
   

travel.dod.mil 1 June 2025 

INFORMATION PAPER 

Accessing Training for Travel Card Misuse in TraX 

June 17, 2025 

Introduction 

The Defense Travel Management Office’s (DTMO’s) web-based training Managing Travel Card 

Misuse on helping commanders, directors, and supervisors of Government Travel Charge Card 

holders and Agency Program Coordinators (APCs) understand their responsibilities for 

minimizing and addressing travel card misuse. This class may be beneficial to APCs, although it 

does not cover all APC duties, either in general, or as regards GTCC misuse specially. Reach out 

to your Component Representative for local training requirements. 

This class is accessible 24 hours a day, 7 days a week through the Travel Explorer (TraX). This 

information paper explains how to access the DTMO’s course. 

Passport Access 

When you need to take a web-based training (WBT) class, you log onto Passport (the DTMO’s 

web portal).  

Begin on the DTMO website. 

1. Select the TraX icon or navigate to https://www.defensetravel.dod.mil/neoaccess/login.php. 

A DoD warning statement (Figure 1) displays. 

 

Figure 1: Passport Message Page 

2. Read the warning message and select OK. The Passport Login screen (Figure 2) opens. 

https://www.travel.dod.mil/
https://www.defensetravel.dod.mil/neoaccess/login.php
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Figure 2: Passport Login Screen 

3. You must have a user account to log onto Passport. If you don’t have one, create one by 

selecting Register Here. The Registration Instructions screen (Figure 3) opens. If you do 

have one, skip the Registering for TraX section below.   

Registering for TraX 

On the Registration Instructions screen (Figure 3), there are two ways to register an account in 

TraX 1) Username (email address) and Password and 2) Common Access Card (CAC) or Personal 

Identity Verification (PIV). 

1. For users accessing the website with Username and Password credentials, the DTMO 

Passport requires a two-factor authentication protocol.  

2. For military and government users accessing DTMO Passport with their CAC, or PIV 

credentials the additional authentication step is not required. 

• Option 1: To Register by Username and Password. 

a. On the Registration Instructions screen, complete all mandatory fields. 

b. Select Submit Registration.  

c. You will receive an email when your account is ready.  

d. Use the link in the email to complete the registration and create your password, 

then return to the Passport Login page (Figure 2). 
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• Option 2: Select Register with your CAC.  

a. On the Registration Instructions screen, complete all mandatory fields which 

includes a password. 

b. Select Submit Registration.  

c. You will receive an email when your account is ready for use.  

d. Return to the Passport Login page (Figure 2). Select Continue with your CAC/PIV 

(Figure 2). 

 

Figure 3: Registration Instructions Screen 

You may want to consider account registration for both methods. With the Username (email 

address) and Password you always have access to your account. Completed Training 

Certifications are associated to the email address (you had at the time of training) in the 

Passport account. If you register with the CAC, you still need to create a password. If your 
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password changes, you can always update your TraX profile. See the Update Passport Account 

Information section at the end of this document. 

Passport Login 

Passport is available 24/7 to support a variety of purposes, so keep your Passport account 

active, and comply with DoD Cyber Security regulations by logging in monthly. 

After you register for a Passport account, you can access the DTMO Passport portal by 

Username and Password or with your CAC/PIV.  

• Username and Password – Each time you use this login method to Passport, a one-time 

passcode is sent to your registered email address for additional authentication. 

a. You will be presented a Passport Login Two-Factor Authentication window (Figure 

4). 

b. You have 30 minutes to obtain the one-time passcode sent to your email address. 

 

Figure 4: Passport Login Two-Factor Authentication Screen 

c. Locate the email from DTMO Passport containing the one-time passcode (Figure 5). 



INFORMATION PAPER: Accessing Travel Card Misuse WBT 

Defense Travel Management Office 5 June 2025 

 

Figure 5: DTMO Passport Authentication – One-Time Passcode Email Sample 

e. Copy and paste the One Time Passcode into the Passport Login Two-Factor 

Authentication window (Figure 6). 

