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Introduction

The CJA eVoucher System is a web-based solution for submission, monitoring and management of all Criminal Justice
ACT (CJA) functions. The eVoucher program will allow for:

e On-line authorization requests by attorneys for service providers.

e On-line voucher completion by the service provider or by the attorney acting for the service provider.
e On-line voucher review and submission by the attorney.

e On-line submission to the court.

Unless the court has indicated otherwise, attorneys are generally required to create and submit vouchers for their
service providers. The program includes the following modules:

Panel Management

e Allows attorneys to manage their own account information including address, phone, firm associations and
applicable CLE credits.
e Allows for submission of holding periods or a specific amount of time taken off for medical leave, vacation, etc.

Voucher & Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Upload supporting documents to vouchers or authorization requests

e Reports for attorneys to take an active part in monitoring costs

e Automatic e-mail notification to attorney of approval or rejection of vouchers and authorization requests

Browser Compatibility

e Windows: Internet Explorer 8 or newer are approved.
e Apple Macintosh: Safari 5.1 or newer is approved.
e Chrome, Firefox and other browsers may not be used with CJA.

Court Appointment

When an appointment is made, an email will automatically be generated by the program, and sent to the appointed
attorney. The email will confirm the appointment and provide a link to the CJA eVoucher program.

Some Courts may send a proposed email to the Attorney, awaiting acceptance of a specific case.
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Accessing the CJA eVoucher Program

Your court will provide information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log in using your Username and Password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

Existing user? Flzase log in.

Username: |

Password:

Forgot your login?

Users will be required to change their passwords within 30 days of the first time they log in to eVoucher. Passwords
must be at least eight characters in length and contain:

e One lower-case character
e One upper-case character
e One number

e One special character

Users are required to change their passwords periodically.
If you forget your username or password, click the Forgot your Login? hyperlink.

Enter your Username or Email address, and click Recover Logon to retrieve your information.

Forgot your Login? Please tell us your username and/or email. We will send you
an email to retrieve the missing info.

Username: || | andfor

Email: |

I Recover Logon

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Home Page

Your home page provides access to all of your appointments and vouchers.
Security prohibits you from viewing information for any other attorney. Likewise, no one else will have access to your
information.

E RS T e (B A

dann

e g Ll
e vt .80 S
[T

T by i e B e

[ et

g o B 8

e -

Folder Descriptions

My Active Documents Contains documents that you are currently working on or have been submitted to you
by an expert service provider. These documents are waiting for you to take action.

Appointments’ List Quick reference to all your appointments

My Proposed Cases will appear in this folder if an appointment has been proposed to you and you

Assignments have not accepted or rejected the appointment.

My Submitted Contains vouchers for yourself, or for your service provider, which have been submitted

Documents to the court for payment. Documents submitted to the court requesting expert services
or interim payments will also appear in this folder.

My Service Provider’s Contains all the vouchers for your service providers.

Documents This will include:

e Vouchers in progress by the experts
e Vouchers submitted to the attorney for approval and submission to the court
e Vouchers signed off by the attorney and submitted to the court for payment
Closed Documents Contains documents that have been paid or have been approved by the court.
Closed documents will only be displayed for open cases. When the appointment is
completed, the closed documents will no longer be displayed on your homepage. They
are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Breadcrumb Mavigation

Attorney login
confirmation

Menu Bar

Home Operations Reports Links Help logout

> Home

Welcome Andrew Anders [Attomey)

Vi
e
Welcome Andrew Anders: My Profile
| URNEY My Appointments:  View

Menu Bar Items

Home The eVoucher home page

Operations Allows you to search for specific appointments

Reports Selected reports you may run on your appointments

Links Hyperlinks to CJA resources: forms, guides, publications, etc.
Help Provides:

e Another link to your Profile
e “Contact Us” email
Privacy Notice
Logout Logs user off the eVoucher program

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Customizing the Home Page

Customizing your home page allows you to alter the manner in which your information is displayed in the folders.

Expanding/Collapsing Folders: Click the plus sign m to expand a folder. Click the minus sign g to collapse a folder.

Moving Folders

Place your mouse pointer on the top edge of the folder you wish to relocate.
A crosshair icon !gg will appear.

» Drag the folder to the new location and release the mouse.

Sorting: Click the column heading (e.g., Case, Description, Type) to sort in either ascending or descending order.
Resizing of Column
Along the folder headings (e.g. case, defendant, type, etc.), move your cursor to the line between the
columns until a double arrow <= appears.

Drag the line in the desired direction to enlarge or reduce the column size.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Customizing the Home Page (continued)

Group by Column Heading: You may sort all the information within a folder by grouping documents by the column
heading. All folders displaying the Group Header bar may be sorted in this manner.

Click the header for the column you wish to group.

Ta group by a particular Header, drag the column to this u'ea|
Case Defendant Type * Status

» Hold the cursor and drag the header to the Group by: Header bar.
o ————
C
Ca nt Type © Status

Release the cursor and all the information in that folder will be grouped and sorted by that selection.

B My Active Documents.

Group by: Case - I
Case Defendant Type

“1

Status

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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My Profile

In the My Profile section, the attorney may:

e Change password (Login Info section).
e Edit contact information, phone, e-mail, physical address (Attorney Info section).

e Update social security number (SSN) or employee identification numbers (EIN) and any firm affiliation (Billing
Info section).

e Add atime period in which you will be out of office (Holding Period).
e Document any CLE attendance (Continuing Legal Education section).

Click the My Profile link from either the Home screen or the Help menu bar to open the My Profile page.

Home Operations Reports Links Help logout

My Profile | |

W -
= Home Contadt Ui‘ Welcome Andrew Anders (Attorney)
Privacy
Welcorne Andrew Anders: | My Profile
A I l ORNEY My Appointments:  View

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Home Operations Reports Links Help logout
= Help :’ My Profile Welcome Andrew Anders (Attorney)

Login Info Edit
e UserName Anders

Your Login information

Bar Number: i
Attorney Ir!fo Your Mame: Andrew Anders Edit
Your personal info

Your Contact Info:

Phone: 210-833-5623

Fax:

deadmail@support.aoti.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aot.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us
HIH Your default biling info is:
Billing Info ) e [Select |
List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX z
78210 - US it
Phone: 210-833-5623
Fax:
Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored.

