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State of Idaho Travel Express
Office of the State Controller
Division of Statewide Accounting

TRAVEL EXPRESS USER MANUAL

VIEW PROCESSED REQUESTS AND VOUCHERS

INTRODUCTION

If you cannot find a request or voucher, it may be in Processed Documents.

A Processed request is one that:

e has been approved and used in a voucher that has been sent to STARS
e has been approved, used in a voucher and then removed
e isexpired (is over 60 days old and has not been used in a voucher)

A Processed voucher is one that has been sent to STARS.

Requests and vouchers that meet the criteria will move into Processed Documents at the
end of each business day.

The processed documents will be displayed as a report, with detailed line item expenses
and an audit trail of when the request/voucher was created and approved, and when it was
sent to STARS. Fiscal coding can be found in reports on the Reports Menu of the Travel
Express main menu.

Administrators will be able to view the requests and vouchers of all users. Non-
administrator users will be able to see only their own processed requests or voucher.

Figure 1 - Processed Documents menu

Processed Documents Menu

® Processed Requests
® Processed Vouchers

® Return to Travel Express Menu

Acct System Menu Applications Logoff
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State of Idaho Travel Express
Office of the State Controller

Division of Statewide Accounting

VIEW PROCESSED REQUESTS

1. Alist of processed requests will be displayed. To sort the list, click any of the
column headers (e.g., Traveler, Destination, Depart, etc.).

Figure 2 - List of processed requests

Results:

Atch Traveler 1] Destination Create Date Group
M LIC DO ETL] Dl"mC!IZ 1M DDCMCDT AR wﬂ OAMEDOD  NA9ES040 04109040
View TU AMH BOISE, ID LOWISVILLE, KY 04/10/2010 04/13/2010 03M7/2010 Group2
View CAROLYN BOISE, ID KANSAS CITY ,KS 04/14/2010 04M19/2010 03/23/2010
View CAROLYN BOISE, ID KANSAS CITY | KS 0414/2010 04192010 03/23/2010
View TU ANH BOISE, ID SEATTLE, WA 04/20/2010 04425/2010 03/24/2010 CSCFPR|

2. If there are any documents attached to a request, an attachment icon in the Atch
column is displayed. Click the icon to open the Attachment page and view
attached documents.

3. To search for requests, click Browse next to Traveler and select the name of the
traveler, and/or select the Destination, the Group, or the Departed dates.

a. If searching by traveler’s name (click Browse next to Traveler):

e [f atraveler is not a proxy or an administrator, approver, or an auditor, the
search will only list the traveler’s name.

e |f the traveler is a proxy, the search will list the traveler and the people for
whom they are a proxy.

e |f the traveler is an Administrator, an Approver, a Master Admin (SCO
only), a Fiscal Coder, or an Auditor, the search will include everyone who
has been added to the application

b. Click Find.

Figure 3 - Processed Request Search options

Processed Request Search

Travelerl““ALLTRAVELERS““ Browse Deslimiliunl d Gruupl d
Status PROCESSED Departed Between |5/5/2009 | 40 [5/5/2010 Find Reset

Results:
Atch Traveler Origin Destination Depart Return Create Date Group

View TU AMH BOISE,ID LOUISVILLE, KY  04HM0/2010 04/13/2010 03/17/2010 Group2

View TU AMH BOISE, ID SEATTLE, WA 04/20/2010 04/25/2010 03/24/2010 CSC PROGRAMMING

View PAMELA BOISE, I CHIGAGO, IL 0427/2010 0500142010 0411312010 DSA

View PAMELA MENJIVAR BOISE,ID PHOEMIK, AZ D4/25/2010 04/28/2010 04/16/2010 CSC TRAINING

View CAROLYN BOISE,ID KANSAS CITY KS 04M4/2010 04/19/2010 03/23/2010

View CAROLYN BOISE,ID PORTLAND, OR  04/25/2010 04/27/2010 04/05/2010 DSA

Total Rows: &

Pages: 1

4. Click View next to a request. The details of the expenses and the audit trail will be
displayed.
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State of Idaho
Office of the State Controller
Division of Statewide Accounting

