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TRAVEL EXPRESS USER MANUAL  

VIEW THE REQUEST OR VOUCHER AUDIT TRAIL 

AS AN APPROVER 
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. 
 

Figure 1 - 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 
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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). 
 

3. Click the Select a format drop down menu at the top of the report. 
4. Select either Excel or Acrobat (PDF) File. 
5. Click Export. 
6. Save the file. 

AS A FISCAL CODER 
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 
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To print a report: 

1. With a voucher open, click the Report tab. 
2. At the bottom of the report is the Audit Trail section. 

 
Figure 5 - Audit Trail 

 
 
3. Click the Select a format drop down menu at the top of the report. 
4. Select either Excel or Acrobat (PDF) File. 
5. Click Export. 
6. Print or Save the file. 

OTHER USERS - VIEW/EDIT THE REQUEST OR 
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. 
a. 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. 
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• If you are an Administrator, an Approver, a Fiscal Coder, or an Auditor, 
all Travel Express users will be displayed. 

b. Click the name of the user whose requests you want to find. 
c. Select additional criteria to search by: the Destination (by state), the Group 

name, the Status of the request. 
d. Enter the range of Departed dates.  
e. 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. 

 
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). 
 

1. To print the report, click the Select a format drop down menu at the top of the 
report. 

2. Select either Excel or Acrobat (PDF) File. 
3. Click Export. 
4. Print or save the file. 
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