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Rheem Manufacturing Travel Website Instructions

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.

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.

Corporate Intranet Links

2015 Ultramar Preferred Hotel Program

2015 Rheem Manufacturing Preferred Hotel
Program

Ultramar Airfare Guarantee
Car Insurance Documentation

Smart Traveler Enroliment Program

Ultramar Website Instructions

Rheem Local Office Limousine Services
Alabama Resident - Star ID Requirements
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Rheem Manufacturing Travel Website Instructions

C. Creating a Travel Account
In order to create a travel account, do the following:

e (o to https://sso.ultramartravel.com

A\
)g/)

Ultromor

Click on “Create Account”
=

Password

Remember Me

e The following screen will appear: Enterin:
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”

Create Account

Corp Usernathe RHEE ﬂrs! Name \

Passwdrd ;tm425 Last Name
; Business Email

Support & assistance.

For questions or assistance while using the

online booking module, please call toll free: Password

866.346.3306 8:30am - 9:00pm ET For all other

travel related questions, please call your Re-enter

reservation specialist Password

Hint Example: "My mothers maiden name”, "My Choose a Hint

favorite color™.

Note: Your Hint and Answer are used when a )

password is forgotten Q“ Answer

3 | Click on “Create Account”
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Rheem Manufacturing Travel Website Instructions

D. Login Procedure

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

e (o to https://sso.ultramartravel.com

C Ultramaor

Enter your Username and Password.

(\N

Remember Me

e Once you click the Arrow, the following screen appears —the TRAVEL DASHBOARD.

NEWS

REPORTS WY TRIP RECEPTS

BOOK ONLINE  TRAVEL MANAGER

Travel Team

Phone sumbers

Toll Free: 365 631.00%
Durect diak 720.956.6 106
Emaik rhees Bt semart avel com

Current and Upcoming Trips. Current Alrport Defays
Date Trp Nare

714 HILTON CRLAND GRINDLE

B v itnerary L POF Itnerary

Hours: 5:20 a.m. 2 8:00 p.n, ET Mon#r

114 HATON CRLAND ATATX

HILTON GARDEN SCOHERTIN }

Team members: - “ P
Dedlsh Burgos Wor Hoh Pant, NC OQLREsSS
Usa Parymakes DEUTREEBYMILT . FRANCES

3 e“'-ﬂ: ] N T and
Mercyyn Mugert MARRIOTT SEWP. . PREWETT -
Linda Bolonder Fort S, AR BOROER
Theresa Roenzo

Hoty Goldsworth 1L Fert Weeth, TX ORESBY Travel Unks
Ange Gladden 114 Orlando-ird, FL saoan

Joanne Rodnguez 3 ~
Mary Fariey Search; »

¥icks Vil - Oper otors Supervisor Previous Trips
Jobes MoCarmack - Oper ators Narager

<
‘.4' wdll
(e
PATRICIA HUSTED | Logout
Stripcase

MY PREFERENCES
& Traveler Profie

TRAVEL MANAGER

My Articies

LATEST TRAVEL NEWS

Busoass Travel Tos for
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Rheem Manufacturing Travel Website Instructions

E. Travel Profile

Each traveler must complete their travel profile detailing the necessary personal
information required to book airlines, hotel, and car rental reservations.

e From the TRAVEL DASHBOARD, click on Traveler Profile.

(Your name appears here)| Logout

rt Delays MY PREFERENCES
& Traveler Profie

4R Arranger Preferences
2 Change Password

A&\ Trip Notification Settings
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Rheem Manufacturing Travel Website Instructions

e 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.

Complete the red highlighted
sections first (there are more...keep
going) and save. Then completethe
rest of the sections.

Arder SoetenDrhe Lom

Flesse Dol & mirterst ¥ review sl
LOSRSE YO PO T LIamar. Lnder
TEA s new Secure R prigy o, awives
E W PR 10 padher rformadn
Fon ravelrs nokayg Date of Br,
Gorxser, o il Rase 21 8 i0cos o
e prverment e D presenind wher
tawiry

For A detal 00 Socsre PG TSA ooy
POy, pleave vt TIA B Sevwe Fagnt

Y. g Code | Wb Lo
o Country Lnted States v And Save PfOfilE!
Country United States v
Fax Courtry  UnRed States o

e Once you have completed, “Save Entire Profile” one more time and then return to the
Travel Dashboard.

TRAVEL DASHBOARD ) NEWS

REPORTS MY

Managing the profile of: Business Inf
Loading Profile. Bold fields are requ

7 | January 20, 2015
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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.

BOOK ONLINE

LGSR RSl Ri il NEWS MY TRIP RECEIPTS

Travel Team Current and Upcoming Trips

Phone numbers Date T
Toll Free: 866,681.0948 s
Direct diak 720.956.6106

Emaik rheem@ultramartravel.com
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Rheem Manufacturing Travel Website Instructions |

2. Click on your name in the left box and then click BOOK TRAVEL.

TRAVEL DASHBOARD NEWS REPORTS @ MY TRIP RECEIPTS

Book Online

Please select 3 user from the traveler list below, then press the "Book Travel" button in the bottom bar.

Select user to book travel for

First Last
PATRICIA T s
Tatioa ~Fsteg Teet

Click your name and then
click Book Travel.

husted x P

Traveler Details

Name: PATRICIA HUSTED

Title: Executive Travel Planner

Email: patrida.husted @rheem.com
Profile Status: OK!  (edit this profile)

Non-refundable Ticket Information
Airline Ticket Num Expiration

Amount

soox envL

9 | January 20, 2015
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3. The CONCUR booking tool will populate.

e z
Hello, PATRICIA

Vew Trges

TRIP SEARCH ALERTS

& Beakang for myselt | Doov s /] Teiplt coemon

start motde tinmianey bor b
Surrply conmmect

aranien s And peraonsl Wou
ety s 10 Triph [EETEIER e
[

[ hers S e, e et o | COMPANY NOTES

Arwws

# == w § O

Air'Hail Seorch

® JowaTie  Osewiy  Vib-Segrent Weicome Rheem Manufacturing Travelers
Departen C8r @ x..,._.n. Hoaoreation Supgeret (01040 - 04 w,— "
[peap— aneda] | 750, W96 S108 1O o
Prgr— N ey Ohh- Ivamﬂsupw((l Dar Qmml’l
DEC J45. 2206 (WHINN UG/ Zanada) / 720.299 3411 [Qutade L/ Caraze) SR
Arva Cly @
- our p—
MY TRIPS (4)
m 113 Telp fromm Los Angehis to Saantlo [Fue B Unting 8 com Los Angelis 1o Seamla (For Mr Carles
Tram era 23:28 | Maccos Costillo ) 2528 FPareces)
o wrds whal you wasl k2 & wiee 9 M- O
AN Teip troes Dallas to Atlanta [Foc My Joba Lewis B2 Mol Reservation ot LAXE BUENA VISTA, FL 22636
B | Dot | GO vsh
wue NSO Moss @

Under Alerts, you connect to Triplt for mobile itineraries for business and personal trips

Home Travel

®

Hello, PATRICIA

Reporting ~ App Center

Click on “Connect to Triplt”

TRIP SEARCH ALERTS

Booking for myself | Book for a guest i} Triplt creates instant mobile itineraries for j

0 i
- Simply connect your Concur account to Triplt
‘ii -

= 8 O
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5. Under your “Profile” in Concur (different than your Ultramar profile), be sure to sign up

for e-Receipts.

