9 May 2009

SATO Virtually There Procedure

The recently revised SATO Virtually There web site allows you to verify and print out a
travel itinerary once DTS reservations have been made, and to print out an e-ticket

receipt once the flights are ticketed.

Open the travel authorization in DTS. Click on Authorizations/Orders under Official
Travel, or Official Travel/Others and enter the traveler’s name.

Below is a list of your existing authorizations forders, Please select the function (edit, print, etc.) corresponding to the appropriate

authorizationsorder,

» Create New Authorization/Order

Existing AuthorizationsfOrders
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Select the appropriate travel authorization from the list, then click >view or >view/edit as
appropriate.

Adjustments have been made to thiz document, Select one of the document wersions listed below, Only the current wersion (marked by **) may
be further adjusted or routed, all other document wersions are only "WIEW",

wiew fEdit Print Type Lewel Date Time Adjustor
» wigt = print ADJUSTHEMT 19 06 /07 /04 703PM CTO**

Click >view on the latest (top-most) entry in the Adjustments table. When the document
opens, click on Travel|Summary|Final Trip Itinerary.
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DTS Detailed Travel Rinerary for Helen D Hpgs-A

Trawel f TDY Information:

Trip Type: Aa-ROUTIME TO /TAD

Trip Purpose: COMFEREMCE ATTEMDARCE
Trip Description:




Highlight the six-letter entry (circled above) in Confirmation: and then press Ctrl/C to
copy it to the clipboard.
Click Close Window to close the travel authorization, then log out of DTS.

Open the www.virtuallythere.com web site in your web browser. This is the SATO site
that gives you access to your reservation information.
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Paste the Confirmation code that you copied from the travel authorization into the box
labeled TYPE YOUR RESERVATION CODE. Type the traveler’s last name in the
box labeled ADD PASSENGER LAST NAME. Click the VIEW ITINERARY button.
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If the above screen appears, then ENTER satotravel in the Type The Email Address
box, and then click the REMEMBER ME box so you will not have to enter it in the
future. DO NOT enter your email address.

This opens the traveler’s reservation screen, which shows airline reservations along with
other useful information.



SATO TRAVEL
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City Guides

Horme Wiewy [tinerary Help Iy Prafile Wy Trips

BOSTOM, WA KROGMO flay 09 - May 16
[E overview So air [ Others
Travel Arranger Priority Comments
CHECK-IN AT THE OPERATING CARRIER TICKET COUNTER
NEXT STEPS
- MRY DEN
= saturday May 9 & Printitinerary
B4 E-tnall ltinerary
UNITED AIRLINES Departing At Arriving At =
UA 6732 06:00am 09:25am E  wiew eTicket Recein
Operated by Terminal Terminal B vioweweee
UNITED EXPRESS/SKYWEST Not Available Not Available
AIRLINES p Add to hiy Trips

Passenger Name Seats
JON P LETOURNEAU

Airline Reservation

Code 705964

Status Confirmed

Aircraft CRJ-700 CAMNADAIR
REGIOMAL JET

Meals

Smoking Mo

Frequent Flyer Number

Check-In Required

Duration 02hriz) :28minis)
Class Econamy
Gate Checi';ffoorrn:tt?;;
Stops ]
Mileage 0946

Please verify flight times prior to departure

This screen shows the Overview tab. There is more information about the airline

reservations in the Air tab, and rental car and hotel reservation information is shown in

the Others tab.

To print this screen, click Print Itinerary in the NEXT STEPS section above.

Tickets are normally purchased by SATO Monterey three working days before travel.
Click on View eTicket Receipt in the NEXT STEPS section. Once the reservations are
ticketed, this will open the receipt screen. If the tickets have not been purchased, the next
screen will so inform you.



g=h Printthis e-Ticket

eTicket Receipt

Lo oo .. SEADTS)]
SABRE RESERVATION CODE KAOGMO
TICKET ISSLIE DATE O7May09
TICKET MUMBER IMA7425929799
IMNYOICE NUMBER 0125682
ISSUING AIRLINE LMITED AIRLINES
ISSUING AGEMNT RER1/ATH
ISSUING AGEMNT LOCATION SEASIDE CA
|ATA MUMBER 05552960
CUSTOMER MUMBER 291300

Itinerary Details

TRAYEL

DATE AlRLIME DEPARTLURE ARRMAL CTHER MOTES
090May | UMITED AIRLINES MONTEREY CAMRY, = DEMVER, CO Aitling Reservation Code  ZDS984
LABTIZ CA Class ECONCMY
;%pljlfltfeg by: Seat Murmber CHECHK-IM REQUIRED
Tirne Tirne ;
Booking Status  CONFIRMED
EXPRESS/SKYWEST | popa 925 . ag ,
AIRLINES are Basis wCA
Motvalid After 09may
09May | UMITED AIRLINES DEMNYVER, CO BOSTOR, A Aitling Reseration Code  ZD5964
Eiﬁszs:ﬁfswwwl Class Feonon
11484 1236P |
ARLINES ] Fare Ela.SIS WA
Tarminal Motvalid After nohay
TERMIMNAL 3

Payment Details

Form of Payment CREDIT CARD - VISA : X3OOO0COCO0 6499

Endorsement MNOME

Restrictions

Fare Calculation MRY LA DEMN Q55.81UA BOSET9.53Y CA LA X/EF0 Q5581 UA MRYE12.53YCA USD1350.65END
IPMRYDENBOSEFO KT 10.00AY 18.00XFMRY4 5DENA SBOS4.55F04.5

Line
Fare UsSD 1350.68
TaxesFees USD 101.32 US (US TRANSPORTATION TAX)
Charges
USD 14.40 ZP {US SEGMENT TAX)
USD 28.00 XT (COMBINED TAXES)
Total Fare USD 1494.40

If a receipt appears, click on Print this e-Ticket to print the eTicket receipt. This is the
receipt that should be uploaded to the Substantiating Records section of the travel
voucher upon return from travel.



