

Travel Department FAQ’s 


Travel Department
Frequently Asked Questions 

	Travel Requests 



Detailed information can be found on the Travel Website > Travel Training.

1) When entering more than one chartfield in addition to by percentage, can this also be divided by amount?

When setting up the chartfield, it can only be divided by percentage on the Travel Request (TR); however, adjustments can be made by amount for each expense line when creating the Expense Report (ER).

2) Can the HR Supervisor see all expense details when approving?

Yes, if all expense estimates have been entered prior to submitting to the supervisor, the supervisor can view the details before approving.

3) Why did my Travel Request (TR) convert to a Post Travel Authorization?

A Travel Request automatically converts to a Post Travel Authorization (PTA) if the Travel Request is not fully approved in department workflow before 5:00 pm on the first day of travel.  It is the submitter’s responsibility to monitor transactions to ensure they are fully approved. 

4) Will I need written approval from the designated Vice President (VP) to finalize my Travel Request (TR) if it has not been fully approved prior to the travel start date and the TR has converted to a Post Travel Authorization (PTA TR)?

Yes, a PTA TR will need written approval from the designated VP.  Submitter will receive a task in Archivum for VP Signature.  Click on the task and download the approval document, obtain the signature of the authorized VP approver for your business unit, and then upload approval document and submit to complete the PTA TR. 

5) If the Vice President (VP) requests edits to the reason/preventative action on the Post Travel Authorization (PTA), can the Travel Request (TR) be sent back?

If changes need to be made to the reason and preventative action, then the TR will need to be deleted and recreated. 
   
6) The Travel Request (TR) was sent back for a revision, but the submitter has not received the task.  How should this be handled?

[bookmark: _Hlk181861438]The system may take up to one and a half minutes when a task is sent back to appear to the user. Please allow this time to receive the task.  If it has been longer, please submit a help question for Travel through our ticketing system.

7) Do all Travel Requests (TRs) submitted in Archivum create an encumbrance in FAST?
No.  An encumbrance in FAST is only created for Traveler Paid expenses on the TR.  The PCard charges are reconciled in the PCard module and posted directly to the ledger.
 
8) What happens if the dates and location on my Travel Request (TR) change?

Any change to the scope of an approved trip, such as adding travel days or destinations, which incur additional cost, is a scope change, which requires authorization by canceling the original TR and submission and approval of a new TR.  If a traveler changes the scope of a trip after the travel start date, incurring additional cost, HR supervisor and Fiscal approval on the Expense Report in Archivum system workflow is an acknowledgement of the scope change for a legitimate USF business purpose.
	
9)  I am entering a Travel Request for a location in the United States that is not appearing in Archivum.  How should I proceed?

Please submit a help question for Travel through our ticketing system requesting to add the location to Archivum.  Travel staff will review to determine if the location already exists in Archivum, if the location should be added, or if a different location already in the system should be used instead.  If a location is added to the system, it will be available for selection the next day.  

10) I am entering a Travel Request for an international location that is not appearing in Archivum.  How should I proceed?

International travel locations are added to Archivum Travel as provided by the Department of State.  If a location is not available when making a selection in Archivum Travel, use [Other] (please include the brackets) for that country; you may specify the location in the comments.

11) [bookmark: _Hlk117157272]When is travel considered In State or Out of State?

The traveler’s “destination” determines if it is In State or Out of State travel.  If the destination is Florida, it is In State travel regardless of the Point of Origin.

12) I was informed a Travel Request (TR) or an Expense Report (ER) needed my approval; however, I did not receive any notification.

Please check your Outlook Junk Email folder as the notifications may have routed here.  You may choose to mark e-mail notifications coming from Archivum as not junk.  Once you work the task by clicking on the link in your e-mail, the notifications will be routed to your inbox. 

13) Will the traveler receive an e-mail notification once the Travel Request (TR) is fully approved?

Yes, the traveler will be notified by email.
	
14) I have an approved Travel Request (TR); however, the request is no longer required as the conference has been cancelled.  How do I cancel the TR in Archivum?

In Archivum Travel, access the TR from My Travel Dashboard. Click Travel Information, and search for the TR by using available search features. Click on More Info (magnifier) on the right side of the line associated with this TR. The Travel Details will appear below to reveal Cancel Travel Request.

[image: ]

15) Is there an option to print a Travel Request (TR)?

