21 June 2004

SATO Virtually There Procedure

The SATO Virtually There web site allows you to verify and print out a travel itinerary
once a DTS travel authorization has been stamped CTO BOOKED, 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 autharizations forders, Please select the function (edit, print, etc.) corresponding to the appropriate

authorizationforder,
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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 this document, Select one of the document wersions listed below, Only the current version (marked by **) may
be further adjusted or routed. All other document versions are only "IEW",
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Click >view on the latest (top-most) entry in the Adjustments table. When the document
opens, scroll down in the Preview screen to the first flight segment.
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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 Sabre site
that gives you access to your reservation information.
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¥ More search options:

Paste the Confirmation code that you copied from the travel authorization into the box
labeled Reservation Code. Type the traveler’s last name in the box labeled Passenger
last name. Click the View Itinerary button.
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If theTraveler Verification screen opens, enter satotravel as the password. Click the
box to Remember me when I return so you will not have to enter it in the future.
This opens the traveler’s reservation screen, which shows airline, hotel and rental car
reservations along with other useful information.
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Mobile Services
# Add to calendar
¥ BlackBerry™

Mon, Jul 7. AMERICAN AIRLINES, A& 3260
Operated by AMERICAN EAGLE

FLIGHTS *Hotify me of flight changes

handheld From: MONTEREY CA MRY, CA (MRY) & map

» Download to
handheld

F Flight notification

¥ Wb phane access

¥ wireless handheld

To: LOS ANGELES, CA (LAX) & map
Arrival Terminal: TERMINAL 4
Class: Economy
Status: Canfirmed
Meal:

Travel Alerts
¥ Travel warnings and Aircraft: SAAB 340 TURBOFROP
alerts Flight Time: 1 hours and 30 minutes
b Ansvers to

Verify flight times prior to departure

Departs: 7:50atm
Gate: Check for latest information
Arrives: 3:20am

Seat: 074
Confirmation: ESJACK
Smoking: hlog
Mileage: 259

frequently asked

To print this screen, click View printable version at the top, then click the Print icon or

click File|Print to print the information.

Tickets are normally purchased by PSD Monterey three working days before travel. Near
the top left of the screen is a link called eTicket receipt (arrow above.) 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.

eTicket Receipt Duplicate Copy

Trip ID: GGOSCB

Sabre Reservation Code: GGOSCB ;
Is=uing agent:

Ticket numhber: 0167353543172 . :

lssuing airline: UNITED Issuing agent:
AIRLIMES IATA. number:

Date issued: 17JUNDZ Invoice number:

Customer number: 83100

Passenger: [0,0XR,NGZ]

18JUND3  UNITED AIRLINES UA 6061
Fram: MONTEREY CAMRY, CA

To: LOS ANGELES, CA TERMIMNAL 7
Operated by: SKYWEST AIRLINES

Confirmation: ZB5835

18JUNO3  UNITED AIRLINES UA 200

From: LOSAMGELES, CA TERMINAL 7

To: WASHINGTON DULLES, DC
ronfirmatinn: 7RARIS

Departs:138F
Arrives: 300P

Departs:345P
Arrives:1136P

B prirt this page | Close window | Help

SAM FRAMCISCO CA
REBR1/A4S
055524960

o00gz2171

Economy Coanfirmed
Fare hasgis: YCA

Economy Canfirmed
Fare hasis: HCAIAD

If a receipt appears, click on Print this page to print the eTicket receipt. This is the

receipt that should be taken to the airport to allow passage through security.



