholders. The profile should reflect YES for Gov’t
Travel Card, Advance column should reflect CARD HOLDER, Column BB should reflect Non-
Exempt, GOVCC account number should be listed and the expiration date. Anything different
needs to be highlighted to be corrected later. For example, on line 11 there is Yes,
Cardholder, Non-Exempt and a missing account & expiration. When it comes to the
expiration column | work it separately as | find it easier to focus on that by itself. You can sort
the expiration date column from oldest to newest or go through and filter any dates prior to
the month you are working.
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2 Complete Traveler Report
iR Ay W A
-

AP AQ AR AS AT AU AV AW AX AY AZ BA BB BC BD BE BF BG BH Bl BJ BK BL
4
5 PRSI D P P
6 | Duty Static Duty Static Duty Static Mail Co Duty Static Duty Sta Number Unit ID  Tech Stat Air Crew Governme Advanced Mandatory w GOVCC GOVCC Exp Mandato Checking Checking F Savings Acc Savings Routint CSA_TTIF Profile Last Updated
7 |QUANTICCVA 22134 7. 30 30003 No No No NO ADVAM Exempt Yes 1E{ | 550 1396409 1.2356 No 7/23/2019
8 |QUANTICCVA 22134 7. 30 30003 No No Yes CARD HOL Non-Exempt XX000CK 02/2024  Yes 2.9 | 2.9 No 3/30/2021
9 |QUANTICCVA 22134 7. 76409 30 30003 No No Yes CARD HOL Non-Exempt XX00XX 11/2023  Yes 286{ | 2. No 1/30/2021
10 LIVONIA - a4t 49230 7 33 55555 o No Ve CARD HOL Non-Exempt Y0000 11/2023 Ves 3E409 256 No 2/26/2021
11 Quantico VA 22134 70 40 30003 No No Yes CARD HOL Non-Exempt XX00X. 11/2023  es 8E| | 25 No 4/20/2021
12 QUANTICCVA 22134 7. 76409 30 30003 No No Yes CARD HOL Non-Exempt XXXOXX 02/2021  Nes 6.1E{ | 2. No 9/17/2019
13 | QUANTICCVA 22134 70 33 30003 No No Yes CARD HOL Non-Exempt XXOXX 10/2024  Yes 266 | 3. No 4/22/2021
14 Boise o 24885 7. 33 Uswic NG No ves CARD HOL Non-Exempt XXOUXX 02/2024 :‘{es 7€ 2.5 NG a/13/2021
15 |Quantico VA 22134 7. 40 30003 No No Yes CARD HOL Non-Exempt XX00XXX 06/2024  Yes 1€ | 3.1 No 9/17/2020
16 Quantico VA 22134 7. 35 30003 No No Yes CARD HOL Non-Exempt XX0OXXX 05/2023  Yes 7€ | 2 No 2/10/2021
17 |QUANTICCVA 22134-51C 7 76409 40 76994 Yes No Yes CARD HOL Non-Exempt Yes 7€l | 2.9 No 1/20/2021
18 QUANTICCVA 22134-51C 7. 7E+09 33 30003 No No No NO ADVAN Exempt Yes 8E | 2. No 1/27/2021
19 Chicago  IL 76648 7. 30 30003 No No No NO ADVAM Non-Exempt Yes No 11/12/2020
20 | QUANTICCVA 22134-51C 7. 76409 33 30003 No No Yes CARD HOL Non-Exempt X000 12/2020  Yes No 1/20/2021
21 Quantico VA 22134 7. 32 30003 No No Yes CARD HOL Non-Exempt XXXXXX 06/2024  Nes 1.4E 3.1 No 2/24/2021
22 |Quantico VA 22134 7. 30 30002 No No No NO ADVAR Exempt es No 5/1/2020
[23 | Quantico vaA 22134 70 | 40 30003 No No Yes Advanced Non-Exempt XX000XC 04/2023  es 13¢] |31 | [ Ino 8/15/2020

Once I've worked through the GTCC columns | move onto the EFT section. I'll filter the
Mandatory column and do a quick check to see if there are any with No. Those will need to
be corrected. Next | look for any profiles that have both a checking AND savings account.
The quickest way to check for both is to filter the Savings account. From there it is easy to
go through and highlight any double accounts as you can see on line 7. A lot of times | find
travelers just think they need to have both accounts filled in. Again at the time of check-in
you have the opportunity to explain this to them and have them enter just one account.
Having two accounts creates issues with DTS not knowing where to send travel payments.

