
 

 

  

Rheem Manufacturing 

 

      

Rheem Manufacturing 

Travel Website Instructions 
 

 



Rheem Manufacturing Travel Website Instructions       
 

2 January 20, 2015 
 

Contents 
Travel Website .............................................................................................................................................. 3 

A. Purpose ................................................................................................................................................. 3 

B. Website Guide ....................................................................................................................................... 3 

C. Creating a Travel Account ..................................................................................................................... 4 

D. Login Procedure .................................................................................................................................... 5 

E. Travel Profile ......................................................................................................................................... 6 

F. Booking Travel ....................................................................................................................................... 8 

G. My Trip Receipts ................................................................................................................................. 30 

H. Contacts .............................................................................................................................................. 35 

I. Travel Arrangers .................................................................................................................................. 36 

J. Air Travel ............................................................................................................................................. 37 

K. Hotels .................................................................................................................................................. 38 

L. Rental Cars .......................................................................................................................................... 42 

M. Ground Transportation ................................................................................................................... 44 

N. Airport Parking .................................................................................................................................... 44 

N. Concur App for Mobile Devices .......................................................................................................... 45 

O. Document Information ....................................................................................................................... 46 

 

  

  



Rheem Manufacturing Travel Website Instructions       
 

3 January 20, 2015 
 

Travel Website 

A. Purpose 

The purpose of the Rheem Travel Website is to establish effective corporate travel 

management standards for the purposes of booking business-related travel for all 

employees.  These standards will direct travelers toward the most optimal values available 

in order to maximize returns on investment in travel while maintaining quality service and 

support for these travelers. 

A Travel Program that has full participation of all company travelers supports the company’s 

goals for cost containment, competitive procurement, traveler security, and policy 

compliance. 

Whenever possible, reservations are to be made at least 14 to 20 days in advance of travel 

to secure the best rates available.  Additional savings can be realized if it is feasible to 

purchase 21-day advance airline tickets. 

B. Website Guide 

This guide is location on the Travel Dashboard of the travel website.  To review the latest 
copy of the guide, click on the Corporate Intranet Link to access the document. 
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C. Creating a Travel Account 

In order to create a travel account, do the following: 
 

 Go to https://sso.ultramartravel.com 
 

 
 

 The following screen will appear:  Enter in: 
o Corporate Username:  RHEE for US/Mexico Travelers 
o Corporate Username:  RHEC for Canadian Travelers 
o Password:  utm425 
o Complete the remaining blocks and click “Create Account” 

 

 

https://sso.ultramartravel.com/
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D. Login Procedure 

In order to create a travel account, do the following: 
 

 Go to https://sso.ultramartravel.com 
 

 
 

 Once you click the Arrow, the following screen appears – the TRAVEL DASHBOARD. 
 

 

https://sso.ultramartravel.com/
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E. Travel Profile 

Each traveler must complete their travel profile detailing the necessary personal 

information required to book airlines, hotel, and car rental reservations. 

 From the TRAVEL DASHBOARD, click on Traveler Profile. 
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 Complete the red highlighted required fields first and then “Save Entire Profile”. 

o Once completed, return to the profile and enter the remaining information. 

o Be sure to “Save Entire Profile” periodically as the system could time out and you 

will lose the data you entered. 

 

 Once you have completed, “Save Entire Profile” one more time and then return to the 

Travel Dashboard. 
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F. Booking Travel 
 

All employees are required to book their travel for air, hotel, car rental, and rail using 

Rheem’s Online Travel Booking Website or travel agent.   

Online Travel Booking tools make the process of booking travel quick and easy, even for the 

least experienced users, enabling Rheem to generate significant savings while offering 

travelers convenient service features.  This tool enables travelers to simultaneously book 

air, rental car, and hotel reservations while complying with Rheem’s corporate travel 

policies. 

Visual enhancements - including an intuitive map-based interface for point and click air 

booking, grids to display fares organized by traveler preferences, hotel property 

photographs and pricing grids, and similar options for booking rental cars - make booking 

travel effortless. 

When planning complicated travel itineraries or international travel requirements, it may be 

necessary to speak directly with an Ultramar Travel Counselor. 

NOTE:  It is necessary to contact a Travel Counselor to make changes to or cancel an existing 

itinerary. 

 

1. From the Travel Dashboard, click on BOOK ONLINE. 
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2. Click on your name in the left box and then click BOOK TRAVEL. 

