Creating a Travel Voucher

From the Appointment page, click Create
next to TRAVEL. TRAVEL

Authonzation fon payment of

The Basic Info screen opens.
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The Travel Agency to be Used: section automatically populates.
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Click the Authorization Request tab or click Next.

Basic Info  » Authorization R t . Doci [ Conlirmation

Fill out all required Request For Travel*
fields marked with * Required Fields

a red asterisk. Name and Tithe of Persou Travelng: |
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Address of Person Travelng i ‘.‘J
Click Add. Puepose of Travek i i |«
Trovel From location: . . - - . }‘
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In the bottom section. C) M Tickets via CMA Government ||
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Justification for Request should read: Please see attached letter to Court.
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Click the Documents tab or b Dorumems - Confirmation

Bauc Infe ; Authoriasiton Reguest
click Next.

Supporting Documents
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The document appears at the bottom of the Description section.

NOTE: Under the Documents tab, a letter addressed to the Judge outlining the person(s) traveling, dates of travel,
location of travel and reason for travet should be attached.

Click Save.

Aftenner: The naley sou onlee vl be hoalatie 5 e fe ] o0oy oo betd

The Confirmation tab appears. Pubic/atomey

Verify all information is

correct. 7. 1 swear and sifirm tha truth or cormectness of the above statements :
Date: 6/19/2014 2:28:36 0 Submit

Select the affirmation

check box. This
automatically time
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stamps the voucher.
Click Submit.

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

. Success
Click Home Page to return to the home

N . . Tour vaudey has been mbmstied for payment. Yeu il receive & rotficaton f we need more detaly
page. Click Appointment Page if you B i
wish to create an additional document 0101.0000162 E

for this appointment.

Back tn
Home Page
Appointment Page

. -

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