Education Please click VIEW to type your info.

Changing My Profile Username and Password

= Help = My Profils Woelcome Andrew Anders [Attnrnev]l
Und.er the_ Logln. Info Login Info R =
section, click Edit to Your Login information seriame Anders

change your
Password.

To change your Username,

> Help » My Profile Welcome Andrew Anders (Attorney);
type the new Username
and click change, 1t will Login Info Username Anders change
show “The Username has VAT Eg T T Password #<x reset

been changed.”

To reset your password,
click reset.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



Type the new
password and retype it
in the Confirm field.

Click Reset to
save.

Click Close to exit
the Login Info
section.

= Help = My Profile

CJA eVouchers for Attorneys | 10

Login Info

Your Login information

> Help > My Profile

Username Anders change
Password sesesss| * Strength:Strong
Confirm *
| —

Welcome Andrew Anders (Attorney)

Login Info

Your Login information

Username Anders

Password ==+

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Attorney Info

Under the
Attorney Info
section, click
Edit to access
your personal
information.

Make any necessary
changes.

Click Save.

CJA eVouchers for Attorneys | 11

Attorney Info

Your personal info

Bar Number: 12345
Your Name: Andrew Anders

Your Contact Info:

Phone: 210-833-5623 | Cell Phone: 702-555-1212

Fax:

deadmail @support.aotc.uscourts.gov
deadmai @support.aote.uscourts.gov
deadmail @support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

USA

Attorney Info

SSH Instructions:

If you are an appointed panel
attorney, you are required to enter
your Social Securty Number in the SSN
field.

If you are an associate only, do not
enter your Social Security Number in
the SSN field.

Bar Number

Tax Identfication Nummber:
SSN: |888-44-6666
Confirm: | 888-44-6666

._Frst Name _Mlddle Last Name
_Andreve | _Anders
Main Enail
|deadmai@support. aotx. uscourts. gov
2nd Emai
3rd Emil
Phone _ Cell Phone ~ Fax
|210-833-5623 IR '
Address 1 - Cry
_110 Main Street | |San Antonio |
Address 2 State Zip
dcrimhoin K i &
[Texas [78210
Address 3 Country
[ UNITED STATES v

Note:

e Each attorney (except Associates) must enter his or her social security number

into the user profile or they will not be paid.

e The Country field will automatically populate UNITED STATES unless otherwise

indicated.

e You may list as many as three email addresses. Notifications from eVoucher will

be sent to all email addresses.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015




Billing Info

Under the Billing
Info section, click

Add if no billing
information is
available.

Biling Info

CJA eVouchers for Attorneys ‘ 12

Your default biling info is:
Andrew Anders
Biling Code:0101-000001
110 Main Street
San Antonio, TX
78210 - US
Phone: 210-833-5623
Fax:

]

Select
Add

Edit

Click Edit if you wish to change the
information already entered.

Note:

e You must have billing information entered before any payments can be made.
e The SSN/EIN is used when reporting income to the IRS.

e You may use the Copy Address from Profile checkbox if your billing address is the same as your Attorney

Info address.

Biling Info

Make any
necessary
changes and
click Save.

Biing Type:
@) Sef-Enployed
Firm

Associate

V] Copy Address from Profie

Name:

Phone: Fax:

|210-833-5623

Address 1:
{110 Main Street
Address 2:

Address 3:

Ciy: State:

~ Zip Code:

:_San Antonio
Country:

|| TEXas

V| |78210

[ UNITED STATES

Save

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015




Biling Info

List all available biling info records

If applicable,
add Billing Info
for a firm or an
associate by
clicking the
corresponding
radio button.

Biling Info

List all available biling info records

Note:

Billing Type:
O se f-Employed
® Firm

'f_:' Associate

Tax Identification Number:

EIN,-'T[N:|

Confirm: |

Copy Address from Profile

MName:

Phone: Fax:

CJA eVouchers for Attorneys

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

13

Save

vl

Country:

| UNITED STATES

vi

Bilng Type:
O seff- Enployed
f: Firm

e .
(®) Associate

Save

Biling Code: |0101-000001

| |Verify I

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

e Attorneys with a pre-existing agreements must enter the firm’s EIN and name

(required).

e Associates do not need to enter a social security number, but they will need to
ender the billing code of the attorney to be paid.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Holding Period

Holding periods can be used for medical leave, vacation, etc. During this time you will not be given a new assignment.
B In the Holding Period section, click View.

Hohj'ng Period No info has been stored.

Please dick VIEW to type your info,

tiokling Period e add_|
: ' o
| Starting Ending Motes
Mo Holding Perod
to dats
B Enter the Starting Date and Ending Date, along with any applicable Notes.

Starting Date Ending Date

lo7/11/2014 |2 [os/01/2014 |

Notes

Wacation Cru':;e.|

B Click Save.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Continuing Legal Education

E Under the Continuing Legal Education section, click View to access your CLE information.

Continuing Legal No info has been stared.
Education Please dick VIEW to type your info.

E To add CLE information, click Add.

harch:
Files Credit Date Moz Salject
He Comngng Legal [ ttamn
P Sals
B Click the Credit drop-down menu to select CLE categories.
Continuing Legal = ] El
Education

Credit | Serbencngrel |
Date [o501/2014 |5
Hours |0

Descriphon

Doosment After you save the informaton about ths Conbnuing Education, you wil be able to upload related documents

Enter the Date, the number of Hours, and a Description.

B Click Save.

Note: After information is saved, you’ll be able to upload related PDF documents.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

| Back | | save |

Credit | Sentencing-re '
Date [05/15/2014 | F)
rslo_]

CJA eVouchers for Attorneys

Description

Document [

» Click Save.

—
| I

16

All entries will be appear in the grid and can be accessed, edited, or deleted by selecting the entry and choosing an

action button.

Cacaton, P T N W

Files Credit Date Hours

o SENtEndn. .. 051572014 o

Page 1oF 1 (1 items)
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Appointments’ List

Locate the Appointments section under the Appointments’ List on your home page.

