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[bookmark: _Toc374619173]Introduction
[bookmark: _Toc374619174]Applicability

The Travel Risk Planning System (TRiPS) User Guide should be used by anyone who is accessing the TRiPS system to submit or approve travel risk assessments. This guide will assist both subordinates and supervisors in using the TRiPS applications to include TRiPS, TRiPS Mobile, and the TRiPS Offline Assessment Form.

[bookmark: _Toc374619175]Technical Support

TRiPS Help Desk personnel can be reached at these Service specific email addresses for customer issues and feedback:
· Army - The TRiPS Army helpdesk is usarmy.rucker.hqda-secarmy.mbx.safe-trips@mail.mil 
· Navy - The TRiPS Navy helpdesk is navsafecen.trips@navy.mil
· Marines - The TRiPS Marine Corps helpdesk is HQMC_TRIPS@usmc.mil
· Air Force - The TRiPS Air Force helpdesk is afsc.seg@kirtland.af.mil
· Coast Guard - The TRiPS Coast Guard helpdesk is trips@uscg.mil

[bookmark: _Toc374619176]System Requirements 
· Web Application:
· Recommended Browser Versions: 
· Microsoft Internet Explorer 9+
· Google Chrome
· Mozilla Firefox
· iOS Mobile App:
· Minimum iOS Version: It will work in 6.1, but we recommend 7.0 for best results.
· Android Mobile App:
· Minimum Android Version: 2.3
· PDF®:
· Required: Adobe Reader
· Admin: Acrobat Pro

[bookmark: _Toc374619177]Getting Started
[bookmark: _Toc374619178]TRiPS Registration

A User must register for TRiPS prior to first use of the TRiPS System.  The following is the process to register with the TRiPS system.

1. Insert a Common Access Card (CAC) into computers card reader slot. 

2. Go to the following URL: https://trips.safety.army.mil/. 

3. At the TRiPS Login Page, click on the Register link at the top of the page as indicated by the red arrow.

 [image: ]

4. Complete all fields on the Registration page.

Please note that passwords must be at least 8 characters in length and contain at least 1 upper-case letter, 1 lower-case letter, 1 numeric digit and 1 non-alphanumeric character.
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5. Select the Register button at the bottom of the page when you are ready to submit a final registration.

6. An email is generated and sent to the User once registration is complete to the email address supplied during registration. The User will need to verify their registration through the link in this email to complete the registration process.

Please note that if the User has not received or has misplaced their Registration email, they may go into the TRiPS login page and select the Resend Activation Email button to have the system resend the email. 
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7. Once registration is completed and verified through the link sent on the Registration Verification email, the User will go to the following screen and will click to login.
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[bookmark: _Toc374619179]Logon to TRiPS Application 

The User will not need to register with the TRiPS system again once initial registration is completed and will now have the ability to access TRiPS from various computers and devices without the need for a CAC reader.

The User will have two options for logging into TRiPS. They may logon with their CAC/Personal Identify Verification (PIV)/Login or use the Username/Password Login that will ask for the challenge question answers supplied during User Registration.

The screen below shows the two options for accessing the system. 
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0. [bookmark: _Toc374619180]Retrieve Password

If a password has been forgotten, select the Retrieve Password button on the Login screen.
 [image: ]

The User can request a password by providing their User Name. The password will be sent to the email address provided during the registration process. Optionally, the User may request their password by providing the email address provided during the registration process, without supplying a User Name. Select the Send Password button.
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0. [bookmark: _Toc374619181]Logon to TRiPS Mobile

A User must register for the TRiPS system using their CAC card prior to logging into TRiPS Mobile.  You may access TRiPS Mobile from either an Android® or iOS® device.  Once the application has been downloaded to the device, click on the TRiPS icon which will load the Login page, shown in Android® and iOS® screens below. 

Please note that the device must have internet connectivity the first time the User logs into TRiPS Mobile in order for the application to pull the User’s account into the mobile application.
[image: ][image: ]
 
Important information is contained within the About section for TRiPS. Below are screenshots showing this information.

