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Accessing Travel Authorization Queries 

1) When you first log into the system, you should see a blue home page. On the top right 

of the screen, select the  icon and you will see the navigation bar expand.  

 

2) On the navigation bar, select the  option (1) and another navigation bar will 

expand. On this new navigation bar, select the “Reporting Tools” option, then the 

“Query” option and finally the “Query Viewer” option. 

 

3) On the search bar, search for “WMU_EX” and then hit the “Search” button. 
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4) Look for the “WMU_EX_TAUTH_DEPTID” query and select the “Excel” link to run the 

report. (Alternatively, you can select the “HTML” or “XML” links if you would prefer to 

have the data in those formats instead). 

 

5) On the following screen, enter the cost center and date range that you want to search 

for and select “View Results”. The browser will download a file that you can select to 

view the data in Microsoft Excel. 

 

 

 