 

Figure 6: DTMO Passport Authentication – One Time Passcode Entered 

f. The password is not authenticated until after the Passcode is sent and entered. 

g. Select the Log in to Passport button to proceed (Figure 6). 

h. You should see the Passport Home page. 

• OPT Passcode Resend – When using the Username and Password login method to Passport 

and you need another OPT Passcode, there is a planned 5-minute delay implemented before 



INFORMATION PAPER: Accessing Travel Card Misuse WBT 

Defense Travel Management Office 6 June 2025 

a resend of the One Time Passcode (OTP), link becomes available. After waiting the allotted 

time: 

a. Select the link to generate the OPT. 

b. Copy and paste the One Time Passcode into the Passport Login Two-Factor 

Authentication window. 

c. The password is not authenticated until after the Passcode is sent and entered. 

d. Select the Log in to Passport button to proceed. 

e. You should see the Passport Home page. 

• Password Use Requirement - For a non-CAC/PIV account with a Username (email address) 

and Password log in credential, you are required to change the password once every 60 

days. 

a. Passport is programmed to not allow use of the previous 5 passwords for security 

compliance. 

b. When revising your Password, you will see text informing you of the prior 5 

passwords non-use requirement. 

c. Generate your new password within the guidance and then log into Passport.  

• Common Access Card (CAC) - Each time you use either a CAC or PIV log on credential for the 

DTMO Passport, the additional authentication step is not required.   

a. Select Continue with your CAC/PIV. 

b. A Select a certificate window appears. Choose your certificate. Then select OK. 

c. You should see the Passport Home page. 

Note: Remember a monthly log in is required to keep the account active. 

Passport Home Page 

The Passport Home screen (Figure 7) opens. The top of the page provides the Last Login data 

(i.e., date, time), User email address, Logon by (method) with an identifier. The example below 

shows Logon by CAC: Yes. From here, you can access various applications based upon your 

permissions. At a minimum, you will have access to My Profile, Subscriptions, and TraX. 
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Figure 7: Passport Home Screen 

• My Profile: This is the profile established when you registered. Update your information 

when something changes such as your organization. You should always keep your TraX login 

email address up to date. 

• Subscriptions: Shows you the DTMO Publications (e.g., Customer Services Notifications, 

DTMO Dispatch) that TraX automatically emails to you. You can unsubscribe at any time. 

• TraX: Provides Tools you can use such as Training. 

Begin on the Passport Home screen (Figure 7). 

1. Select TraX. The TraX Home page opens (Figure 8). 
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Figure 8: TraX Home Page Screen 

2. The TraX Home page provides access to the following: 

• Training: Provides access to web-based trainings (WBTs) and Distance Learning (DL) 

sessions. Upon successful accomplishment of WBTs, you do receive Completed Training 

Certificates. 

• Trip Tools: Provides access to complete a trip estimate and look up location reports (i.e., 

maps, travel advisories, etc.) 

• Knowledge Search: Allows you to search for travel related questions and find answers. 

• Travel Assistance: Allows you to submit a help desk ticket for assistance. Also, allows you to 

view your help desk tickets. 

• Announcements: Provides travel related information and key data (e.g., TAC Outreach 

information, Travel Warnings and Alerts). 

Available Training Screen 

All WBTs are housed in the TraX Training module. Here is how to access the TAOCO WBTs: 

1. On the TraX Home screen (Figure 8), select the Training button at the top of the page. The 

Available Training screen (Figure 9) opens. 
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Figure 9: Available Training Screen 

On the Available Training screen, the class listing defaults to Recommended Only (Figure 9, 

Indicator 1), which displays recommendations based upon the roles you selected under My 

Roles (see the My Roles section, to learn more). Information on the screen also includes: 

• Show All box (Figure 9, Indicator 2) check it to see all available classes.  

