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The new Create User screen requires that you complete all fields.  There is a 
dropdown box in ‘Command’ so that you can select your activity.  When you select 
your activity from the dropdown list, the ‘Command’ and ‘Hierarchy’ fields are 
automatically populated. 

If your activity does not appear on the dropdown list, or your hierarchy numbers are 
incorrect, key your activity in ‘Command’ and your hierarchy number, given to you 
by your APC, into ‘Hierarchy’.    
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This shows the list of activities from which to choose.  The values in the dropdown 
list have been taken from Bank of America’s EAGLS.  Since this list is a snapshot 
in time, you have the capability to key in your activity and hierarchy numbers if 
they do not appear in the dropdown list.
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This activities list continues when ‘More Commands’ is clicked.  Clicking on 
‘Previous Commands’ allows you to page back through the list.  ‘Cancel’ is an 
active choice but serves no function at this time. 
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This example shows NRC CHARLESTON as the selected activity.  [‘*Hierarchy’
appears across the bottom of this screen only because this slide was captured in the 
middle of an automatic return to Create User.  You will not see this on the actual 
dropdown screen.] 
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The Create User screen is returned to the with the ‘Command’ and ‘Hierarchy’
fields automatically filled in.
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This example shows the user entering all of the required data.  After the data is 
entered, you must click ‘Submit’.



7

You will be shown your information and asked to indicate its correctness.  If ‘NO’
is clicked, you will be returned to the Create User screen so that you can re-enter 
your information.  Clicking ‘YES’ will take you to the next screen, as in our 
example here.
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The training navigational tutorial automatically begins after clicking ‘YES’ on the 
Create User confirmation panel.  You may leave this tutorial at anytime by pressing 
‘Esc’ on the keyboard.
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Next, you will be prompted to take a Pre-Test.  If ‘YES’ is clicked, a 25-question 
exam will begin.  In order to get a certificate from the Pre-Test, a 100% score must 
be attained; otherwise, the user will be taken to the training course main menu.  For 
purposes of this demonstration, we will presume ‘NO’ is clicked.
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You are now presented with the training course menu.  All lessons must be taken 
before the user is permitted to take the Post-Test.  The Post-Test is not accessible 
until all lessons have been taken and red check marks appear. 
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Now that the red check marks appear, indicating that this user has read each lesson, 
the Post-Test is now highlighted and available.  The Post-Test must be taken and 
passed with a 100% score in order to receive a training completion certificate.
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This is the first screen presented in Post-Test.  Notice that a score of 100% is 
required to pass the test and that a total of three tries will be given to achieve that 
score.  A score of less than 60% results in having to re-take the entire course, 
starting with lesson 1, followed by the Post-Test..  
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This screen shows that the user in this example missed 3 questions on the Post-Test 
with 2 chances remaining to achieve 100%.  
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Our user clicks Question 1 in the blue box on the left.  Immediately a blue box on 
the right appears.  The original question and incorrect answer are shown.  At the 
bottom of the box is ‘Review Course Material’.  You can click this button to go 
back to the lesson for a review of the related subject material pertaining to the 
question incorrectly answered.
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Question 1 dealt with the number of days that elapses before a traveler on long term 
travel must submit a travel voucher.  Jane Doe, our example student, answered ’15’.  
The correct answer was ’30’, as we see here.  
To return to the Post-Test, you must click on the previous arrow in the lower right 
corner of the screen.
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In our example, the user decides she’s ready to answer all of the missed questions, 
so she clicks ‘Retest’.
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She is now presented a new question for each original missed question.  Notice that 
in the left corner of this screen we see ‘1 of 3’.  Three questions were missed and 
three questions remain to be correctly answered. 
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In our example, Jane has answered the 3 remaining test questions correctly.  She 
now must click on the Forward button in the lower right corner to continue.
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The DON eBusiness Operations Office maintains a central database of training 
completion statistics.   This database, known as Automated Training Statistics, or 
ATS, is updated with information from the training log file created automatically 
for you after you pass the Post-Test.  You must select a storage location for your 
training log and later send a copy to DONeBusinessStats@navy.mil.  Your training 
log must be sent to DONeBusinessStats@navy.mil in order to have your training 
record recorded in ATS.   

When you’ve selected your storage location, click “OK” to proceed.



20

This screen confirms that your log file was saved and shows its saved location.   
Make a note of this location and click “OK” to proceed.
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You will now receive notice that you passed the Post-Test. Click on the “Print 
Certificate” link to continue.
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The standard MS Windows printer interface box will appear and allow you to 
choose your printer.   When you are ready to print your certificate, click “OK”.
[Note:  If you are taking this training from a computer not physically attached to a 
printer, you must have a default printer setting in order to see your certificate on the 
screen.  When you see the certificate, you can press ‘Print Screen’ on your keyboard 
and paste the image into another document (Word, PowerPoint., etc.) and save for 
printing at a later time.]
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This is an example of a Travel Card Cardholder certificate.  Notice that the training 
course name and version number appear on the certificate, along with the student’s 
name, activity and APC name.   [REMEMBER:  Provide your APC with a copy of 
your training certificate.]
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Upon completing your training, you need to send your training log to 
DONeBusinessStats@navy.mil.  Please use ‘Travel Card Log’ in the email subject 
line. 
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This shows our example user selecting the log from its saved location.  Notice that 
the email address has changed from DONeBusinessStats@navy.mil to NAVSUP 
HQ DONeBusinessStats.  This will occur if you are operating a NMCI computer.  
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This example shows an email message with the training log attachment.  You now 
need to send your email to DONeBusinessStats@navy.mil, and your training is 
complete.  


