T&E Module «
DTTA Travel

¢ if not done
already, the JPOSC
creates entry in
Atlas that includes
the vendor
information of the
fraveler

* Atlas sends a
noftification to the
fraveler o enter
profile information
in Ultramar (travel
agent based in NY)

Creating
your profile

*Do not enter
anyone under
Administrative
Assistant or travel
Arranger

*Traveler needs to
enter all profile
info as in passport
+ bonus cards

*Enter the COA in
the default

*Change the
account code to
63405 on each line
(see page 2)

e Ultramar will send
you a TR shell
(travel request)
that will include a
ticket line (no

*Add 2 lines for
DSA and terminals
respectively

Book your
ticket

*Book your ticket in
Ultramar. Submit
for purchase.

*DSA and terminal
are paidin USD 1-
2 days before
travel directly to
your default
account

* Certifications and
Approving
colleagues at the
JPOSC check
rates, approve the
TR

eTraveler completes
F10in Atlas max 10
days upon return

e Ulframar Sends
an e-ficket directly
to the fraveler

What’s next

e Attach the
approved DTTA
form & other docs

¢ submit for
certification and

approval

Travel Portal link https://intranet.undp.org/unit/oolts/oso/go/tss/SitePages/Travel%20Portal.aspx

If you need help with entering the COA and account codes, please see next page

If you need any other help, please contact ivana.Skovgaard@undp.org or travel.feedback@undp.org
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