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

TRAVEL EXPRESS USER MANUAL

REPORTS: REQUEST AND VOUCHER DETAILS

INTRODUCTION

There are two reports options in Travel Express. One is a Report tab seen on either a
request or voucher on the Create Request or Create VVoucher screens, the Fiscal Coding
screen, or the Approval screens. The other reports option is the Reports Menu on the
Travel Express main menu. This provides queries on all requests and vouchers. Users
will be able to see only their own requests or vouchers. Administrators will be able to
view all users.

Documents that have been processed through Travel Express (vouchers sent to STARS,
etc.) can be found through the Processed Documents menu. Click here for more
information.

Travel Express data is also available in IBIS. Informational and expenditure data from
just the Travel Express application, as well as Travel Express fiscal data in STARS, are
available in IBIS.

THE REPORT TAB

The Report tab is seen on the request or voucher that is open, whether creating a request
or voucher, fiscal coding a request or voucher, or approving a request or voucher. The
report can then be saved or printed in Excel, PDF, or Word format.

PDF reports may not print properly. Use the Excel format and then in the Print menu,
change the No Scaling option to Fit Sheet on One Page.

With the request or voucher open:

1. Click the Report tab to view the request or voucher details.
2. To print or save the report, click the Save disk icon.
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Travel Express

Figure 1 - Report tab
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Group Destination NAMPA,I] . . | PerVeh.Lic# 1

Status: Pending Approval(s)
Purpose: Planning Meeting for Upcoming Program Review
Comment:

| hereby certify that the information in this voucher is correct and
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3. Select Excel, Acrobat (PDF), or Word file format.

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

To view complete fiscal coding detail, use the Reports Menu described below.

If you get an error that reads “Internet Explorer was not able to open this Internet site”,

you may need to uncheck Do not save encrypted pages to disk in the Tools, Internet
Options, Advanced tab in Internet Explorer.

Tnternet Dptions (7] %]

General | Security | Privacy | Content | Connections | Programs Advanced |

Settings

L1 Security -]
[ Allows active: content from CDs ko run on My Computer®
[ Allows active: content to run in files on My Computer®
[ Allows software to run or install even IF the signature is inve
Check for publisher’s certificate revacation
[ Check for server certificate revocation™®
Check for signatures on downloaded programs
D typtad pages ko disk
Empty Temporary Internst Files Folder when browser is cc
Enable Inteqrated Windows Authentication®
Enable native “MLHTTP support J
# Phishing Filer
© Disable Phishing Filer

| @ Turn off automatic websits checking | _l;l
4 »

*Takes effect after you restart Internet Explorer

Restore advanced settings
Reset Internet Explorer settings

Deletes all temporary files, disables browser Resct...
add-ons, and resets all the changed settings.

Vou should anly use this if your browser is in an unusable state.

o | cael | oy |

You can also view the request or voucher by selecting the Requester/Traveler Menu,
and then select View/Edit Request or View/Edit Voucher.
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Figure 2 - View/Edit selections
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THE REPORTS MENU

The Reports Menu is on the main menu of Travel Express.

Figure 3 — Reports menus

Travel Express Men
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Requester/Traveler N

Processed Documents ® Travel Express Report

Reports Menu ® Audit Report
® Return to Travel Express Menu

Administration

Acct System Menu | Applications | Logoff |

Two types of reports are available - Travel Express Report and Audit Report. The
Travel Express Report will search for and display requests and vouchers. The Audit
Report (PDF only) will search for requests or vouchers and display the approval history
for them - who created them, who approved them, the status of the documents, dates, etc.

A Travel Express Report for Vouchers can be generated in PDF, TXT, or CSV file
formats. A Travel Express Report for Requests can only be generated in PDF. PDF
reports are formatted for printing, and you can select sort options on PDF reports so that
the transactions are sorted by, for example, Traveler, Depart or Return dates, etc. Use the
Status of a request or voucher to search for requests that have been Removed (deleted) or
Expired (no voucher was created within 60 days of the return date on the request.)

CSV or TXT files can be formatted for printing in an application (e.g., MS Excel). Once
reports are generated and saved, they can also be sorted or searched for specific
information.
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REQUEST OR VOUCHER REPORT

1. Select a Document Type, either Request or Voucher.

2. Select one or more criteria to create a report - the traveler’s name (click Browse
next to Traveler), the Status of the request or voucher (such as Draft, Pending
Initial Approval(s), etc.), Group, Destination, departure or return dates. Group is
simply a tag to help categorize the requests or vouchers and is set up by the Travel
Express administrator.

a. If searching by Depart Date and/or Return Date:

e To search for information from a given time period, enter or select start
and end dates in the Depart Date fields or the Return Date fields. You do
not have use both Depart Date and Return Date.

e To find information for just one day, enter or select just one date in the
start and end dates in the Depart Date fields or the Return Date fields.

b. If searching reports 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 Fiscal Coder, or an

Auditor, the search will include everyone who has been added to the
application.

Figure 4 - Travel Express Voucher Report query
Travel Express Report
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Figure 5 - Travel Express Request query
Travel Express Report
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PDF Report Reset

3. For Request reports, if you click the Voucher check box, only requests that have
been used on vouchers will be displayed with their associated voucher(s).