Appointments Defendant
] - Representation Type: Criminal Case
Click the case number Casa Titla: USA v. Branson ‘Order Type: Appointing Counsel
hyper.llnk to open the Attormey: Andrew Anders Pn'd’, .JD-'IE-_M‘“U. 3{1.'. o
Appointments page. ‘Adm. Mag Judge:
Case: 1:14-CR-DBS05-AA Defendant: Jebediah Branson
mfmﬂ 1 RH:KEEEHIE!IJmTy_pe: EI'I"I'I'bﬂ Casa
Case Tithe: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10
Pres, Judge: Albert Albertson
Adm. Mag Judge:
Appointment Appointment Info
In this page you willind a T CIR DT DV A0 T FERSON RITRESENTID GUCHER NUMBIR
'\‘,'iew S ekwdiah Branson
PPontmer 3. MAG. DKT DEF NUMEBER 4 DIST. DKT DEF NUMBER £ AFFEALS. DKT DEF ¥UMEER & OTHER. DKT DEF NUMBER
Representation vouchers ELECE RSO AR:
o try T IN CASEMATTER OF(Case Nusms) £ PAYAENT CATECORY §.TVFE FERSON REFRESENTED 10 REFRESENTATION TYFE
x new v US4 . Brassea s e 1 475 Ly gk Dol Crizinal Case
- i 11 OFFENSE(S) CHARGED
151825 F INSPECTION VIOLATION PENALTIES
1L ATTORNEY 'S NAME ANDMATLING ADDRESS 13, COURT ORDER
Create New Voucher undrew Anders - Bar Number: 12345 [ A Ansocian [ Co-Comsnt
Attorney CJA 20 AUTH createllln s o [P Seba sor Fuberd frmder (70 Appoiaing Covmse
Austharization for Expert &nd other “H;R" ‘1“-533-5‘5‘3 []F Sy for Famel Amarnary || R Sabes far Rstained Ativruey
U{}u{:her Services & = []¥ Standty Comsnal
AUTH-24
T'Emplﬂte Authorization for payment of .fﬁﬁ? oo e Mo
| Appeaimtusint Dutes
““‘--_. bcaa-20 [Eignainry of Presiding Jedge o By Order of b Court
.:q:p-a_-r:zvm-. f-' and Authority L LAW FTRA NAME ANDAAILING ADCRESS mﬂmm i e T Tin
Court-Appointed Coursel B304
ClA-21 Fepaymest || VES [ X0 i |

Phuthorization and Youdher for Expert

Expert CJA21 |}~

Group Header Bar
Vouchers on File /

"a
VDUChEr é':'c 0 _fl;:":"_" ¥ = To group by a particdar Header, drag the column o this acea, = Seanch:
T'Eﬂ'lp|ﬂte Compersation Mandmum: District Court Case Defendant Type Status
TRAVEL 1: 1408 ORAOS-A4- Jebediash Branson (= | a2 Subrmitted to Court
Aihartzion for payment of Trael T Cloimed Amount: 778.40 Ardrew Anders # 0101,200000]
Ench OG/OSR0NE INTERIM PAYMENT 1
1:14-CR -0BH0S-4A - Jebedish Branson (£ 1) AUTH Submtted to Court
S uq.'nb.:;? Claimed Amount: 1,000.00 Chemist, Tosicologet 1010000002 o0
Detailed p sy
Jebedish Branson (= [ AUTH-24 Voucher Closed
Payment Reports Refercdant Detad Gudoet Regort Claimed Aot 0.00 o L101.0000026
Detal budget info for defendant Approved Amaunt: 0,00
Jebedish Branson (= ) A . Voucher Entr
Ot S ki Bt o Ouid Claimed Amount: 0,00 Lz Gavcia L g .
Totals oy of budget nfo for S Har, Fber Expert
defendant {2 14-0R 0BADS A8~ Jebediah Branson (2 1) Cla - Vousher Entry
st GRAHIHOLE Claimed Amcunt: 9.00 Teresa Transaripts - Bt
All vouchers Al i Bt s OB
¥ i L 19-CR 0850648~ Jebedish Branson (= 1 BUTH-24 -
associated with -l‘ i Rk [y Voo Entry
. End: 0L00/1501 *
this case are
= L1408 08800 -AA - Jebedizh Branson (= 1 C1A-24 Submetted to Attomey
dlspla',red. Seaen OEAMIZOL4 Claimed Amount: 14,50 Teress Transaipts F 0101.00001%9
Erd: DEDET0EE
1 Page 1 of 1 (7#ems)
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View Representation

The View Representation information will display:
e Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

From the Appointment page, click
View Representation.

pointment
15 | /i

Home Operations 3 ] Help logout

ReFresentatinn Representation Info
In this 5

1. CIELDIST/DIV.CODE 2.FERS0N REFEESENTED [VOUCHEE NUMEER

101 [Jebediah Branzon
3 MAG. DET/DEF NUMEER 4 DIST. DECT/DEF NUMBER 5 AFFEALS. DECT/DEF NUMBER 6. OTHER. DECT/DEF NUMEER

) 1:14-CR08805-1-AA
7. I CASEMATTER OF(Case Name) 8 PAYMENT CATEGORY 9. TYFE FERSON REFRESENTED 10. REFRESENTATION TVFE
[USA v. Branson Felony (including pre-trial diversion |, 4 1 e gans Criminal Case
jof alleged felony)
Representation Report 11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FEESIDING JUDGE MAGISTEATE JUDGE DESIGNEE
50 00000 Albert Albertson
AppID Attorney Order Type Order Email

2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx.uscourts. gov

Click Home on the menu bar at the top of the page.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



CJA 20 Voucher Process Overview

Attorney enters
time/expenses

Court CJA Unit
and submits audits voucher

voucher

Creating the CJA 20 Voucher

Court approves or
rejects voucher

CJA eVouchers for Attorneys

Court processes
voucher for
payment

The court creates the appointment. The attorney will initiate the CJA 20 voucher.

Note:

All voucher types and documents function primarily the same.

From the Appointment page, click Create
from the CJA-20 Voucher template.

The voucher opens to the Basic Info page which displays the
information in the paper voucher format.