Home Travel Reporting App Center

<
™ o
‘ [ Click on “Profile View Trips

Hello, PATRICIA

e 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.

Help ~

Profile ~ &

Your Name Here

| Profile Settings | Sign Out
A

T Click on “Profile Settings”

e Click on E-Receipt Activation.

CONCUR Travel Reporting ~ App Center

Profile Personal Information System Settings Mobile Registration Travel
by Profile Options
[ E-Receipt Activation ] p
System Settings Select one of the following to customize your user profile.

Sannected Appe System Settings

Concur Connect Which time zone are you in? Do you prefer to use a 12 or
Forgot Mobile Password 24-hour clock? When does your workday start/end?
(PIN)

Travel Vacation Reassignment

Travel Vacation Going to be out of the office? Configure your backup travel
Reassignment manager.

Mobile Registration
Click on “E-Receipt Activation”
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e Click on | Accept and then return to Concur.

E-Receipt Activation and Use Agreement
Please read the following E-Receipt Activation and Use Agreement. To view the rest of the agreement,
please scrofl down.

1| We are pleased to offer you paticipation in our e-receipt program (our “e-receipt program”], which .
* enables our automatic collecton of the electrons recespts and folo dats generated by your

< teansactons with supplers that participete in owr e-receipt program fcollectively, “e-recepts”) for use
conmection with Concur senices. In conndenstion for provding you with access and use of our ¢

§ recept Program i Connection with Contur tarvices, you hereby undentand 3nd sgree 10 the

1 fellowng

¢ L You hereby grant Concur Techaologies, Inc., your company, and each of their respective affilistes,
< agents, suppliers, successors, and assigns (collectively, the “data processoes”) the mrevocable,

¢ perpetusl worldwide, royaity-free nght and hcense 1o send and recenve e-recenpts generated by your
ransactions with partscipating supplern, inciuding without mdastion aw, rad, hotel Car rental and

You must ACCEPT ol of the terms of the E-Recept and Use Agreement m order 80 proceed with use of our
e-recept program by pushing the 1 ACCEPT button below. If you do not wish to proceed with such use of
our e-receipt program, then plesse press the | DECUNE button below and you will not participate in our e

recept progeam.
—> ()i

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

Home Travel Reporting ~ App Center

Click on “Travel”

Hello

n

7. Click on “Upcoming Trips

CONCUR Travel Reporting « App Center

S—
Travel Trip Library Templates

Click on “Travel”

Then click on “Upcoming Trips”

& Booking for myself | Book for a guest Travel Alerts

= - i ] Triplt creates instant mobide
‘p L T i @ Simply connect your Concug3

eranes for business and personal tnps

‘ount to Tripit N arks

Company Notes | Upcomr

If booking Guest Travel. please do not confirm Alaska
Arines

Air/Rail Search

S Round Trp () One Way ) Muli-Segment Welcome Rheem Manufacturing Travelers

c pport (8:30am - 8:00pm ET)
Departure Cty @ 866.681.0948 (Within US/Canada) / 720.956.6106 (Outside US/Canada) rheemBultramartravel.com
Online Technical Support (8:30am - 9:00pm ET)
Fiod o aiport | Sect mupie epons 866.346.3306 (Within US/Canada) / 720.359.3431 (Outside US/Canada) helpdesk@uitramartraval.com

Arrival Cty @
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8. You can view all of your upcoming trips and their status.

Company Notes || Upcoming Trips

l You'll be able to all your current trips. ]

Trip Name/Description / Status Start Date End Date Action

Trip from Los Angeles to Seattle (For Mr Ursino Marcos Castilio ) (HISSBN) / Ticketed 0272372014 0272872015 Cancel Trip
Trip from Los Angeles to Seattie (For Mr Carios Paredes ) (TUUQVO) Ticketed 02/25/2014 02/28/2015 Cancel Trip
Trip from Dallas to Atianta (For Mr John Lewis Baliard ) (LQGZDZ) Ticketed 01/13/2015 0171572015 Cancel Trip
Hotel Reservation at LAKE BUENA VISTA, FL 32836, USA (QJCUKX) Confirmed 0772572015 08/0172015 Cancel Trip

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

will appear.

TRIP SEARCH

& Booking for myself | Book for a guest

£ =5 = = 8 0O

If booking Guest Travel, please do not confirm Alaska
Airlines

Air/Rail Search | Click your mouse in the “Departure City”
Box for the full search option menu to

© Round Trip (_/ One Sboear

Find an arport | Sslect multiple :irpocis
Arrival Ciy @

Find an airport | Select multiple sirports

Show More

Or, tell us in your words what you want to do

e.g. fight from JFK to Paris on Tuesday
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10. The tabs offer different options for booking travel. Select Air/Rail to book air, hotel, and
rental car.

& Booking for myself | Book for a guest

If booking Guest Travel piease do not confirm Alaska
Airfines

Air/Rail Search

Select Type |=———>> | © RoundTrip ' Oneway ~ Mut-Segment

Oeparture Cty @
|Atlanta, GA - Hartsfield Intl Arpt

Select Cities =

Find an rpont | Select multipis 3idorts

Arrival Cty @ : : i
L |FSM - Smth Municipal - Fort Smith, AR
Trs a0 Seport || Seec! MUt STpons
( Departure § R
: : 030272015 || depant EI 12:00 pm E] 9 E] v
Select Dates f=——=> 3
Return @ )
03052015 || epant [ =] 1200 pm B 29 E] v

v Pick-up/Drop-off car at arport
¥ 1 Find a Hotel
Find hotels within |5 | Distance Units' mies E’ of

Need a car? =

Select hotel _) Q) Company Location ! Reference Point / Zip Code
Please choose 8 company iocation. @
| Please choose a company location

'_ With names containing:

| Please choose a company location.
Rheem Manufacturing (Fort Smith, AR)
AirCanada Promotional Code (optional;

Class of Service:| Economy class E' (2]