 



Rheem Manufacturing Travel Website Instructions       
 

10 January 20, 2015 
 

3. The CONCUR booking tool will populate. 

 

4. Under Alerts, you connect to TripIt for mobile itineraries for business and personal trips. 
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5. Under your “Profile” in Concur (different than your Ultramar profile), be sure to sign up 

for e-Receipts. 

 

 Click on “Profile Settings”.  Within this option, you have several opportunities to 

improve your travel experience by adding E-Receipt Activation where a vendor 

(hotel or car rental company) will automatically send you a receipt at the conclusion 

of your itinerary.  Not all vendors are current on this option; however, it is very 

helpful. 

 

 Click on E-Receipt Activation. 
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 Click on I Accept and then return to Concur. 

 

6. Your upcoming trips are displayed by clicking the “Travel” tab, and the actual booking 

tabs are also shown. 

 

7. Click on “Upcoming Trips” 
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8. You can view all of your upcoming trips and their status. 

 

9. To begin booking you trip, click on the “Departure City” box and the full search options 

will appear. 
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10. The tabs offer different options for booking travel.  Select Air/Rail to book air, hotel, and 

rental car.
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11. The following screen appears with flight options.  You can scroll down to view options. 

 

12. Select your departing/outbound flight. 
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13. Once you select departing flight, that selection will appear.  The system then prompts 

you to select the returning flight. 

 

14. The selected flights appear together; click “Price these options.” 
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15. The system will show you the cost of your flights and alternative flight options below.  

To book your preferred flight, click the Reserve button. 

 

16. Review and Reserve Flight to ensure you’ve selected the correct dates and times. 
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17. You can select you seat assignment at this time. 

 

 
 

18. Click on your preferred available seat.  If you have status with the airline, you may be 

eligible to select a “Preferential Seat” or “Exit Row” seat. 

 

19. Your Method of Payment will default to what you have entered into your travel profile.  

If you wish to use an alternate form of payment, you can do it at this time. 
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20. The following screen appears.  You click on “Reserve Flight and Continue.” 
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21. Once you select flights, the system automatically sends you to Rental Car Options: 
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 When you click Select, the system will automatically require you to review the car 

reservation; if you agree, click “Reserve Car and Continue.” 

 

 



Rheem Manufacturing Travel Website Instructions       
 

22 January 20, 2015 
 

22. Selecting a Hotel:  once you have selected the car, the hotel options appear.  A map 

displays the destination (red with black dot), purple hotel which are Rheem approved, 

and green hotels which are Ultramar approved. 

 

 Review your options and click “choose room”. 
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23. Select your preferred room type. 

 

 Please note if you see a gray price option, you will be unable to book a “Deposit 

required” room via the online booking tool.  If you do want to do this, you will need 

to contact a travel agent by phone or email. 

 It is recommended you do not use “Deposit required” rooms 

 When you are ready to book, click “Select.” 
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24. When you click Select, the system will automatically require you to review the hotel 

reservation; if you agree, click “Reserve Hotel and Continue.” 
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25. Acknowledge the Cancellation policy.  This is a mandatory screen and advises you to 

review the cancellation details for the hotel. 

 Once you have reviewed, click the button and then click “OK”. 

 

26. You then need to click the box here. 
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27. Your itinerary appears for review.  

 On this page you can make changes to your itinerary. 

o You can add a car, hotel, or taxi to your itinerary 

o You can change or cancel the air portion 

o You can change the seat assignments 
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 Scroll to the bottom and click Next>>.

 
 

  



Rheem Manufacturing Travel Website Instructions       
 

28 January 20, 2015 
 

28. The Trip Booking Information page appears.   

 Add comments to Travel Agent if necessary. 

 Select your Rheem division and type of travel (mandatory.) 

 Click Next>>. 
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29. Your itinerary will appear one more time.  Scroll to bottom and select Purchase Ticket. 

 

30. Your trip has been booked! 

 

31. NOTE!!!  If you do not click on Purchase Ticket or Confirm Booking (for just hotel or 

car), your reservation will not be booked or confirmed!! 
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G. My Trip Receipts 

1. In order to retrieve travel receipts, from the Travel Dashboard, click on MY TRIP 

RECEIPTS. 

 

2. Click on your name and your receipts will appear; click the trip you need the receipt for. 

 

3. Receipts for that trip will be displayed. 
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4. Click on the line, and the invoice for that expense will appear in the screen below.  Just 

click on “Print Invoice.” 