CJA-20

> Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
1. CIR/DIST/DIV.CODE 2 FERS0N REFRESENTED [VOUCHER NUMEER
101 JJebedizh Branson

3 MAG. DEKT/DEF NUMBER. 4. DIST. DKT/DEF NUMBER

1:14-CR-08803-1-AA

£ AFFEALS DET.DEF NUMBER 6. OTHER. DKT/DEF NUMBER

110 MMain Street

7. IN CASE/MATTER OF{Case Name) 8. PAYMENT CATEGORY 9. TYFE FERS0N REFRESENTED 10.REFRESENTATION TYTE
[USA v. Branson Ff;f—" {imcufing peciteml dversion | il Dbt Criminal Case
1 4 Jof alleged felony)
11. OFFENSE(S) CHARGED
. 15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER
|Andrew Anders - Bar Number: 12345 []A Associate [[]€ Co-Counsel

San Antonio T3 78210
[Phone: 210-833-3623

Reports

Defendant Detail Budget Report

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

[Prior Attorney's Name
Appointment Dates
|Siznature of Fresiding Judge or By Order of the Court

i i Albert Albert
Detail budget info for defendant T T A A AT T e i son P
332014
G IATE Repayment [ | VES [/]|NO
Defendant Summary Budget Repart
Totals only of budget info for
defendant Payment Info
Preferred Payee | Andrew Anders v
Andrew Anders
SSNJEIN: ==*-**-5739
123 Legal Blvd. South
AnyTown, DC
12345 - USA
Phone: 838-555-4000
Fax: 838-555-4001
| =«First | | < Previous | | Next > | | Last = | | Save | Delete Draft

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

e

CIJA-20 } Basic Info Services Expenses Claim Status

Attomey Enters

CJA eVouchers

Documents

« First < Previous Next > Last »

Save

for Attorneys | 20

Confirmation

_/"/ﬁ

Progress Bar appears at the bottom of the screen.

Notes:

e The user should save any entries made to a voucher often to avoid data loss.

Delete Draft

e At any time prior to submitting the voucher, the user may delete the voucher by clicking Delete Draft.

e The user may navigate using the tab headings or progress bar.
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Entering Services

Line-item time entries should be entered on the Services tab.
Both In-Court and Out-of-Court time should be recorded on this screen.

Click the Services tab or click Note:
Next, located on the progress

CJA eVouchers for Attorneys | 21

periodically to save your work.

There is NOT AN AUTOSAVE function on
bar. this program. You must click SAVE

Basic Info | Services " Expenses Claim Status ' Documents |+ Confirmation
Services
Date 6/11/2014 = ﬁ Description
Service Type | IZ| =
orem [ ] pwe [ *

Hours l:l* at $126.00 per hour. Add
* Required Fislds
Service Type Date Hrs Rate Amt
Reports
Defendant Detail Budget Report
Detail budget info for defendant
Form CIAZ0
Defendant Summary Budget Report
Totals only of budget info for No datg|
defendant
| «First || < Previous H Mext = || Last » | | Save | | Delete Draft
Enter the date of the service. The "
default date is always the current Services
date. You may type in the date or Date ‘ 5/11/2014 | = % Description
click the calendar icon to select a _
date from the pop-up calendar. Seiviee Type 1 June 2014
Doc.#(ECF) || = Su Mo Tu We Th Fr Sa
i 2 3 4 5 & 7
Hours [ 3
» 8 9 10[m]12 13 14
* Required Felds
» 15 16 17 18 19 X0 21
» X 23 M4 25 ¥ 27 A i
» ¥ 3 :
Service Type = 2
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Services (cont’d)

From the Service Services
Type drop-down Date (6102014 | = ) Description
menu, select the Service Type [l TE:
service type. | i F
yp Doc. # (ECF) In Court Services A
a. Arraignment and for Plea |
Hours
NOte: b. Bail and Detention Hearing
q * Reguired Falds
You may add dates in any order. You c. Motion
can sort in chronological order at any d. Trial

time. Service Type e. Sentencing Hearings

Enter hours of Services =
P Date 6/11/2014 | = 2H Description
service in tenths L First sppearance and
of an hour. Service Type 2. Arraignment and/or Plea LA arraignment of Defendant.
m-#w} | Pm 1 . g =
Hours T os|= at §126.00 per hour, Remove
Enter a T Tegured FEdE
description.
Note:
Click ADD.

e You may add time in any order.
e Double-click an entry to edit.

The entry will be added to the voucher and appear at the bottom of the Service Type section.

Services
Date le/11/014 | =28 Dessrpticn [ :
Service Type s ‘
Doc.= (ECF) | 1 ages j L T
N [ ]| Remos |
* Required Faids

Service Type Date Description Hrs  Rate  Amt
2. Arraignesied ard/or Pisa 06/11/2004  First appaarance and armgneset of Defendant 0.5 126.0000 E3.00

i Page l-d‘l'[liBQ‘

| «Fust || <previous || Mewt> || Lasts | [ save | | Delete Draft |

S Click the Date header. This will sort services according to date.

Click Save.
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Entering Expenses

Click the Expenses tab or

click Next.
|+ Basic Info + Services |+ Expenses > Claim Status - Documents -+ Confirmation
Expenses

Date 6/12/2014 | = H] Description

Expense Type | - =

Miles [ ] atso.5600 per mile. +

Amount I:l | Add || Remove

* Requirad Fields

To group by 3 particilar Header, drag the column to this area
Expense Type Date Description Mile Rate Amt
Mo data
« First | | < Previous | | Mext = | | Last » | | Save | | Delete Draft |
From the Expense Type drop-down Expenses
menu, select the applicable expense. Date |5,|'12,.f2014 r - E
Expense Type ||| - |
Miles Travel Miles
Amount Travel Misc.
* Required Fields Fax

o N
Photocopies }
Expense Type '

"“- Postage

Other Expenses

| «First || <Previous || Next> || Last» |
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24

Entering Expenses (cont’d)

If Travel Miles is selected, enter the round trip mileage.

B Enter a description in the Description field.

Expenses

Date 6/12/2014 | * ﬁ Travel to and from Court]

Expense Type  Travel Miles - |=

iles 20| at50.5600 per mile.

