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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.  

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

  
 
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. 

 



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. 

 
 
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. 
 

 
 



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.  
 

 
 
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. 
 

 
 
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. 


