


Purpose:
◦ E-Invoices from virtuallythere.com reflects the 

exact amount paid for any flights booked by a 
servicing Commercial Travel Office.
◦ As an approving official this is important to 

correctly reimburse travelers for the fees incurred 
when utilizing the Government Travel Charge Card 
(GTCC).

Note:  If the traveler does not have a GTCC and is 
utilizing the Centrally Billed Account (CBA) then 
reimbursement will be directed automatically to the 
CBA.



To access and print the e-invoice you will 
need:

◦ The authorization PNR number
◦ The travelers last name
◦ E-mail address from the DTS profile



This is the trip Reservation 
code also referred to as the PNR



PNR Locater Top BoxYour PNR Code in 1st Box

Your last name goes in bottom box

Click on “VIEW ITINERARY”



Click on View Itinerary

Put e-mail address 
From Passenger’s 

Profile.



This Page is were all your info resides 
For TAD/TDY



This is were the confusion comes from.
E-ticket receipt is not a valid receipt.  Why? 

The e-ticket contains information of what 
payment method WILL BE USED & HOW MUCH,

not what has been billed. 

Next slide shows example.





The “View eInvoice” 
Has the correct receipt

It shows to what payment method it was settled
to and amount and that the balance due is 

ZERO.

Next slide shows example.



This invoice must be included in the 
Voucher to verify total paid by the GOVCC.



Virtuallythere.com takes the guessing part 
out of how much was actually paid for travel 
arrangements.
You can ensure that your travelers are 
reconciling their GTCC and amounts claimed 
match what they spent.
By utilizing the e-invoice the commands will 
help eliminate GTCC delinquencies and 
ensure proper payment.
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