Drop down arrow
allows you to choose a
company location

Search flights by (") Price (@) Schedule

Select hotel —>
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11. The following screen appears with flight options. You can scroll down to view options.

c‘“ams" GA2. T()r'FonMSmi;h, A clickon Nonstop to view justnonstop flights. e
T ek Clickon specific airline to see justthose flights. e
= = \
‘l:;dlq wb“ us Ame=e o
Carrees Adrways Awtreey
i 1 vunndts -
l'vdl-e
% 8295300 Faw Poicies You are NOT required to take 2 stop flights. fent
ooty Fares | Ghon by hadde Sened Sy | Maderance =]

12. Select your departing/outbound flight.

[ concur

Trawl

Teawl Trp Ldrary Temptates Meatings Tools

[ Trip Summary \

(A Select Flights
7 Rouns Trp

ATL - FSM
Outbeund. Mon, 030272015
Retumn: Thu, 03052015

Select a Car Remove
Deys 3

PAM - Tarmeal

Prckop. Men, 030272015

Drop-of Thu, 03052015

Select a Hotel
Nghes
Fon Sox, AR

Check-n Mon, 03022015
Checkout: The, 03052015

Romove

\

Atlanta, GA To Fort Smith, AR
Mon, Mar 2 - Thu, Mar 5

) A =
2 anih Defta e
o0 Carers
Noratop
D rwaslts 1t %
1 dop vt
20 vwnatt; AR
tops
1 rensdts

& Baggagn Few Poicies

02y Fares | $hop by Schedie

Carpoents Suvarvation Sappont (B e - § O0pes £T)

$20 081 29€) (Wiren UBCanete

T30 922 2192 Outete Ui Carete

(It Seetvinal Suppent (8 3000 9 COpem £1)

B8 342 3302 (W ke

" US Canacn

30328 3431 Outide USCanstal helo

Hde matn
.
.
P
Aatines
@ ress
how tare G3(tay gand
Sernr Sy Perteence -

~eQ-TEran el T

Cutound

Wrong dates? Change it here!

Mos, War 2

Select departing flight by clicking button.

[CMMJMDOM %avch\ V]

| Outbousd . Moa, Mar 2

] °
O7:00 AM - 08:45 PM
° °
19:00 AM - 10:15 PM
| [Desplay Settings -~
¥ice Propeier Pune

Depart
0itam =

A

505 ATt

Starting Froen
$822.96

1hSSec Canadak Regional Jet, 364 01 CO; Satve)

A Detta #4034 ATt Ko =)
Starting From
$823.9% © O 1h35m Chnadab Repronai Jet: 366 b3 (07 Sater)
A venean ATl @45 pe =)
Starting From:
$823.96 © O 1h85m Canadan Reponal Jet; 368 b2 CO; Sabee)
A Deusay All R )

Antve  Siogn Caw

11504m 0 £conpmy

Economy

#e0pm 0

Economy

feonomy
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13. Once you select departing flight, that selection will appear. The system then prompts
you to select the returning flight.

Sheo by Faves | Shop by Schedue Sorted By | Prafersoce f-:
Coeporate Heservation Support (B 30am - € 00pm ET)
S00.001 208 NInis USCacpse) | T20 908 €108 (Outsise USCanace) ihesm@Gira=arravel =
| Your departure preference appears here. | senvaal suppon 3 30am 3 0tpm £7)
/T30 293 347 (1Outeide USTanase) nelpoenQuivemaame com
Chosen Carriors
A Oefts #3914 All G330pm = ™ 25pm 0 Econemy
Slar;gzlg ;o‘" © © 1 neursSminutes, Camadair Regional let; 358 105 COy (Sabree)
o Remove
Outbound | Retun . > TR A
m‘ - FEER l Select yourreturnflight by clicking button. I
Displaying 37 out of 27 result «xFrevoui 123 Neet>> | AN
Depart Active Stops  Class SeatMap
A #5335 (1] 0705am = ANl 055¢om 0 Econcemy
Starting From
$823.96 IndSer Canadar Regionst set. 364 1bs COZ [Sabre}
A Defta #4515 FSM 155am =3 AN 0230 pm 0 Econcmy
Starting From
$823.96 © © ihdsay Canadss Regionsl Jett 354 bz COZ [Sadre
A Deita #4014 FsM pasipm = AN 0750 pm 0 Econceny
Starting From:
$823.96 © O IN5Se: Canadaw Regional Jet. 354 1bs COz (Sabre)
H H “" H H ”
14. The selected flights appear together; click “Price these options.
Chosen Carriers
 Outbound
A Deita #4514 ATL 0Eilpm => Fs™ (425pm D Economy
Sla's'g;g ;g)ml © © ! hour SSminutes; Canadair Regronal Jet; 364 1bs COs (Sabre)
g Femoye
Return
A Defta #4915 F5M 135 em =3 ATl 0220pm 0 Economy
5"';;;% ;0'“1 © © 1 hourds mintes Canadair Regeonal Jet. 354 1z COx (Gadre)
) Remove
Click on “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.

Comparo List
Price Depart Astive Stops Ouration
§823.96 ATL CIMom =) FSM 0425 sm 0 1h 35
A Oetty
E=x Fsm 3sen S AL 0220 ¢ 0 Ihism
Remove 3 oo More bke tha 4 Show detads w
Shopby Fares | B0 by Schedie Soted &y Preterwnce _-J
Corpocaie Reservation Support (B 2am - € 00pm £T)
300 281 O34 Mraren USCarade) 720 M€ 8100 1Outude LS Carats) meemBuTamervavel e
Owiine Sechnasl Suppon (8 30am 0 00pm ET)
002 322 3300 (Withe US Canaca) / T30 328 3431 [Outsde USCanate) belocem@ itararrel mm
Sl Expand Al Detass
Dviplaying: &L 0wt of &1 result «Previout 1 2345 Nest o | A
Prce Cantier Depart Astive Stops Duraton
$82396 A Deta ATl 1015am =) FSM 1130 am ° 8 55m
m FsM Hiam = AN Qdopm o In4Sm
ompare , VOO More ke ths ¢ Show details v
$823.96 A Dot ATL 1015am <) FSM 1120em 0 18 55m
| seivct @ | FSM wgsem = AN B30 em 0 1hism
crgere 4y VOO More Ske tha & Show detaits v

16. Review and Reserve Flight to ensure you’ve selected the correct dates and times.

Review and Reserve Flight

REVIEW FLIGHTS
Outhoanit Mght: Mm@ (ATL) - FortSman AR (FSM) Mon, Mar 2
Dedta Hartsfield Intl Arpt (ATL) F1 Sarvth Municipal 0500
A 24914 Depart: Monday, 03:30 pm Adrive: Mondey, 0425 pem
wupe 0 Durstom: 1h 55 Exoremy: K araddar Awpan
v
ot Mghe: Fort Smath, AR (FIMD - Adanta, GA (ATL] Tha Mar3
A Detta Ft Smith Musicips (FSM) Hartufiekd Intf Azpt (ATL)
(e Depart: Thursday, 11:35 am Aevive: Thursday, 02:20 pm
g ) Dutatian:. Ib 35m E oy X Canadat Reganal bet
-

ENTER TRAVELER INFORMATION

Ensure af traveler information befow is conect @

PRIMARY TRAVELER
Name: PATRICIA AMNE HUSTED  Phone: T70-359-3018  setrca nestro@rteen con E

Fraquent Flyar Programs Ads s Progras
ForDeta
Deta — 21247532190 vl
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17. You can select you seat assignment at this time.