• A key (Figure 9, Indicator 3) identifies the class types by 2-letter code and color. You can 

select a specific code (e.g., Web Based) to view only certain classes (Figure 9, Indicator 4).  

• Search feature (Figure 9, Indicator 5) allows you to find one or more classes by name. 

• Version (Figure 9, Indicator 6) manages the materials. When there is a change to the 

training materials the version will change. A major change will change the full number (e.g., 

1 to 2) and a minor change will change the numbers after the .(dot) (e.g., 1.03 to 1.04). 

• Information icon ( i ) (Figure 9, Indicator 7) provides more details about the specific class. 

• Launch (Figure 9, Indicator 8) button to start the class. 

• Print and Export Class (Figure 9, Indicator 9) provides a list of the completed WBT classes. 

Note: If your desired class does not appear on the first page, go the bottom of the page and 

select Next to see more classes.  
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Launching A WBT Class 

Locate the Class Name you want to take on the Available Training screen (Figure 9) then select 

Launch. An information screen (Figure 10) opens. It provides information about the class and 

the system requirements for running it. 

 

Figure 10: Welcome Course Screen 

1. Once you verify that your computer is properly configured, select Launch Course at the 

bottom of the window.  

2. The class launches. You should see the Title page of the WBT session. 

3. Select Continue to proceed. 

4. The Menu slide displays. 

a. Review the training items for the course. 

5. Take the Travel Card - APC WBT class. 

6. View the Summary. 

7. Complete and pass the Assessment. 

a. Upon successful accomplishment of the course, you will receive a Completed 

Training Certificate. See the Section, Printing Your Certificate. 

Print Your Certificate 
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DTMO WBTs offer a certificate upon successful completion of the assessment. You can view, 

print, and delete any Completed Training Certificate associated with your profile in TraX. Per 

Records Management Requirements, Completed Training Certificates are only maintained for 6 

years. Records over 6 years are purged from TraX.  

Here is how to print or download and save the training certificates. All options are visible in 

Figure 11. 

Begin on the Training page in TraX. 

1. From the TraX Navigation Bar, select the Completed page. Note: If you’re not already in the 

Training module, you’ll have to select the + sign first to open the options under Training. 

2. The Completed Training screen opens (Figure 11). 

 

Figure 11: Completed Training Screen 

3. To print a single training certificate: 

a. On the class row, select Print in the Print Certificate column. The certificate 

displays. 

b. Use your preferred method to print the certificate or save it to your computer. 

4. If you want to print a list (but not the certificates) of all your completed courses, select 

Export to Excel, Export to PDF, or Print Classes. 

My Roles 

If a WBT class didn’t appear in the inventory or if this is your first time in the Training module, 

from the TraX Navigation Bar, select My Roles (Figure 9). The My Roles screen (Figure 12) 

displays.  



INFORMATION PAPER: Accessing Travel Card Misuse WBT 

Defense Travel Management Office 12 June 2025 

  

Figure 12: My Roles Screen 

Selecting roles in TraX is useful for limiting the available classes that TraX shows you, based on 

the DTS roles you hold and the classes you’ve completed. Of course, even with roles selected, 

you can always see every available class by selecting Show All as described under the Section, 

Available Training. 

1. On the My Roles screen (Figure 12), check the boxes next to all the roles you hold in DTS.  

a. At a minimum, you should select Travel Card Holder, and DTS Traveler (if you plan 

to travel or assist travelers).  

2. When you are done making selections, choose Update Roles (Figure 12, Indicator 1) to apply 

the changes. 

3. The screen updates with a Success message.  

4. Select Return to Class List (Figure 12, Indicator 2) to access the revised class inventory. The 

Available Training screen appears. 
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Update Passport Account Information 

If you need to update your Passport account information (e.g., your email address changed), 

start by logging into Passport. 

1. On the Passport Home page (Figure 7), select My Profile.  

2. The My Profile screen opens allowing you to change your account details (Figure 13). Note: 

Items with a red asterisk are mandatory fields. 

