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Updating Local Level Support Contact

Summary

Update
Local Level
Support

The Lead Defense Travel Administrator (LDTA) for your site is typically responsible for local level
travel support. As the subject matter expert, the LDTA provides assistance 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.

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. 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.
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Support Local Level Travel Assistance

; Local level support is usually provided by a site's Lead Defense Travel Administrator or other personnel with in-
Frequently Asked Questions
depth knowledge of DTS and DoD travel. Their guidance is based on the local business rules governing your

Local Level Travel Assistance organizatien.

. Turn to local level support first, before reaching out the Travel Assistance Center (TAC). If the local help desk
Travel Assistance Center K X o
cannot resolve your issue, they may elevate it to the TAC. Note that some organizations allow only help desk

Recruit Travel Assistance personnel to contact the TAC.

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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Update
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Support
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Update Local Help
Desk Information

Use this form to report a
nonworking phone or email.
Lead Defense Travel
Administrators may use this form
to update contact details for an
arganization

You may also try consulting your Authorizing Official or a Defense Travel Administrator for a

resolution.
e o
Joint Command Marine Corps Navy

Browse records in | all searchable columns v | that ‘conlam ~ ‘ Key Words Search

Site Name Phone Email

osd.pentagon.ousd-a-
s.mbx travel@mail. mil

Acquisition & Sustainment 703-897-2525
Acquisition, Technology & Logistics (AT&L) 703-697-2321
AFDW/JA 240-612-6100
AFIS HQ 703-428-0267 afisdts@hq.afis.osd.mil

Chemical Material Agency - Aberdeen

410-436-7308
Proving Ground (Edgewood Area)

Figure 2: Update Local Help Desk Information - Link

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

www.defensetravel.dod.mil says

This is DoD Computer System. It and its related network is provided ~
only for authorized U.S. Government use. DoD computer systems are
monitored for all lawful purpeses, 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 information placed on or sent
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Figure 3: DoD Message Screen

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

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

Picture Description: A large motor vehicle carrying passengers by road, typically one serving the
public on a fixed route and for a fare.

Identify the image displayed:

-

Defense Travel Management Office (DTMQO) | www.defensefravel.dod.mil

Figure 4: Local Level Support — Security Question 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.

you are sesking assistance regarding the

af 1-888-435.7145

ravel docu
trator or the

echnical questions abol
m, please contset your loc:

Enter your contact information below.

Requester Name:

Requester Job Tifle:

Requester Work Email Address:

Requester Work Phone:

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

Mavy

Figure 5: Local Level Support Update Form
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Update 5. Enter your Contact information, Service or Agency, and your Local Level Help Desk
Local Level information on the form.
Support 6. Scroll down to the Action Required section and select the appropiate radio button.

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

are flagged, and you can not proceed to the next screen until entering the necessary

information.

8. A confirmation message appears (Figure 6).

DefenseTravel

Management dffice

Your request was successfully submitted to DTMO.

Defense Travel Management Office (DTMO) | www defensetravel dod mil

Figure 5: Local Level Support Update Form

The DTMO will process your request and update the website generally within a week of your
submission. If the form requires any clarification, the DTMO will contact you.
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