4. Select a sort option to sort the report by, e.g., Traveler, Status, Depart Date, etc.

5. Click PDF Report, 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. For TXT and CSV reports, you may be prompted to open or save the report.
Click Open or Save.

6. The report will open in a new browser window. The traveler’s name, comments,
destination, fiscal coding, totals, etc. are displayed on the report. Print or save the
report, then close the report’s browser window. If the columns ina CSV or TXT

report do not line up properly, it is likely due to hard returns in the Comments or
Purpose of Travel fields in Travel Express.

Figure 6 - Voucher report example

Voucher Report Agency : 140 State Controller
Depart_date_from: 8/1/2010 12:00:00 AM Return_date_from: 8/31/2010 12:00:00 AM
Trk# Traveler Home Group Origin Expense Type PCard Allowed
Depart Dete Return Date Destination Pers VehLic State Veh Lic
Status Created By Created
Comments
RefDoc-Sfx. BFY Index PCA Mod Desc ExpSub-Dti  Grant-Phs Project-Phs BU Fund-Dtl SecA Subs
Tc R oMI GAAP Location Faclity Task MPC cl PropNo-Cmp
277 DONNA BOISE BOISE, ID
112012010 11/30:2010 TAOS, NM
Dratt JAMES 0810172010
Meals $0.00 $435.60
Lodging $0.00 $0.00
Mileage $0.00 $0.00
Airfare $0.00 $235.00
Total 50.00 $670.60
239 JAMES BOISE BOISE, ID
0812772010 08/31/2010 POCATELLO, ID
Pending Approval(s) JAMES 081212010
Meals $0.00 $127.50
Lodging $0.00 $0.00
Mileage $0.00 $0.00
Public $0.00 $10.00
Other Misc $0.00 $12.00
Total 50.00 §149.50
2011 1002 01010 5300 SCAA 0001
230 12.00
2011 2500 01020 5392 DSAREV SCBA 0125
230 10.00
2011 2502 01020 5396 SCBA 0001
230 12750
Total $148.50
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Figure 7 - Request Report example
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Figure 8 - Request with associated voucher report

Request/Voucher Report Agency : 280 Department of Insurance
Travelsr: MCBRIDE, GINA
Req Trk # Traveler Home Group. Origin
Depart Date Rewm Date Destnation Pers Veh Lic Stste VehLic  BatchNo Baich Dale
Pur Craated By Created Towl
xxxxxx
es6 e BoSE, 1D
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I $0.00 0N %0

Phone istration  PCardAdv RotaryAdv  OtherTrans  OtherMisc Wamant PdByOther
B 3 $0.00 $0.00 SDO0  SIs00  s000 5000

2 sz
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nnnnnnn
. A

w01
Expense Typs PCard Peid
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Ledgng 3000 szzzu
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Other Mise. Exponso 3000 $1501
Total o0 7.3

Travel Express

VOUCHER REPORT FORMATS: PDF, CSV, OR TXT

PDF reports have some fields that CSV and TXT reports do not, and vice-versa. CSV and
TXT reports have the same fields. The shaded cells in the tables below are the fields that
the reports have in common. Non-shaded fields are unique to that report.

CSV OR TXT REPORT

VOUCHER_KEY REQUEST_KEY VOUCHER_ID
HOME PURPOSE AGENCY_GROUP
VENDOR_USERNAME | VENDOR_SFX BILL_AGENCY
DEPART_TIME RETURN_DATE DESTINATION
DEPART_DATE ORIGIN RETURN_TIME
STATEVEHLIC PRSNLVEHLIC STRSTATUS

COMMENTS

CREATED_USERNAME

CREATED_USER_AGENCY

CREATED_DATE

UPDATED_USERNAME

UPDATED_USER_AGENCY
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Travel Express

UPDATED DATE TVLX_TC TVLX_R
TVLX_REF_DOC TVLX_REF_DOC_SUF TVLX_BFY
TVLX_TRAN_AMT TVLX_DMI TVLX_DESC
TVLX_INDEX TVLX_PCA TVLX_EX_SUB
TVLX_EX_SUB DTL | TVLX_GRANT TVLX_GRANT_PHS
TVLX_PROJECT TVLX_PROJECT_PHS TVLX_BU
TVLX_FUND TVLX_FUND_DTL TVLX_SEC_DEPT
TVLX_SUB_ACCT TVLX_MOD TVLX_GAAP
TVLX_LOCATION TVLX_FACILITY TVLX_TASK
TVLX_MULTI

PDF REPORT

Trk # Traveler Home

Group Origin City

ST Expense Type PCard

Allowed Depart Date Return Date
Destination Pers Veh Lic State Veh Lic

City ST BatchNo

Batch Date Created By Created Date

Status Purpose Comments
RefDoc-Sfx BFY Index

PCA Mod Desc

ExpSub-Dtl Grant-Phs Project-Phs

BU Fund-Dtl SecA

Subs TC R

DMI GAAP Location

Facility Task MPC

Cl PropNo-Cmp
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