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Creating a Travel Voucher

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

TRAVEL

Authorization for payment of

Note:

There is NOT AN AUTOSAVE function on this program. You must click
SAVE periodically in order to save your work.

The Basic Info screen will open.
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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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Creating a Travel Voucher (cont’d)

Fill out all required Basic Info b Authorization Request Documents | Confirmation
fields marked with a red
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Creating a Travel Voucher (cont’d)

Click Documents tab or click
the Next option located on fiasic Info Awibarisation Bequest b Dorwments  Confirmation

the Progress bar. Supporting Documents

Fibe Uploast {Only Prif files of 10MB8 siee or lesst)

Browse to select a PDF
file to attach.

Note:

All documents must be submitted in PDF
format, and must be 10 MB or less.

Click Upload.

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

Click Save.

The Confirmation tab will appear.
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correct. e

Check the affirmation box.

) . ) | 1 wweear and affirm the truth or corroctness of the above statements
This will automatically Date: 6101014 8:38:38 ~ Submit
time stamp the voucher. >

|_-'=::5J[ cPrevos [ mests ][ Lasts ] [ == | [[oetetsoraft |

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
Sucoess

wish to create additional document for Pl i 1 i et e o it e e

this appointment. 0101.0000162

Home Page
Appolntment Page

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