Amount

* Required Fields

| Add || Remove

Expense Type Date  Description Mile Rate  Amt
No data
| _«First || < Previous || Next> || Last» | [ save | | Delete Draft |
B Click Add.
The entry will be added to the voucher and will appear at the bottom of the Expense Type section.
Expenses
Date -3 Descripton
Expense Type | =k
Miles [ |= atsn.5600 per mile. G
Amount ] Add || Remove ]

* Required Figlds

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Teaval Miles DEM2/20. Teavel te snd from Court 0 0.5600 11.20
1 Page 1 of 1 (1 items)
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Entering Expenses (cont’d)

Notes:

e If photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per page.
e Remember to click Add after each entry.

e Double-click an entry to edit.

Expenses
N T —
et .
Miles at $0.5600 per mile. 3

Amounk |:|* | Add |] Remove

* Required Fields

Expense Type | Date | Description Mile Rate  Amt
Phobocopies 06/12/20... Copées - 100 pages & .15 per page 0 [+ 15.00
Travel Miles D/12/20... Travel to and From Court 20 05600 1120

1 Page 1 of 1 (2 ftems)

[ =First |[ <Previous |[ Next> |[ Last= | [ Save | Delete Draft
B Click the Date column header. This will sort expenses according to date.
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Claim Status

Once you begin entering data on the Service and/or Expenses tab, you may receive what looks like an error message:

4\ Service and/or Expenses are out of the Voucher Start and End Dates,

The message will be removed when you complete the Claim Status section with start and end dates which include all
service and expenses dates for the voucher.

Click the Claim Status tab or click Next located on the progress bar.

Enter the start date from the services or expenses entries, whichever date is earliest. If need be, go back
to the Expense and Service sections, and click the Date header to sort showing the earliest date of
services.

StatDate  [0/11/2014 | = 21 EndDate (51272014 | = 2

Payment Claims
Final Payment :
®) Interim Payment 2l 2

Supplemental Payment

1. Have you previeusly applied to the court for compensation and/or reimbursement for this? * Yes -

1f Yes, were you paid? ®ves Clbio
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment Yee ®Ng
(compensation or anything of value) from any other seurce in connection with this representation?

[ =First ][ < Previous |[ Net> |[ Lasts | [ Delete Draft |

Indicate payment type.

Note:

e Final Payment is requested after all services have been completed.

e Interim Payment allows for payment in segments, but each court’s practice may differ. If using this type of
payment, indicate the number of this request payment.

e After the Final Payment number has been submitted, Supplemental Payment may be requested due to a
missed or forgotten receipt.

Answer all the questions regarding previous payments in this case.

Click Save.
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Documents

Attorneys (as well as the court) may attach documents.
Attach any documentation that supports the voucher, i.e., travel or other expense receipts, orders from the court.

Note:
To add an attachment, click Browse to locate your file. All documents must be submitted in PDF
format, and must be 10 MB or less.

27

Add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie G ADeVouchernCJA eNoi  Browse...

Description |Cn|:-|es of receipty » |

The attachment and description is added to the voucher and appears in the bottom of the Description section.

Supporting Documents

File Upload (Only Pdf files of 10MB size or lesst)

Fie Browse...

Description l |
Description Delete  View
Copies of receipts Dslate Wigw

| «First || <Previous || Mext> || Lasts | [ save | DeleteDraft |

m Click Save.
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Signing and Submitting to Court

CJA eVouchers for Attorneys

When you have added all voucher entries, you are ready to sign and submit your voucher to the court.

Click the Confirmation tab or click Last on the progress bar.

The Confirmation screen appears which reflects all entries from the previous screens.

Confirmation
1. CIR DIST/DIV.CODE 2. PERSON REFRESENTED [VOUCHER NUMBER
0101 sbediah Branson

3.MAG. DKT/DEF NUMBER 4. DIST_ DECT/DEF NUMBER

1:14-CR-08805-1-AA

5 APPEALS. DKT/DEF NUMBER

6. OTHER. DKT/DEF NUMBER

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

[]F Subs for Federal Defender [7] O Appointing Counsel

[[] ¥ Standby Counsel

14 LAW FIRM NAME ANDMAILING ADDRESS

Andrew Anders TIN: ***-**_§780
123 Legal Blvd. South
AnyTown DC 12345 USA

[erior Attorney's Name
|Appointment Dates

Siznature of Presiding Judze or By Order of the Court
Albert Afbertson

7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REFRESENTED 10. REFRESENTATION TYFE
JUSA v. Branson [Felony (including pre-trial diversion |, 4 pepongan Criminal Case
of allered falony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12345 [[]A Associate []€ Co-Counsel

[] B Subs for Panel Attorney [ | R Subs for Retained Attorney

[ohare: 8865354000 ?:;5?:" Nunc Pro Tunc Tiate
[Fax: 888-533-4001 Repayment [ VES []NO
‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS Tm"‘.i‘ ADJUSTED | ADJUSTED 5
CATECORIEY CLAIMED ;’Eﬁk&; HOURS AMOUNT VW
13. |2 Arrai andlor Plea 0.3 563.00
b. Bail and Detention Hearing 0 30.00
e. Motion 0 $0.00
d. Trial 0 50.00
e. Sentencing Hearings 0 50.00
£. Revocation Hearings 0 50.00
g. Appeals Court 0 $0.00
h. Other 0 $0.00
Totals 0.3 $63.00
16. | 2. Interviews and Conferences 0 50.00
b. Obtaining and Reviewing Records 0 50.00
¢. Legal Research and Brief Writing 0 50.00
d. Travel Time 0 $0.00
e. Investigative or Other Work 0 50.00
Totals 0 50.00
17 [Travel Expenses (lodging, parking, meals, 5§10
" nilzags, sic) s
s [ ther E.xl_sms_es (other than expert, $15.00
ranseripts, ete.)
GRAND TOTALS 530,20
(CLAIMED AND ADJUSTED) -

19. CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE

FROM: /1222014  TO: 6/122014

0. AFFOINTMENT TERMINATION DATE IF OTHER
AN CASE COMPLETION

lzl. CASE DISPOSITION

P2 CLAIMSTATUS [] Final Payment [] Entetim Payment

Hav

youpaid? [ YES []NO

any other source in connection with this representation?
1 Swear or affirm the truth or correctness of the above statements.

