The Government Travel Charge Card: Charting the Course

Tutorial


You must complete this online training before being issued your official government charge card for travel.  This course is accessible from any computer with an Internet connection.  The web address to access the course is:

http://fss.gsa.gov/webtraining/trainingdocs/traveltraining
Following the link will take you to the GSA site for the course. (Fig. 1)
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Fig. 1

To start the course, just click on the word “start” or the arrow next to it (just below the compass graphic).  This takes you to the table of contents/introduction page for the course. (Fig. 2)  

[image: image2.png]€1 =181

Bk - D @ & Quewch Grovortes Bveds (3| BN B W

Address [(€) htp:/jfss.gsa. govjwebtraingjrainingdors/travelainingntropart1 cfm =] Qoo ||uinks »)

The Government Travel Charge Card

Charting the Course
>«

\ V{4 The Government Travel Charge Card
Charting the Course

* PART ONE

Table of Contents

Introduction
Introduction

As a Federal Government employee going on travel, you are expected to
How It Works be farnilar with Federal travel regulations and Government travel charge
Oatinitions card policies. This training provides information on traveling for the

Getting Strted Government in general and reviews how to use a Government travel charge
Planning for card. We link to various Web sites so that you can get more detailed

Haking R information on specific areas of travel. An interactive test follows
efore the Trip

Taking the Trip
Aftert Trai

ing Program Informa

Each section of the Travel Charge Card Course can be accessed clicking
troduction the Next Page and Previous Page buttons at the bottorn of the screen or
i R A RGO by the Table of Contents Index at your left. Home and Quiz buttons wil link
Signing Up for a Card you directly back to those sections.

Receiving Your Card

O Travel - Using Your Card To start this course, just click the Next Page button now.

Using the ATH

Customer Servce  Help

Electroic Access System

The Card il

Questioned Charges

Dt oo )

Intemational Us

Change of Address

Lost or Stolen Cards

Payment of the Card Bil

@ Internet




Fig. 2

The table of contents is along the left-hand side of the page and provides a direct link to each section of the course.  That allows you to easily access a specific topic without having to go through the entire course.  

Below the middle portion of the screen (the part with the actual course material) is another arrow.  Click on this to start the course from the beginning.  This “forward” arrow appears on each successive screen.  Continue to click the arrow to progress through the course.  The next page is shown in Fig. 3.
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Fig. 3

Notice that the heading corresponds to the topic in the table of contents.  You will also note that there is now a “backward” arrow next to the “forward” arrow.  This allows you to easily step backward in the course if you need to review something.  Continue to use the forward arrow to progress through the course.  

When you reach the last page of the course, you will see a link (in red) to the quiz over the material.  You must pass this quiz in order to receive credit for completing the course.  And you must complete the course before you receive your government charge card.  The page is shown in Fig. 4.
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Charting the Course - Quiz

Click here to take the Travel Charge Card Quiz.
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Fig. 4

Click on the “click here” link to take the quiz.  You will need to provide some information in order to proceed (Fig. 5).
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Fig. 5

Fill in the information requested.  You do NOT have to use your FEMA email address, and you should receive no UCE (spam) from this site.  Click the “submit” button to begin the quiz.  You should be taken to the first question of the quiz (Fig. 6).
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Fig. 6

As you can see, there are 15 questions to answer.  After choosing your answer, click on “submit” and you’ll move through the questions.  After the last question, you should get a screen that looks like Fig. 7.
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Travel Charge Card Quiz Results

Congratulations!
You correctly responded to 15 of 15 questions for a score of 100%
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Fig. 7

Now you can click on the “view certificate” button, and print a copy for your personal records.  Fig. 8 shows the certificate you will receive (except it will have your name on it, of course!).  
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Fig. 8

That’s it!  Congratulations, you’ve completed your government charge card training.  That wasn’t so hard now, was it?
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