 

5. The amount of the charges appears at the bottom of the invoice. 
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6. Another way to retrieve invoices is to visit “Current and Upcoming Trips” or “Previous.” 
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 Select the trip and click “View Itinerary” 

 

 Click “View eInvoice” 
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 Select the Invoice Number: 

 

 This invoice appears: 
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 To print: 

 

H. Contacts 

1. Rheem: 

 Pat Husted, Executive Travel Planner 

o Office:  770-351-3019 

o Cell: 404-316-8599 

o Email: patricia.husted@rheem.com 

 

2. Ultramar Travel: 

 Agency Travel Counselors 

o Toll Free:  866-681-0948 

o Direct Dial:  720-956-6106 

o Email:  rheem@ultramartravel.com 

 

3. Ultramar Travel Technical Support: 

 Toll Free:  866-346-3306 

 Email:  helpdesk@ultramartravel.com  

mailto:patricia.husted@rheem.com
mailto:rheem@ultramartravel.com
mailto:helpdesk@ultramartravel.com
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I. Travel Arrangers 

1. If you book travel for other employees or guests of Rheem, you need to designate 

yourself as a Travel Arranger. 

 

2. On the Travel Dashboard, click on Arranger Preferences. 

 

3. Click the “I am a travel arranger” box, and your name appears in “My Arrangers.” 
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4. Then, to enable you to book travel for another individual, employees must do the 

following: 

 Login in to TravelSync. 

 From the Travel Dashboard, Select Arranger Preferences. 

 THEY DO NOT CHECK “I AM A TRAVEL ARRANGER.” 

 Scroll down “My Arrangers” and click the name of the person who has permission to 

book travel for them.  This is the only way another individual can book travel for 

you. 

 

 Once you click the box, you can return to the Travel Dashboard. 

J. Air Travel  

1. Airline tickets are purchased through the designated company Travel Agency via two 
options: 

 Ultramar online booking tool @ https://sso.ultramartravel.com  

 Calling a Travel Counselor at the numbers listed above 
 

https://sso.ultramartravel.com/
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2. The online booking tool (or Ultramar Travel Agent) should be used for all air travel 
requirements 

 The tool will give you the preferred flight options per company guidelines, allowing 
you to make adjustments when necessary and will display the Lowest Logical Fare 
(LLF) for your trip 

 You will see the cost savings for the flights selected 

 Advance purchase, non-refundable tickets are to be selected, with exceptions for 
unforeseen circumstances 
o Whenever possible, reservations are to be made at least 14 to 20 days in 

advance of travel to secure the best rates available 
o Additional savings can be realized if it is feasible to purchase 21-day advance 

airline tickets 
o Select the lowest airfare with the most direct route that meets the business and 

the traveler’s needs 

 Do not schedule flights to utilize frequent flyer programs or other personal 
incentives 

 Business class is acceptable for flights in excess of six (6) hours and must be 
approved by the appropriate Division or Corporate Vice President 

 Business class and first class is acceptable for flights in excess of two (2) hours for 
Corporate Vice Presidents and General Managers 

 Trading in or trading down tickets in a manner that results in financial gain by an 
employee is strictly prohibited 

 
3. Calling a Travel Counselor should only occur due to the following: 

 When international travel is required 

 When there is a change to your flight itinerary that cannot be completed using the 
online booking tool 
 

4. Rheem Preferred Airlines Carriers: 

 Delta Airlines 

 American Airlines 

K. Hotels 

1. When booking hotels, employees select from a pre-negotiated group of hotel chains 

maintained by Rheem’s travel provider: 

 Exceptions may be made if a lower rate is available at another property or if the 

location does not meet business needs 

 If extended stays are required, efforts are to be made to negotiate discounts where 

available 

o Please contact Rheem’s executive travel planner for assistance, or discuss your 

requirements with the Travel Counselor 
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2. It is important to book your hotel room through the online booking tool or with Rheem’s 

travel provider, instead of contacting the hotel directly.  There are two reasons for this: 

 For security:  In the event of an emergency and it is necessary for us to contact you, 

the itinerary on file will include all of your travel arrangements such as air, hotel, car 

rental, train, or ground transportation 

 For negotiating hotel rates: 

o When you book your hotel through Rheem’s travel provider, we can accumulate 

Rheem’s hotel spend in a central location allowing us to effectively negotiate 

reduced rates at our approved hotels 

o If you book outside of the program, Rheem is not able to capture this 

information, which results in the loss of our ability to negotiate reduced hotel 

rates 

3. Booking Multiple Hotels – there are ‘road warriors’ out there who plan ahead and book 

multiple hotel stays in advance.  There is a way to do this and incur just one fee instead 

of multiple fees 

The example involves booking three (3) different hotel stays over a two (2) week period.  