[image: ][image: ]

The User may Login using the same User Name and Password that was set up at User Registration. TRiPS Mobile will ask for three (3) challenge question answers, also defined during User Registration, shown in Android® and iOS® screenshots below.
[image: ][image: ]
[bookmark: _Toc374619182]User Account Management
[bookmark: _Toc374619183]Accessing/Editing User Profile

The User will be directed to the User Profile upon their first logon to the TRiPS system.  In subsequent logins to TRiPS, the Profile can be accessed through the My Profile link.

1. Click on the My Profile link.
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2. Complete the User Profile section of the TRiPS application. Click the Submit button at the bottom of the page when finished. The following sections discuss specific functionality within the User Profile.
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[bookmark: _Toc374368335][bookmark: _Toc374368541][bookmark: _Toc374619184]Email Account Management

The User has the ability to add additional email addresses to their account in order to receive Notification and System emails on various accounts. The Primary Email Address will always receive System emails by default. These email types are defined as:

· System – System update emails on account and assessment status.
· Notification - Weather and travel notification emails sent prior to the User’s upcoming trip.
The User will select the Add button to input an additional email address or the Delete button in order to remove an email address from the list. The User will also select the System or Notification check boxes beneath each email to designate what types of emails the specific account should receive.
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[bookmark: _Toc374619185]Change Password

The User may change their password by selecting the Change Password link in the User Profile.

[image: ]

Clicking on the Change Password link will bring up the Change Password window where the User will input their old password and new password. They will click the Save Changes button to change their password, or the Cancel button to leave the page without changing the password.
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Please note that passwords must be at least 8 characters in length and contain at least 1 upper-case letter, 1 lower-case letter, 1 numeric digit and 1 non-alphanumeric character.





[bookmark: _Toc374368338][bookmark: _Toc374368544][bookmark: _Toc374619186]Associate with Old Content

The User may bring their previous assessments done from the legacy TRiPS system into TRiPS by selecting the Link your past TRiPS assessments with the 2013 version of TRiPS link at the bottom of the My Profile tab.
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A window will pop up to Link Past Assessments. The User will enter the email of the account they would like to associate from the old TRiPS system and will select the Associate User button to generate a verification code.
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A verification code is sent to the User’s email address designated as the Legacy Account Email. This verification code can be entered on the popup window shown in the screenshot above to bring over legacy TRiPS assessments into the new system.

[bookmark: _Toc374619187]Tiered Supervisor Option

The User must designate at least one Supervisor as their Primary Supervisor in order to have a complete User Profile. The Primary Supervisor will be used as a default for all TRiPS assessments unless the User wishes to designate Alternate Supervisors. The Alternate Supervisor function will send TRiPS assessments in accordance with their risk levels – Moderate, High, and Extremely High. TRiPS will designate the appropriate Supervisor to the assessment risk level, and will copy all other designated Supervisors for informational purposes. The Primary Supervisor will always receive a copy of assessments and other related system notifications pertaining to their Subordinate.

Once Supervisors are designated within the User Profile, the User will click the Submit button to enter or click the Cancel button in order to abandon any changes made.

An email will be generated to the designated Supervisor to notify them of the Subordinate designation and to verify that they are the correct Supervisor to the User. 

To add tiered Supervisors, go to the My Supervisors Tab and select the Click Here link for tiered supervisor approval option. 

[image: ]

[bookmark: _Toc374619188]My Assessments

The My Assessments tab in the User Profile section of TRiPS is where the User can view all of their previous assessments submitted through TRiPS from the last three years. This information can be sorted by Pending or All assessment radio buttons. There is a View button at the end of each assessment entry to allow the user to view the assessment’s details.

[image: ]
The User can access general information about the previous assessment and all responses given on the assessment. By selecting the Print View link, the User will be able to print out the previous assessment if desired. Select the Close button to return to the My Assessments page.
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[bookmark: _Toc374619189]Pending Supervisors

When a Supervisor designates a Subordinate, an email is sent to notify the Subordinate of the request. The Subordinate will need to log into the TRiPS system and approve the Supervisor request in the final tab of the User Profile section of the system.  If a pending Supervisor request is active for the User, it may be approved or rejected from this screen. If approving the supervisor, a popup will appear to ask you which tier you would like to designate the supervisor in. Please note that alternate supervisors should only be used if your organization directs you to use it.
[image: ]
[bookmark: _Toc374619190]User Profile – TRiPS Mobile