SEAT ASSIGNMENT

Make your trip more enjoyable by selecting your seats now. Otherwase, Concur will request them for you

You have the option to selectyou seat atthis time.
Click on “Select Seats”.

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.

ADELTA
Delta Flight: 4914  Canadair Regional Jet
Martsfiold Intl Arpt (ATL) - Ft Smith Municipal (FS8)

CM022015

Seat Selecicn

oEEaan=-ganna ‘ /

c [go==gooon
12345678910MA4 — )

AHHaan--Haaaan | \\

ped seat I Preforential seat; B8 Ext row
eat W Seloctod Seat

Frefecentst seatng B nct generaly avadable for ST Jits, o Uavelery wihoe! hgher ievens of
fregaedt Hyer status @
Seal asaignoent & setyect 1o changs v wndt tame of degarture > i
Click on your preferred
Available seat; thenclick Close. |

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.

SELECT A METHOD OF PAYMENT

How would vou like to pay?

| Corporate Card (...2007)

Edit | Add credit card

-

* Indicates credit card is a company card
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20. The following screen appears. You click on “Reserve Flight and Continue.”

This is a Non-Refundable Ticket
OMETS oy THT-RLE LA

system, within one year following the DATE OF IS
intended (cngnal) departure day, or tickets will be void and

Pleasa ravew the ndes and restrictions listed below \' ng“ thblsafl Rﬂ ' bl -aliff-' S I

When you purchase your bckel, you agree lo these rules and restnclbons

READ THE FARE RULES 1o be centain this applies). Resenations MUST be cancelled by the
@ NO value for fture use. Thase rules apply 1o DOMESTIC ticketing only

Ploase note that the most restrictive sot of rules below applies to your entire Rinerary.

Cick Fare to view Rules  [Atlanta - Fort Sman] [Fort Smdh - Atlanta)

ADELTA A Lo Conlele

By completing this booking, you agree to the fare niles and restrictions and hazardous goods pobcy
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21. Once you select flights, the system automatically sends you to Rental Car Options:

Pick up: (FSM) on Mon, Mar 2 04:25 PM Syt { Eme
Return: Thu, Mar 5 11:35 AM
Hide matnx
AN = - = — — = ~ =y -
40 renalts Leonomy Cat | Compact Cat | Intermediate Cor | Standued Car  Fullstte Car MU Van | Inlermediate SUV  Sandaed SUV  Full alse SUV
. 000 ) "o
coo
T . 6555 )
[~ —-] e 63 0280
S 6164 £3.39
AVIS “P B»
.\_/ .
L :;.;.‘v"‘ 7 out of 40 1t ©
Sonted Dy; | Polcy « Wost Complant :l i —c
- Click onthe preferred vendor or car
Economy Car (Ssbrt) 06 & Category and the options appear. ot
Unbmted miles N L o >
$50.00 por day e uicuan Click “Select”to reserve your car. a
Total cort $211,32-
(T3]
CompactCar 5oL/ 90O s ERecopt Enatled  mare infe Hevtz
$50.00 per da Unbmted miles ‘
Cerporate um’ Aslomelic tace 32 u
(T3]
2 ERecopt Enadied  madeinfe Hevtz
$51.00 per day Unkented miles
sty e
| st © e
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e When you click Select, the system will automatically require you to review the car
reservation; if you agree, click “Reserve Car and Continue.”

Review and Reserve Car

REVIEW RENTAL CAR

Hertz Car Rental Locaton Detaits

Type Pick-up Drop-off
Intermediate Car Aurport Terminal Airport Terminal
Features FSM: Fort Smith FSM: Fort Smith

04:25 pm Mon, 03/02/2015 11:35 am Thu, 03/05/2015

PROVIDE RENTAL CAR PREFERENCES

Your preferences and comments will be passed to the rental car agency

Comments {30 character max)

ENTER DRIVER INFORMATION

Ensure the name below matches the | D. you have with you on the day of pick-up. @

DRIVER
Name: PATRICIA ANNE HUSTED ~ Phone: 770-351-3019 | patnc hustes@rmeem com | v |

Rental Car Agency Program Add a Program
Hertz - 50267785 E]

REVIEW PRICE SUMMARY
Description Daily Rate Dates Total
Hertz Car Rental $51.00 Mar 02 - Mar 05 $153.00
Total Estimated Cost : $215.36 USD"
Total Due Now: $0.00 USDt

* Does not include addttional fees incurred during tme of travet | o completeihe car rental, click
T Remaining amount due at rental focation 'R Earand; Coritinue""

Back Reserve Car and Continue
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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.

Check-in Mon, Mar 2 - Check-out Thu, Mar 5 J0y Moy, Peid L O
“ M. 5 B Automatc *
o vy The numbered items represent
7 3 / hotel locations.
ws ™ 7
/ _ 3
hady Grove Anottent o 3
(. i
, !
rwwod 4 BN s
, )@ i
Aome @ f =
§ 1
o 9 ) by T, & .
- Bartng =
Irsing 5 The red item indicates the
Vi v Ko location | want the hotel
to be close to.
e Review your options and click “choose room”.
“orted Oy Preletonce E{ AT ares (Tetareng
BIExpand Al Detards
1. Courtyard Fort Smuth Downtown
a T8 e Yom
oY, s
— Three diamondsindicate Rheem
s EFeCogt Enatien prefe"ed hml. compare OO room»
2. Hampton Inn FL. Smith ‘ ,«d
! g £201.C Rogers Avense c“.cF"Choo_seRmm tosee om
i Fort Sastn, AR 72003 | :
h Q :“4\ mes | Vew map pnclﬂg Opt'.ons" - sgg
L —
E-RecektEnatiad compae CROOMS 10Oy
3. Resicence Inn Fort Smith o
205 Souty 74D Stroel * % R bn
Fort Semth, AR 7200) $1 29

N\
El
|
Y

» E-Rscegt Enatiea

9217 mées | vew map

rate Bus hotel

CROOM 1OOM »
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23. Select your preferred room type.

