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How to Create
a Travel Request



Things to remember when submitting a Travel Request:

Requests to travel must be submitted no later than 7 days prior 
to the requested travel date.

The request must contain the per diem rate as published on the 
GSA per diem website.

The request must contain an informative description about why 
travel is required and request.

***Failure to provide the necessary information or to submit 
the request no later than 7 days prior to travel may result in a 

delay of approval.***



After logging into eVoucher, “click” on  the 
hyperlink for the case that you are creating the 

Travel Request in.



Beside TRAVEL 
“Click” on Create.



“Click” on the
Authorization Request
Tab or the Next button.



The Request for Travel will be 
displayed.

Enter the information as 
requested.

Not sure about Subsistence 
Rates?  Remember, while 

logged into eVoucher, on its 
blue menu bar you can 

“right click” on Links and 
check Per Diem Rates.



Once all 
information for this 
request is entered, 

click on the Add
button.



The traveler’s information is now visible in the box below the Add button.



If you have more than 
one traveler, or are 

requesting multiple trips 
for the same traveler, 

return to the top of the 
page and add the new 
information and “click” 

the Add button.



The new traveler’s information is now visible in the box below the Add button.



Did you forget to add 
an estimated expense 
or do you have a data 

entry error? 

No problem.

Simply “click” on the 
traveler’s information 
in the lower box, and 
make any necessary 

changes and click the 
Add button.



You are not required to attach any pdfs.  However,  you can attach 
any necessary pdfs by “clicking” on the Documents Tab or the Next

button.



If no pdfs will be added or if all pdfs have been uploaded click on 
the Confirmation Tab. 



The Travel Request
Will be displayed.

Verify the data is correct.



“Click” the Save
button.



Notes/Comments 
for the CJA Admin. 

or Judge can be 
entered in the 

“Public/Attorney 
Notes” box.

Click the “I 
swear…” box and 

the Submit button.



If the voucher was submitted successfully the 
following message will be displayed.

The voucher is now ready for final review by the CJA Administrator.  If deficiencies 
are noted, the Request will be rejected to you with an explanation which can be 

viewed on the following slide.



If your Request for Travel  is rejected by the CJA 
Administrator you will receive an email similar to the 

one below:  

It is imperative that you make all of the corrections requested, 
prior to resubmitting the Request to Travel.