No, there is no option to print a TR. This is not required to be included in the Expense Report (ER) receipt package. 

16)  Do I need a Travel Request (TR) for a virtual conference?

A virtual conference generally does not require travel; therefore, a TR is not submitted.  The virtual conference fee should be paid using a PCard and reconciled in the PCard module.
	
17) Do I submit two separate Travel Requests when expenses are split between one grant that has ended and a second grant that has just started?

No.  There should only be one Travel Request per traveler when there is no break in the travel dates and the traveler does not return to headquarters.  Multiple chartfields can be entered for a Travel Request and Expense Report.


		Travel Expense Reports 		



Detailed information can be found on the Travel Website > Travel Training.

18) How do I pull in PCard charges reconciled to the Travel Request (TR) into an Archivum Travel Expense Report (ER)?

PCard charges are associated with a TR using the Appian TR tab in the FAST PCard reconciliation module and entering the Archivum TR number next to the charge you want to associate.  When you select the correct request, the PCard charges reconciled in PCard to this TR number will be automatically pulled into the ER.

19) How do I make changes to the Expense Report (ER) after it has been submitted in the workflow?

First review the ER Request History and Open Tasks to determine your next action.  If the ER is in the supervisor task, you can click on “Withdraw Expense Report”, and it will be returned to you as the submitter.  If the ER is in DocuSign, you will need to ask the traveler to decline approval which will automatically return the report to the submitter.  If the ER is in any other open task, you will need to ask that individual to click on “Send Back” and the report comes back to the submitter.  If the Request History indicates the ER has been “Paid” or “Request Approved”, it is complete and cannot be edited.

20) How do I add PCard charges to the Expense Report (ER) after it has been submitted in the workflow?

Follow the steps in Question 18 to request the ER back to the submitter.  In the PCard reconciliation module, enter the Archivum Travel Request (TR) number to the charge via the Appian TR tab.  There is no way to manually enter a PCard charge to an ER in Archivum Travel.  You must go through the PCard module.  If the TR number has been correctly associated to the charge, it will automatically populate the ER after clicking on the ER’s Refresh PCard Expenses.  

21) How do I find the status of my Expense Report?

You can locate the status of your reports at any time during the process by viewing the Request History.  In Archivum Travel, access the report from your dashboard by using the search features.  Once you have the report pulled up, click on the More Info magnifying glass to the far right, scroll down to reveal the travel details.  You can view the Request History as well as the current location of the report as identified under Open Tasks.

22) When will an Expense Report (ER) in Archivum not have a corresponding FAST ER number?

If the ER has only expenses with payment type PCard Payment, there will be no corresponding FAST ER since the PCard charges are reconciled in the PCard module and posted to the General Ledger.  Only ERs with a reimbursement to the traveler will have a FAST ER number.

23) What file format should I use for my receipt package?

All receipt packages uploaded to Archivum should be uploaded in a PDF format.

24) What are the recommended specifications for scanning a PDF file for the receipt package?

To minimize the file size, it is recommended that receipt packages are scanned in black and white (no color), with a scanning quality no higher than 200 dpi resolution.  A lower resolution may be necessary if your receipt package has a high page count.

25) Is there a file size limit for receipt package uploads?

For a coversheet to be signed using DocuSign, receipt packages must be under 17MB.  If a receipt package is larger than 17MB, only the Print & Sign option will be available to sign the coversheet.

26) Why does the Expense Report (ER) require the last four digits of the credit card?

When credit card is selected for a traveler paid expense, the system prompts for the last four digits of the credit card number used to validate the expense was not paid using a USF PCard. 

27) If I am creating an Expense Report (ER) for a non-employee, how can I verify their mailing address to confirm it is accurate?

If a non-employee record is selected to create an ER, the mailing address of the traveler will be displayed when selecting traveler profile.  The department should verify the address is accurate. If the address is incorrect, submit a Travel Help Desk ticket as soon as possible to update the address on the traveler’s profile.    

28) The Expense Report (ER) coversheet was sent to the traveler via DocuSign; however, the traveler has not received it.  What steps does the traveler need to take to sign the document?

The system may take up to 36 minutes for the DocuSign to route to the traveler.  If the traveler has not received the e-mail, they should check their Outlook Junk Email folder.  If the traveler did not receive the e-mail and 36 minutes have passed since it was sent to them, the traveler can log in to DocuSign directly and then may direct the document back to the submitter.
 
