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ACCESSING THE DTS SYSTEM (Use Internet Explorer 6 or higher; or Mozilla Firefox)
*Please remember to deactivate any Pop-up Blocker software before using the application.

Step (1) Go to the following link:
https://dts.fws.gov
https://staging.fws.gov/dts (Test Server)

Step (2) Enter your email address and Active Directory password and click OK.

Step (3) Press Enter or click Continue at the Welcome Page

Step (4) If you have more than one User Account, select the one you want to use and press
Enter or click Continue.

Data Tracking System (DTS)

U.S. Department of the Interior

You have multiple DTS User Accounts. Please select the account
you wish to use for this session.

Account Office User Group
(3) mnash-PMB PMB/PMB DTS Admin
(O margie -SOL SousoL DTS Admin
(O Margie Nash-Adm WGS/D DTS Admin
() MBNash FWS/DTS-Support DTS Admin
(O MNash SIO/OES DTS Admin
() MNash SIO/OES-Nash/703-533-0552 DTS Admin
(O MNash-PMB-user PMB/DBPA DTS Users

CONTROL CENTER

Navigation Bar

Home button takes the user to the Control Center

Back button returns the user to the previous screen

Forward button takes the user to the next screen

Refresh button reloads the screen

Add New Record button takes the user to the Main Information Screen

Search button takes the user to the Simple Search Screen

Predefined Process button allows the user to create/edit predefined routings

Help button allows user to turn on/off tool tips and set screen size

Reports button takes the user to the Reports Screen to create and schedule reports

Y IESIESIFs SIEICNE AT AT Y

1. 2. 3. 4. 5. 6. 7. 8. 9.

©CoNoOM~MWNDE
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Application: DTS | Username: margie_nash@fws.gov | Office: PMB | Today's Date: 08/21/2010

Data Tracking  Administration  Training Help

Mmoo |\ f3 | T Q. SO togout X
@ control Center Inbox ¥
SR TR Q) Routing InBOX
The DTS (Data Tracking System) is currently onling —
;| Task 4 |Task : : ! :
Select User Account Record DCN j e : I hue Date j Last Name j Subject j
mnash-PMB - PMB/PMB i ° PMBOODDO0S  0G/09/2010 (2)  NIA Doe e

Handbook

. Feinstein, Boxer, Costa, Radanovich, San Joaquin River Restoration
Quick Search i PMBO0000OOS 06/08/:2010 (2) 0514312010 Cardoza Settlement Act

PMB Mational Database v L ; FS0-00002474 05252010 (1) 061022010 Feinstein, Boxer, Costa, Radanovich, 5an Joaquin River Restoration
‘ = Cardoza Settlement Act
DCN
PMB0000002 11/06/2009 (3) 11/23/2009 Lewis Another test record
ES No =
PME0000001 11/06/2009 (2) 1172772009 Salazar Test Record
Tip of the Week D

System Messages
The System Manager provides the user with the current status of the DTS.

Select User Account

If you have more than one account in DTS, you can change to another account by selecting from
the dropdown box. The Routing INBOX will refresh with the records associated with the account
selected.

Quick Search
If you know the DCN or ES number of the record you want to view, you can do a quick search by
entering the number in the appropriate field and pressing Enter or clicking the button.

Tip of the Week
Check here for reminders and suggestions on how to make the DTS work better for you.

Routing INnBOX
Provides the user with the initial view of current records that are associated with the user’s logged
in account (Orig. Office). These records are described by the following:

DCN

Task Assigned Date
Task Due Date

Last Name

Subject

From your Routing InBOX, you may click on the:

-

e Record button .. (indicates the record was assigned electronically) or Lz.; (indicates record
was assigned as hard copy) to access a record assigned to your office and take appropriate
action

e Up/Down arrows t |to reverse order of presentation
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Application: DTS | Username: margie_nash@fws.gov| Office: PMB | Today's Date: 06/21/2010

Data Tracking  Administration  Training  Help

Brons = =/ 3.+ Q& @

Logout | Jf

O Control Center

Ourhox %

Q Routing QutBOX

Record DCH ﬂ Subject j Input j Due Date_ 4| Last Name j
= TRNOD00STS Request copy of Correspondence Handbook 06/04/2010 0TME/2010 D
- ! r_ TRNOOD0S7E DTS User Manual 05/27/2010 NiA PMB DTS Users
= PMBOOOOOOT Test record 06/0%/2010 06/M8/2010  Nash
= PMBOOOO00S Reguest copy of Correzpondence Handbook 06/0%2010 NIA Doe
b Feinstein, Boxer, Costa,

PMBO00OO00S San Joaquin River Restoration Settlement Act 06/09/2010 05/13/2010
Radanovich, Cardoza

Routing OutBOX

In the upper right hand corner of the Control Center, you can select your Routing OutBOX from the

Tasks
Complete

10f1
1of2
10f1
Oof2

0of1

Assigned
To

DBPA

PMB

PMB

jAsmgnedjT“k : | Close

0s/27/2010

08092010

08/0%/2010

Due

HiA

(2

HiA

‘DCN

dropdown menu. This provides the user with all records the user’s Originating Office has entered

that are open. These records are described by the following:

DCN

Subject

Input Date

Due Date (if any)

Last Name

Number of Tasks Completed
Current Office Assigned To
Task Assigned Date

Task Due Date

Close DCN

If all tasks have been completed and the record is still open (no date in the Closed Date field), there
will be a yellow folder in the Close DCN column of the Routing OutBOX. Click on the folder and the

system will automatically enter a date in the closed date field of the record.

