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TRAVEL EXPRESS USER MANUAL

HOME STATION IS DISPLAYED IN THE ORIGIN
COLUMN

On the Fiscal Coder Queue screen, the View/Edit Voucher screen, and the Voucher
Approve screen, the Origin column will display the traveler’s Home Station, 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.

Figure 1 - Fiscal Coding Queue example
Fiscal Coder Queue

Traveler —ALL TRAVELERS— Browse Destination -

Group 7
Departed Between And Find | | Resel
Results:

Alch Hote Travebar Amount  Drigin Destination Depart Return Croate Date G
Seled CHRIZ Pending Fiscal Coding $7992 BOISE ID WEISER, ID 070232013 07232013 07312013
Seled CHRISTOPHER Pending Fiscal Coding $133.20 BOISE ID BOISE,ID 071252013 07252013 08022013
Tatal Rows: 2
Pages: 1

1. Inthe Fiscal Coder Queue, click Select next to a voucher and then click the plus
sign next to Voucher Travel Expense Details. In the Comments field, the actual
Origin from the voucher should be displayed.

Figure 2 - Fiscal Coding Comments

Allowed Amount P-Card Charges Advances Paid by Other Means Due Traveler
$133.20 $0.00 $0.00 $0.00 $133.20
= Travel Expense Summary
= Request Travel Expense Details
= Voucher Travel Expense Details A
From Thru Expense Allowed Amt P-Card Amt Advances Paid by Other Amount Due Miles B L O Comments
07/26/2013 07/25/2013 Mileage $133.20 $0.00 50.00 50.00 $133.20 240 FROM:IDAHO FALLS TO-BOISH
$133.20 $0.00 $0.00 $0.00 $133.20 240
= Request Audit Trail
= Voucher Audit Trail
I want to: -=Choose One-— Subrmit Comments:

2. Inthe View/Edit screen, click Select next to a voucher, and the correct information
will be on the voucher itself.

3. Inthe Voucher Approver Queue, click Select next to a voucher and then click the
plus sign next to Voucher Travel Expense Details. In the Comments field, the
actual Origin from the voucher should be displayed.
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