29) When the traveler is only seeking reimbursement for meals, what should I upload as the receipt package?

If the traveler chooses to only be reimbursed for meals, please ensure their decision to waive reimbursement is documented in the Expense Report (ER).  A documented statement from the traveler must be uploaded, which clearly indicates the traveler chose to only be reimbursed for meals.  Additionally, documentation to support an overnight stay, such as lodging or airfare, must be included.  
	
30) How do I save my work when creating an Expense Report (ER)?

The Save Draft button is located on the bottom right corner for all pages prior to the Travel Request (TR) or ER number being generated.  For all subsequent pages, the Save Draft button is located on the top left corner. 

31) I have a traveler who paid for a personal item using their PCard.  Can we reduce the reimbursement on the Expense Report (ER) by adding a negative line?

Negative lines cannot be added to make adjustments for expenses paid by PCard. The traveler will need to repay USF with a check or money order and should be deposited with the Cashier’s Office. The FAST Deposit form is located on the UCO website > forms page. Direct link: https://www.usf.edu/business-finance/controller/about/cashierforms.aspx.  The upper right-hand section of the form (with the exception of deposit number) as well as the lower (non-accounts receivable payments) section should be filled in completely. The complete chartfield string of the original expense line on the ER, including the GL account, and two signatures for preparer and reviewer must be provided.  A screen shot from Finance Mart showing the journal posting for the deposit should be included in the ER Receipt Package.  Repayment instructions may be viewed at the Travel website under Travel Training > Business Process Guides > Funds Repayment Guide.

32) How early should a traveler arrive at the business location prior to the conference or business event?

USF considers it reasonable to arrive one day prior to the business event.  It is also considered reasonable to return from business travel the following morning/afternoon after the event has ended.  Expenses for additional days without a business-driven reason are considered personal and should be borne by the traveler.

33) How early should a traveler arrive at the airport for business travel?

The general expectation is for the traveler to follow TSA recommended guidelines and arrive two hours before flight departure.  It is the traveler’s responsibility to check status and any specific local guidelines for a specific airport location on that day.   

34) When I enter the start time and end time of the trip on the Expense Report (ER), does the system automatically calculate the meals for the first and last day of the trip?

No.  The applicable meal allowance must be individually selected on the first and last days of the trip. 

35) I am preparing an Expense Report (ER) paid from a project that requires a supervisor signature on the ER as per Office of Sponsored Research requirements.  Can the supervisor sign using DocuSign?

Yes.  Once the ER is routed to the supervisor for approval, if the supervisor signature is required, they will automatically be prompted to sign via DocuSign.  Submitters should not send the ER Coversheets to the supervisors outside of the workflow. 

36) When entering more than one chartfield in addition to by percentage, can this also be divided by amount?

When setting up the chartfield, it can only be divided by percentage on the Travel Request (TR); however, adjustments can be made by amount for each expense line when creating the Expense Report (ER).

37) What should I do if I need to add an additional expense after my Expense Report (ER) has been approved for payment?

To claim additional expenses to an approved ER, an addendum to the original ER must be submitted in Archivum Travel. The addendum is submitted as a Post Travel Authorization Travel Request (PTA TR). The original ER number must be referenced in the comments section.

38) How do I submit an addendum to an Expense Report (ER)?

To submit an addendum, create a Post Travel Authorization Travel Request (PTA TR).  Include the reason for the addendum and reference the original ER number in the comments section.  After the PTA TR is fully approved, you will be able to create an ER to process the expenses.  Remember to mention this is an addendum in the comments section of the ER.
Note:  Addendum PTA’s do not require the VP signature and when prompted for the VP print and sign, the approved TR from the original submission may be uploaded. 

39) I need to make a correction on the Expense Report (ER) and it is in the supervisor’s tasks.  How do I get this back?

Click on Withdraw Expense Report beside the red X, which is located under Expense Report Details or ask the Supervisor to decline approval, which will automatically return the ER to the submitter.

40) The Airline issued a voucher.  When do I include this on the Expense Report (ER)?

An airfare voucher is held and submitted on an ER at the time it is used on future travel or when it expires.  If the airfare voucher is used on future travel, a new Travel Request and ER are created.  If the airfare voucher expires, an ER is created using the original TR.  If the original TR has been used to process other expenses, a PTA TR and ER will need to be created to expense the expired airfare voucher.  

