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6 - Invitational Travel Orders

6.0 INVITATIONAL TRAVEL ORDERS (ITO)

Invitational Travel Orders are what allows the IMS to enter into training provided by the U.S. Military. The
ITO identifies who the student is, the training he/she is authorized to participate in, how the travel and living
allowance associated with the training will be paid, as well as various other authorizations and privileges the
student is granted while in a training status. 1TOs and ITO Amendments are both the responsibility of and
created by the SCO. ITOs will be valid only when created using the TMS 8 program.

6.1 ITO GENERAL RULES:

Before a SCO can create an ITO, they must receive an ITO Authorization from the MILDEP. “Emergency”
ITOs created without an ITO Authorization will be flagged and scrutinized by the MILDEP for accuracy. In
addition, all training that does not have an ITO Authorization will appear as Pending Training on an ITO
instead of Authorized Training. A student is not allowed to go to courses that are in Pending Training status.

For IMET, CTFP, and other Programs as appropriate, the fund cite will be provided in the ITO Authorization
and will automatically appear on the ITO.

ITOs are created only for Training Tracks that are identified as IMS in the STL.

If an ITO has been published and subsequently the training is canceled, that ITO must be rescinded and the
amendment created in the SAN.

If an ITO has been published and subsequently a different student will attend the training, the original ITO
must be (1.) rescinded, (2.) deleted and then (3.) reissued to the new student.

Hint: The reissued ITO will contain the same ITO number with an extra alphanumeric character at the end
identifying it as a reissued ITO.

To delete, cancel or rescind a published ITO, an ITO Amendment must first be created in the SAN and the
amendment will read, “0.0 Rescind ITO.”

ITO Amendments must be done in TMS 8. No manual offline amendments will be allowed.

Published ITOs and ITO Amendments must be created in the SAN. ITOs created in the SAN are used by
IMSOs as well as MILDEP Financial Computer systems to generate correct payment vouchers. In addition,
ITOs and ITO Amendments will remain on the SAN in the SAN ITO Repository for future reference.

As long as one training line in the Training Track has an ITO Line Authorization, an ITO can be generated
without it being flagged as an “Unauthorized ITO”. Unauthorized courses will still show as Pending Training.

If an ITO is created without the proper ITO Authorization from the MILDEP, TMS 8 will mark/flag that ITO
as being created without MILDEP authorization. Therefore, in emergency situations (and only in emergency
situations), it is possible to create an ITO without an authorization.

When clicking on the “Issue ITO” button, the “Official ITO” is created and is locked. ~Any subsequent
changes must be done with an ITO amendment.
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6.2 EDITING THE ITO:

The following instructions outline how to access the “ITO” screen in TMS 8.

» From the TMS 8 Main
Menu:

> Click, the “IMS Info”
dropdown box

> Select, “Students/ITO”

Or

> Click, the

bar at the top

» The “Select Students”
window will appear.
Use this window to
identify and narrow the
results down to specific
criteria you are looking
for.

Hint: Only enter criteria in
fields you want to narrow

“Students/ITO
button” in the navigation

Eysne v dRepots v ¥ Coury Sewp ¥

[ Home - Today Is Tuesday, Sep

BULLETINS

The LAST DSAMS refresh of the SAN Repotiisrial Info
Saudents { MO
A0 ZU TS 5 Tinttes

{0Q2Ti2011 02-25:37 AM EST (US))
The NEXT DSAMS refresh of the SAN IS
& NOTE: if you upload a student photo, please make the photo & GIF or JPG

Per diem rates -or- ©¥11 holidays for internafional students
DS MW website .or. DISAM resdent cowrses .or. SAMM see chapler 10

Syste v CdRepots » ¥ CounrySetup v EIMS It ¥ e Training v SICounty Info T ients | 10 | ITO Reposhory

far

[l

[ Home - Today is Tuesday, September 27, 2011 ] /
BULLETINS
The LAST DSAMS refresh of the SAN was 5 hours 12 minutes ago (0927/2011 02:25.37 AM EST (US))

The NEXT DEAMS refresh of the SAN is in about 20 hours 23 minutes.
A NOTE: i you upload a student phato, phease make the photo a GIF or JPG

Per diem rates -or- CY11 holidays for infemational students
DISAM [TM website -or- DISAM resident courses -or. SAMM see chapter 10

Gyste » JRepors * " countrySewp * EMS It * GeTraining * “4Countyinfo * RSiudents (ITO IO Reposiiory

look for

Select Students: Don, enter your selection critenia below to find Students {IM5 or CLO tracks) or TEAMs, Currently students or TEAMS on
cancelled or forfeited training lines are ignored.

IMSITEAM CC
Shudent -

A CasclDiLine WCN  Year  Loc Program

| [ SUBMITY

ALP (A)
CTFPE)
DHS/USCE (T)

o~

the results down to, leave
the remaining fields empty.

