
Annual Travel Certification Report Information 
 Fiscal Year:  

o Defaults to current Fiscal Year but can be changed by clicking the “Parameters” button 

 Report Sections:  

o Top section - Lists all forms that have been approved by the Supervisor 

o Bottom Section – Lists all forms that are still pending approval by the Supervisor 

 Export Data: 

o Click the  icon in the upper right part of the report to export the data to Excel for further refining and filtering 

 