41) What should I do if the Expense Report (ER) appears to be stuck in the system and does not have a task for the next approver?

Open a Travel Help Desk ticket and provide the ER number.  Travel will determine if there is no task and coordinate with IT for a solution.

42) What do I do if an Expense Report (ER) is sitting too long in a person’s task without an approval? 

Contact the person listed in the task and ask them to approve or deny the ER so it will advance in the workflow.

43) The Expense Report (ER) Request History indicates the traveler has not signed the report.  Can Travel send it again?

No.  You will need to contact the traveler to find their notification email and proceed with signing the report or login directly to DocuSign to sign the report.

44) The traveler signed the last page of the receipt package and not the coversheet through DocuSign.  The report is back in my task as the submitter.  How do I obtain the signature on the coversheet?

By making a minor change in the Start Time or the End Time will generate a new coversheet.  Edit, resubmit and the traveler will be sent a new coversheet through DocuSign.

45) Does the $225 maximum lodging expense paid with state funds for events organized or sponsored in full or part by USF apply to all business travelers for USF?

This applies to USF employees only.

46) Can Airbnb, VRBO, and other similar rental operators be used for lodging while on USF business Travel?

USF allows use of Airbnb, VRBO, and other similar rental operators where it is most economical and efficient. Lodging reservations should be made with any merchant in accordance with good purchasing procedures and Chapter 112.061, Florida Statute which requires travel to be by most economical and efficient means.  Your business unit is responsible to determine if choosing Airbnb or VRBO versus traditional lodging resulted in any additional costs due to personal reasons. Any additional costs should not be included on the Expense Report.

47) Can mileage-only Expense Reports be submitted in coordination with the semester months?

No.  Mileage-only Expense Reports may be submitted monthly or quarterly.    (Q1 = Jan – Mar, Q2 = Apr – Jun, Q3 = Jul - Sept, Q4 = Oct – Dec)

48) How long do I have to submit an Expense Report (ER) for a terminated employee?

An ER must be submitted in departmental workflow within 30 days from the termination date.  If 30 days have passed from the termination date, a Non-Employee Profile must be created to process the Expense Report.

49) Are seat assignments allowed for reimbursement?

Seat selection fees are reimbursable; however, the selection cannot result in an upgrade beyond the allowable class.  Southwest Early Bird check-in is viewed as synonymous with seat selections and therefore is allowed.  Please view the Airline Class Guide located at the Travel website or the link provided on page 17 in the Travel Manual. 

50) Are we allowed to purchase refundable airline tickets?

Refundable or non-refundable fares are allowed as long as it meets the Florida Statute which requires the most efficient and economical means of travel, considering time of the traveler, impact on the productivity of the traveler, cost of transportation and per diem or subsistence required.  In addition to the information provided in the Travel Manual on pages 16 and 17, please review the Airline Class Guide referenced on page 17 for details on allowable classes of fares.  When viewing these pages in the Travel Manual, be sure to pay special attention to airfare comparisons and when they are required.

51) If a traveler is working remotely, does their mileage claim start from their home when traveling for USF business?

An approved telecommuting agreement or flexible work agreement is not a change in official headquarters for travel/commuting purposes.  Mileage may be claimed in excess of their regular commute (Travel Manual, page 18.)

52) How do I establish an alternate headquarters for travel/commuting purposes?

An approved telecommuting agreement or flexible work agreement is not a change in official headquarters for travel/commuting purposes.  Guidance regarding Alternate Headquarters is available at the Travel website under Travel Training, Business Process Guides.  Otherwise, the employee’s official headquarters is determined when hired and entered on their employee record by Human Resources.

53) What should I do when the travel reimbursement was overpaid?

The traveler must repay USF with a check or money order and deposit with the Cashier’s Office.  The Funds Repayment Guide provides detailed instructions and is located at the Travel website under Travel Training, Business Process Guides. 

54) How do I replace the old receipt package with a revised receipt package?

If it is necessary to remove documents from a receipt package already uploaded to the Expense Report, the only choice is to delete the Expense Report and create a new one.  Once the new Expense Report is created, you can upload the revised receipt package.

55) What to do if I lost my receipt or did not receive one?

If the receipt is not available, the Exception to Required Receipt Form must be completed and included in the ER Receipt Package.  This form is located at the Travel website under Travel Forms.  It is used for both PCard and traveler paid expenses.
	



