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State of Idaho Travel Express
Office of the State Controller
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TRAVEL EXPRESS USER MANUAL

TRAVEL EXPRESS SCREENS DISPLAY INCORRECT
INFORMATION FOR MILEAGE ONLY VOUCHERS

DRAFT STATUS AND PENDING FISCAL CODING
STATUS

When a mileage only voucher is created and saved as a draft, the View/Edit Voucher
results screen will display Destination, Depart, and Return information that seems to be
incorrect. The Destination column may show only “,ID” and the Depart and Return
columns may display 01/01/1999. This is also shown for draft vouchers in Travel Express
Reports.

Figure 1 - View/Edit Voucher screen
Voucher Search

Traveler Browse pestination T Group 7

Status - Departed Berween And | Find Rasel

Origin Destination Depart Reium Create Date Group Trkd
Seled FLOYD Draft BOISE,ID 1D 01011999 04/01/1999  07/21/2013 10837
Saledt CHRIS Draft BOISE.ID | ID 01/01/1898 01/01/1899 0852013 18855
Selgc CHRISTOPHER Pending Fiscal Coding BOISE. ID BOISE, ID 07252013 07I25/2013 0BMN2/2013 18853
Seled CHRIS Pending Fiscal Coding BOISE, ID WEISER, ID 072302013 0702372013 07312013 19831
Total Rows: 4
Pages: 1

If you click Select next to a voucher in Draft status, the correct information will be on
the voucher itself. When the voucher is submitted to Fiscal Coding, the destination,
Depart and Return columns will display actual information from the voucher. Such a
voucher will have Pending Fiscal Coding status on the View/Edit Voucher screen.

HOME STATION AS ORIGIN

The View/Edit Voucher screen, the Fiscal Coding/Fiscal Coder Queue screen, and the
Voucher Approve screen will display the traveler’s Home Station in Origin column,
even if the voucher itself has a different city in the Origin field. Travel Express Reports
and Processed Documents will also display the traveler’s Home Station as the Origin.
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Figure 2 - Fiscal Coding

Travel Express

Fiscal Coder Queue

Traveler —ALL TRAVELERS— Browse pestination

Departed Between

Selact CHRIS Pending Fiscal Coding
Selad CHRISTOPHER

Tolal Rows: 2

Pages: 1

Amdunl Origin

$70.82 BOISE, ID WEISER, ID 07/232013 0T/232013 07312013
Peanding Fiscal Coding $133.20 BOISE, IO BOISE, ID

- -

| Find | | Reset |

Group

Destination Deparnt Return Craate Dale Gi

07125/2013 OT/25/2013 08022013

In the View/Edit screen, click Select next to a voucher, and the correct information will
be on the voucher itself. In the Fiscal Coder Queue or the Voucher Approver Queue,

click Select next to a voucher and then cl

Expense Details. In the Comments field
displayed.

Figure 3 - Fiscal Coding Comments

ick the plus sign next to Voucher Travel

, the actual Origin from the voucher will be

Allowed Amount

P-Card Charges Advances Paid by Other Means Due Traveler
$133.20 50.00 $0.00 $0.00 $133.20

= Travel Expense Summary

= Request Travel Expense Details

= Voucher Travel Expense Details A

From Thiu Expense Allowed Amt P-Card Amt Advances Paid by Other Amount Due Miles B L U Comments

07/25/2013 07/25/2013 Mileage $133.20 £0.00 50.00 $0.00 $133.20 240 FROM:IDAHO FALLS TO-BOISH
$133.20 $0.00 $0.00 $0.00 $133.20 240 /7

= Request Audit Trail

= Voucher Audit Trail

1 want to: ——Choose Ong— = | Submit Comments:
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