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TRAVEL EXPRESS USER MANUAL  

ADD A PROXY USER THAT CAN CREATE VOUCHERS 
OR REQUESTS FOR OTHER USERS 
 
A Proxy can create requests or vouchers for other people and will have access to their 
requests and vouchers in Travel Express. 

1. Select Administration from the Travel Express main menu, and then click the 
User Maint tab.  

2. Click Select next to a user’s name or click Find New User if adding a new user. 
3. If adding a new user: 

a. Type the last name or first name of the user, or the first few letters of either 
name, in the Last Name or First Name field. 

b. Click Find. If the user cannot be found, or there is an error when adding a user, 
check that the user is active on the STARS Vendor Table. Contact your payroll 
administrator to make sure that the user has been added to state payroll 
records.  

c. Click Select next to the user’s name to add and then click OK to confirm 
adding the user. 

 
Figure 1 - Find a new user 

 
 

4. Click Proxy (the user can create requests and vouchers for other people.) 
5. Click the check box next to a name in the list of unassigned users. 
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6. Click the arrow to assign the user(s) to the proxy. 
 
Figure 2 - Assign names to the proxy 

 
 
 

7. Click Update User or, if a new user, Add User. 
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