» Click, “SUBMIT”

M3 ()
Thig process took the senver 0 minutes T seconds 453 mIMET

Thig doas not count the time to travarse th mtemet Regional Center (C)
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Select Students: Ferelle, enter your selectbon critena below to find Students (IMS or CLO tracks) or TEAMs. Currently students or TEAMs on

Based On your Criteria, a Iist Of cancelled or forfeited training lines are ignored.,

train”’]g tracks W|" appear IMSITEAM CC 1A Caselliline WCH  Year  Loc Program Last Name

Swdent = BH i - | SuBMIT

NOTE: If yOU a”OW the cursor tO Legend: 2 Edit Student £ Create/amend [T % Delete Student @ Photo present = Flight Info present

hover over the icons in the Options | opos |comy —|Finome Promom |Fir Location View 10 " _|Auorizaions

g1 &F  |BN-B-11001-1101 |HRAKIENS 2011 17-Jun-11 oofz

column, a message appears Gandaria JILLY ST ATARIE MET | NaTiohaL waR cousce

- . . - o BN-B-111001-1102  (SUCRRY 2011 - Jan-11 Manning 1T iof3
explalnlng the funCtlon Of the Icon. 02 5D |gandara IMACONECED EWE IMET COMMAND & GENERAL ST...  |BNS1LI0010102  |View Track
03 5F o§ [DN-B-111001-1100  [SPRIFR, 2011 20-Feb-11 Planning ITO. [10f1
Or you can read the Student Entry i Bandania EWE ORE IMET AVIATION SCHOOL BHELLIDOLLIY |Viaw Track
o - = | BN-B-111001-1115 SNELZ, 2011 11-Apr-11 iof3
. Bandaria SUNT TLANDET IMET USATC wiew_Track
Legend:

Student Entry Legend:

Legend: Edit Student Create/amend ITO ¥ pelete student @ Photo present = Flight Info present
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6.3 CREATING, OR EDITING STUDENT INFORMATION:

» Click the “Edit Student” icon
[denoted by a hand on paper]in
the Options column for the

training track that you will enter

student information

The student entry window will appear. It is broken out into tabs along the top.

» Select each tab as
appropriate to enter data.
Required fields are
identified by a red asterisk *.

» “Basic Info” Tab
NOTE: Once the required, asterisked
fields are filled out on the “Basic Info”
Tab and saved, a folder icon will appear
in the Options column enabling an ITO
to be created. (Though remember, more
information is needed on the ITO than
just the fields with an asterisk.) Once
the Official ITO is created, clicking the
folder icon allows the ITO to be
amended.

Select Students: Ferelle, enter your selechion cntena below to find Students (IMS or CLO tracks) or TEAMs. Currently students or TEAMs on
cancelled or forfeited training nes are ignored.
IMS/TEAM CC A CasolVLine WCN  Yoar Loc Program Last Name
Swdent = BN i SURMIT
Legend: S Eat Student & Create/amend ITO ¥ pelete Student B Photo present ™ Flight Info present
ﬂ'rﬂlnlml Track Last name Year First Rpt Dt 110 lssued Date | Line
O Country First name Program |First Location View ITO Authorizations
o1 @ [en-e-1ucor-1i0n (8 2011 17-Jun-11 aef2
Aandarnia MET NATIONAL WAR COLLEGE \iaw Track
03 OF G [AN-R-121001-1102  (BUERMAY 011 04-1an-11 Planning ITO (303
Bandana IV AGONEGET FWE IMET M NS GENERAL ST, ENBIII0O11102 |Veew Track
03 oF o4 |BN-B-111001-1109 |ATRITK. 2011 28-Feb-11 Planning ITO lofl
Bandaria TWIL ORE IMET AVIATION SCHOOL ENELLI0011109 | View Track
o4 O [en-e-1a001-1115 4 2011 11-2pr-11 dof3
Handaria MET AT yiaw Track

¥ Baslc Info #» Medical Billing| @ Prominent Positions | #Passpons & Visas @ Dependents | o Test Scores | 80 IMS| | & Arrival Message

| sumame: BEi s ionsen

Given Name(s): Siaely

Fields with ¥ are required. Fields with + appear on the TTO.

ion last updated on 20-Apr-11.

Screening Date

Email Address [f el @vahooc.om

¥ 4 Suname | BUITETHTRTeen FIN
= Sturdent Control
* , Given Name(s) | Boaily e, | BNG05272 (SCN)
* . Gender | @ Male Female » Sec Clearance -
* military/Drg Unit | TACTICAL OPNS GRP 3 unit/org Date | 11010 [ imavadyyyy)
*
+ Country SVE| i arce (D) +  |Country Sve No. | orassTa
(PO)
* . Birth Date | 24-Aug65 E(nlm’dd-'ym] Req Clearance |Unclassified
* | pirth City | Haiare '__Cfrunl.ry_ul Bandaia
* , Birth Country | Bandaria + Flight Crew
* . student Code . ' us Rank|
auscrade| % T ey Equivalent | O
+ Country Rank | coL
» Sercurit =
Screening I!nha“r L= (maniddiyyyy)
+ Medical 2] imenicdiyyyy)

Warning: For most screens in TMS 8, you must press the “Save” button before you leave the screen in
order to keep the data you input. Leaving a screen without pressing the “Save” button will result in all the

information you input being lost.