&=
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ADD A RECORD

Data Tracking Administration Training Help

Arom ) 120 S| 3 Q4SO

DTS-Database-PMB-items=7 | e |

ﬁE . Search for DCN: ﬂ ES No: ﬂ
DCHN Input Date 0&21/2010 H Orig. Office |PME
IndQiut Select In-Out ha Inc: Date: E Due Date E

Received g
Action Select Action Code | W External Mo
Doc Type Select Document Type W ! ES No
Sig Level Select Signature Level b ES Due Date 3
Subject
Synopsis
Ack Date Ta) Signed By Sign Date L]
Interim Date 3 Medium Select Medium b Xref
Closed Date ] [| Lock Record | MARA Retention
Clozed By Wail Tracking # Write-In
—

Step (1) Click the Add New Record button = _on the Navigation Bar. You are now on the
Main Information Screen.

Step (2) The PMB National Database is the default. You can select a different database from
the dropdown menu (right side of screen).

Step (3) Fillin all appropriate fields. Underlined field labels indicate fields that you must
complete.

Step (4) Click the Lock Record checkbox (optional).

Step (5) Click the Save button at the top of the Main Information Screen to save your
record.

Field Definitions:

DCN - A number assigned by the system automatically when you save the record. You cannot
enter any information in this field.

Input Date - Required field - Populates with today’s date; press the calendar button and select
appropriate date if different than today’s date.

Orig. Office — Populates with your office. You cannot enter information in this field.



DTS User Manual 5

In/Out — Required field — An incoming document is one that is coming into PMB for response or
other action. An outgoing document is one that originates within PMB that is not in response to
an incoming. Select from the dropdown list.

Inc. Date — Date on incoming letter/document. Press the calendar button to select appropriate
date. Do not enter a date for an outgoing document.

Received — Date incoming letter/document was received in PMB. Press the calendar button to
select appropriate date. Do not enter a date for an outgoing document.

Due Date — Overall due date that all tasks will be completed.
Action — Required field —This is the overall action for the document; select from the dropdown list.

Doc. Type — Required field - Document Type. Select from dropdown list.

: ol : : : .
Important — Click the checkbox if document is urgent, rush, or an important item.
Sig. Level — Select appropriate signature level from dropdown list.

External Number — Use for another number related to your document; e.g., WH Referral number,
RIN for Federal Register notices, Audit Numbers, etc.

ES No. — Control number assigned by Executive Secretariat.
ES Due Date — Executive Secretariat’s due date

Subject — Required field. Enter brief subject of document. Be specific so you will be able to
locate it in a search.

Synopsis — Further explanation of subject, if needed.

Ack Date — If an acknowledgement letter is sent, enter date by selecting from the calendar.
Interim Date — If an interim response is sent, enter date by selecting from the calendar.

XRef — Cross Reference - Enter DCNs of other records that pertain to this record.

Medium — Select how the letter/document was received from the dropdown list.

Signed Date — Date document is signed. Press the calendar button to select appropriate date.
Signed By — Name of person who signed the document.

Closed Date — Date record was completed. Press the calendar button to select appropriate date.

Closed By — Name of user closing the record.
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Rrome (4= (=) O L 1 G g e togout B
Reports
DTS Database PNBems=8 e | Main | Search | Reports |
PME Mational Database b
| IR <corc oo EGo) eono =
- Please add an Addressee to continue.
DCH PME0000009 nputDate  |OB/Z1/2010)_%|  Orig. Office |PVIB
InfQut Inc Date E Due Date H The Addressee i the person or office that the action tem was received fromor is
) _3 addreszed to. If you are entering this item for your own record keeping, you may
Received enter yourself as the Addressee.

Action External No

Doc Type |B-Euﬂget v| it ES No Show me how

Sig Level | DAS-Deputy Assistant Secretary v ES Due Date =

Subject TestRecord for DTS Tranng

Synopsis

Ack Date = Signed By Sign Date i

Interim Date | Medium | Select Medium v Xref

Closed Date | T Lock Record T work Flow Report Setup T~ NARA Retention

Closed By Mail Tracking # Wirite-In a

After saving the core information for your record, scroll down to the Addressee Screen below the
Main Information Screen.

Add an Addressee

Enter one or more addressees and the appropriate address information. You can also select an
office as an addressee.

Incoming document — The addressee is the name of the person who signed the incoming
correspondence or acronym of the Departmental office.

Outgoing document — The addressee is the name of the person to whom the correspondence is
addressed or the acronym of the Departmental office.

Select a Name

Back buttons
S at the top of
Search by Last Name: || " ' ' tshcer éoxednd\r:iﬁsee
enable you to
navigate
within the
Addressee
Screen.

E; Addressee W Forward and

Step (1) Enter the last name of the addressee in the Search by Last Name field. Click on the

Search button n in the Addressee Screen. If the correct name is listed, click on the Last
Name and the addressee information will appear in the Addressee Screen; also the Address form
will fill in.

Note: If the correct name is not listed, click the Go Back button (see Add a Name).
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Step (2) Click the Save Addressee button (right side of addressee screen) to save the
addressee.

