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Creating a Travel Voucher

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

TRAVEL Create

Authorization for payment of Travel

The Basic Info Screen will open.

|» Basic Info Authorization Request Documents Confirmation
Basic Info
1. CIRDIST/THV.CODE 2 FERSON REFRESENTED [rOUCHER NUMEER
101 [Wendy Wilson

3.MAG. DKT/DEF NUMBER 4 DIST. DKT/DEF NUMEER 5. APPEALS. DKT/DEF NUMBER 6.0THER. DT/ DEF NUMBER

1:14-CR-08802-2-44
/ Q 7.IN CASE/MATTER OF(Case Name) § PAYMENT CATEGORY 9. TYPEFERSON REFRESENTED 10. REFRESENTATION TYFE
ESHIOHH £ [UsA v. Wilson et al Felony (inctuding pre-tral diversion |, b 1: efendant Criminal Case
jof alleged felony)
T

18:13-4330.F INCOME TAX, FAILURE TOFILE

12. ATTORNEY'S NAME ANDMATLING ADDRESS 13 COURT ORDER

Andrew Anders - Bar Number: 12343 []A Associate [[] € Co-Counsel

110 Main Street
San Antonio TX 78210
[Phone: 210-833-3623

[]F Subs for Federal Defender [] O Appointing Counsel
[C]F Subs for Panel Attorney [ | R Subs for Retained Attorney
[[]¥ Standby Counsel

[Prior Attorney's Name

| Appointment Dates
Jsizuature of Presiding Judge or By Order of the Court
- |Atbert Atbertson
14. LAW FIRM NAME ANDMAILING ADDRESS [t e
5/27/2014
Repayment [ | VES [/]¥0
Travel Agency to be Used: Global Travel »
Global Travel
1234 Travel Lane
Suite 200

Second Floor
Los Angeles, CA 93765

Phone: 1-800-444-7890
Fax: 1-800-555-7777

Email: deadmail@support.aotx.uscourts.gov

| << First || < Previous ||Next> || Last>> |

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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Fill out all
required fields
marked with a
red asterisk.

Request For Travel*

= Beoiced Foe
Name and Title of Person Traveling: =
Address of Person Traveling:
Purpose of Travek .
Travel From Location: =
Travel To Location: -
Estimated Dates of Travek *
Travel Requested * Estimated Cost * Instructions for requesting amounts for the travel items:
[ irline Tickets via CJA Government 1. Check the box in front of the travel item.
Travel Agency
2. Provide the estimated dollar amount for each selected item.
|| Ground Transportation
. The "Total Estimated” field is automatically calculated based on the
|| Subsistence (Hotels & meals) estimated amounts entered in the Travel item lines.
|| other Complete information for one traveler per form.
Total Estimated Cost:
Justification for Request:

[ Add Remove

* All travel and expenses must be in compliance with government travel regulations.
** Actual cost of hotel and meals up to the established per diem rate. Expenses for travel for one day or last day is up to the MIE rate.

Name Purpose Travel To Travel Date Requested

No data

[[<<First | [ <Previous |[Next> || Last>> | |

Click Add. The information
will appear in the bottom
section.

Click Save.
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Click Documents tab or click
the Next option located on
the Progress bar.
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Basic Info Authorization Request | Documents Confirmation

Supporting Documents

File Upload (Only Pdf files of 10M®R cize ar lacat}

Browse to select a PDF
file to attach.

Note:

All documents must be submitted in PDF

Step Click Upload.

OOI

File:

Description

Browse. ..

IIUDITll

The document will appear in the bottom of the Description section.

Click Save.

The Confirmation tab will appear.

Verify all information is
correct.

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

Description Delete View
Documeants Delete View
<<First | [ <Previous_| [Last>> | I Save I Delete Draft
Attention: The notes you enter will be available to the next approval level.
Public/ Attorney
Notes
1 swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 f?. Su bm It
R

«First |[ <Previous |[ Next> |[ Lests | [

Save | | Delete Draft

Click Submit.

A confirmation screen will appear indicating the previous action was successful and the voucher has been

submitted.

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

Success

Your voucher has been submitted for payment. You will receive a notification if we need mare details.

Please keep the following voucher number for your own records:

0101.0000162

Back to:

Home Page
Appointment Page

The Travel Voucher will now appear in the “My Submitted Documents” section.
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