» “Medical Billing” Tab

0 Banic i |2 Medical Bliling Prsiton 1 & Ve O Tost Seoren | OIS o Armal Masiage
[psmare Win s mern [Gavan tiame ) doarats 1
nsaraace Company.
Poliey Numbar:
Matng Addcess
Phone Humben

Inseraace Company: | W fnyere Em & How

Poscyusber: | 1P 7779311
2021 Prince Aaron Expressway
| Saite 64
Hakng A Grtandse, FL 32801
Phos Wumber | 1.S88 5556666
Remarks:
Save Biea inio
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>  “Prominent Positions”

¥ Basic Info| % Medical Biling | Prominent Positions # Passports & Visas | # Dependents | # Test Scores | # IMS| | & Armval Message

Tab

|[sumame: Beiverhonseen

Given Name(s): Anatoly

Note: x permits you to Delete the entry. Bparmlts you to Save the entry

Position of Prominence Information

Action Title [Attainment Method Effoctive Date | Inactive Date VIP Code
X | EXECUTIVE OFFICER | APPOINTMENT 10Mar-11 =H {07) COLICAPT (06) or CIV Equi
Tite Method Effective Dt Inactive Dt VIP Code Action
=] ]| oter Prominent official - [ AddPoP |
- WARNING: If you make changes on this page you MUST click the appropriate SAVE or ADD b N b save your ch
> “Passports & Visas” Tab [LLLL Click hara to ratum to your studant kst 11111
0 Basic info Bdiing Posibons [ Passports & Visas | ®Dependents | & Test Scores | S0 IMST| # Arral Message
{Sumarme Bei e rligwyeen e T
Mote: ¥ permits you to Delote the entry. B permits you to Save the entry
Passpan Passport
H . Action Humber lssua Dt Dt lssuing Country lssuing Place
Hint: To Save the Passport * H |foessis oeMay1 | ovmaye  2H BT ET
i i i c - Viza Type Visa Ho Visa lssue Date Visa ExpDate |Visa lssua Place
|nformat|0n, CIICk the Add - g AZ v |mEraEtes W-dun 11 27dun12 [ avebn
7
Visa T Visa No Visa Issue Date Visa Exp Date Visa lssue Place
Passport” button.  To Savei the _ ) | - e [
Visa information, click the “Add
",
H LE) Issue [ Expiration Dt Issuing Counlry Issuing Place
Visa” button. "w-r T i ——
Add Passpon
(13 7
> Dependents Tab WARNING: If you make chanqges on this page you MUST click the appropriate SAVE or ADD button to save your ch,
[ [ [ Chck hers to retum to your student ist. 11111
10 Bic i | @ Mechcal Biing @8 Promnert Postions | @ Passpots & Visas | @ Digpandents @ Test Scores | 84 MSI 8% Al Message
[Sumame Bivirhovscon |Goven Hame(a) Anatoly
Action p Surname Given Name Rirth Date Birth Country i 1 1
XH |Spowse v |Femaie » Beiverbowseon \osstasia BMuss (B8 [Baduis  [Baodaris Bandaria
. No P lssue Date  (Passport Exp Date  (Visa Type (Visa o |Visa lssue Date Visa Exp Date
X0 e R RS e [TTEERE N ([ E
| Background
XB [ca o+ [Fomse ~ iu.:-.-.hm,.- ] Nadrealioda %Dect [N Iumuuu Ilj,mulnm ilﬂmlnu I
R No_|Passportisue Date Date  [Via Type Visa o Visa lssue Dote|Visa Exp Dote
X8 o ]ﬁ@ [%Lm - (T |Ei-h-u =
Backgound
XH [cid « |Mae ihlu.-rh-:l\ﬂl ] Andrenich dnt2  [BH | Bandaria Ihsmm Bavdaria I
= Pasport o Issue Dote [P Dote |Visa Type VisaMo |Visalssue Date |Visa Exp Date
xH ﬁu_ 1%@ %“L@ 2 - il |mden 5
= | Background

“Test Scores” Tab

WARNING: If you make changes on this page you MUST click the appropriate SAVE or ADD button to save your changes.

[ I [[[Click here to return to your student list. 11111

¥ Basic Info | @ Medical Billing || Frominent Pasitions | &% Passports & Visas | 0 Dependents [0 Test Scores [ &0 IMSI| @ Arival Message |

ISurnama:ieiwrhuwm

|Gwan Name(s): Smargly—"""""

Action

Type Tester Test site Test Score |Exam ver OPI Code

Test Dt

Pass?|US Site?

X H

ECL | NidjT Flunikeni” | 666. 88 1A

[12-may.11

EH| m

[ -] |

B ] o [

“IMSI” Tab

WARNING: I you make changes on this paae you MUST click The appropriste SAVE ar ADD Bulten b save your changes.

