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Creating a Travel Voucher 
 

                      From the Appointment page click Create from the Travel Voucher template. 

 
The Basic Info Screen will open. 

 

The “Travel Agency to be Used” section will automatically populate. 

 

                      Click the Authorization Request tab or click the Next option located on the Progress bar. 
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Click Add. The information  
will appear in the bottom  
section. 

Click Save. 
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The document will appear in the bottom of the Description section.  
 
 
 
 
The Confirmation tab will appear.  
 
 
 
 
 
 

 
 
A confirmation screen will appear indicating the previous action was successful and the voucher has been 
submitted.  
 
  
 
 
 
 
 
 
 
 
The Travel Voucher will now appear in the “My Submitted Documents” section. 
 

  

 

Click Documents tab or click 
the Next option located on 
the Progress bar. 
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Browse to select a PDF 
file to attach. 
 

Click Save. 

 

Click Upload.   
 

Verify all information is 
correct. 

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

 

Step 
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Step 
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Check the affirmation box. 
This will automatically 
time stamp the voucher. 
 

Click Submit. 
 

Step 
10 

Note: 

All documents must be submitted in PDF 
f  d  b  10 MB  l  

Step 
13 
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