	Travel Expense - PCard Charge Reconciliation 



Detailed information can be found on the Travel Website > Travel Training or by visiting the Procurement Website > PCard.

56) Should PCard charges be reflected in the Expense Report (ER) if there is no traveler reimbursement due?

Yes, an ER must be submitted even if all expenses were on PCard.  When charges are associated with the correct Archivum Travel Request (TR) number on the Appian TR tab in PCard, they will automatically flow into the ER. 

57) Once a PCard charge is reconciled in the PCard module, can the Travel Request (TR) number be changed or removed?

Yes, the TR number can be changed by accessing closed charge(s) in the PCard module and removing the TR number AND the employee identification.  You must first click “Save” on the reconcile statement page and then add the correct employee ID and TR number.  For more details, please view the video on PCard reconciliation training for travel charges.  
https://www.usf.edu/business-finance/purchasing/staff-procedures/usf-pcard/pur-pcard-travel.aspx

58) Can a PCard charge be split, when reconciling in PCard module to assign to different Travel Request (TR) numbers?

Yes, the option to split the charge is available when reconciling the charge in the PCard module. 
	
59) Why can’t I assign a Travel Request (TR) number to my charge for PCard DSO Reimbursement?
Charges for PCard DSO Reimbursement are reimbursed directly through the balance sheet by the DSO’s and therefore are not included on the Archivum Expense Report (ER) or assigned an Appian TR number.


	Rental Car



Detailed information can be found on the Travel Website > Avis/Budget Rental Car Contract.

60) If the traveler has an accident when using a rental car, do I contact the Travel Department?

No.  Follow the instructions provided on the rental car agreement.

61) When having trouble making a reservation, do I contact the Travel Department?

No.  Questions or assistance with receipt corrections, vehicle availability, or Electronic/Central billing should be directed to the AVIS/Budget Service Contact: Raylene Clegg @ floridahelp@avisbudget.com or call 800-525-7521. Please copy the Contract Administrator, Cyd Metcalfe @ Cynthia.metcalfe@dms.fl.gov, on all communications with the Service Rep. 

62) Can a traveler rent a car for USF business and include personal days?

Yes.  However, all additional expenses for personal days as well as any upgrades must be borne by the traveler and cannot be paid using a PCard.  See the User Reference Guide for Rental Vehicles at the Travel website for details.

63) Can USF employees rent a car with Avis/Budget for personal travel (Leisure Travel)?

USF employees 18 years and older are allowed to use the Avis/Budget state contract for leisure travel.  Leisure car rentals are subject to all taxes, fees, and surcharges.  There are no optional coverages included in the contracted rate for leisure use rentals.  You may book your reservation using the State of Florida Avis Budget Group Portal.  For full details, visit the Travel website under Avis/Budget Rental Car Contract at https://www.usf.edu/business-finance/controller/payment-services/avis-budget-rental-car-contract.aspx.   

64) [bookmark: _Hlk117157936]What if I am unable to use Avis or Budget for my rental car?

If a traveler is “forced” to rent with a vendor outside of Avis or Budget, business justification must be provided in Archivum Travel, and it is encouraged to use Enterprise or National as the secondary alternative.  Additional information can be found on the Travel Website > Enterprise/National Rental Car Contract.



	 Archivum Travel Application



Detailed information can be found on the Travel Website > Archivum Travel or Travel Training. 

65) Where can I find training on Archivum Travel? 

Training video/instructional tutorials are posted on the Travel website.  Follow this link http://www.usf.edu/business-finance/controller/payment-services/traveltraining.aspx to access the video tutorials and other available resources. 

66) Who can I contact regarding Archivum Travel?

All questions and suggestions related to Archivum Travel can be directed to the Travel Helpdesk through our ticketing system.

67) Does Archivum Travel support all browsers and operating systems?

Yes, Archivum Travel supports all browsers and operating systems.  If you encounter any issues with using a particular browser, please contact IT Tech Support help@usf.edu 

68) If an Alternate User Assignment is set up in FAST, will the transaction route to the alternate user in Archivum? 

Yes, the transaction will route to the alternate user once the setup in FAST is completed.

69) If an approver set up an alternate user in the system; why are some transactions still showing a task for the approver?

If the alternate user was set up after the transaction was routed as a task for the approver, the transaction will need to be approved by the approver or reassigned to the alternate user.  You will need to contact Travel through our ticketing system if a reassignment is needed. 