EEETE Chck here to retum to your student bst. 11111

1] Blasic ins [ #% Medical Biing & Wik |

o Tast Scons | @ IMSI 0 Arnasl Mesaags |

[Eumname: EFiverhenien [Givan Mame(s): SRTREE——

Type Description

Marital Status & Mamed © Srge
ot submitted ¥ Date of Photo (if sibmitted)
Maight (nchas) |67 Welght (pounds) 155
Faclol Halr Beard | -wnispeched = Facksl Hair Mustache - insceched -«
Eye Color | Biown :

=

Tebay-11

= Mol Cedor  Biack -

Hame Addrass Line 1|58 o B e
Harme Adddrass e 3 SIS
Home Address Lime 3 B
Home Address Line 4
Home Address Line 5

Mo Phone (TS5 S OHT 4SS

Miltary Address Line L |OFFICE OF THE ASST CHIER OF AR STAPE FORNTEL AZ
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> “Arrival Message” Tab
NOTE: Arrival information is very
important information the IMSO
needs in order to perform his/her
duty(ies). According to the JSCET
Chapter 7.4a, “After travel
arrangements have been completed,
the Security Cooperation
Organization will send an advance
arrival notice through the Security
Assistance Network Security
Cooperation Organization training
Web, to the first training installation,
with information copies to the
Military Service as appropriate. This

WARNING: If you make changes on this page you MUST click the appropriate SAVE or ADD button to save your changes.

[ [[[[Click here to return to your student list. 11111

¥ Basic Info | @ Medical Billing | @ Prominent Positions | &% Passports & Visas | @ Dependents | @ Test Scores | & IMSI | & Arrival Message

‘Sumame: Beiverhionseen

‘Gwen Name(s): SAHatoly

First Training Point of Contact:/Ican Dueirall

First Location: NATIONAL WAR COLLEGE

POC Email address: ismo@ndu.edu

Position of Prominence: [

Number of Accompanying Dependents: 4

Please enter as much information as possible to assist with a timely IMS pickup.

Terminating U.S. Airport Flight Information

Additional Remarks to include connecting flights

Airline: DELTA
Flight No: DL1044
Arrival Time: 1529 (hpmm)

Arrival Airport: WASHINGTON DC

Date: 1711 [EH

Student will arrive with dependents, wife and 3 children
ages 15, 9 and 4. Please meet them at the airport and
transport/escort them to their billeting/lodging.
Appreciate your assistance.

Note. If Save_Arrival Info is clicked below, email is sent to ismo@ndu.edu.

Save_Arrival_Info

notice must arrive at the first training installation at least 15 days prior to IMS scheduled arrival or 30
days in advance if accompanied by dependents. If the IMS name or arrival information is not available,
the Security Cooperation Organization will inform the IMSO at the first training installation and the

appropriate Military Service by e-mail.

Warning: For most screens in TMS 8, you must press the “Save” button before you leave the screen in
order to keep the data you input. Leaving a screen without pressing the “Save” button will result in all the

information you input being lost.

Once the required, asterisked fields are filled out on the “Basic Info” Tab and saved, a folder icon will
appear in the Options column enabling an ITO to be created. (Though remember, more information is
needed on the ITO than just the fields with an asterisk.)

> Click the

Gt | Rigors + Y ConnySeke = (ENSb + @Tmnag v SjComty ot MSuewi N0 T Rioosky

Create/Amend ITO
folder icon

The next screen is the ITO screen.
You can use the headings at the top of
the ITO screen to view and make
changes to specific sections of the
ITO.

Select Stwnty: o, wnte yous st citia e 1o Stacr (195 o CU0 racka] or T, Cuswrshy it or TLAMY cn carcwind o Forbbond b e e e
WA G U GGl WR e G Proge
BX BIEET
Legenst 3 st smsent E Cruatwrumena 10 ¥ Deete stcent @ Pt present
# aag st Saction. U e sowieet
Traising Trach Lt Yo Fiest R e TTT) b Dt Lins
Ogtiora oty e Poogran Firm Location. Ve 110 L e
- S =
T LML e 2 d
v L it e
ﬂ_" 10 Page 1 Lraining Eunding MedCal [0 L
Save Vigw Planning (10 st 1O
| Travel Order (ITO) for Inter | Military (IM5)

1. ITO Number: PNB 1210011123 |

2. Country Otganizatiuu:| [ELEL[{FY

| 3. Daln::| Not Issued

Viow | TO Issuance Stasemaont

4. Issuing Security Cooperation Organi;

(5C0).

a. Name of Organization: | JUSKAG W0

b. Mailing Address:| addess 1:

CHIEF, JUSMAG

Baficana City:

Agdress 2:| ATTN.

THneTy State:

address 3:

LraT I BOX 956

<. Email Address:

AT R T Ienaa g ov. mil

5. Program Type:

IMET: 1-Yea

r Intl. Military Education and

Training §il-8- 121001
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Al ITO Page 1 Training Funding Medical Dependents Living Travel/Signature

» Once you have
B Save | | ViewPlanningITO | | IssuelTO |

made a” your Invitational Travel Order (ITO) for International Military Student (IMS)
Changes and 1. IMO Number:FNEl210011123 ‘ 2. Country 0rganizaliun:| Bandaria ‘ 3. Date:‘ Not Issued
addltlons to the ViewITO Issuance Statsment
ITO; press the 4. Issuing Security Cooperation Organization (SCO).
“Save” bUtton a. Name of Organization: | JUSMAG (Eandaria

b. Mailing Address: | Address 1:| CHIEF, JUSMAG "B&fidaria City:
to ensure yOUr Address 2:| ATTN: fUBDCO State:
changes will be Address 3| UNIT 8707 50X @m0 =
Saved c. Email Address: | f@feys.boss@imaboss.gov.mil

