USING THE 

“OFFICIAL DoDEA HOME PAGE” 

ON THE INTERNET

1. Open up Internet EXPLORER (it works better than NETSCAPE for doing orders).
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Enter the address:   www.odedodea.edu
3. You will see the DoDEA Home Page. 

4. From this screen, you choose where you want to go.
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Click here to see how TRS works.

‘Welcome to the DoDEA Personnel Center Homepage!
Fage Last Updated: January 09, 2002
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All the items you see listed on the left side of the home page are LINKS –    when you click on the link, you go to that part of the web site.  You also know if it’s a link when you see your arrow turn into a hand on the screen.

6. For information on  TRAVEL ORDERS, RAT, & CHECKING STATUS :
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Click on  the PERSONNEL link

· A Sub Listing will show up – click on HEADQUARTERS

· From the next page, click on EMPLOYEE ACCESS & EMPLOYMENT VERIFICATION
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· From the next screen, scroll down and click on TOPS.  


· If you get the following screen, telling you about a “Security Alert”, click on YES.  


· You may get a “Security Alert” box.  If you do, click OK.

· Click on LOGIN – you can’t do anything until you’ve logged in!
· Click on EMPLOYEE

· Enter your SSN & birthdate (pay attention to the screen … it’ll tell you exactly how to enter the information).  Click on LOGIN

· Choose what you want to do from the list of links on the left side of the screen, and follow the directions on the screen.

7. To CLOSE out ONLY the window you are working on:

· If the BACK button is available (NOT grayed out), click on it to go back to a previous screen.

· If the BACK button is NOT available, click on FILE, then CLOSE.

8. If you need to print a document, you may get a message about downloading and installing a program – that’s OK – tell it YES. Without doing this, you won’t be able to see or print the document.

9. IMPORTANT: When you are finished, click on LOGOUT.  This logs you out of the TOPS system.

SECURITY ALERTS: These boxes come up when you try to enter a “secure” website.  If you say NO, you don’t want to proceed, you will not be able to enter the website.
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