Step (3) To enter address information, click the Address tab and enter appropriate data. Click

the Save Address button - (right side of addressee screen) to save the address information.
Add a Name

Step (1) If your lookup from Step (1) above does not produce the correct name, click the Go Back
button to return to the Addressee Screen. Fill in the appropriate fields, Last Name is required.
Click the save button on the right side of the Addressee Screen.

| Addressee

=t | Add
] Save
i E Cancel
Delete

Step (2) Click on the Address tab at the top of the Addressee Screen and fill in all appropriate
fields. Click the save button on the right side of the Addressee Screen to save the address
information.

Addressee Title I |
Organization [ |

——

City ’ | State
20 | | counry

Tel I 1 Telext | ]

Fax | |
E-mail [ |

Constituent I i Cong. State
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Select an Office
Step (1) Click the Office tab at the top of the Addressee Screen.

Step (2) Click the dropdown arrow to select the appropriate Bureau.

Step (3) Click the ellipsis button B 10 select the office.

Step (4) Click the Save Addressee button on the right side of Addressee Screen to save
the office acronym.

Ii Addressee

2 . P o

[T Office |

Dffice Lookup BEPA -~
Select Office

DBRA

DBPA-PAM
DBRPA-PFM
DBRA-POB
DBPA-PPP
DBPA-PSD

Note: You cannot add an office that is not in the office list. To add an office, call your DTS
Administrator.

TREE VIEW

After you save the Main Information and the Addressee, the Tree will refresh on the right side of the
Main Information Screen with the following icons at the top of the Tree:

1. 2. 3. 4. 5 6.

The Refresh button will refresh the Tree

The Add Addressee button will open the Addressee Screen at the bottom left
The Comment button will open the overall Comments Screen at the bottom left
The Add Routings button will open the Routing Screen at the bottom left

The Attachments button will open the Attachments Screen at the bottom left
The Control Slip button will allow the user to create a Control Slip.

ourwWNE
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RECORD LOCKING

On the bottom-center of the Main Information Screen, there is a record lock checkbox. Check this
box while you are working with a record so the record cannot be overwritten by another user. If you
need to modify a record that has been locked by another user, click on the link at the top of the Tree
to send the user an email asking the user to unlock the record.

OIASI=NE

Locked by margie nas
O5/2772010 10626 AM

Active Routing: DBPA (2}
f:h'lain
= "f'1 Addrezzes

""" @F‘ME 0TS Users

In your INBOX there is an icon of a lock if a record assigned to your office is locked. A green lock
indicates the record was locked by you, and a red lock indicates the record was locked by another
user.

@ Routing InBOX

: Task 4 |Task : : - :
Record DCH j Assioned  —Due Date j Last Name j Subject j
RE: Rocky Mountain Arzenal Visitor Center
ESO-00002393 08232010 (1)  0&/05/2009 Roybal Design and Construction
o PMBOOOOOOS 08/21/2010 (2)  NA PMB DTS Users Test Record for DTS Training
PMBOOOOO0DS 06/ 02010 (2) NIA Doe Request copy of Correzpondence Handbook

ACTIVE ROUTING QUICK-VIEW

Below the Record Locking email link is a quick view of the open routing(s) and the assigned task
(e.g., DBPA (2) = assigned to DAS-Budget, Finance, Performance and Acquisition for Appropriate
Action). If there is more than one open routing, there will be a dropdown box. Clicking on the
active routing will open that routing in the Routing Screen.

0| 8|S EI

Locked by margie nashi@fws.qgov on
05/27/2010 10:26 AM

mm) | Active Routing:  DBPA (2)
i Main
= "'f'*l Addreszee

""" @ PWMB DTS U=sers
f' 0 Comments
E‘ ""_12 Routings
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WORK FLOW REPORT SETUP

On the bottom-center of the Main Information Screen, there is a checkbox to set up a Work Flow
Report. Use the work flow to keep track of individual records.

Interim Date Iﬁm Medium | Select Medium 1"«f| Xref Iﬁ
Clozed Date ﬁﬁl Lock Record Work Flow Report Setup IE NARA Retention
Closed By | Mail Tracking | Writeln |9

To set up a Work Flow Report:

Step (1) Check the Work Flow Report Setup box.

Step (2) Click on the white envelope and select the names of those you want to receive reports

on this particular record. Click the button and close the screen.

Data Tracking System (DTS)
o U.S, Department of the Interier

[DO1 Address Book (3| Lastnames| | |RNu

Name Selected

Add

Add All
Remove All

Employee List w

Emplayee List

Email Groups

DTS User List

My Office User List
Input Email

Step (3) Click on the red clock and select the day and time to receive your report. Click the

button and close the screen.



DTS User Manual 11

Day
Monday

Tuesday

Wednezday

Thursday

Friday

Saturday

Sunday
Times shown are for your local time zone. The default times are 8.00 AM Eastern time, Monday

through Friday.

Step (4) When you no longer wish to receive the Work Flow Report, open the record and
uncheck the checkbox.

NARA RETENTION —To denote a record to be retained for the National Archives and Retention
Administration, check the NARA Retention checkbox on the lower right of the Main Information
Screen.

MAIL TRACKING — Enter Certified Mail tracking number in this field.

WRITE-IN — For use when receiving multiple letters on the same subject—enter the number
received.

COMMENTS
Comment Date;06323f2010 12:26 PM fThese are overall comments regarding the
Entered By  Margie Nash ‘record/document.