5. Program Type: IMET: 1i-Year Intl. Military Education and Training Bli-B- 121001

Al ITO Page 1 Training Funding Medical Dependents Living Travel/Signature

> |f you want to Save View Planning ITO Issue ITO

Invitational Travel Order (ITMternatinnal Military Student (IMS)

VI_eW the_ ITO_ R 1.ITO Number:FNElZ]UUIIIZSXZ. Country 0rganization:|Bandama ‘ 3. Date:| Not Issued
without issuing it —_ View 10 ssuance Sitemen
or “going final”, =

4. Security Cooperation Organization (SCO).

press the “View a. Name of Organization: | JUSMAG [Bandati
H 7 b. Mailing Address:| Address 1:| CHIEF, JUSMAG Ba&hdaria City:
Planning ITO o o

Address 2:| ATTN: [JBOCO State:

button Address 3:| UNIT 8217 BOX #56 Zip:

c. Email Address: | f@#&ys boss@iMaposs.gov.mil

5. Program Type: IMET: 1-Year Intl. Military Education and Training @8-8- 121001

This will bring up a Planning ITO. You can see how the ITO will look and make changes as appropriate
on all Planning ITOs.

Once you have the necessary line authorizations and have input all the necessary student data on the ITO,
you can “go final” or issue the ITO.

Al [ToPags ) Irsining Fyngding Medical [ d Lving Travel/Signatura
» In order to issue the Sewo | [VewPamgii0] [ aveli0
Invitational Travel Order (ITO) for International Military StudeMMS]
ITO’ press the 1. 170 uumber:is'.mzmmuz:l | 2. Country organluﬁm:la.n.u.v.- b \L 3. Dolg:l ot Issued
“|SSUE ITO” button. View ITO lssuance Statement
S
4. Issuing Security Cooperation Or ization (SCO). \
NOTE Once the ITO has a. Hame of Organization: | JUSMAG B0 i "
been iSSUEd, future Changes b. Mailing Address: ::::: ; ;:m—': J::,\ B daria f‘lr..:«
will require an ITO i 32| UNIT 89 G0 zv:
. Email Address: | @@y b cal ifaress gov.mil

amendment 5. Program Type: IMET: 1-Year Int. Military Education and Training #8-6- 121001
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6.4 AMENDING ITO

Once the official ITO has been created, locked and the ITO Number appears in the View ITO column of
the Student List, you can now create an ITO Amendment, if needed.
> Click, the “Create/Amend” jcon % " Femmss dums s Smesissssinn : 9-
[denoted by a folder]

Select Students; User, #nler your selection chtena below 1o find Students (IMS or CLO tracks) or TEAMs, Cumently students or TEAMs on cancelied or
forlested traring knes arw ignored,

LY
IMSTEAM  CC 1A Caseld WOH  Year  Lec Program -
Swdani = BN n - [ SuBMT |

Logend: 2 Eat student 3 Croatafamend IT0 B Photo present % Delete Stdant 8 Fiight Info

Case Wdamifiar Last name rear [Fist Ap o IO sed Date | Lie
Optiows | Coungry First nms Proguam _[First Location wiTo fahorizatioms
0, FE SOHNGOZ-0008 rﬁﬂﬂ!‘. 2011 01-Jun-10 25=nay- 10 4 of &
@ acia [T Fhs COMMAND & GENERAL ST.., ENBCHNOO20006  [veew Teack
~B-OHNOOZ-1015 2011 - of 1
= = /Bannr: FMS \ibw Track
BH-B-0HNOOZ- 1025 2011 of 1
= = ‘ Bandiia Fres Lasp vegw Track
H [BN-B-OHNOOZ-1031 AFRISCIRALITY. 2011 2of2
o4 Banduia - Frs aval sevoon ExpLos] Vatw T
[0 0L Click here to retum to your student list. 11771
|Harme First Name) | 170 Number |original ITo Date
| Buiverimm e vmaly 51110011101 [12-3un-11
he “Amend ITO” ill ]
The “Amend ITO” screen will appear | —_—
1 section
2 sections
A sactions
4 sechons

» Select how many Sections Need s e sumsmes s s s ssso s
amending and press the e ———

L[ Chck biars t retumn to your student bat. 11111

“New_Amendment” button —_— e

e - L)

orgnat 110 hote |
i+ amris

> On the next screen, select the
section of the ITO that you
would like to amend

1,003 )

..... ™ T i e b, O
Famars

Signann DeaDaans

= E -

Dimriwion

WDUSTRIAL COLLEGE OF THE ARED FORCES
" s

PR e

» Once you have finished the
amendment, you can either save
it, by pressing the
“Save_Amendment_ONLY”
button; or you can save and issue
the amendment by pressing the
“Save_and_lIssue_ Amendment”
button.

[ ] [ sronmancme oy
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If an ITO has been published and subsequently the training is canceled, that ITO must be rescinded and

the amendment created in the SAN.

If an ITO has been published and subsequently a different student will attend the training, the original
ITO must be (1.) rescinded, (2.) deleted and then (3.) reissued to the new student.

