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

TRAVEL EXPRESS USER MANUAL

APPROVE A VOUCHER

INTRODUCTION

The agency’s Travel Express administrator sets up the users who will be Approvers, as
well as the Approval Levels. Approval levels are organized in a hierarchy, so that a
voucher must be approved at the first level before it can be approved at the second level.
An Approver can return a request to the user/traveler for more information, or to a Fiscal
Coder to correct fiscal coding. Approval is not restricted by the Group (if used), i.e.,
approvers can approve any request in any Group. An Approver is not allowed to approve
their own voucher.

The administrator may assign PCAs or Indexes to an Approver so they will be authorized
to approve vouchers coded only with those specific PCAs or Indexes, or the administrator
may assign all PCA/Indexes an Approver so they will be able to approve a voucher coded
with any PCA or Index.

Refer to the State Travel Policy for information regarding allowable expenses.

The final approval should be completed by 6:30 PM MST in order to be uploaded to
STARS that day. Transactions are uploaded in a batch type 0 (zero) and will have an
effective date of the date they are ‘final approved’.

FIND A VOUCHER

1. From the Travel Express main menu, click Approver Menu, and then click
Approve/Disapprove a Voucher.

2. If needed, you can search for vouchers by the traveler’s name (click Browse next to
Traveler), or by Destination, Group, Status, departure dates, or Level (approval
level). Select or enter any of these criteria and click Find.

a. When searching by approval level (Level) The default view of the queue will
include vouchers waiting at your approval level and below. You can find
vouchers above your assigned approval level, but you will not be able to select
a voucher above your approval level.
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b. If you do not find vouchers that should be available, place your cursor in the
Level field and press DEL (delete) or backspace to make the field blank.

Figure 1 - Level field
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c. Click Reset to reset the view to all users available.

Figure 2 - Voucher Approver Queue

Voucher Approver Queue

Traveler | —ALLTRAVELERS—  Browse Destination| = roupl =l
Stafus [Pencing Apprevalls) 5| Departed Beween| Al | Leva? | _Find | Resat |

Results:

Atch Note Traveler Status Level Amount Origin Destination Depart Return Create Date Group
Select TU ANH Pending Approval(s) 1 8502.65 BOISE, ID CHICAGO, IL 04/24i2010 04/27/2010 04/27/2010 CSC PR
Select JAMES Pending Approval(s) 1 205.24 BOISE,ID TWINFALLS,ID  03/24/2010 03/26/2010 02/29/2010
Select MARY Pending Approval(s) 3 89.41 BOISE ID WHEREVER,ID 03/02/2010 03/02/2010 03M10/2010
Select MARY Pending Approval(s) 3 33.00 BOISE ID IDAHOFALLS ID 03/10/2010 03M13/2010 03/22/2010
Select 7 MARY Pending Approval(s) 1 1236 BOISE, ID PHOENIX, AZ 04/20/2010 04i24/2010 04/02/2010 DSA
Total Rows: 5
Pages: 1

APPROVE A VOUCHER

1. Click Select next to the appropriate voucher. The default status of vouchers in the
Voucher Approver Queue is Pending Approval(s).

2. Each line item and its fiscal coding will be displayed. If desired, click the plus sign
next to any of the summary or detail views to display more information about the
travel voucher. For example, click the plus sign next to Voucher Travel Expense
Details to display the details of the expenses.

Figure 3 - View details

status Pending Approval(s) Requester DONNA Home Station BOISE
Allowed Amount P-Card Charges Advances Paid by Other Means Due Traveler
$290.11 $0.00 $0.00 $0.00 $290.11

Travel Expense Summary

Request Travel Expense Details
= Voucher Travel Expense Details
From Thru Expense Allowed Amt P-Card Amt Advances Paid by Other Amount Due MilesB L D Comments

07i06/2010 07/08/2010 Meals $66.00 80.00  $0.00 $0.00 S66.00 0 v v v
07/08/2010 07/08/2010 Lodging 0.00 0.00 0.00 0.00 000 0
07i06/2010 07/06/2010 Mileage 0.00 0.00 0.00 0.00 000 0
07i08/2010 07/0G/2010  Airfare 219.36 0.00 0.00 0.00 21938 0
07/08/2010 07/08/2010 Public Transportation 475 0.00 0.00 0.00 475 0 Lite rail pass
$200.11 $0.00  $0.00 $0.00  $20011 0
Request Audit Trail
= Voucher Audit Trail
I want to: I —Choose One— =] Comments: Submit I
BFY Amount DMIDesc ExpSub DH Grant Ph Project Ph BU
230 2011 66.00 1002 01010 5356 SCAA 0001
230 2011 219.38 1002 01010 5381 SCAA 0001
230 2011 475 1002 01010 5392 SCAA 0001
Total Rows: 3
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When reviewing expenses, note that expenses that are part of the official travel, but
not paid directly by the traveler should be entered. These will be seen as a zero
amount memo line item (MEM). The approver should still approve these, even
though the memo (MEM) line item will not actually be uploaded to STARS. If all
expenses entered as such, the voucher will have a zero amount balance.

