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On the Reports Menu:
1. Select Voucher as the Document Type.
2. Select a sort option to sort the report by, e.g., Traveler, Status, Depart Date, etc.

3. Click TXT Report or CSV Report to generate a report in the format desired. (A
Travel Express Report for Requests can only be generated in PDF.)

4. For TXT and CSV reports, you will be prompted to open or save the report. Click
Open or Save.

If the columns in a CSV or TXT report do not line up properly, it is likely due to carriage
returns (separate lines) in the Comments or Purpose of Travel fields on the voucher in
Travel Express. This can cause other columns (e.g., the user name) to not line up

properly.

Figure 1 - CSV report example

£ C D E F G H
1 VOUCHER REQUEST VOUCHER VENDOR_USERNAME VENDOR_ BILL AGEFHOME PURPOSE Al
2 28321 10765 CHRISTINE SE 220 BOISE LRED Execut
- 28433 0 SARAH SE 220 BOISE  Reimbursem
4 &50 towards Monthly phone plan
5 5100 towards upgrade
6 PO7236 3SARAH 20 3/13/2014 SARAH 220 3/13/2014 230
7 28633 10378 HENRY 5E 220 BOISE Idaho Aeros
8 2B745 10919 CHRISTINE SE 220 BOYISE Meeting wit
9

You can open the same report in PDF to see which voucher and user name the Comments
or Purpose of Travel are associated with. Then you can open the CSV or TXT report in
Excel and move the cells to the correct columns.

Travel Express User Manual Voucher Reports in CSV or TXT Are Not Formatted
Correctly
Rev. Date: 03/27/2014 Page 1



	Travel Express User Manual 1
	Voucher Reports printed in csv or TXT are not formatted correctly 1

	TRAVEL EXPRESS USER MANUAL 
	VOUCHER REPORTS IN CSV OR TXT ARE NOT FORMATTED CORRECTLY