[ ¥ES

Signature of Attorn:

& you Previously applied to the court for compensation and/or reimbursement for this?

0 No

[] Supplementz! Payment

O YES [JNO

Date Sign

Other than from the Court, have you, of to your knowledge has anyone else, received payment (compensation of aything of value) from
If yes, please attach supporting documentation

APPROVED FOR PAYMENT - COURT USE ONLY

[23 IN COURT COMP. 4 OUT OF COURT COMP. ‘5 TRAVEL EXPENSES |26 OTHER EXPENSES [27 TOTAL AMT APPR/CERT.
50.00 5000 50.00 50.00 50.00
[28 SIGNATURE OF THE PRESIDING JUDGE [DATE [282 JUDGE CODE

[ I¥ COURT COMP. [30.OUT OF COURT COMP.
50.00 30.00

31 TRAVEL EXPENSES
50.00

[32. OTHER EXPENSES

53 TOTAL AMT. APPRCERT.
50.00 50.00

|eicess of the soausory dureshold amount

4. SIGNATURE OF THE CHIEF JUDGE, COURT OF APFEALS (OR DELEGATE) Payment approved in

IDATE

|4a. JUDGE CODE

Attention: The notes yvou enter will be available to the next approval level.

Public/ Attorney
Notes

Date:

[] 1 swear and affirm the truth or correctness of the above statements

st ][ <previous |[ MNext> |[ Lasts | [ save

| Delete Draft
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Signing and Submitting to Court (cont’d)

Verify the information is correct.

Scroll to the bottom of the screen.

Select the check box to swear and affirm to the accuracy Note:
of the voucher. The voucher will automatically be time You may include any information to the Court
stamped. in the Public/Attorney Notes section.
Attention: The notes you enter will be avalable to the next approval level.
Public/ Attomey
Motes Motes

| I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | ~ Submit
ww -
[ «Frst || <Previouss || mext> || Last» | | save | | Delete Draft |

Click Submit to send to the court.

A confirmation screen will appear indicating the previous action was successful and the voucher has been submitted for
payment.

Success

Your voucher has been submitted for payment. You will receive a notification if we need more details.
Please keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page
Appointment Page

Click Home Page to return to the home page. Click Appointment Page if you
wish to create an additional document for this appointment.
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Signing and Submitting to Court (cont’d)

The active voucher is removed from the My Active Documents folder and now appears in the My Submitted Documents
section.

To group by a partiodar Header, drag the column to this area. Seard'l:[
Case Defendant Type Status
Li14-CR-0B805-AA- Jebediah Branson (= 1) CIA-20 - Submitted to Court
St OK/12/2014 Claimed Amount: §9.20 Andrew Anders A 01010000150
End: 0f12/2014
1 13CR Jaa05-AA- Jebediah Branson (= 1) CIA-20 Submitted to Court
Start DR/E32004 Claimed Amount: 773.40 Andrew Anders Y 01010000001
End: RS04 “ INTERIM PAYMENT 1
11 14-CR 0BB05-A4- Jebediah Branson (= 1) AUTH » Submitted to Court
Sract: Q40272014 Claimed Amount: 1,000,00 Chemist, Toxicologist / 01010000002
End: DL/04/1800
1 Page 10of 1 (3items)
Notes:

e If a voucher is rejected by the court, it will reappear in the My Documents section and will be
highlighted in gold.

To group by a particular Header, drag the column to this area.
Case

End: 06/19/2014

e An email message generated by the system will be sent explaining what corrections need to be made.
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CJA-20 Quick Review Panel

When entering time and expenses in a CJA-20 voucher, the attorney may monitor the voucher totals using the quick
review panel on the left side of the screen.

e The Services and Expenses will tally as
entries are entered into the voucher.

ﬂ EIPGI'I'EB s: §26.20

& services: 563.00 ol

e Expand the item by clicking the down In Comrt Servi

arrow (v) to reveal specifics. Service Hours
Arraignment and/or 0.5
Plea ¥

Bai and Detenticn o
Haaring
Motion Hearings ]
Trial o
Sentencing Hearing ]
Revocation Hearings 1]
Appeals Court o
Other o
5

Totals 0.

Out of Court Services
Service Hours
Interviews and
Conferences 0
Obtaining and o
Reviewing Records
Legal Research and
Brief Writing
Travel Tima o
Invesbgative and 5
Other Work

Totals 0.0

© Expenses: $26.20

Travel
Expense Type
Travel Miles
Travel Misc
Totals
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whet
statutory maximum ($800) allowed for representation.

CJA eVouchers for Attorneys | 32

her a case has the potential to exceed the

Therefore, attorneys are encouraged to monitor the status of funds, attorney hours as well as expert services, by
reviewing the reports provided in the CJA eVoucher program. ltems to remember:

e  Viewable reports appear on the left review panel.

e  Each panel, depending upon which document you are
viewing, can have different reports available.

e  Each report can have a short description of the
information received when viewing that report.

e  The two main reports are the Defendant Detail
Budget Report and the Defendant Summary
Budget Report.

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJAZ0

Defendant Summary Budoet Report

Totals only of budaget info for
defendant

Other accessible reports can be found on the menu bar.

Home Operations Reports Links Help logout

> Reports

Internal

Appointment Report

Attorney Time
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Defendant Detailed Budget Report

This report will reflect the total amount authorized for this representation, any excess payment allowed, the vouchers
submitted against those authorizations, and the remaining balances.