One at a time would cost $10.50 each, totaling $31.50 in transactions fees.  Here’s how 

to book three at one time for one $10.50 transaction fee: 

 Access the Travel Website and go to “Book Online” 

o Book your first hotel reservation as you normally would.  (You will be able to put 
in the additional hotel information on the Trip Overview page.) 

o You’ve selected the hotel and clicked on “Reserve”.  The Trip Overview page 
populates. 
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 Your first hotel is reserved.  To add another hotel reservation, do the following: 
o Click on “Hotel” as indicated in the diagram below 
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 The following box will appear; click on the down arrow and select “New Location” 
and click “Search” 

 
 “Find a Hotel” will populate the screen 

o Select distance, reference point (or others), dates, and click Next as shown 
below: 

 
 

 Clicking “Next” will take you to the hotel options for the city you specified 

o Make the new reservation and repeat as necessary 
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L. Rental Cars 

1. Rental cars should be used when other suitable and less expensive means of shared or 

local transportation are not available 

 If reasonably available and practical, employees should take advantage of public 

transportation before renting cars 

 If less costly than other options, use of a taxi is recommended 

 No limousine or car service is to be used unless approved by a Division or Corporate 

Vice President 

 

2. Mid-sized or smaller cars are to be selected from pre-negotiated rental car companies 

whenever possible 

 Exceptions are allowed for groups or four or more, special weather conditions, 

legitimate customer entertainment, or as approved by a Division or Corporate Vice 

President 

 

3. Insurance to cover the deductible portion of collision damage and personal accident 

coverage should not be purchased for business-related rentals as the Company is self-

insured for these liabilities 

 

 Note: 

o If you book with Hertz, Rheem’s preferred car rental company, the 

insurance coverage is free; you do not have to request it when you rent 

the car; insurance is included in our contract 

o When traveling in Canada, be sure to purchase insurance for the vehicle 
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 A copy of the US Insurance Card is located on the Travel Dashboard in the Corporate 

Intranet Links; this can be used for car rental incidents involving rentals other than 

Hertz 

 

4. Navigation systems and other available rental car options resulting in extra cost to the 

Company must be approved, prior to rental, by a Division or Corporate Vice President 

 

5. Whenever possible, rental cars are to be refueled before their return to avoid premium 

prices charged by rental companies 

 The fuel purchase option shall be selected if a full tank of gas is expected to be used 

during the trip 

 The cost of gasoline not included on the final rental charge should be recorded in 

the Transportation-Auto Expense column on the expense report 

 

6. Fines and penalties imposed for the violation of traffic laws while operating rented 

vehicles are payable by the driver and are not reimbursable by Rheem Manufacturing 

Company 

 

7. The use of personal cars for business travel is permitted and will be reimbursed at the 

prevailing IRS reimbursable mileage rate, plus appropriate parking fees and tolls 

 

8. Parking at airports shall be at the most economical onsite parking location (i.e. hourly 

parking is strongly discouraged except in emergencies) 
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9. International car rentals: 

 When traveling international (including Canada and Mexico), it is necessary to 

purchase car insurance from the vendor 

 It will be necessary for you to have an international driver license when renting 

internationally; this can be obtained from AAA 

 

10. Rheem Approved Rental Car Company: 

 Hertz; Rheem Manufacturing is self-insured and does not require purchase of 

insurance with rental 

M. Ground Transportation 

1. Use of limousine or car services is restricted unless approved by a Division or Corporate 
Vice President 

 
2. If transferring between airport and hotel, the first option is to utilize the hotel’s shuttle 

service when available 
 

3. Use of public transportation is recommended where available and practical, and as 
safety and judgment dictates 

 
4. Taxi service is an approved method of transportation if less costly than other options 

listed above 

N. Airport Parking 

1. Parking at airports is to be at the most economical onsite parking location 
 

2. Hourly parking is strongly discouraged except in emergencies 
 

3. Use of secured off-site parking facilities is recommended, and they often maintain 
competitive pricing 
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N. Concur App for Mobile Devices 
1. Go to the Ultramar Website – Travel Sync and click on Book Online. 

 

2. Click on your name and then Book Travel 
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3. The Concur booking tool opens.  Click on “App Center” and follow instructions for your app 

selection 
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