Comment By Margle Nash

Step (1) Inyour current record, click the Comments button ﬂ located over the Tree View or
click on the Comment heading in the Tree. The Comments Screen will display below the Main
Information Screen.
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Step (2) The Comment Date and Comment By fields are pre-populated with today’s date and the
user’s name; enter your comment in the Comment box. Entered By is automatically entered by
DTS upon saving. (If the comment is someone’s other than the user, enter that person’s name in
the Comment By field.)

Step (3)  You may check the speling of your comments by clicking the spell check button

Step (4) Click the Save Comment button on the right side of Comments Screen to save the
comment.

Note: These comments pertain to the overall record. See Routing Comments.
ROUTING

Note: The DTS saves the first routing to the originating office when the Addressee Information is
saved so that you can make further modifications to your record. If the document will remain in
your office for action, you must remove the date in the Task Completed Date field and save the
routing. This will indicate that the document is in your office for action, and it will show in your
Routing InBOX.

Add a Routing

Step (1) In your current record, click the Routing button —&J located over the Tree View or click
on the Routing heading in the Tree. The Routing Screen will display below the Main Information
Screen.

Routing Type ) Electronic ) Hard copy

_ {(*) Office | PMB W =
Assigned To

O Individual

Tazk Due Date 3
Tazk Az=igned Date 3 @
Task Completed Date 3
Tazk Select Task b

Predefined Processes [

Send Email [

Aszigned By =

Step (2) Enter the following:
¢ Routing Type (required field): Select Electronic or Hard copy
Assigned To (required field): Click the Ellipsis button H to select office.
Task Due Date: Enter due date for Assigned To office
Task Assigned Date: Enter date only when document is routed to Assigned To office
Task Completed Date: Assigned To office enters date when action is completed
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e Task (required field): Select appropriate task from dropdown list

o Predefined Processes: Click this box if you wish to use a Predefined Process (see
page 18)
Send Email: Click this box if you wish to send an email to the Assigned To office

e Assigned By: DTS will enter automatically.

Step (3) Click the Save Routing button on the right side of the Routing Screen to save the
routing.

Step (4) To add additional routings, click the Add Routing button on the right side of the
Routing Screen and repeat Steps (2) and (3).

Routing to an Individual

<57+ Routing
‘¥, Note: Don't close your task until your private routings are closed.
' | Route Comment|  Append |  Sumame |
Houting Type (#) Electronic () Hard copy E
Office | PMB w | DEPA —
I O
(&) Individual Haze, Pam = Private
Task Due Date 3 E
Task Assigned Date oeeTEo10| 8| (D m
Task Completed Date =]
Task | S-Review Comment b |
Send Email L
Assigned By Nash Marge =
La=t Updated margie_nash@fws.gov 06/21/2010 03:37:26 PM

Step (1) In your current record, click the Routing button &J located over the Tree View or click

on the Routing heading in the Tree. The Routing Screen will display below the Main Information
Screen.

Step (2) Select Electronic or Hard copy; select Individual button in the Assigned To field, enter
the individual’'s last name, and press the ellipsis to select the individual.

Step (3) Check the Private box if you do not want the routing viewed by other offices.

Step (4) Fill in the remaining fields and click the Save Routing button on the right side of the
Routing Screen to save the routing.

Note: A routing to an individual shows in the individual’s InBOX on the Home Screen, not in the
individual’s office InBOX.



DTS User Manual 14

If you click on a private routing to an individual that your office did not create, you will not be able to

view it. You will see the following warning.

«mry Routing

This is a private routing. It may be viewed only by the office that created it or the
person it was tasked to.

Routing Comment

Step (1) Click on the Routing in the Tree that you want to add a comment.

___
Joutina Tvpe ® Ekectronic O Hard copy E
=]

S O office pme v | DEPK
@) Individual Haze, Pam ]‘ Private

rask Due Date —

Task Assigned Date | 08/23/2010]_1] (D
{

rask Completed Date ]

Task [ S-Review/Comment v l

Send Email 1

assigned By [m"ﬁrge ]n

_ast Updated margie_nash@fws.gov 06/23/2010 12:43:08 PM

Step (2) Click on the Ml EUEN tah in the Routing Screen.

Comment Date GE/21/2010 05 40| Pam - Please 1ook this over and let me know - |
Entered By what you think. Thanks|

Comment By |Marge Nash |

Step (3) The Comment Date and Comment By (name of person making the comment) fields are
pre-populated with today’s date and the user's name; type your comment in the Comment box.
Entered By is automatically entered by DTS.
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Step (4) Click the Save Comment button on the right side of Comments Screen to save
your Routing Comment.

Step (5) The Tree will automatically refresh displaying your Routing Comment.

9| 8|S &I E

Locked by margie nas v on 06/21/2010
Active Routings: | i f
“vl.iain

= '¢;1 Addressee

i @PMB DTS Users
= '¢?1 Comments

5 @o&zmmo Margie Nash
=1 %5 Routings

7 .06121l2010, PMB (2)

= .oerzarzow. DBPA (5)

@ se232010 argie tasn <

Insert a Routing Between Two Existing Routings
If you need to insert a routing between two routings in your routing list:

Step (1) Click the routing that is below where you want to insert your new routing.

Step (2) Inthe Routing Screen click on the |“\1(:‘:::b§..j.‘.:1—:‘ tab.