1. Courtyard Fort Smith Downtown 00Q

¥
900 Rogors Ave > om
Ft Smit, AR 72901 $79
0 4.99 mios | view map

rate $his hotel

4 E-Recaipt Enatied / meee Info | compare nide rooms -
rchided i Negotiated Rate Parking, Breatfasl, OaSte Fsess, HSIA W
V1 Broakiast Feeos: Cont k795 8 Sutfet 1095, Full- Amencan: 1095

heem Mangtacteng « Rheem Wanutacturing, Guest Sogm 2 Queen (Rate Code: ANELSO) (Sabre)

Nanstachurng - Rheem Manufacturng, Guest Room. 1 King (Rate Code RMENOD) (Satre)
YO0) (Satee)

Narutacturng - Rheem Manufacturing, includes Broskfast, infernet, Wil See Rate Rules, Guest Room, t Xing (Rate C
2 - Rheem Manufocturng, nciudes Sreskiast, ntemet, Wil See Rate Rules. Goest Room 2 (Rate Code

l Pricing options; scrolldownto seemore l

aid

Click preferred button and Click “Select”

e 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.
e [tis recommended you do not use “Deposit required” rooms

e 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.”

Review and Reserve Hotel

REVIEW HOTEL ROOM

Courtyard Fort Smith Downtown

Rheam Mancfactunng - Rheam Manufactunng, Guest Room, 2 Quesn

3 Nghts | 1 Guest®

Check.n Chack.out Address Phone

Monday, March 02, 2015 Thursday, March 05, 2015 900 Rogers Ave 1-479-783-2100
Ft Smith, Arkansas 72901
United States of Amenca

* We reserve every hotel reom for 1 guest only. regerdiess of the nemmber of actusl Favelens sharng e room. The prmary Yravelers name & aached o T reservation for hotel
thect-n

ENTER HOTEL GUEST INFORMATION

Ensure the name below matches the 1D, shown on the day of check-in. §

HOTEL GUEST
Name: PATRICIA ANNE HUSTED  Phone: 770-351-3019 | satrca nustes@rmesm.com .3

Hotel Program Add a Program

Marrioft (AN) - 11132422 EJ

REVIEW PRICE SUMMARY

Description Nightly rate Dates Total
Courtyard Fort Smith Downtown $79.00 Mar 02 - Mar 05 $231.00
Total Estimated Cost : $237.00 USD"
Total Due Now: $0.00 USDY

* Does not nclude taxes or 333800 fees Nourred urng time of atay.
1 Remaning amcunt due at hotel Kcation

SELECT A METHOD OF PAYMENT

The crect Sand you S0t will 09 Neld 10 CONTNS pOus feservalon. YouU Wil N De Charged M 1l LNl your Note! siay
Corporate Card (. 200T) l’j Edit | Add cradit card

*nacates Credt cand & & Cempany cand

ACCEPT RATE DETAILS AND [CANCELLATION POLICY

Please raviow the rate details and cancellation policy provded by the hotel

Courtyard Fort Smith Downtown G5B

Please reviow the rate rules and restnctons befoce continuing

The hoted p d the folk Q o

Be aware of the hotel’s cancellation
policy. Allhotel chainsare now posting
24 hour cancellationrequirements.

L CAMCEL 1 OAYS ROIOR TO ARQ0/AL <
] Yagree 2 the sdove rale rues, restrcions, and cancelaton poicy

B |« [feicine

RATE USD 79.00
TOTAL RATE: 271.96 USD
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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.
e Once you have reviewed, click the button and then click “OK”.

Please indicate that you have read the rules by checking “1 agree”.

You need to click "OK" to agree
to the hotel's cancellationpolicy.

26. You then need to click the box here.

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy prowded by the hotel

Courtyard Fort Smith Downtown =

Please review the rate rules and restrictions before continuing
The hotel provided the following information:

RATE: USD 79.00
TOTAL RATE: 271.96 USD

IO ARRIAL

7] v §gree to the adove rate rules, restrictions, and cancelistion policy

You must click on thisbox to continue.
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27. Your itinerary appears for review.
e 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

Travel Details

Clmporate Rwservaton Suppen (£ J0am - & S0pn £T)
200 241 3548 (Wi USCanade) / 79 390 0150 [Ovinde URCTneda] Pesn@ . bamabave! dom

Oovire Toihrecal Sauppeart 62 30am - 3 (dpem ET)
B0 340 X200 (Wires UR Corade) ' 720 399 1)1 (Ovtite LG Toneta) Herden @ wemirypoel oo

ik Start Doto: Mar 2. 2015 o -
Loml Bosran % 3
End Date: Mar 52015

Created: Jan 14, 2015, PATRICIA HUSTED (Moded Jun 14, S
2015)

| want to... Trip Name: Trip from Atlanta to Fort Smith 1. Add to your Itinerary

° -

Dascription: (Mo Dascrption Avaidable) foc
Agency Record Locator: DXRLE
Passengers: Patrcia Anne Husted

Total Estimated Cost: $1,276,32 USD [Leny

Audaro murst be ticketed by an agerd by 011572015 11:55
PM Eastorn

Reservations
Monday, March 2, 2015
Flight  Atlanta, GA (ATL) to Fort Smith, AR (FSM)

Delta 4914

Departure: 03:30 P, Confirmation: GR3ITV

Saet: 02¢ (Confirmed) Stan: Confirmed

Hartateld NS At (ATL) Ar Frogquent Fiyer Number DL-2124763512
Termnat SOUTH TERUNAL

Ouratioe: 1 Sour. 55 mantes

Noeatos

S amb. AaA A
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Scroll to the bottom and click Next>>.

Total Estimated Cost

Al Yievifare Rules
Alrtare quoted amosnt $740.24 VD
Taxes and feex $22 72050
Air Total Price. $823.96 LSO
Hotet $237.00 150
Car; S21538 U0
S121832 USO

Yotas Estimatod Cost:

Restrictoas
Ouete  NONREF/PENALTY APPLIES

TICKET NOT YET ISSUED, AIRFARE QUOTED IN ITINERARY 1S NOT GUARANTEED UNTIL TICKETS ARE 1SSUED,

FOR ANY INQUIRIES DURING NORMAL BUSINESS ROU
FROM THE US OR CANADA PLEASE CALL 266.681.0948
FROM OUTSIDE THE US OR CAMADA CALL 720.956,.6106

ENERGENCY *AFTER HCURS* SERVICE ASSISTANCE
FOR FLIGHMT INFORMATION OR RECONTIRMATION
PLEASE CALL THE TOLL FREE AIRLINE NUMSER
LISTED AT THE TOP OF YOUR ITINERARY

ALL OTMER EMERGENCY REQUESTS PLEASE CALL
066-601-0948

I you ciose al this poml your reservation may De cancelled. Note: Any part of the Irip IHat is ins1ant pGrchase Of has deposit required will not be

caacedied.
Click “Next” to continue. |——> ( IEZEN |23
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28. The Trip Booking Information page appears.
e Add comments to Travel Agent if necessary.
e Select your Rheem division and type of travel (mandatory.)
e Click Next>>.

