
CJA eVoucher lbr Attorneys

Creating a Travel Authorization

On the Appointment page, in the Create New Voucher section, click the Create link next to
TRAVEL.
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CJA eVoucher for Attomeys

The Basic Info page appears. The Travel Agency to be Used section auto-populates,

Ba¡ic Info
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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.
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^ì'l()l{Nl'lY 
tlSlll{ Ì\4¡\N( j,\1, \i lrllslON 6.7 I lS,\ Sì\lll ll. ('.1;\ l',\Nlìt. r\l)i\4lNtS l lì,\'l ()lì



CJA eVoucher for Attorneys

: 8à¡lc Into

foìrl E ¡h.Ed Cd:
Toúl ÀiitEù¡i

, Documênt¡ ' Conflarnrtlon

420.00

*

tu tæà[dJuilll6hr

cmffi

'l¡ ùrd üd ryG ñul ùa l¡ (úpl¡ß. r'ür ¡ruñEt brd q¡dG þ.1d d hd id må w to dE db¡hrd F d¡d t. Eoæ
ftr bd 6¡ @ d.y r l¡¡t d¡y b úÞ ro rt|a í¡E rrÞ

T<<m]-<i*;¡l-iã;l-u-u-l Lfw]j lpdd" ù"ñ 1

u3
Ânbh, ü 78229

Cmplctêth. dlFãH dollõ(ònþutfor cft !Ðlløblc ¡nc.

Tfte 'fobl E*lßlêd Cd' ñcld b.frßtlElly ølcuLted b.sd
ú thê dtrtÈd.rutrlt st.cd lr tiÊTmlllrc ltru

rhk nû.Þ tb CrÁ Gffinqtlr¡rd tlÈt*
6Mhd Tñ@Èt¡Dc

300,00

20.00

100.00

Elùn H (6t:

S¡tdfuE (Febt

Add Rcmovo

tuæãnd
TnEl DàlÈ Jld6hn

tE-tð Tnvd lo bl to 68.

Èscroll(1h)

Court BohtTtruls T.àElFm T..ElTo

S^ffi,û bÀry*{q
Edn¡E{ Aúthortsd

aÐ,e

-1

J

i

^ 
l'I ()l{NIY l. jSI;l{ Ì\'I.,\Nt',\1, Vlìl{SION 6,7 t lS¡\ Sñlllll. ('.1^ l',\NlÌt,,,\l)\4 lNlS ll(,\ì()l{



Step 4

Click the Documents tab or click Next on the progress bar. Click Browse to locate your file and
then add a description of the attachment. Click Upload. The attachment and description are added
to the voucher and appear in the Description column.
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Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field,
you can include any notes to the court. Select the check box to swear and affirm to the accuracy
of the authorization which is automatically time stamped. Click Submit.
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A confirmation screen appears, indicating the previous action was successful and the voucher has
been submitted. Click the Home Page link to return to the home page. Click the Appointment
Page link if you wish to create an additional document for this appointment.
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