Hint: The reissued ITO will contain the same ITO number with an extra alphanumeric character at the

end identifying it as a reissued ITO.

To delete, cancel or rescind a published ITO, an ITO Amendment must be created in the SAN and the

amendment will read, “0.0 Rescind ITO.”

> In order to do this,

Este s ety » WloinSdp+ LMIHE + Blamsg e Slxabyik o Sk N0 T fipeiey

select “1 section” for

the number of sections

Studest 110 Aemasedrart Information : B0-111001-101 {1es)

CLLE ek b o sptum 15 s amdeet Bt 11751

to amend and press the

[Mame {Surmame, Frst Ramsa)

|10 Nember Original 10 D

ETS I DRI

| I 131l

“New_Amendment”

button |

Add 1ecicn wtn e prencue |

secion
\

Jpecicns

pechons

From the selection

dropdown menu, select
section “0.0 Rescind
ITO”

orsmat 76 Dote
EEVET

Press the
Save_and_lIssue_ Amendment”
button to issue this “Rescind
ITO” amendment

Sove_snd loaue_Amendemert | | Seve_pmendmen ONLY
Student TT0 Amendment Information  &4-B- 1110011101 (T4S)
1 Click hars to retum to your studant ist. ] 17 ]
[name sumame, Frst name) 110 umsar |original 110 pate
[msancRrmmzeCe | ey [14-2r11
Below, you may dd up to 1 section() to this amendment.
Hote: be 501 Save button below.

Section

Ameadto
FEAD 38

[T fecmo 1]

® bascasa 10

o Rglaion o, D, Wassaga Ho.ard s o )

[

Ttk

Distribution.

KATIONAL AR COLLEGE
FTMGHAR IWASH, G 23185460

Sove, e foirat] | S Amarcas LY
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6 - Invitational Travel Orders

The “Student ITO
Amendment Information”
screen will appear with the
newly created ITO listed

Student i (oes)

[0 Cik b o vt b your stdent . 11111

Msme [Ssrame, First Mame) 110 Fumier [originet 10 pate: |
3L DR e R o110 | |

I \-\_‘_ K8 T wctca [2] 1o B Arnsacenet

—

under the “***Existing S — — G T — -
Amendment(s)***” Section F] |sn1 16-hv-11 |D'.||Jsr\r Dotsan |'.v'.i.x:1n:h:nm
Amended Soction” 00 Rescind IT0
> Return to the S
_ [Wam CSwnanme, Pt Nama) (116 rartmer |origanal 70 Bata |
student list by [ — ) s I
clicking “here” e I
at the top of the -_—Hs ™ — . o
screen 8 T L = Lo e '
> Fi nd the trai n i ng [Select Stedeats: D3, aater yiur sseben critia el 1o find Studenes (IM5 ¢ CL0 tracks] or TEZMS, Curmently Stuserts or TEAMS on canceled cr forftited training Ines ane grored
line for the :::"_; A E:""""“ ol Lon N v EE
amendment you — - —
jUSt Created and / Legend: & pan sncent 2 Creataiamend o X Dafete smoent € Phote present
. & sssen Eutirg Shudent. gt Inke pressent
click the red “X” / Triag Tch Lo mame fear o e 190 e D : e
Comsy et name Prepran Fist Location VewlT0 [—
to delete the ITO o £5,da =k - 1o o™ 2011 17-hn 11 k1l PP
& PN peerncece B T, an CouLEGE RELDL e Tk

» To re-issue this ITO
with a different
student, find the
same training line
and click on the
hand holding paper
icon to edit student
information to
begin the process of
creating the ITO.

(Select Stuents: Do, el your seba tion cileris bk o find Shudesils {IM5 o €10 lacks) or TEAMS. Contrity shudents on TRAVs on cancellel o lnfisted bianrg fres 2 groced.

WSTEI CC B CudDleeWO Yew Le Py
/ aellel

=1

SUEMI

Lagend: % et suaert & cratainend o ¥ o st df ooty st}
& Raagn Enstrg Student Tight bk present|

Training Track Lest name Year First Rpt D 10 sswed Dot Line:
Uy oty Fistaame Progan [t Locatien ViewI10 s

i f SN ronon- 1t i fFant HeR!
fmm 3 NATIONAL AR COULEGE viow Irack

You can also search a database of previous students you have entered in ITOs and directly input their
existing data into the training track line.

> Click on the

et your sectin <=tuid balow b e Stutents (5 cr CL0 k] or THAME. Cottity atudents or TLAMS o canealad ot frfwtad b lew ied iered.

IMSTELM CC M CoseDdioe WON  Yewr  Loc Pooguam

dOUbIe paper / St i i &) [ sueman |

icon to bring up /" —
the EXIStIng f o mtn :,T',: :;-‘ mm_ &é:o-hrn;'\:.:: Fight Ik provent
student database .= S G =
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6 - Invitational Travel Orders

> To find your previous Ao My Fridin St Do bk 5 4 4 chymr st | s o Tearmg TRACEESA-11DA1- 1101, Check te o el b e shcn's you wat o k] i s TR, B ik b o Comine Tok
student’s data, input a last MAGL; 71405 - I FAEPARATORY CORSE
name in the blank block and PR —

press the “Find Student”
button or you can select from
the entire listing displayed.
Once you identify the student
whose data you want to use,
mark the “Pick Me” box
beside the student’s name.