The next two columns BJ and BK are the only two on the report that we do not touch. The
CSA_TTR is something that DTMO utilizes and it has to do with those that have more than
permission level 6. There are actually 9 permission levels. So for this reason we never really
need to look at that column as it doesn’t have any affect on your travelers. The last column
BK is the Profile Last Updated, this basically just shows you when the last time the traveler
accessed their account. This column can be useful for you to determine how outdated the
profile may be. If it has been several years since they have logged in, you may want to reach
out to your traveler to see if anything needs to be updated.
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A B C D E F G H | J K L M N o P Q
1 Complete Traveler Information List Report
2 This report contains information subject to the Privacy Act of 1974 and is “For Official Use Only”. Any misuse or unauthorized disclosure may result in both civil and criminal penalties.
3 Organization: DM610STECOMHQ
4
5 Include Sub-Orgs: N
6 NOTES * FirstName - Middle - Last Name ~! Organization Nar ~ Email Addre: - Organization Acce ~ Group Access Org * Group Acces ~ Permist ~ Approv * Non-D1 - DebtM - Bl Adva ~ UserID - Civilian - Title/Ra -
7 GTCCexp. Updated ELIZABETH B QUEEN DM610STECOMHQ CIVILIAN@USM DM610STECOMHQ ON N No uld| E Mg
8 DANIEL C SPANIEL DM610STECOMHQ CIVILIAN@USM ON N No ul3] o Mq
9 LINDSEY M VONN DM610STECOMHQ CIVILIAN@USM ON N No u10) o md
HY CORY < STORY OMEIOSTECOMHG CIVILIAN@USM DMSI0STECOMHQ SN N No ul4 c M
1 ADAM S APPLE DM610STECOMHQ MARINE@USM: ON N No u12) o Mq
12 WILLIAM J WILLIAMS DM610STECOMHQ WILLIAM.WILLI ON N No ull E ME
13 WILLIAM F TELL DM610STECOMHQ WILLIAM.TELLE ON N No u10) o mq
14 FELICIA M BYEBYE DM610STECOMHQ MARINE@USM'DM610STECOMHQ  DM610STECOMHQ TECOMHQGRP 0,1,2 N N No u10| C GS:
15 BETHANY C VETTA DM610STECOMHQ MARINE@USM' ON N No ul2| C GS-
16 CONNIE R FRANCIS DM610STECOMHQ CIVILIAN@USM ON N No u12) C GS:
17 MARTIN D GIANT DM610STECOMHQ CIVILIAN@USM ON Y No ull 0 Mg
18 BARBARA [} BEE DM610STECOMHQ BARBARA.BEEG ON N No u10| C GS:
19 ROBERT E BLAKE DM610STECOMHQ ROBERT BLAKE( DM610STECOMHQ TECOMHQGRP ON Y No u10| C GS:
20 MICHAEL M JACKSON DM610STECOMHQ CIVILIAN@USM ON N No ull] C GS-

2 Complete Traveler Report !
AN a0 AR

Once | have gone through the entire report. It’s time to go back and start making the
corrections. When | am going through the report, | highlight the traveler’s name in addition
to the columns that need correction. The reason | do this, is that once | am finished going
through everything | can then go back to the last name column and filter by color. This will
move all of the profiles that need to be worked to the top of the report and all the correct
profiles are at the bottom.

So remember | mentioned earlier to be sure to include your notes on the report? In
addition to that another tip is to use one color to indicate a correction needed, and another
to indicate it has been completed. For example, you can highlight everything yellow when
you first go through the report, and then when you have made a correction, change the
highlight to green. This way you keep track of what has already been worked & this can also
be helpful if you have more than one ODTA working the report.

18



Duestion?

How often is the ODTA required
43

the Complete Traveler Info
Report (CTR)?

A. Weekly

B. Bi-Weekly

C. Monthly

D. Never

The correct Answer is C. Monthly. It would be awesome to be able to pull & work
the report on a bi-weekly or weekly basis, but sadly not many of us have that much
time at our disposal.
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True or False

True. Anyone that has an Appointed role in DTS must have their Gov’t email address listed
in their profile. Regular travelers that don’t have any roles can opt to have their personal
email listed but it is important to remind them that it needs to be one that they check
often. This is where DTS will provide information on the status of their documents and send
travel debt notifications.
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2 Best Practices Q

Proper Check in/Check-Out

= Filter .\k

= Highlight (W/\ \&W/\

\
= Network \gb }

So before | open it up to any questions you may have, | just want to quickly recap some of
the best practices we’ve covered this morning.

First and foremost | hope you have a better understanding of the importance of doing
proper check ins for all your travelers. This important step not only ensures you are
compliant with the MCO, but it also saves you so much time. So just remember Proper
check in=Correct Traveler Profile=Clean CTR=Minimal travel issues to resolve=More time for
you to be able to focus on other tasks. Proper check-out ensures a smooth transition for
your travelers from your command to their next one.

Working the CTR is best done in sections utilizing the filter option

Go through and highlight everything that needs to be corrected and then go back and make
the corrections

Whether you are a new ODTA or an experienced ODTA | would encourage you to reach out
to other ODTA’s for ideas or insights on how to work this report. As | mentioned earlier
everyone tends to develop a method that works best for them and sometimes just hearing
about what works for someone else can be helpful. This also includes reaching out to your
LDTA’s as well. We are always willing to share what we know to better equip you as ODTA’s.
Our goal is to help you to be successful in managing your travel program.
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Thank-you for your time today, | hope you found this useful and if you have any questions |
will remain online to answer them.
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