PRINT/ZEMAIL TRAVEL REQUEST OR AUDIT TRAIL Travel Tip Sheet

Updated December 9, 2019

A travel request or the audit trail for the corresponding request can be saved as a PDF, printed
displayed on the page.

the travel request and click on . Select either

Pre-Trip Approval Reportor Audit Trail/Pre-Trip Request. A
pop-up box will appear with options to save as a PDF, email or print.

Available actions:
e |f PDFis selected, user will be prompted to open or save the document.
e If printis selected, a pop-up displays a list of available print devices.
e If email is selected, enter the email recipient(s), a comment, and click send. This action will be added to the Audit Trail
(tab) and show who took this action, on what date/time and the exact email address it was sent.

Tip: For multiple recipients separate each email address with a semi-colon (;) or comma (,).

Example of Pre-Trip Approval Report:

Example of Audit Trail/Pre-Trip Request:
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