The report will provide the information in two sections: Attorney appointment and authorized expert service.
Defendant Detail Budget Report - Attorney
1:14-CR-08805-1-AA

Type of Represantation: Criminal Cass
Budget Amount Requestsd: $0.00
Budgst Amount Approved: $3.300.00

Penting S mowa 0 amountRemslning
Time Parlod Vouchar
FDT:MW Humbsr Fass Expensss Total Fass Expanses Total After Approved | After Approved
Traval Orthar Travel ‘Other And Panding
Attorney: Andrew Andars  (Appointing Counsel) Active
092372015 to D232015 | 0101.0000001 30.00 30.00 +0.00 S000| 35.350.00 s0.00 =000 36.250.00 33.550.00 33.550.00
0140171501 to 010190 30.00 30.00 +0.00 s0.00 +1.00 s0.00 s0.00 s0.00 33.550.00 33.550.00
0140171201 to 0101190 $0.00 50.00 £0.00 5000 .00 £0.00 0000 s0.00 $3,550.00 §3,550.00
Total Panding: 0,00 Total Approved: $6.350.00 $3.550.00 $3.550.00
Peanding amount Remaining
Time Perlod Vouchar
For Vouch Humbar Faeg Expenass Total Faas Expanses Total After Approved | After Approved
Traval Orthar Travel ‘Other And Panding
Authorization Humber: 01010000002 . .
Specialty: Chamist, T = Amount Requested: $1.000.00 Amount Authorized: $0.00 Attomey: Andraw Anders

T o o Foare T e
Counssl CJA20 or

wouchsars 38 well a8 vouchsrs for Fass Expenass Total Feas Expensss Total Approved and Pending
= Travel Other Travel Other Faea Faea and
submitied sxpenditures for this Expenzea
*Doas not "‘“"-Tm Auth $0.00 $0.00 0,00 .00 $6,350.00 $0.00 $0.00 $6,350.00 $6,350.00 $6,350000
Trursday, Movember 05, 2015 -War. 1.1 Page 10f1
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Defendant Summary Report

This report contains the same information as the Detailed Report without the individual voucher data.

Defendant Summary Budget Report - Attorney
1:14-CR-08805-1-AA

Typs of Reprezsntation: Ccrminal Case
Budgset amount Requested: 000
Budget Amount Approved: £5,900.00
ey T Apprewd  AmountRemalning
vam‘: numm; Fees Expanszes Total Faas Expenass Total After Approwed = After Approved
Travel Other Trawal Other And Pending
attomey: andrew Anders  [Appointing Counasl) Active
Total Pending: $0.00 Total Approved: $6,350.00 $3,550.00 $3,550.00
FPanding Amount Remaining
mm lem Foes Expenses Total Fags Expansas Total Aftar Approved | Aftsr Approved
Travel Othar Travel Other
Luthorization Humber: 0101.0000002
Spaclalty:

4nd Pending

Attornsy: Andrew Andars

o e
Counsel CJA20 or CJAID
Vouchers a8 well 38 VoUchers for Faes Expenses Total Faes Expenass Total Approved and Pending
wmﬁﬂﬁ Traval other Travel oOther Faes Feas and
axpenditures for thies Expsnzss
BpiEont T $0.00 $0.00 $0.00 $0.00  $5350.00 $0.00 $0.00 $5,350.00 $6,350.00 $6,350.00
Thursgay, November 05, 2015 - Ver, 1.1 Page 1011
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Creating a CJA-21 Voucher

From the Appointment page click Create from CIA-21

the CJA 21 Voucher template. Authorization and Voucher for
and other Services

The voucher opens to the Basic Info page.

Note:
There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.

g ¢ Basic Info

Basic Info
[T Con T Ty Cote 7 FERSON REFRISENTID [GUCIHER NUMBIR
N 101 W endy Wilsce
M&E J UAG TRT TEF STAHER 4 THET DRT DEFSUMEER & AFFIALS DKT INT NULIEER & OTHER DKT THF XUMBTR
1:14-CR-08500.2.44

7. IN CASE MATTER OF§Cass Name) & FAYMENT CATEGDRY ¥, TYFE FERSOXN REFRESENTED 19 REFRESENTATION TYFE
[USA v. Wiksen et ul B;E:,:T:ﬁ; o ek B |y Dhefenntunt Criminal Case
1L CRTENSE(S) CHARGED
18:13 4530 F INCOME TAX. FAILURE T FILE
EACTS 1T LT FRISING JLDGE MAGTTRATE JUDGT ERHIGHIE
59800, 00 At Albertson
Authorization Selection

Travel
Enpense Type i o gt & Previous Authorization Request, request a Mew Authorization o cick e "o Authorzation Requined™ button if under e

Travel Hisa statutory bmit.
Trwvdl Hige

Ho Authorization Required

Use Previows Authorization
3 chsplay & st of

thes apponiment.

[=rest |[ <rreviom |[ mext> |[ Lost= [ oeeteonan |
Reports
Totsis ooty of budoet info for
defendant

Detsd budget info for defendant

om CAZ)

When submitting a CJA-21 voucher, you’ll have two options from which to choose under Authorization Selection.

If the request does not require advance No Authorization Required
authorization ($800 or less), click No If your voucher compensation 15 Under

Authorization Required. the statutory limit and does not require
prior authorization.

If you have a previous authorization received Use Previous Authorization
through an order from the Court, click Use Select this option to display a st of

Previous Authorization. previous authorizations and requests in
this appointment.
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Creating a CJA-21 Voucher (cont’d)

If you click Use Previous Authorization a list of Existing Requests for Authorization will appear.
Select the authorization you wish to use.

36

The selected authorization will highlight Existing Requests for Authorization
in ye'IIow. Yo.u 'W.I|| n'ot L:oe able to 1D Wumber: 155 Service Tyt W e
continue until it is highlighted. Order Date: 05/27/2014 Explosive Expert

Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

The service type will roll over from the

authorization selected. If no authorization New Voucher Information

is being used, use the Service Type drop-

down list to select the service type. SR Ee
Enter a description of the service to be Description
provided in the Description field.

Voucher Assignment  *
This indicates who wil be responsibie for filing the voucher diaim part

Service Provider

You can search one of the service providers already in the system
OR you can enter the required information for another provider

Expert Gabriel, Gina K

From the Expert drop-down list,
select the expert. )

If the expert you select is not Sl;g ::g:gﬁtmm o
authorized to use eVoucher, the Phone: 210-593-3340
Voucher Assignment field will remain
locked indicating the attorney will be
responsible for filling the voucher
claim part.

Expert Info Gina Gabriel

Create Voucher

Voucher Assignment *

If the expert you selected is A for fillng the v it

authorized to use eVoucher, the
Voucher Assignment field will unlock
for you indicating the expert will be
responsible for filling in the voucher
claim part.