Trip Booking Information

$02 031 0948 (Wirvn MdSDECla' ﬂOtESbeaVE' Pgent’
. Pleaseobtamansleseat

* Need assistance at gate
The b0 nama and dencrioton ace for your record eecins cond. = PlEaseobtain com ggupgradeswhere TR TS

Trp Name po;‘&

Tha W 80008 M yOur Wpcomng trp et
TrQ trum Atits ts Fort Sty

$00 348 3300 (Witten )

Used 30 ooty the YO purpose

Soocil Qegueets may neur 8 b Send » copy #f e confreaten e @

Send my omad confrmation as
L T
Select Divisnnbyusungdmpdown menu.
Selecttvpe of tnpfrom drop down menu.

Pleass mmter fhe Gvnion that apoles 10 yoor re. (Recued] 4 o related o [Reoured]
~ -

You may HOLD Bus reservabion satit: §1/152015 11:55 pm Eastern

«

about this trp then press Next 10 finakize your If you close at thes point your reservation may be cancelied.
Note: Any part of the that is mstant purchase of has deposat required will be canceled.

Please enter the dvnafl Mat agples to your trp (Requeed]

Once completed, click “Next”

| Ax Cendtonng

Was R Yo realed 55 Reour

| Corporate ! ':]
WG

| Raypak | Regatar Business Travel

| Regiacament Pans T\ Rnesm Neeting (10 or moce alendess]

 Water “u’.r-; | External Conventen or Conlermnce
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29. Your itinerary will appear one more time. Scroll to bottom and select Purchase Ticket.

Trip Confirmation

To COMPLETE BOOKING, please press the "Purchase Ticket™ Button after revewang this page
To CANCEL, press the Cancel button

Trip Name: Trip from Atlanta to Fort Smith
Start Date: Mar 2, 2015

End Date; Mar 5, 2015 . 5
Created: Jan 14, 2015, PATRICA HusTED (o YOU MUST CLICK “PUCHASE TICK

Description: (No Cescription Available) "COMP-_LEI'E WON" (if i

Please enter the division that applies to yod only) FORTHE RESERVATION TO B

Agency Record Locator: DXRLES CQMPLETED-

Passengers: Patnca Anne Husted :

Total Estimated Cost: $1,276.32 USD IFYOU DO NOT CLICK “PURCHASE
TICKET” THE RESERVATION WILL QA

o Airfara must ba ticketed by an agent by

AT ANY TIME; HOWEVER, USUALL
HOURS FROM TIME OF PROCESS{NG.

Reservations

Monday, March 2, 2015

Flight Atlanta, GA (ATL) to Fort Smith, AR (FSM)

Delta 4914
Departure: 03:30 PM Confirmation: GR8J
Seat: 02C (Confirmed) Statas: Confiermned

Hartsfeld 0 Arpt (ATL)
Terminal SOUTH TERMMAL
Ouration: 1 hour, 55 s

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.

TRAVEL DASHBOARD

NEWS

REPORTS | BUASI NG S G |BOOK ONLINE

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

Click on your name. Click the trip you need receipt for.
Traveler Trips Group By Ungroup | Year | Trip
First Name Last Name Title Cost Center Rec # Date Trp
s ety 4 ROAFQM 010714 MIAMI
el oo Sy peming Eropecs JWPO))  12/09/13  MEXICO CITY
S e [ waro  wpyis  oawasFTwoRm ]
f NIGHOLAS PARFTTT ] Corporate Vice President 1
VICTOR TR

3. Receipts for that trip will be displayed.

REPORTS BAALHGNIeIGES BOOK ONLINE PATRICIA HUSTED | Logout

TRAVEL DASHBOARD

NEWS

| step 1: Find a Trip for NtCHOLAS PARETTT

| step 2: Reservaton WKQTO to DALLASFT WORTH

Ticket = Type Original Ticket Transaction Date Departure Date Itnerary Cs  Invoice # Business Reason Amount
0595967279 Service Fee 11172013 45677 CORPORATE $10.00
7317046311 Ticket 1132013 11212013 ATL.DFW LRD. N 45677 CORPORATE $507.60

30 | January 20, 2015



Rheem Manufacturing Travel Website Instructions

4. Click on the line, and the invoice for that expense will appear in the screen below. Just

click on “Print Invoice.”

ISWI:FndaTmvalOﬂASPARFTTT

I Step 2: Reservation VKCLTO to DALLAS/FT WORTH

TRAVEL DASHBOARD

NEWS LRSSl BOOK ONLINE

REPORTS

. = 2 D | Logout
Click on the Service Fee line.

Ticket & Tm Itnerary Cls _ Invoke = Business Reason Amount
0595967273 Service Fee 11/1/2013 45677 CORPORATE $10.00 |
7317046311 Ticket 11/1/2013 11/21/2013 ATL.DFW LRD N 45677 CORPORATE $507.60
000 HY 1t Ondy 11/3/2013 11/21/2013 45948 CORPORATE $108.90
‘/I Click Print Invoice. J
:,') Print Invoice | [Ful Screen
Ultramar Travel Management -
Smart Technology. Superior Experience. 7
Phone: 888.681.8799
mis. @ com
Electronic Invoice
Prepared For:
PARFITT/NICHOLAS SIMON
SALES PERSON BH
INVOICE NUMBER 45677
INVOICE ISSUE DATE Friday. 01 Nov2013 VKCLTO N
FastFind: | Ticket N and press Enter Clear Fiters
5. The amount of the charges appears at the bottom of the invoice.
&) print Invoice | Full Sreen
Seat(s) - 02C AA - A4CH44
Ticket Information
Service Fee XD 0595967279 Passenger PARFITT/NICHOLAS SIMON
Billed to XOOOO0000K1005 > -usp10.00
Ticket AA 7317046311 Passenger PARFITT/NICHOLAS SIMON
Billed to XOO000OOKKXX 1005 =3 *USD 507.60
SubTotal USD 517.60
Net Credit Card Billing * USD 517.60

Total Amount Due UusD 0.00
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6. Another way to retrieve invoices is to visit “Current and Upcoming Trips” or “Previous.”