A TRiPS User may also view and edit their User Profile from TRiPS Mobile, shown in Android® and iOS® mobile applications below. 
[image: ][image: ]
The User may also designate their Supervisor through the User Profile on TRiPS Mobile, shown in Android® and iOS® applications below.
[image: ][image: ]
[bookmark: _Toc374619191]Navigating the TRiPS Homepage
If completing the User Profile, the User will select the Submit button at the bottom of the screen to save changes made. They will receive a message to select either Return to Profile or Start an Assessment. Alternatively, the User may select the Home menu option at any time to go to the TRiPS homepage.
[image: ]
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It is here that you may start your TRiPS assessment, or access the sites other features available to the User depending on which permissions they have.

Please note that if there are pending actions for the User, a pop up box will appear on the main screen informing them of needed actions such as Approving a Supervisor, or Approving Pending Assessments.

[bookmark: _Toc374619192]Submitting a TRiPS Assessment

1. Select the Get Started button to begin a TRiPS Assessment.
[image: ]

2. The system will ask if the User is driving a privately owned motor vehicle or motorcycle. Selecting the No button will take the user to a link to the U.S. Department of State travel advisors. Selecting the Yes button will allow the User to continue with their assessment.
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3. Supervisor Confirmation will allow the User a last check that they have the correctly designated Supervisor for this assessment.  You may edit the Supervisor email address at this point and click Next to change or save the current Supervisor both for this assessment and in the User Profile for future assessments. 
[image: ]


4. The User will select the type of vehicle they will be driving from the options provided. The User should select the vehicle type that most closely matches the mode of transportation to be used for their upcoming trip. The User will then need to select the vehicle size that most closely coincides with the vehicle they will be taking on their trip. The User will select the Next button to continue with their assessment.
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5. On the Route Selection screen the User will select the Trip Length as Multi-Day Trip or Single Day Trip (Start to End) radio buttons. The User will then select the Trip Type as Round Trip or One Way travel radio buttons. One Way travel selection will require the User to input both their Start and Destination locations. The Round Trip will require the User to have 3 destinations - Start, Destination, and Return to Start. 

[image: ]


6. The User will select the Add Location button to input their starting point, end point, and any way points along their travel. The last 10 locations input by the User are stored as previous locations for reuse.  When finished inputting a location the User should select the Save button, or may select the Cancel button to discard changes. The User will continue to enter locations, including stopping points that are defined as any stop that requires an overnight stay, until all locations are entered. If the User has selected a single day trip, they may enter trip legs. 

[image: ]

7. Once all locations for the route have been entered, the User may edit the route by using the Pencil button to edit a certain destination address, arrow buttons to change the order of the locations in the list, or the ‘X’ button to delete a location along the route.
[image: ]

8. The User should then select the dates of the travel and the estimated time of departure and arrival at their destination. Please note that a Return Date is only required on a Multi-Day/Round Trip and will not display for other trip types. The trip must be within 60 days of the date of the assessment in order to ensure that the information is as accurate as possible.
[image: ]

9. The User should select the Next button to continue with their assessment.

[image: ]

10. The User will answer all assessment questions and select the Next button. All questions must be answered to proceed with the assessment.
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11. The TRiPS System will generate Accident Summaries from real accidents that occurred to Service Members. These accidents are generated based on the User’s answers in the assessment and should be reviewed by the User as cautionary information that should be considered for their upcoming travel. After reviewing the summaries, the User should select the Next button.
[image: ]

12. The User will see their initial Risk Assessment Matrix on the Review screen. Click the Next button.
[image: ]

13. The User will see numerous Controls that will help them lower their risk if implemented. The User should consider each control and select options that they plan to implement to reduce their risk.  The User may write a comment at the bottom of the screen in the Comment field that will be reviewed by their Supervisor. This is a place where the User can record special circumstances not captured in the assessment questions and controls. Click the Next button.
[image: ]

Risk Controls continued:
[image: ]

14. The User will see their final Risk Assessment Matrix score, which has been adjusted based on the controls selected in the Control section of the assessment. They will also see a summary of their assessment as their Supervisor will see it during review. Click the Next button.
[image: ]

15. The User will see the Submit screen. The User must select the Sign and Finish button in order to submit their assessment for review to their Supervisor. An email will be sent to the Supervisor to let them know a Pending Assessment is awaiting their approval. An email will also be generated to the User to let them know their assessment was successfully submitted.
[image: ]

