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I. The instructions listed below will allow a user to create an ‘Out of State Travel Report’

I. Select the Travel Transaction Detail Template from the Template page

I. Select the following fields from the Query Information page: 

I. Budget Year

I. Agency Nbr (SAAS)

I. Trip Number

I. Fund Number

I. Vendor Name

I. Dollar Amount

I. Meeting Purpose

I. Travel Meeting Title

I. Travel Destination

I. Trip To Date

I. Trip From Date

I. Travel Type

I. Fund Source

I. Select the Grouping Option on the Query Information page.

I. At the Grouping Options page, mark the fields you want to appear in your report (Trip Number, Fund Number, Vendor Name, Meeting Purpose, Travel Meeting Title, Travel Destination, Trip To Date, Trip From Date and Fund Source) and select the box by Total: Dollar Amount

I. At the Filter Options page, you will need to filter the following data items:

I. Budget Year = 2002

I. Agency Nbr(SAAS) = ‘your agency number’

I. Travel Type = 1

I. At the Report Options page, you will need to add a report name so that you will be able to tell this report from the other budget reports you will be running and you will need to select the box by Columns to Total: Total Dollar Amount

I. Save and Run the report

I. At this point, if you need to sort the data more than MERLIN.net will allow, you may save this report as an Excel spreadsheet by following the instructions on the ‘Help’ button under ‘Saving’.

I. Remember, this report will only provide those payments made via SPAHRS travel module for any transactions prior to July 1, 2002.

NOTE:  For those agencies preparing report for LBO, please add field Major Obj Code to your report and in the filter page add Major Obj Code = A2.
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