NEWS REPORTS

MY TRIP RECEIPTS  BOOK ONLINE

Travel Team [Current and Upcoming ‘Inps]
Phone numbers Date Tro Name
Toll Free: 856.681.0943
Direct diak 720.956.6106 1/15 MARRIOTT HOBB... ADAIR a
Emaik rheem Suitramartravel.com 1/15  MARRIOTTHOBB. MESSMER |
Hours: 8:30 a.m. to 8:00 p.m. ET Mon+n 1S BMBASSY SUTTE CONNORS
115 Las Vegas, NV MORGAN
Team members: 115 MontrealDorval, . EMBREUS
Delilah Burgos Vilar
Lisa Haymaker 1/15  NewOrdeans,LA  OGLESSY
Debbie Barsotts 115 New Orleans, LA KEMp
ACTEvn Pgent /15  NewOreans,LA  LAYMON
Type your lastname in either 15 Laredo, TX SIKES
search box tofind invoices /15 NewOrdeans, LA  DONNELLY
for currentor previous trips LIS Havetan TV WG
Mary Fariey Sear £
Vida Villa - Operations [Pre\nws Trips ]
John McCormack - Operatons
Date Trp Name
‘ro'edmiul Support 1/14/15  Orlando-Int BAUMAN -
Toll Free: 866.346.3306
e 1/14/15  Foet Smith BORCHER

Emaik helpdesk Bultramartravel, com
1/19/15  Hotel COURTY, SINGH

1/14/15  Hotel HILTONG.. GARROW
1/14/15  Hotel MARRIOT.. PREWETT
1/14/15  Hotel FAIRFIEL BEALS

Corporate Intranet Links

2015 Ultramar Preferred Hotel Program
2015 Rheem Manufacturing Preferred Hotal

Program 114/15  Hotel RESIDEN RITZ

Ultramar Airfare Guarantee Hotel HAMPTO...  KILPATRICX

Car Insurance Documentabon Atlants BALLARD

Smart Traveler Enroliment Program Portiand THOMAS
Ultramar Website Instructions Enet Ermith WADRE 1 *

Rheem Local Office Limousine Services Search: R
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e Select the trip and click “View Itinerary”

Previous Trips
Date Trip
1/13/1S  Atlanta

B view Itnerary

12/7/14 R Atlanta

Search; husted

12/17/14 Hotel COURTYARD .. ROBINSON

12/10/14 Ermingham HATCH
12/9/13  Montgomery BALLARD
12/7/14  San Antonio HUSTED

A Ardhive WURRIS
GIBSON

Click “View itinerary”

e Click “View elnvoice”

B tripcase

Other

Status

iInformaton

Confumed

HAT A SAFE AND PLEASANT TRIP

Click “View elnvoice”

33 | January 20, 2015




Rheem Manufacturing Travel Website Instructions

e Select the Invoice Number:

W tripcase

einvoice(s)

ISSUING AGENCY

Utramar Travel Masagesent

Utramar Travel Managoment

ISSUE DATE

4 Jan 2005
14 Jan 2015 /
Click the blue number

INVOICE NUMBER

PASSENGER NAME

HUSTEDVPATIICWA ANNE

HUSTEDDATRICIA ANNE

e This invoice appears:

Uitramar Travel
m <~ the smartest travel botween poinfs —>
e - RHEEM@ULTRAMARTRAVEL. COM
Electronic Invoice
Prepared For:
HALLALEON ROY
SALES PERSON Ad
INVOICE NUMBER 0046329
INVOICE ISSUE DATE 02 Nov 2013
RECORD LOCATOR BTZAHW
CUSTOMER NUMBER S96000RHEE
Caert ASTeRs Oetvery AOFess
LEON MALL
SILEM MANUFACTURNG COMPANY ey
2151 EASTMAN AVE OXNARD CA 93000 US
Notes
RECONFIRMATION FOR JETBLUE ATIWATS CALL 500 538 2553
DATE: Mon, Nov 18
Flight: JETBLUE AIRWAYS 606
From LONG BEACH, CA Departs 7:25am
To SEATTLE TACOMA, Asrives 10-08am
WA
Duration O2tris) 4 3min(s} Class Econcemy
Type ARBUS INDUSTRIE Meal
A320 JET
Stop(s) Non Stop
Seat(s) Detais HALLLEON ROY Seat(s) - 220
Notes WINDOW SEAT UNAVAILASLE - AISLE SEAT ASSIGNED
WE WiLL CONTINUE TO MONITOR FOR YOUR PREFERENCE
DATE: Sat, May 17
Others
HAVE A SAFE AND
PLEASANT TRIP
Ticket Information
Ticket Number 88 T3 7188233 Passenger HALL LEON ROY
Billed to: VEXOOCO00OMXXD842 uso 8812
Service Fee XD 0566000234 Passengec MALL LEON ROY
Billed to: VI XOO0O000XXXDEA2 uso *10.00
uUsD 98,12
Net Billing *USD 812
Fees appear here. —
Total Amount Dus usD0.00
woos W ORUDUDIOS RHEE
FORANY Mlim;‘“& BUTING TS HOURS
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e To print:

S tripcase

T Save as POF

Electronic Invoice /

Clickto save or print

Gag Prnt elnvesce

H. Contacts
1. Rheem:
e Pat Husted, Executive Travel Planner
o Office: 770-351-3019
o Cell: 404-316-8599
o Email: patricia.husted@rheem.com

2. Ultramar Travel:
e 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:
e Toll Free: 866-346-3306
e Email: 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.

REVISNeE el NEWS MY TRIP RECEIPTS  BOOK ONLINE

Mark Hidle | Logout

Travel Team Current and Upcoming Trips Current Airport Dela'
Phone numbers Dats
Toll Free: 856.631.0948

Direct diak 720,956,6106

Emaik rheem 2ultramartravel. com

Trip

Hours: 8:30 am, to 8:00 p.m. ET MonFri & Trp Notfication Settings
:30 am, to 8:00 p.m. € DCA

3. Click the “l am a travel arranger” box, and your name appears in “My Arrangers.”

TRAVEL DASHBOARD NEWS MY TRIP RECEIPTS BOOK ONLINE Mark Hidle | Logout
Select your travel arrangers below Book travel for others
Available Travel Arrangers By checking this box, you wil appear in the Avalable Travel Amangers st for al
A oSk o 1 ‘
= Tast other usars, Once a user has designated you as ther Trave A.rranqer. you wil
then be permtted to book travel and view previous nvoices for that user.
Pacla Arevalo -
Alex Brito O am a travel arranger
TIFFANY CARRUTH E
obe Casse! i
Alejandrs Castilo
Brenda Cervantes = -
Patrice Fie Click the box and your name will
Jocelyn Johnson appear in Available Travel Arrangers.
ANNE MAGNOLUIA
PALLA MORGAN
foeri Dattercnn >
b Show selected only
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4. Then, to enable you to book travel for another individual, employees must do the

following:

e Loginin to TravelSync.

e From the Travel Dashboard, Select Arranger Preferences.