Step (3) Enter the following:

o Routing Type (required field): Select Electronic or Hard copy
Assigned To (required field): Click the Ellipsis button B to select the new office
Task Due Date: Enter due date for Assigned To office
Task Assigned Date: Enter date only when document is routed to Assigned To office
Task Completed Date: Assigned To office enters date when action is completed
Task (required field): Select appropriate task from dropdown list
Predefined Processes: Click this box if you wish to use a Predefined Process (see
page 18)
Send Email: Click this box if you wish to send an email to the Assigned To office
Assigned By: DTS will enter automatically.
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==« Routing

o+ |E
Step (4) Click the Save Routing button on the right side of Routing Screen to save your
inserted routing.

Step (5) The Tree will automatically refresh displaying your inserted routing.
Surnames
To enter surnames for your documents:

Step (1) Click on the routing in the tree that you want to add the surname to.

Step (2) Click the Surname tab ‘ in the Routing Screen
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= - -
' Routing | Route Comment] |
Surname: |_Der|'tse Flanagan | E
Title: \Brector, Ofice of Sudget |
Review Date: BeETenT0 | Lo ‘
Comments:
Entered By: Ehumas'na Hewln |
Attachments Surnamed:
Surname File Name Subject Version Date
ES0-16253 incoming.pd f Incoming 05252010
16263 draft.docx Draft rezponze 06/21/2010

Step (3)

Step (4)

Enter the following

= Name and Title of person who surnamed

= Review Date defaults to today; if different, select from calendar
= Comments, type comments if any

» Entered By automatically entered by DTS

= Attachment, click the checkbox of the surnamed attachment

Click the Save button ﬁ on the right side of the Routing Screen. The surname is
indicated in the Tree by the ¢ icon.

|

Active Routing: DBEPA-POB (3)
- ain
EQS Addressee

i @ Feinstein, Dianne

E"‘.']BE1 /2010, DBEPA-POB (3}

5 '3 0817112010 Denise Fianagan <=
E‘tﬁQ Aftachments

= Oums.-zmn ES0-16263 incoming.pdf

------ Ommn1n.1 draft.docx
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Step (5) DTS automatically creates and adds a Surnames Report to the Attachments Screen.
The report updates as each surname is entered.

@\ Attachmente

Upload

2 B
| B
3

View File 3| Descripon  '§| pate ' §| VersionAuthor Detail
%;." ESO-16263 incoming.pdf Incoming 0525720110 Margie Na=h '-’.E:’
V“?} 16263 draft.docx Draft rezponze 08/2172010 Margie Nazh ':E}

Fand
W

':._T(’ Surnames Report

PREDEFINED PROCESSES

Create a Predefined Process

«s=y Routing

DTS-Predefined Process- | e ]

Current Processes | e |

Process Code
De=cription |

Private Process IE

Step (1) Press the Manage Predefined Process button i located on the Navigation Bar.
Step (2) Description (required), type a name for your process in the Description field.

Step (3) Private Process (optional), click the checkbox for your use only, if desired.

Step (4) Click the ﬁ button. You will see the following tabs:

QR Routings ) View. |

Step (5) Click the Routings tab.
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* Save “  Cancel % Delete

Step (6) Select an agency, office, task, and the anticipated turnaround days (turnaround days is
optional).

Note: Do not include your office as it is automatically added when you save your record.

Step (7) Click the button.

Step (8) Click the button to add another routing to your predefined process.

Step (9) Repeat steps 6 through 8 for each routing in your process. To view your Process, click
on the View tab. Ensure your routings are in the desired order.
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Add a Predefined Process

Routing Tvpe O electronic O Hard copy
Offi ome v || I
Assigned To © offies ] :
O individual
Task Due Date | :EI

Task Assigned Date | jE{C)

Task Completed Date |~ 175

—

Task | Select Task v

Predefined Processes |V 000000368-Simultaneous Surnames v
Send Emai I

Assigned By | =

Step (1) Click the Add Routing &-I button located over the Tree View or click the Routings
heading in the Tree.

Step (2) Enter the Task Due Date and Task Assigned Date (optional).

Step (3) Click the Predefined Processes checkbox in the Routing Screen and select a process
from the dropdown list.

Step (3) Click the Save Routing button on the right side of Routing Screen to save your
Predefined Routings. The Tree will automatically refresh displaying your predefined routings.
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ATTACHMENTS

Upload an Attachment

G Attachments |

Author Marge Mazh

Document
De=scription

PME DTS User Manual

Keywords

Document:  |CDocuments and Settngs'user'My Documents'Cont | Browse ..

Csme | Cwmea

Step (1) Click the Attachment @ button located over the Tree View or click on the
Attachments heading in the Tree.

Step (2) Click the m tab in the Attachments Screen.

Step (3) Input the following information:
e Author (required field): Type name of author
e Document Description (required field): Type brief description of file
¢ Key Words (optional): Type keywords from the document
e Document (required field): Click the BROWSE button and locate the file you want to
attach

Step (4) Pressthe ﬁ button, and you will be presented with a confirmation page
stating the following:

e File Name: The name of the file you uploaded
File Size: The kilobyte size/count of the uploaded file
o Content-Type: The type of file uploaded

Step (5) Click the button.
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Open an Attachment

@ Attachments

Uploai

View File 3| Description 4| Date | version Author Detail Ext.Rout

\t/ PKMB DTS U=zer Manualdoc PKMB DTS U=zer Manual 0672272010 Margie Nagh .