Figure 4 - Zero amount memo line item

= Voucher Travel Expense Details

’Tﬂequest Travel Expense Detalls

TC

0452172014 04/2972014  Meals $0.00 50.00 $0.00 50.00 S0.00 o
042202014 042272014 Meals 0.00 0.00 0.00 0.00 0.00 [
0412152014 0472172014 Lodging 0.00 0.00 0.00 0.00 0.00 (i}
0412272014 0472272014 Lodging 000 0.0 000 0.00 0.00 [}
0412172014 04212014 Mileage 0.00 0.00 0.00 0.00 000 0
0472202014 04/2272014 Mileage 0.00 0,00 0.00 0.00 []
£0.00 $0.00 £0.00 $0.00 $0.00 ]
# Request Audit Trail
# Voucher Audit Trail
I hereby certify that the travel was performed under competent orders, the purpose for which it was undertak
1 want to: Route to STARS =~ Submat Comments:

Expense Allowed AmtP-Card Amt Advances Paid by Other Amount Due MilesB L D

Amt DM Desc

Index

R Ref Doc PCA

Stk BFY ExpSub Dtl Grani

4. If needed, click the Attachment tab to view any attached documents (receipts,
invoices, etc.).

5. If you are not a final approver, click the Choose One drop down menu and select
Route to approver.

6. Select the name of the approver from the Select Approver drop down menu, enter
any comments if needed, and then click Submit. If the administrator has enabled e-
mail notification, an e-mail will be sent to the next approver.

Figure 5 - Route to next approver
Status Fiscal Attachment Report
status Pending Approval(s) Requester DONNA Home Station BOISE
Allowed Amount P-Card Charges Advances Paid by Other Means Due Traveler

Travel Expense Summary
Request Travel Expense Details
Voucher Travel Expense Details
Request Audit Trail

Voucher Audit Trail

$290.11 $0.00 $0.00 $0.00 $290.11

want m;anute to approver j |--------Se\ect Approver----— j Cpmments: Submit |

i._. ovel
TC R RefDoc 5fx Bl ROBERT ExpSub Dtl Grant Ph Project Ph BU
230 STEVEN 01010 6356 SCAA 0001
230 MERIDETH 01010 5381 SCAA 0001
230 SUANNE - 01010 5392 SCAA 0001
Qtal Rows: 3
7. If you are the final approver, click the Choose One drop down menu, select Route
to STARS, enter comments if needed, and then click Submit. (Select this even if
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the voucher has only a memo line with zero dollars. A memo (MEM) line item will
not be uploaded to STARS, but routing the voucher will finalize the audit trail.)

Figure 6 - Fina approval

Travel Expense Summary

Request Travel Expense Details
Voucher Travel Expense Details
Request Audit Trail
= Voucher Audit Trail

I want to: I -—Choose Ong— »

—Choose One—

omments: Submit I

[ Foturn to traveler o ——— T — ExpSub Dl Grant Ph Project Ph BU
Eetum tosc_;ieR’S 0 66.00 1002 01010 5356 SCAA 0001
oute to 0 219.38 1002 01010 5381 SCAA 0001

4.75 1002 01010 5392 SCAA 0001

)
Total Rows: 3

bl | _~l;I

8. If the administrator has enabled e-mail notification, automatic e-mails will be sent
to the creator of the voucher (actual user/traveler or proxy) is approved,
disapproved, or routed to back for further action.

UNABLE OR UNAUTHORIZED TO APPROVE THE
TRAVEL VOUCHER

If you select a voucher that is pending approval and the message, “You are not authorized
to access this item” is displayed, it could be:

e The voucher requires a higher level of approval than what is assigned to the
Approver.

e The voucher was created by the Approver (by default, an approver cannot approve
their own travel voucher).

e The voucher contains transactions coded with PCAs or Indexes that the Approver is
not assigned to approve. (E.g., if the voucher transactions are coded with more than
one PCA, the Approver must be able to approve all PCAs.)

You should contact another person who is authorized to approve the voucher or your
Travel Express administrator. The agency’s Travel Express administrator sets up each
approver for that agency and can update those settings if necessary.
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