 

Figure 13: My Profile Screen 

3. Make the necessary modifications then select Update Profile to save your changes. 
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Additional Option – Associate the Username and Password account to the CAC 

If you have a non-CAC/PIV DTMO Passport account (i.e., using a Username and Password login 

only) and would like to associate your CAC/PIV to it you can.  

Begin on the Passport Login page (Figure 2).  

1. Select “Continue with your CAC/PIV” option instead of entering your Username and 

Password. 

2. A Select a certificate window opens (Figure 14). You’ll be prompted to choose your CAC 

certificate. Then select OK. 

 

Figure 14: Select a Certificate Window 

3. A Passport Single Sign-On window opens (Figure 15). You will be prompted to enter your 

Username and Password credentials to connect the account with your CAC/PIV data. 
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Figure 15: Passport Single Sign-On Screen 

4. Select LOG IN. You should see the Passport Login page. 

5. Select “Continue with your CAC/PIV” option. 

6. A Select a certificate window opens (Figure 14). You’ll be prompted to choose your CAC 

certificate. Then select OK. 

7. The Passport Home page opens. Select the application you need (e.g., TraX, My Profile). 

Troubleshooting - Login Error 

The DoD requirement is log in monthly to keep the Passport account active.  

Begin on the Passport Log in screen. 

1. Choose either Username and Password or your CAC/PIV to log in.  

2. If you can’t proceed to the Passport Home page, it could be due to inactivity of your 

account. If the account is locked then the Passport Unlock message (Figure 16) appears. 

 

Figure 16: Passport Unlock Message 

3. Select Acknowledge to proceed. The My Profile page opens. 

4. Review and update any information requiring modification. 
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5. Once you  finish, select Update Profile to retain the data. 

6. You should be directed to the Passport Home screen. Select the applications based upon 

your permissions (e.g., TraX). 

Note: If you are brought back to the Passport Login page, enter your credentials and you should 

be directed to the Passport Home page. Then select the applications available based upon your 

permissions. 

Troubleshooting – Forgot Your Password 

If you are a non-CAC/PIV DTMO Passport user and need assistance with your password, please 

go to “Forgot Password?” on the Passport Home page. 

1. Select the Forgot Password link. 

2. A Forgotten Password box appears (Figure 17).  

 

Figure 17: Forgotten Password Screen 

3. Enter your email address. Then select Password Reset. 

4. You will receive information in your email. Follow the instructions to reset your password. 

5. When you are ready, return to the Passport Login page and enter your credentials. 

6. You will be brought to the Passport Home page. Then select the applications available on 

the screen based upon your permissions. 

7. Once you reset a password whether through “Change Password” link or “Forgot your 

Password?” link, on the screen after new password is saved the entry is grayed out and 

unchangeable. Note: To change the password again, go through the “Change Password” link 

or “Forgot your Password?” process. 
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Troubleshooting – Login Help 

If you experience a problem during login and receive an error message for failed attempts at 

Username, Password, or Passcode then a “Login Help” prompt will appear with information to 

assist you. In addition, on the Passport Login page there is a Login Help link (Figure 18).  

 

Figure 18: Passport Login Screen 

Select the Help link. The Login Help screen opens to display (Figure 19): 

1.  Generic information for a problem and solution. 

2. A link to register for a Passport account.  

3. Access to Live Chat where a Travel Assistance Center (TAC) person will try to provide further 

assistance during business hours. 

When you are finished select the x at the top right on the screen to close the window. 
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Figure 19: Login Help – Error Messages with Solutions 

Resources 

The DTMO provides a variety of resources in the Training Search Tool at 

https://www.travel.dod.mil/Training/Training-Search/. You can find the specific resources 

addressed in this document and many more on the DTMO website. 

• For information on TraX, see the TAC & TraX: Helpful Resources Guide 

https://www.travel.dod.mil/Training/Training-Search/
https://media.defense.gov/2022/May/13/2002996898/-1/-1/0/TAC-TraX_Helpful_Resources_Guide.PDF

