
Generate Freight Report 
ProTrav has a reporting tool for basic and upper level users to be able to review and download freight 
information from UPS and Fed Ex.  

Once you have logged into ProTrav, click on the PCard tab, under reports click Freight Report: 

 

You can then choose your billing cycle from the drop box and also which account to run the query on. Once 
those are selected, click on Generate Report. You may leave the report results to display on the browser or 
export to CSV or Excel. 

 



 

Trans Detail button: 

While reconciling freight transactions, to view the shipments associated with the transaction, click on the Trans 
Detail button. This will open a new window to the freight report and show you the shipping information 
attached to that transaction. To look at the rest of the freight report, simply scroll up or down to get to the 
information you want to view. You may also export this report to CSV or Excel. 

 

If you have any questions in regards to this report you may contact protrav@uiowa.edu.  
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