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

e 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.

Select your travel arrangers below

Available Travel Arrangers

First Last Selected

Pacla Arevalo o

Alex Brito

TIFFANY CARRUTH 2

e Cassel 1

Alejondra Castlio O

Brenda Cervantes

Patricia Fice

Jocelyn Johnson

ANNE MAGNOLIA

PALLA MORGAN

I neri Datterenn =
2 Show selected only

Click the box of the person who
is authorized to book travel for you.

e 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:

e Ultramar online booking tool @ https://sso.ultramartravel.com
e (Calling a Travel Counselor at the numbers listed above

37 | January 20, 2015


https://sso.ultramartravel.com/

Rheem Manufacturing Travel Website Instructions

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. ltisimportant 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:
e For security: Inthe 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
e 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:

e 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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e Your first hotel is reserved. To add another hotel reservation, do the following:
o Click on “Hotel” as indicated in the diagram below

Travel Details

Carporsme Rerervanan Suppont [T Wam - 6 30pm ET)
802641 DYeh (aines USTarads) ' 725 900 2132 IOutnde US Taretel mean L atam!

e Technucal Sepport (2 Joam - 9 O0pm T
000 340 330¢ ‘Weres UECocatel ' T) 39 34} 1Dvnte U Carete futtem QL e it dew! o

| want fo... Trip Name: Hotel Reservation at RHEEM MANUFACTURING Add to your Itinerary
Pt Sy {MONTGOMERY, AL) 2.0
S0l tnevaty a ” @.: °'
St Date: Fed 10, 2015
End Dote: Fed 11 2015 @ -
Created: Jan 15, 2015, PATRICIA HUSTED (Modted Jao 15
2015

Description: {he Descagtion Avadable) 101
Agency Record Locator: XFAMDI
Reservaton for: Patnca Anse Hasted
Total Estienated Cost: $109.00 USD s

Reservations

Tesday, February 10, 2015
™ Hampton Inn & Suites Montgomery-EastChase .

7851 EastChase Parkway
Montgomery, Alatama. 35117
us

13342771818

Checking In: Tue Feb 10 ‘ Confirmation: 88124832
RBoom !t Dayn 1, Commn 235 Contremed
Checking Out: Wed Fed 11 e Cade 4200 ; % \

Click “Hotel”
Daty Rate $12000USD Totn Rate 100 22050 above to
Room Detas T add a SeCOﬂd
neancecreen e YOUT first hotel 'én Aor t'hir d
semmm== ™ reservation is confirmed (e
Cancetanon Poy | ' hotel.
Cancelaton Foes may ool
Muat Cancel By & im

o AUd 0 your Rinerary
Total Estimated Cost

Hotnl: §109.00 USD

ot E stemated Cost $109.00 USD
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e The following box will appear; click on the down arrow and select “New Location”
and click “Search”

Trip leg selection

Agdd reservaton to

Montgomery, AL (MGU) (fb 11)

Trip leg selection

Add reservation to
Montgomery, AL (MGM) {Fed 11) .Tl

I Hew location | I(

‘:"" o

e “Find a Hotel” will populate the screen
o Select distance, reference point (or others), dates, and click Next as shown

below:

Find a Hotel

Check-in Date

Q2122015

Check-out Date

02N V2015

Find hotels wign S | §

tance Unts mies f——:lof

Arport

ColTAny Locety
Referente Pont | Zg
N

Montgomery AL

& Ratersnce Pont / Zp Code

Ty, 90210 or ‘Aexangria. VA)

\ * New dates

Select:

* Distance
» Reference point, etc

S * Hotel brand
o Woi names cofitanng
Prefer the following chains Click “Next”
Hotel Memberships  Hotel Vendors Company Preferred Hotols within 20 omes
v ~ | |¥iany Hotel « | These prop:;-:s will be automatically added to your search
@) tilton Careon 3 Drury inn ites Montgomery™**
o &m."“'l |Hampfon [nn & Suites Monfgomery-EastChase™*
7 T i C’.“"' 9"“?’. . Staybrdge Ste Montgomory-Eastchase™"
* Indicates major © What are Proforred Hotels?
vendot

Piease choose a location to search for your hotei, and select your check-in and check-out dates.
Help me find a hote!

(e

e 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

e If reasonably available and practical, employees should take advantage of public
transportation before renting cars

e 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
e 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

e 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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e 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

Corporate Intranet Links

2015 Ultramar Preferred Hotel Program

2015 Rheem Manufacturing Preferred Hotel
Program

Ultramar Airfare Guarantee /

Car Insurance Documentation

Smart Iraveler Enroliment Program
Ultramar Website Instructions
Rheem Local Office Limousine Services

Alabama Resident - Star ID Requirements

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
e The fuel purchase option shall be selected if a full tank of gas is expected to be used
during the trip
e 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:
e When traveling international (including Canada and Mexico), it is necessary to
purchase car insurance from the vendor
e |t 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:
e 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.

G SReE RNl NEWS REPORTS

MY TRiP RECEIPTS

BOOK ONLINE PATRICIA HUSTED | Logout

Travel Team Current and Upcoming Trips MY PREFERENCES
Phone numbers Date  Tro Traveler Profie
Toll Free: 566.631.0948

Direct diak 720.956.6106 11/18  Homewood Ste At BURGMARDT

Emalk rheem Bultramar travel.com
craes 1118 Staybeidge Sutes  CARDONE
Hours: 8:30 a.m, t0 5:00 p.m. ET Mon#n 18

Courtvard Fort S CARVER

2. Click on your name and then Book Travel

Usramor

TRAVEL DASHBOARD NEWS REPORTS MY TRIP RECEIPTS sleiel Qe iRl

Book Online

Please select 3 user from the traveler kst below, then press the "Book Travel™ button in the bottom bar.

Select user to book travel for Traveler Details

h‘.“ = - m Name: PATRICIA HUSTED

PATRICIA HUSTED Title: Executive Travel Planner
'W Emailk: patrica, husted @rheem.com

Profile Status: Ox!  (edit thes profie)

Non-refundable Ticket Information
Airine Ticket Num Expiration Amount

BOOK TRAVEL
husted x P
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3. The Concur booking tool opens. Click on “App Center” and follow instructions for your app

selection

Home Travel Reporting ~ App Center
Dhean
(M Click on “App Center”
Hello, PATRICIA
TRIP SEARCH ALERTS
& Booking for myself | Book for a guest o Triplt creates
Simply connect
£ = = 8 O
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Prepared by: Pat Husted - Executive Planner 11/18/2013
Rheem Manufacturing Company
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