
Navigating the Defense Travel 
Resources and Accessing Training 

ASA (FM&C) Proponency 



Topics 
• Accessing the Defense Travel Management Office 

(DTMO) Website 
 

• Finding Your Defense Travel Administrator (DTA) 
 

• Accessing the Travel Explorer (TraX) Website 
 

• Accessing TraX Resources and Training 
 

• TraX Travel Training Quick Links 
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Accessing the Defense Travel 
Management Office (DTMO) Website 

Two ways to access the DTMO website:  
 
1) Direct Link to DTMO website: http://www.defensetravel.dod.mil/ 

 
2) Link on Defense Travel System (DTS) homepage:  http://www.defensetravel.osd.mil/ 
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DTMO Homepage 

Training 
Trip Calculator Tool 

(Estimated TDY Cost) 

LDTA Lookup Tool 

Link to JTR 
info and 
document 

Link to DTS 
homepage 
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DTMO Resources 
“Login to DTS” 

– Links directly to the Defense Travel System (DTS) homepage 
 

“Find Your DTA” 
– Search Lead Defense Travel Administrator (LDTA) Point of Contact (POC) 

 

“Travel Explorer (TraX)” 
– Common Access Card (CAC) Login Registration 
– Trip Calculator Tool 
– Interactive travel training and resources 
– Travel Assistance Center HelpDesk Ticket Creation and Tracking 

 

“JTR” 
– Provides information and updates on the JTR  
– Links to Joint Travel Regulation (JTR)  
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Find Your DTA 
Click on the “Find Your DTA” under the “Travel Tools” on DTMO homepage 

Select “Army” from the 
drop down menu 
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Find Your DTA 

Type in the 
Fort/Camp/City of the 

travelers Permanent 
Duty Location  (e.g. Fort 

Bragg) 

Select  “Go” 
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Find Your DTA 

Results of LDTA located at 
Fort Bragg, NC will 
populate by Command 

Only Telephone Number/DSN will be 
provided for respective DTA  

 
Local DTS/DTMO HelpDesk Email will be 

provided for Command as applicable 

If DTA is not listed 
Click on the “Travel 
Assistance Center” 
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Find Your DTA 

Travel Assistance Center can be 
reached by Phone or HelpDesk 

Ticket submitted through Travel 
Explorer (TraX) 
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Travel Explorer (TraX) 
Three ways to access the TraX website:  
1) Direct Link to TraX website: https://www.defensetravel.dod.mil/Passport/ 

 
2) Link on DTMO homepage: https://www.defensetravel.dod.mil/ 

 
 
 
 
 
 
 
 

3) Link on Defense Travel System (DTS) homepage: http://www.defensetravel.osd.mil/ 
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Travel Explorer (TraX) 

Read Statement and 
Select “OK” 
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Travel Explorer (TraX) 

  First Time Users  
Select “Register”…  

Select “Register with CAC” and follow 
prompts 

Existing Users 
 Select “CAC Login” … 

  Select the Certificate associated with 
Email and Select “OK”  
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Travel Explorer (TraX) Homepage 

Trip Tools 

  First Time Users  
Select “Welcome Message” and then “Welcome Video” to 

get acclimated to the TraX website 

Travel Assistance 
Center HelpDesk 

Ticket Tracker 

Training 
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TraX Resources – Trip Tools 
“Trip Calculator 

– Create mock TDY Travel Itinerary for concise Travel Cost estimates  
– Bundles Per Diem Entitlements, Transportation, and Lodging Costs based on Government Rates 
– Helpful for populating “Indirect Travel Cost” Section on SF-182 Training Requests 

 
“Per Diem” 

– Search Allowable Per Diem Entitlements (Meal and Incidental Expenses (M&IE) and Lodging) 
per Location  

– Adjusts for Travel Days based on Date Range provided 
– Aligns to default Per Diem Entitlements provided in DTS Travel Authorization 

 
“City Pair” 

– Search Flights per Departure and Arrival Locations 
– Provides flight estimates based on City Pair Government rates 
 

“Mileage” 
– Create mock mileage estimates based on locations provided 
– Aligns to Mileage estimates provided in DTS Travel Authorization 
– Helpful for completing Constructive Travel Worksheet (CTW) if needed 
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TraX Resources – Training 
Select on the “Training” on TraX homepage 

Select “My Roles” tab 
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TraX Resources – Training 

Select only “I am a DoD 
Traveler and/or I use DTS” 
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TraX Resources – Training 
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Accessing TraX Training 

To Access, Select “Launch” for the desired training 
 

An Alternate Screen will populate with Course Title 
and Overview  

 
Select “Launch Course” at the bottom of the page 

access the training  
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Select “Launch Course” to start training  

An additional screen/tab will 
open and include Course Title 

and Overview  

Accessing TraX Training 
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To view Completed Training and Print Certificate, Select “Completed” from the 
TraX homepage 

Select “Print” for the desired training instance 

NOTE: An additional screen/tab will open with Certificate of Completion in PDF format 

Completed TraX Training 
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TraX Training – Quick Links 

• Programs & Policies - Travel Card Program (Travel Card 101) 
 
• First Time Log Into DTS  
 
• DTS (Basic) - About DTS 

 
• DTS (Basic) - DTS Travel Documents (DTS 101) 
 
• Programs & Policies - Travel Policies 
 

 

The following are Direct Links to the frequently access Travel Training for DTS Users in TraX.  
 
To Access each training: 
 - Right Click on the Respective Link and Select “Open Hyperlink” 
 - New Screen will open; Follow prompts to login to TraX 
 - Read over training overview as provided 
 - Select “Launch Course” to start the training 
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