Entering Discrepancies in the DTS
1. This presentation will take you through the process of entering discrepancies into the DTS after the final report is completed
2. If you move your cursor over the Inspector General on the left, it will bring up the options on the right. Click on the Inspector General link in the white box.
3. Click on DTS – Other or DTS – CIs. The Enter/Update screens look the same, but the data is stored in different places.
4. Select your organization
a. [bookmark: _GoBack]The inspection type can be Wing Financial Analyst (WFA), Staff Assistance Visit (SAV), Subordinate Unit Inspection (SUI) or a Survey Audit (SURAUD) unless you are in the “DTS – CIs” screen then CI is the only inspection type option.
b. If this is the first Discrepancy you are entering for this inspection then bypass the previous inspection Dates otherwise use the pull-down box and select the inspection date you are updating and skip down to Area of Responsibility
i. Enter the first onsite visit date (usually, there is only one)
ii. Enter the last onsite visit date (usually the same as the first)
iii. Click on the Open radio button unless all Discrepancies associated with this inspection have been closed at which time you can click on the Closed radio button
iv. The Inspection Cycle is a free-form field, most IGs are entering a “1” until this unit is inspected again and then a “2”, “3”, etc.
v. Always select “Final” for the inspection Report Data
vi. You can click on “Insert/Update Inspection (Above Data), especially if you are not going to enter any Discrepancies at the present time or you can go directly to Area of Responsibility and start entering the Discrepancies.
c. Use the pull-down box and select the Area of Responsibility (A-1 Aerospace Education, D-6 Public Affairs, etc.)
d. In the Discrepancy Status, click on Open unless this Discrepancy was already closed, then click on closed. We want to enter all Discrepancies, even if they are already closed so we can determine where we need to spend our time educating, training or revising regulations. 
e. Copy and paste the Discrepancy from the inspection report into the Discrepancy box
f. Click on Submit New Discrepancy
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