Fiease e [be Stadeal's o) R

Curendly rly showmy recent shuends snce w0 s

(ki a0

W Smode SO My
I  OFALEOF THE MDY CHEFLENTAL QACED %

That student’s data is now entered as the student data for the training track line you selected.
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6.5 DELETING A STUDENT ENTRY:

> CI. kth Ciote = _JRecorts = W CoutySeng = (€ MSinto » S Traring = flcmmm'ﬁoﬂnpom :
ick the A san : - fea
“Delete
77 3

Entry Icon Select Students: Ui , 80087 yOUr salRction cntena below 1o find Students (IMS or CLO tracks) or TEAMs, Curently students or TEAMS on canceliad or

foerfested traring bnes are ignared,
[denoted by \

H IMS TEAM o " Casa il WOH  Year Lec Frogram *
the red X]In Swadent = BN n - | SUBMT
the Options
Column for Logend; 2 dit Student 5 Creata/amend IT0 B Photo present 7% Delete Student =5 Fight Info
h R Cans Mamtifier Last name Year Firs Rpa D ITO lesuad Date Lime
Optios Country First nama Progaam | First Location View ITD | Auithorizations
the tralnlng o B G 03B OHND02= D006 MARS 2011 01=Jun=10 26-May=10 i of &
o Bandama JAN WILLEM FMS i GENERAL ST BHRCHNOCR0006

traCk that lie) - BR=B=-0OHNOO2- 1015 2011

. Bandania FMS L
you Want to i) -3 BN-B-OHNOOZ- 1025 2011 16=Aug-11
delete L

g v L‘l‘x BH-B-0OHNOOZ- 1031 VAN LEEUWEN 2011
student
information.

This will delete the entire student information and the ITO. Before a locked ITO is deleted, you must do
an ITO Amendment to Rescind the ITO (See Chapter 6.4).
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6 - Invitational Travel Orders

6.6 CREATING A DEFAULT ITO

To create a default ITO:

If you are a SCO POC and you create ITOs, you have the capability to create a Default ITO profile for

yourself.
» From the TMS 8 Main Menu:

» Click, the “Country Setup”
dropdown menu

» Select, “Default ITO (for all)”

» Click the dropdown for the
appropriate country

> Click the “Add Info” button

ysae = drepons = [ couny sewp ~
POC Info

Deafault ITO) ffor al)

S Ity = FoTrgming = O = 1]

. Home - Today is Monday, September 26, 2011]
BULLETINS
The LAST DSAMS refresh of the SAN was 6 hours 39 menutes ago (092672011 01:53.39 AM EST (US))

The NEXT DSAMS refresh of the SAN is in about 19 hours 28 minutes.
S NOTE: If you upload a student photo, please make the pholo a GIF or JPG

Per digm rates -or- CY11 b
DISAM ITH website -or- [

tays for intemational students
M resident courses -of- SAMM see chapter 10

Don, welcome to the Security Assistance Network (SAN). Use the menubar at the top of the page to navigate the
site. Remember, Site -> Home on the menubar always takes you to the webpage you are now viewing.

Guom = Jropens = W county Sewp = gEmS Il * oTraining = £ i Info = e

loak for - - 9

»_\\\.

Dalault ITO Information: JASON, balew you can updats Dafault TTO Infarmation for country POCS. You £an add naw ,‘!
Default ITO Information for yoursell by chcking “add Info®. -

Fill in all the pertinent information on the screen.

» Click the “Save” button to
save the information you
just input.

Optlons Country  |Name Organization Emall NATO  |E5ig

3 ¥ [EISTARL [SEETPET 1SAM Training and Travel Epalie Zgov il No Yes

2 B X LR Y T E T T e ) UISF=1/1SAM Training Chrunch oo il Mo Yes

18 X WANTARIA [0 1 Dan 154M Training &amg; ... Wawa gen mil Ho Yes
€,5ite -~ JRepons + W Country Sewp ~ g5 INSInfo = SoTraining ~ I Country Info ~ & Students /ITO ITO Repository.

[ B=|

Security Cooperation Officer Invitational Travel Order (ITO) Defaults for JASON ROTH (Irzq)
Data Entered belowwill automatically sppear when you create a newITO
Click hars to return to your POC listing.

NATO Member:| [ When selectad, Block 2 displays as: 2. Country/0

Irag (NATO Member))

Block 4. Issuing Security C: tion O (sco)

a. Name of Organization:

b. Mailing Address:

City:

. Email Address:

oie isiing Madress ssove 5 e ves o receing Suens RIL D9 i s De of Siie o Dieens soven ssiressas

Block 15. Special Comments/Remarks

Comments/Remarks:

, blogk 17a

Signature of U.S. Authority Authenticating Orders //Signed// LTC John
Indicator: Dos)

Block 17. ITO Authorization

a.Signature:

b. Title:

TMS 8 User’s Manual

Page 6.13



6 - Invitational Travel Orders

Once you have saved the information,
you can return to the POC listing by
clicking the “here” hyperlink at the top
of the screen.