16. The Assessment has been submitted to the Supervisor for review and numerous mapping providers are presented to the User. When selecting your preferred mapping provider, TRiPS will feed your route information into that mapping provider’s site in order to generate a map of the selected route. Changes to the route may be made at that time within the mapping provider’s site, but these changes will not be reflected in TRiPS. Additionally, Leave Forms are linked here as needed to complete the request for travel. The User may also select the Click to Print Assessment button to print out a copy of their assessment. 
If the Subordinate chose to utilize the tiered supervisor structure in their User Profile, the assessment will be submitted to the proper level of Supervisor for the Risk Level assigned to the assessment. All levels below that Risk Level will receive an informational copy of the email notifying them that the Subordinate completed an assessment.
[image: ]

[bookmark: _Toc374619193]Assessment – TRiPS Mobile

A User may also complete an assessment using the TRiPS Mobile application. Mobile applications exist for both Android® and iOS®.

1. In order to start an assessment, the User will select the New Trip button on the home screen of the application. The User will fill out their vehicle type, route information, and start and end dates similar to the online TRiPS application, shown here in iOS® framework.

[image: ]

2. The User will select the continue button in the top right corner of the screen to proceed to the question portion of the assessment. After each question is completed, the User will select the Continue button in the right hand side of the screen.

[image: ][image: ]

3. The User will complete all questions in the assessment and the application will generate an Initial Risk Level score, shown here in iOS®. The User will select the Continue button.
[image: ]

4. The User will be given Controls, as given in the online TRiPS application. These controls will lower the risk level if implemented, as shown in the iOS® application screenshot below. The User will select the Continue button.
[image: ]

5. The User will receive their final Risk Level, and a review of the assessment they have just completed.  The User will select the Submit button in the top right hand corner to submit their assessment to their supervisor. This assessment will appear in the User’s Assessment history on the TRiPS application, and may be approved from either mobile or main application by the Supervisor.
Please note that the mobile device will need to have internet connectivity to successfully submit the assessment to the User’s supervisor. If internet connectivity is not available at the time of the assessment completion, the iOS® application will submit the assessment when connectivity is restored. The Android® application will save the assessment until internet connectivity is restored, but the User will need to log into the application in order to submit the assessment.

[image: ]

[bookmark: _Toc374619194]Supervisor Actions
A Supervisor will be notified by email when an assessment is awaiting their approval. They may go to the TRiPS site, log in using the log in instructions found in Section 3.2 and either click on the Pending Approvals notification box on the homepage or the Supervisor Link on the TRiPS homepage. These actions will take them to the Supervisor section of the website.

[image: ]

Supervisor Start Screen:
[image: ]

[bookmark: _Toc374619195]Supervisor – Risk Assessments 

The Risk Assessments tab will take the Supervisor to a list of all pending risk assessments available. The Supervisor will click on the assessment to review all information pertaining to that trip. The Supervisor will be able to Approve, Reject, or Print the Assessment Summary from this window.

On the main Risk Assessment Page, the Supervisor may also choose the View All radio button in order to see a list of all assessments that are pending, approved, or rejected. The Supervisor may choose to show 10, 25, 50, or 100 assessments on the page at one time. The Supervisor may select to View or Print the Assessments. 

[image: ]

By selecting the View option, the Supervisor can review the details of the assessment to include General information, Trip Information, and Responses. If the assessment is pending Supervisor Action, the Supervisor will be able to Approve, Reject, or Delete the assessment at this time.

[image: ]

The Print option will give a formatted printout of the assessment to be used for hard copy purposes. The print view will contain digital signatures and dates for both the Subordinate and Supervisor (if the assessment was actioned).

[bookmark: _Toc374619196]Supervisor – Manage Subordinates

The Supervisor may select the Manage Subordinates tab to review or edit their Subordinates.  If a Subordinate has designated the Supervisor in error or has changed Supervisors, the Supervisor may select to remove the Subordinate. The Supervisor may designate Subordinates from this screen by typing in the Subordinates email address. If not sure what the email address is, the Supervisor can also search the Army Knowledge Online (AKO) White Pages for a subordinate and add them to his subordinate listing. If a new Subordinate is designated, that Subordinate will be listed in the Pending screen until the Subordinate approves the Supervisor’s request. 