70) How do I delete my tasks listed as Create Expense Report or Create Travel Request and have no more information? 

Archivum Travel saves the task as soon as you click on the action; however, if you did not click on the button Save as Draft on the bottom, right hand corner of the page no further information will be saved.  To delete this task, you can simply click on it and click cancel.

71) I am the new supervisor; do I need to request access to Archivum or the FAST system to be able to approve travel transactions for the employees reporting to me? 

No, if you are listed as the supervisor for the employee in GEMS, you do not need any further set up to be able to approve transactions in Archivum. 

72) I am the Principal Investigator (PI) for my grant in FAST; do I need to request special access to 
Archivum to be able to approve travel transactions for travel on my grant as Project Manager?

No, if you are listed as a PI in the Grants module in FAST, you do not need to request any further access to be able to approve transactions in Archivum. 
73) How can I set up an individual who is not an employee for travel reimbursement in Archivum?
For a non-employee to request reimbursement for travel related expenses, the current Non-Employee Profile Creation Request form must be completed. This form is completed and submitted through our ticketing system.  It takes a minimum of 2 business days for the profile to be available in Archivum.

74) I need to submit Travel Requests (TR) and Expense Reports (ER) for travelers in my unit. What should I do?

Become a Travel Coordinator.  The Travel Coordinator (TC) role allows access to travel transactions in Archivum, FAST and travel reports in Power BI.  The TC role is set up to one or multiple GEMS departments.  A department can have more than one Travel Coordinator.  Submit the form FAST Access Request for Travel Coordinator found at the following link https://www.usf.edu/business-finance/controller/documents/ucoresfast-bmaccess-092221.docx 

75) What do I enter for Activity ID number when entering a Project chartfield?

The Activity ID number is related to the Project number being used.  Contact your Grant Financial Administrator to get the appropriate Activity ID number.


	
 DocuSign 



Detailed DocuSign instructions can be found on the Travel Website > Travel Training.

76) I did not receive an e-mail notification to sign the coversheet in DocuSign, is there another way I can access and sign the coversheet for my travel transaction?  

Yes.  You will find DocuSign located at your MyUSF page under Business Systems or visit http://docusign.com and click “Log In” in near the upper right corner.  Enter your USF primary e-mail address and click continue.  You will be directed to your USF Single – SignOn page. Once in the DocuSign application, select “Manage” and you should see the document waiting for signature.


[image: ]


77) The department informed me the coversheet for my Expense Report (ER) was sent to me via DocuSign, but I did not receive an e-mail notification. 

First, please check your Outlook Junk Email folder to see if it was misdirected there.  Secondly, DocuSign notifications are sent to the travelers official USF e-mail address (EX: jdoe@usf.edu).  Please ensure you are checking the correct mailbox for the notifications.  If you need to update your official USF e-mail address, visit MyUSF and click on Manage My NetID to follow the steps required. 

[image: ]


78)  How do I utilize DocuSign to provide the appropriate signature for my transaction document?

The appropriate signature is selected by dragging the signature (not name or initial) to the location on the document where the signature is required.  Then drag the date signed to validate the date signed. 

	


79)  I did not receive the DocuSign e-mail and I cannot find the document by directly logging
 into DocuSign. What should I do next?

If the document isn’t visible upon logging into DocuSign, please use the Alternate Signing Method Security Code Access by clicking on the following link.
https://support.docusign.com/en/articles/Alternative-Signing-Method-Security-Code-Access

80)  How do I decline to sign in DocuSign?

If you do not agree to information contained on the coversheet, you may decline to sign the document.  To complete this action, click on Other Actions and select Decline to Sign.  Do not use any other options available under Other Actions.  You will need to provide a reason for declining the document.  Then, click Decline to Sign. 
Note:  The process may take up to 36 minutes for the submitter to receive the document in Archivum Travel. 


	Power BI Reporting



Detailed instructions can be found on the Travel Website > Travel Training > Archivum Travel Reporting.

81)  How can I view a listing or report of all my open Travel Requests (TR) or Expense Reports (ER)?

Travel Coordinators have access to reporting on TRs through Power BI reporting.  Instructions on these reports can be found on the Travel Website under Travel Training > Archivum Travel Reporting.

82)  How do I get access to Power BI reporting?   

Travel Coordinators have access to Power BI reporting.  Submit Part C of the form titled FAST Access Request for Travel, found on the Travel Website > Travel > Travel Forms.
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