€. 5ite ~ —jReports * Y Country Setwp * gf IMSInfo ~ &®Training * SiCountry Info = &% Students /ITO  ITO Repository

foak for

&

Data Entered belowvill automatically appear when you create a newITO

Security Cooperation Officer Invitational Travel Order (ITO) Defaults for JASON ROTH (Iraq)

Cligghere to return to your POC listing.
NATOMember:  [NperrSSiected, Blook 2 displays asi 2. Country/Organization: Irag (NATO Member) )

= Block & Issuing Security Cooperation Organization {SCO]

a. Name of Organization:

b. Mailing Address:

City:

<. Email Address:
boie Iaiing Adeess 20w & D2 usad Tor reSeNing S5.08n RIA D9 7ot ws Desi of Ssie o DIgiemenc peuh sicresses.

Block 15. Special Comments/Remarks

Comments/Remarks:

Electronic Signature
Indicator: Doe)

Ihen selected, blodk 172 sppears as a. Signature of LS, Authority Authenticating Orders //Signed!/ LTC John

Block 17. ITO Authorization

a. Signature:

b. Title:

Save

TMS 8 User’s Manual
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6.7 EDITING A DEFAULT ITO

» From the TMS 8 Main Menu:

» Click, the “Country
Setup” dropdown
menu

> Select, “Default ITO
(for all)”

> From the Default ITO Information screen:

» Click the edit entry symbol

denoted by a hand on a piece of

paper for the SCO whose
default ITO you want to edit.

Edit all the pertinent information on the screen.

» Click the “Save” button to save
the information you just input.

» Once you have saved the

information, you can return to the
POC listing by clicking the
“here” hyperlink at the top of the

screen.

Bysie = 4 Repants = | Pwsinm - SeTranng = CaCounyinfe = o Sudents (1T 110 Repasion
| POC 0 foak for " - o=
Diefault [T {for all)
. Home - Today is Monday, September 26, 2011 ]
BULLETINS
The LAST DSAMS refresh of the SAN was 6 howrs 39 minutes ago (022652011 01 5339 AM EST (US))
The NEXT DSAMS refresh of the SAN 15 in about 19 hours 28 minules.
A NOTE: If you upload a student photo, please make the photo a GIF or JPG
Ber diem rates -or- CY11 holidays for i students
DISAM ITM websile -or- DISAM resident courses -of- SAMM see chapter 10
Don, welcome to the Security Assistance Network (SAN). Use the menubar at the top of the page to navigate the
site. Remember, Site -> Home on the menubar always takes you to the webpage you are now viewing.
Csie » _jReports W Country Seup *  £FIS Into v g~ - {ITQ 7O Repository
/ doalke for " - E
|petaun b intarmation: Don, below you can update Default ITO Infarmation for country POCS. ]
o 5 Country Hame Email NATO |ESig
1 ¥ |[Eaaans Don Disamar DISAM Training don.disamerdisam_dsca.md Ho No
2 B X B [BETCERE T SMAG EETATHT SESREP O state.gov No Mo
5o ¥ [Bandari [Eoi JUSMAG- BT ara = b e state gov No  |Ne
4 2 W |EEEERETTTT M52 Wil | usMAG-BERIETE LWl Dstate. gov No Mo
Bt = B = W oy = ot = STrimng @ = -

Je— anawITO

ki T P 1 pise BOE linting.

MATO Memiban [ Whan satected, Dok 2 displeve wa 2.

_ T Uiach & Fanuing Security Cooowr o Drgsniaatian |BCOY
. damme of Grgansration 154N Tranmg

b, Mailing Addrase 127 DEAMWay

Giwr| Dagon o Eam

e Emall Addrass | dondmame@dasm dscs mi

Deach 43 Specisl Comments Hemarks

= Sagmatures  DonDesse

b tnker | Cntod Trarwrg

Thiw ie for DITAM Traiming. Ensessd by DIZAM
Comanvents Remarks
[ ET——————— bioa 17 PyIT——— Bigneds LTE somn
Rndbation Dow
Thach 17 110 Authaniaton

e

Oytee = jRmsens = W Comicy Senap = (5 IMB I8l = MoTraneg =

[

oy Cmgtnn o wan
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6.6 DELETING A DEFAULT

ITO

> From the Default ITO Information screen:

» Click the delete entry

Site ¥ —4Repors * Country Setup ~ WS Info ~ &R Training @Cuumry\mu ~ &»Students/ITO  [TO Repository
symbol denoted by % E ¢

the red x for the ITO
you want to delete.

e
‘Defaull Imo Pﬁurmalinn: Don, below you can update Default ITO Information for country POCs.

Optiuri/ Country Name Organization Email NATO |ESig
1 & ¥ [Bandaria Don Disamer DISAM Training don.disamer@disam.dsca.mil No No
2 B X Bandaria Bess Charter JUSMAG B andaria Ticharter @state.gov No No
3. B X |Bandaria Faye Bailbon JUSMAG-Bindaria jhailb tate.gov No No
4 B ¥ |Bandaria §ag Willis JUSMAG-Bandaria fitrillis@state.gov No No
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