Step (1) Click the Attachments heading in the Tree. The Attachments Screen will display below
the Main Information Screen.

Step (2) Click the Attachment A icon in the View column of the document you want to open.
You will be presented with the options of Open or Save the document.

Step (3) You can open the document to print or you can download the document to your
computer.

External Routing of an Attachment

An external routing is used to send a document to someone who does not have access to the DTS.

Step (1) Click the Attachments heading in the Tree View.

Step (2) Click the External Routing ﬁ button to the right of the document you wish to send.

4" External Routing

Task | S-Review/Comment b |
Email Subject: BCN . PMEO000008 - PME D& User Manual
Email Text:

Attachments: PMB OTS Uszer Manual.doc

Select email recipients to receive your message:

MNote: If no recipientz are =elected the email mez=age will be =2ent to you.

“swe | submt | Deete |

Step (3) Select the task from the dropdown menu and enter the text to be sent with your email.

Step (4) Click the white envelope to select recipients or input email address.
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Step (5) Click the button.

‘.:_E-"-'Fyfnrn::' Routing

S-Review/Comment

Flease review and let me know if vou have any guestions
orcomments.

Save *  Submit

Step (6) Click the _ Submit = Py

.{E’.-"Fyfprnpl Routing

S5-Review/Comment i

Flease review it and let me know if vou have any questions
orcomments.

Shirley_Lewis @ios.doi.gov, Toni_Frazier@ios.doi.gov.
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Step (7) The Tree will automatically refresh displaying your External routing

8|S E

Locked by margie nas| on 06/21:2010
03:20 PM

Active Routing: PMB (2)

‘e}hlaln

E| ‘ﬂ*l Addressee

El-{:u Routings

. .., DTB
E"ﬁh Attachments

""" Ow
E| {? 1 External Routi

""" ®{]ﬁ|'22.|'2ﬂ1{]l Toni Frazieri@ios.doi.gov (S} _
’e}n Control Slips

CONTROL SLIP

Note: To generate a Control Slip, you must have the record showing in the Main Information
Screen.

Step (1) In your current record, click the Control Slip button located over the Tree View or
click on the Control Slips heading in the Tree.

Step (2) Click the Generate Control Slip button.

DCN PMBOCODOOS
Comments These comments will printon the
cantral slip.

“ Generate Control Slip
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Step (3) Press the View Control Slip button to view the PDF generated Control Slip.

View Control Slip ll © New Control Slip

The Control Slip is automatically attached to your record. If you make changes, you will need to
generate a new one.

— Data Tracking System (DTS)
Control Slip
Attaoh to front of foider
Date: 05222010
| pcn:  PmBo000002 [ £s no:
Orig Office: Input Data: Addressea:
PMB 06/21/2010
Dus Date: Signaturs Levsl: PMS DTS Users,
DAS
Subject:
Test Record for DTS Training

Comments:
These comments will print on the control slip.

Task Codes:

0 - Prepar= Draft Reply € - Revige 12 - Email Draft Reply

1 - Prepare= Reply 7 - Obtain Additicnal Ccmnents 13 - Advance Read

2 - Appropriate Action 8 - Other - Ses Cocmmentz 14 - File

2 - Surnam= 9 - Mail/Diztribute 1€ - PFor Your Informaticn
4 - Signature 10 - Finalize 1€ - Surname through DTS
S - Review/Ccmment 11 - Simultanecus Surnam=gs 17 - Required ES Reaview
RO!!!EI

|Aulgned To Actien Task Aseignad Date Task Completed Dats
PNEB 2 - Appropniats Action 05212010

CPlA 2 - Appropniate Action

DYPS 2 - Appropniate Action

DT 3 - Appropniate Action
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SEARCHING

Search By DCN

Select In-Out i
Select Action Code i

Select Document Type ﬂ
Select Signature Lewvel ﬂ

Step (1) On the Main Information Screen, enter the DCN of the record you want to view in the
Search for DCN field. You have to enter at least the last three digits of the number.

Go

Step (2) Click the L__J button or press Enter to view the record.

Note: If you wish to display a record in a database other than the Default database, you must
select the desired database from the dropdown menu above the Tree.

Simple Search

Search Reports

Alrecords W1
I ==
B —

EE e “ [ JAdvance Search Screen

*  Submit

Step (1) Click the g button on the Navigation Bar or the m tab to open the Search
Screen.
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Step (2) Enter the criteria for your search. You can also use the following Searching Operators to
scope your search.

Searching Operators

= | Equal to the value specified

~ | Not equal to the value specified
* | Containing the value specified

Step (3) Select your output and sort order.

Rezult Options: IA-‘-.-"iewFlep-:-rtin Summary screen d
Sort Order: IDCN "I i Ascending 0 Dezcending

Step (4) Press the W button.

Note: All date fields in the search screens are date range. If you are searching for a record for a
particular date, you must enter the date in both fields.

E Data Tracking System (DTS)

U.S. Geological Survey, U.5. Department of the Interior

DTS - Date Range Selector PO

Input dates below to create a date range:
From Date: | | E|

To Date: | | E|
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Advance Search
Main Search Reports

PME National Database al All records [

|l pvs [Sjj=————

| A - View Report in Summary screen 1

Submit Reset

"JAdvance Search Screen button and

Step (5) To further refine your search, click on the
define your search criteria.

