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TRAVEL EXPRESS USER MANUAL  

AUDIT REPORT AND VIEWING THE REQUEST OR 
VOUCHER AUDIT TRAIL 

AUDIT REPORT 
1. Select Audit Report from the Reports Menu 

 
 

2. Select either Request or Voucher. 

 
 
3. Select one or more criteria to create a report - the traveler’s name (click Browse 

next to Traveler), the Status of the request or voucher (such as Draft, Pending 
Initial Approval(s), etc.), Group, Destination, departure or return dates.  
a. If searching reports by traveler’s name (click Browse next to Traveler): 

• If you are a Traveler, but not a Proxy, an Administrator, an Approver, or 
an Auditor, the search will only list your name. 

• If you are a Traveler and a Proxy, the search will list you and the people 
for whom you are a proxy. 

• If you are an Administrator, an Approver, a Fiscal Coder, or an Auditor, 
the search will include all Travel Express users added to the application 
for your agency. 

4. Select any other criteria, such as Status, travel destinations, dates, etc. 
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5. Click PDF Report. 
Figure 1 - Audit report example 

 

IBIS REPORTS 
Audit trail information is also available in IBIS Query Studio: 
 

 

FROM THE APPROVER MENU 
1. From the Travel Express main menu, click Approver Menu, and then click 

Approve/Disapprove a Request or Approve/Disapprove a Voucher. 
2. Click Select next to a request or voucher. 
3. Click the plus sign (+) next to Request Audit Trail or Voucher Audit Trail. 
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Figure 2 - Voucher Audit Trail example 

 
 
• If a voucher was not created from a request, the Request Audit Trail section will 

read, “No data to display”. 
• The report will identify the first level of approval (of a request or voucher) as level 

0 with the user’s name that routed the document (not the first level approver’s 
name). 

To print a report: 
1. Click the Report tab. 

 
Figure 2 - Report tab 

 
 

2. At the bottom of the report is the Audit Trail section. 
 
Figure 3 - Audit Trail 

 
 
Note that the report will identify the first level of approval as level 0 with the user’s name 
that routed the document (not the first level approver’s name). 
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3. Click the Save disk icon at the top of the report. 
4. Select Excel, PDF, or Word file format. 
5. Click Open and use the print menu from your spreadsheet or PDF application to 

print, or click Save. 

FROM THE FISCAL CODING MENU 
1. From the Travel Express main menu, click Fiscal Coding 
2. Click Select next to a voucher. 
3. Click the plus sign (+) next to Request Audit Trail or Voucher Audit Trail. 

 
Figure 4 - Fiscal Coder view 

 
 

4. Click the Report tab. 
5. At the bottom of the report is the Audit Trail section. 

 
Figure 5 - Audit Trail 

 
 
6. Click the Save disk icon at the top of the report. 
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7. Select Excel, PDF, or Word file format. 
8. Click Export. 
9. Save the file. 

FROM THE VIEW/EDIT REQUEST OR THE VIEW/EDIT 
VOUCHER MENU 

1. Click View/Edit Request or View/Edit Voucher. If you are just a user - not a 
Proxy or an Administrator, Approver, or an Auditor, only your requests or vouchers 
will be displayed. See step 3. 

 
Figure 6 - View/Edit view 

 
 

2. If you are an Administrator, Approver, Proxy, or Auditor, click Browse next to 
Traveler. 
b. Select the name from the menu or type the first few letters of the first or last 

name of the traveler. 
• If you are a Proxy, your name and the people for whom you are a Proxy 

will be displayed. 
• If you are an Administrator, an Approver, a Fiscal Coder, or an Auditor, 

all Travel Express users will be displayed. 
c. Click the name of the user whose requests you want to find. 
d. Select additional criteria to search by: the Destination (by state), the Group 

name, the Status of the request. 
e. Enter the range of Departed dates.  
f. Click Find. (Click Reset to reset the view to all users available.) 

3. Click Select next to the request or voucher. 
4. Click the Report tab to view or export the report in PDF or Excel format. 
5. Scroll down to the Audit Trail section. 
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Figure 7 - Audit Trail 

 
 
Note that the report will identify the first level of approval as level 0 with the user’s name 
that routed the document to the approver (not the first level approver’s name). 

6. Click the Save disk icon at the top of the report. 
7. Select Excel, PDF, or Word file format. 
8. Click Export. 
9. Print or save the file. 

REQUEST AND VOUCHER STATUS MESSAGES 

REQUEST STATUS MESSAGES 
A. Draft or Pending Approval(s) – a user can make changes to the various expenses 

(Per Diem, Travel Mode, Misc Exp, etc.) and comments, or can remove it. 
B. Awaiting Voucher Creation means the request is approved, but a voucher has not 

yet been created from it. 
C. Pending Voucher(s) means a voucher has been started from the request. 

VOUCHER STATUS MESSAGES 
A. Draft – a user can make changes to the various expenses (Per Diem, Travel Mode, 

Misc Exp, etc.) and comments, or remove it. 
B. Pending Approval(s) must be opened in the Approver menu to approve a voucher. 
C. Pending Fiscal Coding - must be opened in the Fiscal Coder menu to code a 

voucher. 
D. Mileage Only vouchers in Draft status may display Destination, Depart, and 

Return information that seems to be incorrect, but will be correct in the actual 
voucher. 
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