Travel Express

Figure 4 - Processed travel request

Back Voucher

i1 ofi B Bl % [100% ~!
Traveler FRED Home Station BOISE Billingy Agency 130 Vendor Sfx SE
Group BHS Destination  IDAHO _, PerJeh. Lic# State Veh. Lic# B

Purpose: Afend the NEJ
Comment:

Travel Expense Summary

Origin Destination Return Allowed Amt P-Card Amt Advances Paid by Other
BOISE, ID IDAHO FALLS, ID DSE2014 11:00AM 0E0T/2014 DS00PM $118.50 584.00 £0.00 S0.00

Travel Expense Details

Thru Expense Allowed P-Card Advances Other AmtDue Miles B L D Comments
0 DROS20M4 DEOSZ014 Meals S1E50 £0.00 $000 50,00 S18.50 [] X
o DENTIZ0N4 DEOT2014 Meals 51800 5000 5000 000 $12.00 DX x
o DEDENDT4 DEDER014 Lodging 58400 23400 S0.00 0.00 000 [}

Travel Expense Fiscal Coding
TC R RefDoc Suf BFY Amount PCA  Index Exp Sub Dil Grant Ph Project Ph BU Fund Dt Desc

220 2004 SME0 81388 250D S BEMPG 13 EMS412 13 GVOF DM ATTEND THE NE

Audit Trail

Level Status

Agency Date Comments

Creats 8 vouther 0 Onft FRED 190 GH2014 51009 AM

Rouse 10 Sscal coder 1] Pending Fiscal Coding FRED 180 G014 51125 AM

Rt 1o spprover 0 Pending Approvalis) KARL 190 G2014102130AM  FISCAL COOING COMPLETE. READY FOR
APPROVAL. THANSK YOU,

Rouse 10 spprover 1 Pending Approvaks) PATR 180 602014 25105 PM  Recomemend sppeowal. Pat Lucas

Rt to spprover 2 Pending Approvalis) RO8E 190 BMEC014 45835 PM

5. To print or save the report, click the Save disk icon.
6. Select Excel, Acrobat (PDF), or Word file format. (See note above.)

7. Click Open and use the print menu from your selected application to print, or click
Save As.

If an error message is displayed that reads, “Internet Explorer cannot download...
Internet Explorer was not able to open this Internet site...”, Internet Explorer settings

may have Do not save encrypted pages to disk enabled. Click here for Internet Explorer
troubleshooting information.

8. Click Back to return to the list of processed requests.

VIEW PROCESSED VOUCHERS

1. Alist of processed vouchers will be displayed. To sort the list, click any of the
column headers (e.g., Traveler, Destination, Depart, etc.). Click an attachment

icon in the Atch column to open the Attachment page and view attached
documents.

Figure 5 - List of processed vouchers

Results:
Atch Traveler igi Destination Create Date Group
View LICDINCTL oolcE 1 DO DT wn OA4EM010 N4 EMDa90 0410020490
View TU ANH BOISE, ID LOUISVILLE, KY  04/10/2010 04/13/2010 03(17/2010 Group2
View CARQLYN BOISE, ID KANSAS CITY KS 04/14/2010 04/19/2010 03/23/2010
iew CARQLYN BOISE, ID KANSAS CITY KS 04/14/2010 04192010 03/23/2010
View TU ANH BOISE, ID  SEATTLE, WA 04/20/2010 04/25(2010 03/24/12010 CSCPR
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State of Idaho
Office of the State Controller
Division of Statewide Accounting

Travel Express

2. To search for vouchers, click Browse next to Traveler and select the name of the
traveler, and/or select the Destination, the Group, or the Departed dates.

a. If searching by traveler’s name (click Browse next to Traveler):

e [f atraveler is not a proxy or an administrator, approver, or an auditor, the

search will only list the traveler’s name.

e |f the traveler is a proxy, the search will list the traveler and the people for

whom they are a proxy.

e |f the traveler is an Administrator, an Approver, a Master Admin (SCO
only), a Fiscal Coder, or an Auditor, the search will include everyone who

has been added to the application
b. Click Find.

