Creating an eVVoucher Travel Authorization

Note: There is NOT AN AUTOSAVE function on this program. You must click Save
periodically to save your work.

1. From the Appointment page, click the Create next to TRAVEL. bt
2. The Basic Info page appears. The Travel Agency to be Used section automatlcally
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Global Travel

1234 Travel Lane
Suite 200

Second Floor

Los Angeles, CA 93765

Fhone: 1-800-444-7800
Fax: 1-800-555-7777

Email:  moilsupport.aobx uscourts gov

3. Click the Authorization Request tab, or click Next on the progress bar.
4. Complete all required fields marked with red asterisks, and then click Add.
5. The information appears in the table at the bottom of the screen. Click Save.

Basic Info b Request c

Request For Travel*®
* Required Fields
Name and Title of Person Traveling:

Address of Person Traveling:

Purpese of Travek
Travel From loation:
Travel To Location:
Estimated Dates of Travek

Travel Requested Estimated Cost

| irline Tickets via O Government | ]
Travel Agency -

[ Ground [ ]
[ Per Diem (Hotel & Meals)** L 1

[lother o ]

Total Estimated Cost: [ ]=

Justification for Request:
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6. Click the Documents tab, or click Next on the progress bar.
7. Click Browse to select a PDF file to attach. Click Upload. Note: All documents must be
submitted in PDF format and must be 10 MB or less.

8. The document appears at the bottom of the Description column.
9. Click Save.

Basic Info Authsrizalion Bequest P Doouments Confirmation

Supporting Documents

Flle Upload (Ondy Pdf files of 10MB sire or less))
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10. The Confirmation tab appears. Verify all information is correct.

11. Select the affirmation check box, which automatically time stamps the voucher.
12. Click Submit.
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+ 1 swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 0:28:36 [ Submit
| = First || o« Previous || Hgxt » || Lask = | | Save | | Dslete Craft |

13. A confirmation screen appears, indicating the previous action was successful and the
voucher has been submitted.

14. Click the Home Page hyperlink to return to the home page. Click the Appointment Page
hyperlink if you wish to create an additional document for this appointment.

Fioar voudhe Fas besn submitted for payment. Tou sl receive 8 nodficabion o we nesd more detals,

Pieiies koep tee Tolowang voucher rurmber far yaur e neconds:
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Home Page
Appointment Page

15. The travel voucher now appears in the My Submitted Documents section.
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