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State of Idaho Travel Express
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TRAVEL EXPRESS USER MANUAL

VOUCHER SUBMITTED WITH A REFUND OR CREDIT
AMOUNT

If a user enters a refund or credit from a vendor (hotel, for example) on their voucher on
one of the expense screens (for example, Misc Exp or Paid by Other), and uses
parentheses to indicate the negative amount (for example (20.00)), the application will
add it to the Fiscal Coding screen as a regular TC 230 but not with an “R” reversal
indicator.

The fiscal coder must enter an R indicator for this type of line item.

Figure 1 - Fiscal Coding screen indicating a negative amount

10/10/2013 10/10/2013 Mileage 0.00 0.00 0.00 0.00 0.00 1]

10/06/2013 10/10/2013  Aurfare 492 60 492 60 0.00 0.00 0.00 0 SouthwestPThpepe PCard

10/0672013  10/10/2013 Other Misc. Expense 57.50 0.00 0.00 0.00 57.50 ] Airport Parking

10/06/2013 10/10/2013 Other Misc. Expense 316 0.00 0.00 0.00 316 0 Printing of return airfine tickets

1 lisc 3000 3000 000 000 000 0

10106-"2013 1011072013 Other Misc. Expense (38.11) 0.00 0.00 0.00 (38.11) 0 Refund Travel for Room Senvice From Due Traveler ,
il . Lo £ S p s

$3,289.68  §1,593.53 50.00 $1,500.00 $19%.45 0

+ Request Audit Trail
+ Voucher Audit Trail

1 want to: —Choose One— ~ Submit | Comments:

*Press F3 for lookup

BFY Amt Index* PCA" ExpSub® Dtl
Del Dup 230 2014 §173.60 PER DIEM 10/6-10 GARTMNER 1501 20000 53937

Grant"

Del Dup 230 2014 57.50 PARKING 10/6-10 GARTNER (1501 20000 5360
Del 2014 318 ERINTING 10/8:10 GARTNER.C1501 20000 5275
1 Dup 230 2014 (38.11) HOTEL 10/6-10 GARTNER ORI 1501 20000 5377
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