Figure 6 - Processed Vouchers

Processed Voucher Search

Travelerl””ALLTRAVELERS"" Browse Deslinaliunl j Gruupl d
Departed Between |2/2/200% And |5/5/2010 Find Reset

Status PROCESSED

Results:
Atch Traveler Ongin Destination Depart Return Create Date Group
View WMERIDETH BOISE, ID BREWMERTON, WA 04/26/2010 04/26/2010 04192010
View TU ANH BOISE, ID LOUISVILLE, KY 04/10i2010 04M3/2010 0317/2010 Group2
View CAROLYN BOISE, ID KANSAS CITY ,KS 04/14/2010 04/19/2010 03/23/2010
View CAROLYN BOISE, ID KAMSAS CITY ,KS 04/14/2010 04/19/2010 03/23.2010
View TU ANH BOISE,ID SEATTLE, WA 04/20/2010 04/25/2010 03/24/2010 CE8C PROGRAMMING
View CAROLYN BOISE, ID PORTLAND, OR 04/25/2010 04/27/2010 04/05/2010 DSA
View PAMELA BOISE, ID CHICAGO, IL 04/27/2010 05/01/2010 04H13/2010 DSA
View PAMELA BOISE, ID PHOENIX, AZ 04/25/2010 04/28/2010 04M6/2010 CSC TRAINING
Total Rows: 8
Pages: 1

3. Click View next to the appropriate voucher. The details and fiscal coding of the
expenses and the audit trail will be displayed. The Audit Trail section will display
the time and date the voucher was routed to STARS. Complete fiscal coding can be
found in reports on the Reports Menu of the Travel Express main menu.

Figure 7 - Processed travel voucher

Back Voucher
of1 b ki & [100% -~

Traveler FRED
Group BHS

Home Station BOISE
Destination  IDAHO

Vendor Sfx SE
State Veh. Lic# B
Purpose: Alend the NEJ

Comment:

Travel Expense Summary
Destination Return Allowed Amt Advances Paid by Other
BOISE, ID IDAHO FALLS, ID DS/DE/2014 11:004M DE/OT/2014 DE-00PM 3118.50 584.00 0.00 S0.00

Allowed P.Card Advances mt Due Miles B L D Comments
0 DEOSZ0N4 DEDSZ0N4 Meals 516,50 50.00 50,00 50.00 516 50 ] E3
0 DEOTR0N4 DEUT2014 Menls S15.00 50.00 5000 50.00 51500 0x X
D DEDERM4 DEDE2014 Lodging 53400 5400 50,00 50.00 5000 o

TC R RefDoc Suf BFY Amount PCA  Index Exp Sub Dt Grant Ph Project
230 2014 SM50 81355 €500  S3ee BEMPG 13 EMSI2 13 GVOF 038

Level Status
0 Omft
Pending Fiscal Coding FRED

Coeate & voucher
Fiouse 1o Sscal coder

Ricasts 16 sppcaes Pending Appeovaks) KARL :
Fucane 10 spprover Penaing Appeovaks) PATR 190
Ricusie 1o sppercaer Panding Appeovals) ROBE 190
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State of Idaho Travel Express
Office of the State Controller

Division of Statewide Accounting

4. To print or save the report, click the Save disk icon.
5. Select Excel, Acrobat (PDF), or Word file format. (See note above.)
6. Click Open and use the print menu from your selected application to print, or click

Save As.
If an error message is displayed that reads, “Internet Explorer cannot download...
Internet Explorer was not able to open this Internet site...”, Internet Explorer’s Internet

Options settings may have Do not save encrypted pages to disk enabled. Click here for
Internet Explorer troubleshooting information.

7. Click Back to return to the list of processed vouchers.
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