REPORTS
Standard Reports

Standard |

Step (1) Click the Reports button _ on the Navigation bar or the tab to open the

Reports Screen.
Step (2) Select a report from the Tree View.

From Originating Office
Routing Status

Status of Open Records
Foreign Travel Report
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All Databases ~

Create Report

muledb othemfﬁces
By cefaultonly open items will show up in this report. If

you would like to include closed items uncheck the box
nextto -Openedonly-.

Step (3) Select the report output from the dropdown.

Step (4) Choose the ltems Due: Today, next 5 days, 30 days, 60 days.

Step (5) Click the Create Report button.

C - Download Report As Microsoft Word File

Create Report

View Report

Step (6) Click the View Report button.
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Custom Reports

Selection Criteria

Q) Standard
savedReports[ v [0
Selection Criteria Report Format Sort Order Schedule

Mo closed records .

B ——

| —

* Add *  Save *  Cancel *  Delete

Step (1) Enter a name for your report
Step (2) Enter the criteria for your report, and click the button.
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Report Format

DTS-Custom Reports | (Dkelp |

Saved Report5| Custem Report Test Vl | L*:,' |

| Selection Criteria Report Format . Sort Order _ Schedule
Report Name EusEm Eepur% es% =|

Report Title | | Title that wil appear at the top of the report
| |

Available Fields On Report Arrange the =elected field names in the
DCN A order you wizh them to appear on the
Input Date =1 report.
Feceived Date
Orig. Office
In/Cut
Inc. Date
Cue Date Add

Acti
Doc. Type Add All

Sig. Laveal

Exct. No b Remove
ES No

ES Due Remove All
Subject

Synopsis

Href

Meadium

Mail Tracking Num

Signed Date

Signed By |

“ad " swe |" ancel |* Dolete

Step (1) Type a title for your report that will appear at the top of the report

Step (2) Select the fields for your report columns. Use the up/down buttons to arrange them in
the order you prefer.

Step (3) Click the button.
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Sort Order

DTS-Custom Reports

| o) 7]
Saved Reports | Custom Report Test Vl . View Report

Selection Criteria Report Format Sort Order Schedule
Report Mame Eusgm Eepur% es% ﬁ

Select up to 4 fields to sort the results by

1. | Input Date w || Ascending |
2. | Due Dat= w || Ascending |
3. w || Ascending |
4. w || Ascending |

“hda | Swe | Cancel | Delete |

Step (1) Select up to four fields to sort your report. Click the ﬁ button.

Step (2) Click the = ViewReport | TNT R generate your report in Excel, or click the
et U button to view the results of your report online.

Schedule

DTS-Custom Reports [ ,) elp._|
Saved Reports [ Custom Reports Test V] VleW RePOI’t Search Results
Selection Criteria Report Format Sort Order Schedule

Report Name ', us eports Tes

Select date and time to receive your report: '
Select email recipients receive your report:

Input Email Text Below:

E Check to stop this scheduled report.

R T T



DTS User Manual 33

Step (1) Click the red clock to select the day(s) and time(s) to receive your report

Day Start Time

KMonday i @
Tuesday i @
Wednesday | @
Thurzday j Select a Time m P.M. E3
Friday i 12:00pm

-
k3

:15pm 12:30pm 12:45pm

Saturday i 1:00pm 1:15pm 1:20pm L1:45pm
Sunday j 2:00pm 2:15pm 2:30pm 2:45pm
limes shown are for your local time zone. e el el et
4:00pm 4:15pm 4:30pm 4:45pm
S:00pm S:13pm S:30pm S:opm
6:00pm B:15pm 6:30pm G:45pm
F:00pm F:15pm F:30pm F:45pm
8:00pm B:15pm B:30pm B:45pm
S:00pm S:15pm S:30pm S:43pm

Step (2) Click on the white envelope to select the individuals to receive your report

USGS Address Book % | Last name: | | W

Name Selected

Add
Add All

Remove

Remove All

Email Groups

DTS User List

My Office User List
Input Email

* Save

Step (3) Enter email text and click the button.



DTS User Manual 34

DOCUMENT VERSIONING

)
Step (1) Click the Attachment button - over the Tree or click on the Attachment heading in
the Tree.

Upload

*“_ Attachments

Upload Version Finalize

m o ptsve g pzesl B BT

Step (3) Click the Upload Version tab

Cancel

Step (4) Enter the following information in the Document Upload Screen:
Author (required field): Type name of author
e Document Description (required field): Type brief description of file
o Key Words: Type keywords (not required)
o Document (required field): Click BROWSE and locate the file you want to attach
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Step (5) Press the ﬁ button, and you will be presented with a confirmation page,
stating the following:

¢ File Name: The name of the file you uploaded

File Size: The kilobyte size/count of the uploaded file
o Content-Type: The type of file uploaded

Step (6) Click the button.

Q Attachments

m— EF 85 Aliachmeris
P Q)

- Woer82010,p1B 0TS User Manualdoc
=<1 External Routings
e @mg 0.Toni Frazier@ios doi.gov (5)

'\,\ PMB DTS User Manual.doc Updated PMB User Manual 06/28/2010 V2 |Margie Nash E'"‘M Control Slips.
~

Upload
View File 3| Dpescription 4| Dpate '} VersionAuthor Detail Ext.Rout

The new version automatically becomes the Pending version and shows in the Tree.

To view earlier versions of a document, click the View Versions button in the Detail column.

