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Introduction

The Lead Defense Travel Administrator (LDTA) for your site is typically responsible for local level
travel support. As the subject matter expert, the LDTA aids with profile setup, document
processing, system errors, and understands your local business rules governing travel for your
organization.

*For this information paper, unless otherwise stated, “you” refers to Lead DTA or anyone who
needs local level travel support.

Update Local Level Support

The DTMO website provides a comprehensive list of available local level support for DTS
supplied by site POCs. From the Navigation Bar, select Support, then Local Level Travel
Assistance (Figure 1). Locate and select your specific Service or Agency. A detailed listing
appears. If the displayed information is invalid (e.g., email or phone number), you can submit a
request to Update Local Help Desk Information.

E=  An official website of the United States government Here's how you know

_EefenseTraVel Search travel.dod.mil Q
Management Office DTS

Defense Human Resources Activi Defense Support Services Center

ABOUT v PROGRAMS v POLICY & REGULATIONS TRAVEL & TRANSPORTATION RATES v ALLOWANCES TRAINING SUPPORT v

HOME > SUPPORT > LOCAL LEVEL TRAVEL ASSISTANCE

Support Local Level Travel Assistance

; Local level support is usually provided by a site's Lead Defense Travel Administrator or other personnel with in-
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depth knowledge of DTS and DoD travel. Their guidance is based on the local business rules governing your
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Before reaching out to your local help desk, make sure your question hasn't already been addressed by the
Frequently Asked Questions in TraX [login required] or training resources. You may also try consulting your
Authorizing Official or a Defense Travel Administrator for a resolution
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Figure 1: Local Level Support Screen

1. From the left side of the page, locate the laptop figure and select the Update Local Help
Desk Information link (Figure 2).
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Figure 2: Update Local Help Desk Information - Link

2. A DoD Message appears (Figure 3). Review and then select OK to proceed.

This is DoD Computer System. It and its related network is provided
only for authorized U.5. Government use. DoD computer systems
are monitored for all lawful purposes, including to ensure their use
is authorized, for management of the system, to facilitate
protection against unauthorized access, and to verify security
procedures and operational security. Monitoring includes, but is
not limited to, active attacks by authorized DoD entities to test the
security of this system. During monitoring, information may be
examined, recorded, copied and used for authorized purposes. All
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Figure 3: DoD Message Screen

3. Asecurity question window appears (Figure 4). Type in a one word response (e.g., car, bus,
train, tree) and select Next.
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Local Level Support - Request Update

Please complete the following to prove you are not a robot.

Picture Description: A woody perennial plant, typically having a single stem or trunk growing to a considerable height and bearing lateral branches at some
distance from the ground.

Identify the image displayed with one word:

Defense Travel Management Office (DTMO) | travel dod.mil

Figure 4: Look Up Routing Chain Screen

4. The Local Level Support — Request Update form opens (Figure 5).
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Local Level Support - Request Update

Use this form to request updates to the Local Level Support Contact List.

Do not use this form for technical questions about DTS or for issues with travel document processing in DTS. If you are seeking assistance regarding the
Defense Travel System, please contact your local Defense Travel Administrator or the Travel Assistance Center at 1-888-435-7146.

Enter your contact information below.
Requester Name:
Requester Job Title:
Requester Work Email Address:

Requester Work Phone:

Service/Agency:
Agency
Air Force
Army
Joint Commend
Marine Corps

Navy
Enter your Local Level Help Desk contact information below:
Note: email address must be the help desk email address; personal email addresses will not be accepted
Site Name:
Major Command: (if applicable)

DTS Office Phone:

Figure 5: Local Level Support Update Form

Enter your Contact information, Service or Agency, and your Local Level Help Desk
information on the form.

Scroll down to the Action Required section and select the appropriate radio button.

At the bottom of the page, select Next. Note: If you try to skip any required fields, the items

are flagged, and you cannot proceed to the next screen until entering the necessary
information.

A confirmation message appears (Figure 6).
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Your request was successfully submitted to DTMO.

Defense Travel Management Office (DTMQ) | www defensetravel dod. mil

Figure 6: Local Level Support Update Form

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.

e To learn more about submitting TraX Help tickets, see Travel Explorer (TraX)
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