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STEPS

• First check out the eInvoice in
Virtuallythere.com

• Make sure that the commercial airlines fee =
that of what on eInvoice

• If not, need to add CTO fee under Travel, the
following steps are highlighted
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eInvoice on Virtuallythere.comeInvoice on Virtuallythere.com
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Checking the eInvoice
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Note:Note:
if you callif you call
Carlson,Carlson,
use thisuse this

number tonumber to
find recordfind record

RECORD LOCATORRECORD LOCATOR



Notes on eInvoice
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Note: the “Notes” state $13.75 inNote: the “Notes” state $13.75 in
addition to the TKT (ticket) price, soaddition to the TKT (ticket) price, so
we need to add this cost to travel inwe need to add this cost to travel in
DTSDTS



ON TO DTSON TO DTS

ADDING CTO FEES IN DTS 6



Under Travel
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SELECT THE TRAVEL TABSELECT THE TRAVEL TAB



Select Other Trans
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Type: Under DROPType: Under DROP
DOWN BOX, SelectDOWN BOX, Select
‘CTO FEE”‘CTO FEE”



Ready to change “Ticket No.”
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Add “890” inAdd “890” in
front offront of
“See Attached“See Attached
Ticket 2”Ticket 2”



Ticket No changed
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As you can now see,As you can now see,
it has “890” in frontit has “890” in front

Enter “CTO fee”
$13.75
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CTO fee addedCTO fee added

SAVE IT!

CLICK “SAVE”



If you put CTO Fee under Non
Mileage?
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REMOVE IT!REMOVE IT!



REMOVE IT!
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ALMOST DONE!
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How do you know if it added CTO fee?
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What did the eInvoice say was ticket
fee?
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$ 414.80$ 414.80



What did the eInvoice say was CTO
fee?
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$ 13.75$ 13.75
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$414. 80 + $13.75 = $428.55
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Let‘s see in DTS
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Any additional questions, contact us
via email
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