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Search Request Instructions 

 
 
 
Enter Search in the Search field.  Located upper right corner on the Purple ribbon. The 
drop down will populate the search results. 
 Travel Request, Expense Report, Check Request and Mileage Reimbursement  
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Travel Request Search Entry Point  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Enter Traveler or use the icon to search for the person traveling. 
• Once parameters fields are entered, click SEARCH 

 
            

 
• Once the Travel Request Search results come up you can View a Travel Request, 

Void a Travel Request, and Send an Expense Report Reminder.  
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Expense Report Search Entry Point 

• Enter Traveler or use the icon   to search for the person traveling. 
• Once parameters fields are entered, click SEARCH 

 
 

• Here you can View Expense Reports that are in the system.  
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My Check Request Search Entry Point 

• Access the My Check Request entry point to view the Check Request Search tab. 
• Fiscal Year- use the drop-down menu to select, school year 
• Vendor – to narrow the search enter or use the icon to search for the vendor 
• Once parameters fields are entered, click SEARCH 
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On the Check Request Search Results tab, you can click a Check Request to select it, and 
then: 

 

Click VIEW – to see the details of the Check Request  

Click CLONE – to duplicate the Check Request and make changes 

Click HOLD – to put the Check Request on hold  

Click UNHOLD – to release a Check Request from Hold 

Click NOTES – to add Notes to a Check Request  

Click CANCEL LINE ITEM - to cancel the entire Check Request  
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Mileage Reimbursement Request Search Entry Point 

• Requestor – type in the person name or use the icon to search  
• Year- to narrow the search results use the drop-down menu to select a year 
• Once parameters fields are entered, click SEARCH 

 

 

This screen will show you the Requestor, Year, Month and Number of Request an 
employee has in the system.  You are able to view each request 
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