—

@ Attachmente DS

Upload Version m
File 13

Description 3| Date | Version Status Pending Edit

PMB DTS User Manual.doc |Updated PMB User Manual 06/28/2010 V2 Pending E W

Return to Summary:

To make the Pending version final, click on the Finalize tab. A warning box will pop up asking if you

are sure you want to finalize the document.

Q Attachments

Upload Version

View File t4 Description 4| Date §| Version Status Pending Edit
"\,) PMB DTS User Manualdec PMB User Manual XL Tl o1 001 1 5ol
"‘/ PMB DTS User Manual.doc Updated PMB Us

b d Are you sure you want to finalize this document?
- Later versions will no longer be available for upload.

Return to Summary:

l OK ][ Cancel ]

i) PMB DTS User Manualdoc PMB User Manual 06/28/2010 V1 Draft ﬁ ﬁ

The pending version will change to “Published/Final” and the Upload Version tab will no longer be
available.

=
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'ﬁ Attachments

PMB DTS User Manual.doc PMB User Manual

PMB DTS User Manual.doc |Updated PMB User Manual

DOCUMENT DELETION

If you need to delete an uploaded document because of an error:

Step (1) Click the View Versions button in the Detail column

Step (2) Click the Edit button m to the right of the document to be deleted.

| application/octet-stream
1 06/28/2010 10:42:13 AM
| Nash, Margie

E Note: available only for Adobe PDF files

I
[

“  Delete

Delete

Step (3) Click the &

Step (4) Click the button

button. A confirmation box will pop up. Select yes or cancel.



DTS User Manual 37

COPY RECORD

The Copy Record function allows the user to copy records from other agencies’ databases
into the PMB database. If you need to have this function, contact your DTS administrator.

Step (1) Click the el icon on the Navigation Bar.

Step (2) Select the database you want to copy the record to from the dropdown. Click
Next.

é Data Tracking System (DTS)

U.S, Department of the Interior

Copy Master Record
From Database: ESO 510 Obama Database DCH: ES0-00002393
To Database: | PMB National Database v |

Step (3) Click the checkboxes of the items you want to copy. Click Next

é Data Tracking System (DTS)

U.S, Department of the Interiar

Copy Master Record
From Database: ESO SIO Obama Database DCH: ESO-00002393
To Database: PMB National Database

@' Select Htems to Copy
E Originating O ffice
Dates (Input, Inc, Due)
Addrezsees
IE Comments
Attachments

Link to the original record (using External No.}
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Step (4) A confirmation box will appear showing the new DCN in your database. Click
Finish.

é Data Tracking System (DTS)

U.S, Department of the Interior

Copy Master Record
From Database: ESO SI0 Obama Database DCH: ES0-00002393
To Database: PMB National Database [DCH: PMB0000010

The record has been copied. Click Finish to close this window and return to the Main Information =creen where your
new record will be dizplayed.

Mote: you may need to =et the Action, Signature Level, and dates for the new record.

“_ Finish_ =

HELP

In the Main Information Screen, there are three types of Help

iF

Lﬂ Htu |IJ|'

© Contacts Menu Bar Help

Navigation Bar Help

g
J@-}_I Reference Help

Data Tracking  Help <=

LESEENFSENTINE I £
|

DTS-Database-USGS-ltems=45 | @

The Menu Bar Help © Contacts | ohows the current version, build, and new features of the DTS,

and also who to contact for user support.
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Data Tracking Help _ . . | |
OTS

Version: 2 Build: 92

The Data Tracking System (DTS} is a web-based application designed to provide the user base with a centralized, secure, and sasily
accessible location to store, transmit and collaborate on gervice information.

What's new in this release:

Build 52 [0%22/2009) # Task assignments (routings) and file attachments go to the recycle bin when deleted and are not
physically removed from the databaze until the record i archived.

# Record last update on master, attachments, comments, and user accounts.
» Add u=ser id of the creator to each master record (used for WGS reports).
#» Add default contact to records in the FWS Federal Register database.

#» Modify SI0 Overdue Correspondence Summary and add Overdue Congressional and Gubernatorial
Summary.

The Navigation Bar HeIpE a allows the user to turn on/off tool tips:

E Data Tracking System (DTS)

U.5. Geological Survey, U.S. Department of the Interior

[DTS - User Settings |

Activate/Deactivate vour user =ettings below:
Dizable Toolip  Thig change takes effect with the next record you edit.

"ou must cloze your browser window and restart for thiz
Full Screen Mode 2 h0e to take effect
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<57, Routing

Routing Tvpe () Electronic  (_! Hard copy
_ ) office |PvE || | @
Assigned To
L d b {office) I b f ke
Dacument rouked ba (office). Press ellipsis butkan Far pic
Task Due Date e s,

Task AssignedDate | @ ®
Task Completed Date || @ 9]

Task [ Select Task v
Predefined Processes || | @
Send Emai e
Assigned By | o=

The Reference Help J@J_I allows the user to access the Quick Reference Guide online:

(?)Help

Control Center

Add = Record

Select / Enter Addressee
Add an Attachment

Add = Routing

Add = Comment

G Gu Gu Gu G G

Control Center

Atfter wou log into DTS, you will zee all records
azzigned to your office that are pending action.

Frowm your Ronting inBOX, vou may click on the:

FlL
» Record button - to access a recard
assigned to your office and take the
appropriste action