Please note that the Supervisor Level is a table field within this display that will allow the Supervisor to know which level of supervisor they have been designated by the Subordinate. If the Subordinate designated the Supervisor to only action High Risk level assessments, for instance, this field will read High Level. Only assessments actioned by the supervisor for this subordinate will appear in the Risk Assessments view.


[image: ]

[bookmark: _Toc374619197]Supervisor Actions – TRiPS Mobile

Supervisors may also use the TRiPS mobile applications to action assessments. This application is available in both Android® and iOS®. From the TRiPS Mobile home screen, the Supervisor will select the Supervisor Actions button.

1. The Supervisor will see a listing of all pending assessments awaiting approval. The Supervisor may select any assessment by touching it on the listing.

[image: ]

2. The Supervisor will select an assessment to review from the list, and after tapping it, will see all of that assessment’s details, responses, and approval by choosing the tabs at the top of the screen.
[image: ]

3. The Supervisor will take action on the assessment in the last tab of the screen called Approval. The Supervisor will select Approve, Reject, or Delete from the screen, and may optionally leave a comment before selecting the Submit button.
[image: ]

Please note that the Subordinate will be able to see how the assessment was actioned by their Supervisor in both the mobile and online TRiPS application.

[bookmark: _Toc374619198]Offline Assessment completion
If the TRiPS System is offline, or a User does not have internet connectivity, the User may select the Offline Assessment option. This form can be accessed from the main menu of the TRiPS application at any time and saved for use at another time on any computer. 

Please note that not all Services will be able to access the Offline PDF® menu. Also, if the system is offline you may not have a copy of the offline PDF® saved to complete. If you do not see this menu or cannot get onto the TRiPS application, please contact technical support listed in Section 1.2 in order to obtain an offline assessment.

[image: ]

Offline PDF Download Link:
[image: ]

Downloading the PDF® form will allow the User to complete an assessment without internet connectivity. The form opens in PDF® format and will follow the format of the TRiPS assessment.  The User should complete each field in the form, use their CAC card to digitally sign the form and select the Submit button.

[image: ]

Offline Form Continued:
[image: ]


The Subordinate may email the completed form to their Supervisor. The Supervisor may then complete the Supervisor section of the form as shown below using their CAC card to sign the form.

[image: ]

The Subordinate or Supervisor may then load the form onto the TRiPS system once internet connectivity is available by selecting the Offline PDF® link on the TRiPS homepage and selecting whether the assessment will be submitted by a Subordinate or Supervisor.

[image: ]

The User will select the Browse button and navigate to the location of the document to load the file they wish to upload. Select the Submit button.

[image: ]

The User will receive a message that the assessment was successfully loaded into the system. The assessment will now appear under both the Subordinate’s My Assessments listing in the User Profile, and the Supervisor’s Risk Assessment listings as either Pending, Approved, or Rejected depending on whether or not action was taken offline on the assessment. 

Additionally, the User may complete the assessment on their smartphone using the TRiPS mobile app on either iOS® or Andriod®. The assessment will be submitted to the Subordinate’s Supervisor once internet connectivity is established on the phone.

[bookmark: _Toc374619214]Contact
If the User is in need of technical assistance, or has questions about TRiPS, they may use the Contact page within the system.

[image: ]

This form will email the online help desk with all questions and concerns. Complete all required fields within the form and add any additional information that is deemed necessary. Select the type of contact as either Issue or Feedback from the Type dropdown box. This will help route your concerns to the proper contact and ensure the proper information is collected. Select the Submit button when the form is complete.

[image: ]

Contact Form continued:
[image: ]

[bookmark: _Toc374619215]TRiPS Log off 
The User may Logout of the system at any time by selecting the Logout button at the top right hand corner of the TRiPS Application or TRiPS Mobile. 
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Acronym	Definition

AKO	Army Knowledge Online				
CA	Certificate Authority’s
CAC	Common Access Card
DoD	Department of Defense
DSOC	Defense Safety Oversight Council
ID	Identification
PDF®	Portable Document Format
PIV	Personal Identity Verification	
TRiPS	Travel Risk Planning System
URL	Uniform Resource Locator	
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