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After saving a Mileage Only voucher as a draft and exiting Travel Express, you can find
your draft voucher when you re-open Travel Express and use the View/Edit Voucher
menu.

1. Click Requester/Traveler Menu.
2. Click View/Edit Voucher.

Figure 1 - Requester/Traveler Menu

Requester/Traveler Menu

® Create Request ® View/Edit Request

® Create Voucher ® View/Edit Voucher

3. Locate the relevant vouchers that have Draft in the Status column. If you are an
Administrator, Approver, Proxy, or Auditor, locate a voucher by a specific user:

a. Click Browse next to Traveler.
b. Click the name of the user whose vouchers you want to find.

c. Select additional criteria as needed to search by: the Destination (by state), the
Group name, the Status of the voucher.

d. Enter a range of dates in the Departed fields.
Click Find. (Click Reset to reset the view to all users available.)

Figure 2 - View/Edit Voucher results
Voucher Search

Traveler Browse pestination T Growp "

Status d Departed Berween And | Find Reset

Origin Destination Depart Rituirm
FLOYD Draft BOISE.ID 1D
Saled CHRIS Dran BOISE.ID D 1/01/199% 01/01/1999 10855
Saled CHRISTOPHER Pending Fiscal Coding BOISE, ID BOISE, ID T2 13 5i2013 18853

lect CHRIS Pending Fiscal Coding BOISE. ID WEISER. ID 072302013 071232013 073152013 198311

The View/Edit Voucher results screen will display Destination, Depart, and Return
information that seems to be incorrect. The Destination column may show only *“,I1D”” and
the Depart and Return columns may display 01/01/1999.
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4. Click Select next to a voucher in Draft status to complete the voucher. The correct
information will be on the voucher itself. When the voucher is submitted to Fiscal
Coding, the destination, Depart and Return columns will display actual information
from the voucher. Such a voucher will have Pending Fiscal Coding status on the
View/Edit Voucher screen.

Travel Express User Manual Find Mileage Only Vouchers in Draft Status
Rev. Date: 08/08/2013 Page 2



	travel Express User Manual 1
	Find Mileage Only Vouchers in Draft Status 1

	TRAVEL EXPRESS USER MANUAL 
	FIND MILEAGE ONLY VOUCHERS IN DRAFT STATUS


