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

Step 1

From the Appointment page, click the Create hyperlink next to TRAVEL.
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Travel Agency to be Used 2]

Global Travel

1234 Travel Lane
Suite 200

Second Floar

Los Angeles, CA 03765

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

Email: mail @ support.sobLuscourts. gov
] (<rees | i | (5 ]

The Travel Agency to be Used section automatically populates.
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Click the Authorization Request tab, or click Next on the progress bar.

Complete all required fields marked with red asterisks, and then click Add.

The information appears in the table at the bottom of the screen. Click Save.

Basic Info ¥ Authorization Request Documents Canfirmation

Request For Travel*
* Required Flelds

Hame and Tithe of Person Traveling: | »

Address of Person Traveling:

Purpase ol Travek | "
Travel From location: | .
Travel Ta Location: 1 -
Estimated Dates of Travek | .
Travel Requested Estimated Cost

|| Marfine Tickets via £IA Government :l
Travel Agency

|| Ground Transportation |
[ Per Diem (Hatel & Meals) L

[lother| | |

Total Estimated Cost: | |=

ITIRM‘M’I

= Al travvel o expenses must be in complance with govermment iraved requistions.
== Achual cost of hotel and meals up 1o the establshed per dem rate. Experges for Tavel for one day or last day s up 1o the MIE rate.

Hame Furpose

Travel To Travel Date Iﬁ:quﬁmd[
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Creating a Travel Voucher (cont’d)
Note: All documents must be submitted in PDF format and must be 10 MB or less.

Click the Documents tab, or click Next on the progress bar.

Click Browse to select a PDF file to attach. Click Upload.

The document appears at the bottom of the Description column.

Click Save.

Basie Infs Autharization Request 0 Documents Conlirmation

Supporting Documents

File Uptoad {Onty Pl files of 10MB sire or lesst)

() (s | () (3] | (5]

The Confirmation tab appears. Verify all information is correct.
Select the affirmation check box, which automatically time stamps the voucher.
Click Submit.

. Astenbion: The naies yeu enter wil be svalshis b the next approval level.
Publbg/ Attomey
Hotes

| 1 swoear and affirm the truth or comectness of the above statements
Date: 6/19/2014 S:28:36 0 Submit
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Step 4

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

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.

W e Fars bee submviied S paryment, Vou il receree 8 notfioabon f we nesd mone detls,
Pieaae koep the folowing voucher rumber fir your e necordss

0101.0000162

Bark ta:
Heme Page
Appointment Page

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