Business Applications
Supporting Education

How to Reprint (Resend) Travel
Notification Forms

Updated: 11/19/2013

This job aid will guide you on how to reprint (resend) travel notification forms via

e-mail for approved travel requests.

1. Click on the Travel tab.
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2. Click on Reprint Travel Notification Forms.
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3. Enter traveler’s personnel number.
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4. Enter the traveler’s trip number that you want to reprint.
Note: If you do not know the trip number you can search for a traveler’s trip

number by clicking on the search icon.
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5. A window will pop-up and click on the down-arrow bar to expand the ability

-~ Restrictions
-
EACEN =] E =R
Pers.No. " Trip Begins On EndsOn  Location Ctr
00126965 0380000059 07/15/2013 07/18/2013 SACRAMENTO us -
00157463 0340000000 12/03/2013 12/07/2013 San Diego us -
00160898 0380000150 09/19/2013 09/19/2013 Los Angeles us
00160898 0380000084 12/17/2013 12/17/20132 MNorthridge s
00160898 0380000083 12/03/2013 12/03/2013 Worthridge us
00160898 0380000082 11/19/2013 11/19/2013 Worthridge us
00160898 0380000081 11/05/2013 11/05/2013 Northridge s
00160898 0380000079 10/22/2013 10/22/2013 Worthridge us
00160898 0380000078 10/08/2013 10/08/2013 Worthridge us
00160898 0380000077 09/23/2013 09/23/2013 MNorthridge us
001608928 0380000076 09/10/2013 09/10/2012 MNorthridge s
00160898 0380000073 04/02/2014 04/06/2014 Baltimore us
00160898 0380000024 10/25/2013 10/26/2013 Sacramento us
00187302 0380000180 09/04/2013 09/06/2013 SACRAMENTO us
00188563 0380000207 10/24/2013 10/27/2013 Palm Springs us
00194012 0360000009 10/23/2013 10/23/2013 San Francisco us
00194012 0360000004 09/17/2013 09/17/2013 Sacramento us
00199611 0410000009 10/09/2013 10/11/2013 Salt Lake City s
00202111 0380000053 08/01/2013 08/04/2013 MNATIOMAL HARBOR US N
00213997 0370000011 12/04/2013 12/06/2013 Clark County us -
More than 500 input options
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6. The search window expands.

Restrictions |
|
Personnel Mumber
Trip Mumber I I
) . | r—
Maximurm Mo. of Hits 500

Lo ) (oo ) [ 3680 ) [ 362 ) (5 ) 2 ) [ 2 ]|

Pers.No. ™ Trip Begins On Ends On Location Cior

00126965 0380000059 OF/15/2012 07/18/20132 SACRAMEMNTO us

00157462 0540000000 12/02/2012 12/07/2012 San Diego us

001680898 0380000150 091972013 09/19/2013 Los Angeles us

00le0898 0380000084 12/17/2013 12/17/2013 HMNorthridge us

o0l160898 03800000832 12/03/20132 12/032/2013 MNorthridge s

0o0l1e0898 0380000082 117192012 11/19/2013 MNorthridge us :
(Wi W == (S =T A s~ 141 /nsS2nd1 2 I I e T T ] klorthridoo [ =

More than

500 input options

7. Enter the traveler’s personnel number and click the

icon.
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[
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Pers.No. ™~ Trip Begins On Ends On Location ctr
00126965 0380000059 O7F/15/20132 07/18/20132 SACRAMEMTO us
001574632 0540000000 12/03/2013 12/07/20132 San Diego us
00160898 03280000150 09/19/20132 09/19/20132 Los Angeles us
00160898 0380000084 12/17/2013 12/17/20132 ®MNorthridge us
00160898 0280000082 12/032/20132 12/03/20132 ®HNorthridge us
00160898 0380000082 117192013 11/19/20132 MNorthridge us :
O SN e n2annnnneae A1 fsd20n1 = A1 fmsSf201 = Plorthridoo LI =

More than 500 input options
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8. Travel trips for the traveler are displayed.

Note: This search will display all travel trips which may be at various stages of the
approval process.

e —MNLras

Restrictions ]

Personnel Mumber ' 90000013 '
[

Trip Mumber

Maximum Mo. of Hits 500

BT[] =) =YD

Personnel Mumber: 90000013

Trip 7| Begins On | Ends On Location | Ctr
0270000035 11/16/2013 11/20/2013 Los Angelas LS
0270000034 11/11/2013 11/15/2013 Los Angeles US

2 Entries found
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9. Highlight the trip you want to reprint and click the icon.
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M

Restrictions

Personnel Mumber =|| gooooo1z

Trip Murmber

Maximum Mo. of Hits 500

(o ][ ][ (B3 ][5 ) [ =] ] | [ & |

Personnel Mumber: 90000013

Trip 7| Begins On Ends On
0270000025 11/16/2012 11,/20/20132
0270000024 11/11/2012 11/15/20132

Location Cior
Los Angeles US
Los Angeles US

2 Entries found

10. The trip number will be populated. Check the Send Email box and type the e-

mail address of the traveler (recipient). Click the 2 icon to execute.
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11. Congratulations, you have successfully reprinted (resent) a travel trip

notification.
Help | 3AP Store | Logoft w

Welcome Test RT106
LI Travel
| x
| History, Back Forward EJ

14h |

Detailed llavigation Ol Trip Report Form for Employee
» Process Travel Expense Report -
= Reprint Travel Notification Forms 0 v (] e @ Q Q [EI [% @ @ ﬁ 35 E @ @
ROMMEAiOrIes =] Trip Report Form for Employee

® &

Personnel number 90000013

Trip Nurnber 270000034

[v/Send Email

Initiator

e-mail joe.traveler@kusd.net

[ | ZTVFF1007_EXP_FORM ¥ | sapgnc-2te | INS

Docurment sent

Only approved travel requests and approved travel reimbursements can be
printed (resent). Should you try to reprint a travel trip/travel reimbursement that

is not approved the following error message will appear:

Trip Report Form for Employee
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Trip Report Form for Employee

The travel regquest is not approved (Request Approved Status) and/or
travel reimbursement is not approved (Trip/Beport Approved Status)
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