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Quick Reference for Overnight/Out-of-State trips 
The person who creates the Board Report needs to be able to view the overnight/out-of-state trips. They 

have the ability to export the Overnight/Out-of-State trips to an Excel spreadsheet and then manage the 

data for presentation to the Board for approval. 

 
When the person who creates the board report 

signs on, they have access to the tabs shown at 

the right. 
 

 

On the Main tab, you can submit a trip request, 

view trip requests that you have created and 

view vehicle reservations for trips that you 

have created.  For detailed instructions for 

these options, refer to the End User Guide and 

the End User Quick Reference.   

 

 

 

 

 
 

On the Calendar tab, you have the option to 

view the vehicle calendar and the trip calendar. 

For detailed instructions for these options, 

refer to the End User Guide and the End User 

Quick Reference.   
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Viewing overnight/Out-of-State trips 
To view the Overnight/Out-of-State trips, click 

on the Trip Approval tab.  Any trips awaiting 

your approval will be listed.  

 

To approve or Deny an Overnight/Out-of-State 

trip, you must be listed in the location tables as 

the Overnight/Out-of-State Approver. 

 

 

 
 

 

 

You have several options for sorting the trips.  

 
 

 

To see the details of the trip, click anywhere in 

the trip information to open the trip request. 

 

 

 

 

 

 

If you would like to get an estimate of what the 

trip will cost, scroll through the trip request 

until you get to the section labeled Trip 

Estimator.  Click on the arrow next to Trip 

Estimator to open the trip estimator. 

 

The costs are calculated from the information 

that was entered in the trip request.   
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Scroll to the bottom to the Approval Section.  

 

Enter comments if desired. 

 

To approve the trip request, click on the circle 

to the left of “Approved”.   

To deny the request, click on the circle to the 

left of “Denied”.  If you deny a trip, you should 

enter the reason why in the comment area.  

These comments will be emailed back to the 

requestor along with the indication that the trip 

has been denied. 

 

 

 

 

 
 

Once you select your option you will see the 

Approved/Denied, your name and the date.   

 

You can click on Print to print the trip request. 

 

Click on Submit to submit the request. 

 

 

 

 

 

 

If you would like to email any information to 

the trip requester or anybody else associated 

with the trip, click on the Send Email button 

before you submit the request.  This provides 

an easy way to communicate about the trip.  

This will open a window where you can type a 

message to the trip requester.  Their email is 

automatically shown in the Send To: box.  

Note – you can edit this and send to someone 

else if needed.  If you would like to send to 

multiple email addresses, you need to put a 

semi-colon between the email addresses. 

Your email address will automatically be sent 

as the reply to email.  When the requester 

receives the email, they can reply and it will 

come to your regular email.  There will be a 

link to the trip in the email message that is 

sent. 
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To see all the Overnight/Out-of-State trips 

regardless of the status, click on the menu 

option of Overnight/OSS Trips.  This will 

show where in the approval process the trips 

are. 

 

 

 

 
 

Generating the Overnight Out of State Board Report 
 

 

The Reports tab gives you the option to export 

data from the Travel Tracker application to an 

Excel spreadsheet.   

 

  

 

 

Click on the Reports tab, make your selections 

and then click on Export to Excel. 

 

 
 

 

Across the bottom of the spreadsheet are tabs.  

Select the Trips tab. 

 

 

 

 

Put a check mark in the Status field and in the 

Overnight/Out of State field. 

 

 

 
 

 

Click on the drop down arrow in the Overnight 

or Out of State column and select YES.   

 

Click on the drop down arrow in the Status 

column and select pending CO approval.   

 

 

 
 

Any trips that are Overnight/Out-of-State and 

are in a pending status will be listed.   

 

 
 

 



Revised 4/19/17 
 

 

 

Print the spreadsheet through Excel.  Your 

name and date will automatically be printed on 

the Excel spreadsheet. 

 

 

 

 

 

 
 

 

 

 