Voucher Assignment ) Attorney @ Expert
This indicates who wil be responsbie for fling the voucher olsim parf

Note:
Only experts registered with the service type selected will appear in the drop-down list. If you wish to submit a
person for approval, steps on how to add an expert are on page 36.
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Creating a CJA-21 Voucher (cont’d)

» Click Create Voucher.

Notes:

e |If all information is not entered you cannot advance to the next screen.

e If the Expert you selected is authorized to use eVoucher you are done at this point and you may click
Home or logout.

e |[f the Expert you selected is not authorized to use eVoucher you will file the voucher on behalf of the
expert. The voucher will appear in the “My Active Documents” section as submitted to attorney. You
will perform the second level of approval/submission by clicking on the voucher, navigating to the
“Confirmation” page and approving the voucher. The voucher will then move to the “My Submitted
Documents” section. Outlined steps are on pages 36-39.
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Creating a CJA-21 Voucher (cont’d)

If you wish to submit a person as an expert, follow steps 3 through 5 on page 34.

From the Expert drop-down list, select
the empty (null) value. Voucher
Assignment should be on the Attorney

option.

Fill in all required information on the
person you wish to submit for
approval.

Step Click Create Voucher.

Note:

e The person you submitted will go through
an approval process. Once that person
has been approved, an email will be sent
to you.

e You'll now be able to select the person
from the Expert drop-down list and all
their information will automatically
populate.
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Existing Requests for Authorization

ID Humber: 155 Service Type: Weapons Frearms

Order Date: 05/27/2014 Explosive Expert

Authorized Amaunt: 0 Estimated Amounit: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type W
Description

Voucher Assignment  *
This indicates wio wil be responsible for filing the voudher daim part

Service Provider
You can search ane of the service providers already in the system
OR you can enter the required information for another provider

Expert [N V|

First Narne Middle Name  Last Name =

SSN/EIN: *  Emai =

Phone * ] rﬂ ]
Address 1 * . Oy~
| | |
Address 2 State = Zip *
| |
Address 3 Country
| | |
Create Voucher
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Creating a CJA-21 Voucher (cont’d)

After Create Voucher has been selected, you’ll proceed with similar steps mentioned on the CJA 20 Voucher adding

Services, Expenses, Claim Status, and Documents.

Note:

If you have submitted the voucher for the expert, you’ll need to approve the voucher
twice, once while sending it for the expert, and a second time after it appears in the My

Active Documents section.

on the progress bar.

Description.

Click Add.

The item will appear at the bottom of the
Services section.

Click Save.

Click the Expenses tab or click
Next on the progress bar.

Enter the Date, Expense Type,
Description and Miles.

Click Add.

The item will appear at the bottom of the
Expense Type section.

Click Save.

Click the Services tab or click Next

Enter the Date, Hours, Rate, and

Basic Info  F Services Lxpenses Claim Status

Dhocwmaents

Confirmation

Services =
Duabe & 204 -_-,-'! Descripton
iours o =
e .

Al Remow

[ =t |[ <Prevow |[ Mests |[ Lests | | Delate braft |

Basic Info Services ¢ Expenses Claim Status Documents Confirmation
Xpenses
Date bisans | == Dessripon
Expere Type .
ey ® % 0. 5600 per e
(=

Amgur

Expoase Type Date  Description Mile  Rate  Amt|

Tirew Miss WINN Tried i o menteg s dekindes » (X0 ) 14 8

1 Pape]d]{lhmi
e e e | e e

N ———
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Creating a CJA-21 Voucher (cont’d)

Click the Claim Status tab or click Bazic Info Services Expenzes P Claim Status Dacuments Confirmation
Next.. .
Claim Status
StartDate  |06/13/2004 | = 2 End Dake 1572014 | =]
Enter the Start and End Date, =
making sure to select the BTl
earliest date of services and e
® Fynal Payment
expenses as the Start Date. e et )
Supplermental Payment
Select an option under the
Payment Claims section.
E CIICk Save' [ = Frst || # Provous |] Meaxt > || Last = ] I Save | [ Disledm Draft ]

Note:

e Final Payment is requested after all services have been completed.

e Interim Payment allows for payment in segments, but each court’s practice may differ. If using this type of
payment indicate the number of this request payment.

e After Final Payment number has been submitted, Supplemental Payment may be requested due to a missed

or forgotten receipt.

ClICk the Documents tab or C|iCk Basic Info Services Expenses Claim Status  » Documents Confirmation
Next.. Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
Click Browse to select a PDF file i D
to attach. e
Upload
Descrplion Dreleta

C|ICk Upload. invoice from Expen Dalaty I|ll.h.“'
Note:
All documents must be submitted in PDF
format and must be 10 MB or less. e e T o a1 | ] ]

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

Click Save.
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Creating a CJA-21 Voucher (cont’d)

A confirmation page will appear.

Atterriion: The nobes you snter wil Fa svalabis tn the na sporoval .

the voucher.

Click Submit.

Publc/Attormey [ y

Verify all information is Lo
correct.

. . = 1 swear and affirm the truth or comectness of the above statements
Select the affirmation * 2 o :

e Date: 6/15/2014 9:28:36 ~ Submit
check box. This will w
automatically time stamp

[C=Frst | <Previos |[ mest> |[ Last= | [[save | [ ezt |

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 Appomtment Your voudher has been submitted for payment. You wil recerve a notification if we need more detads,

Page if you wish to create an
L. . Flease keep the follovang voucher number for your own records:
additional document for this

appointment. 0101.0000154

Home Page
Appointment Page

The case file will appear in the My Active Documents section.

. | T growp by & partioulsr Hesder, drag the column to this sres, Search: ]
Select the file. - : :
Case Defendant Type Status
1 14-CR 053078 Wendy Wikson (= & Cla-21 Submitied o Athome
[CARTT Claimed Amount: 16580 Gina Gabridl F 0101 co00154 A
SIS0 Weapons Fresrms Explosi.... THAL PAYMEN

Navigate to the Confirmation tab.

Verify all information is T e
correct. Publc/Attomey ' — ' —
Homes
Certify the information by
» selecting the certification
. . 51 Deartily that | have reviewed the sbove 2

check bO‘X. ThlS‘Wlll mformation / Ap_p_rqv_e 8 Re ]_E_Qt
automatically time stamp Drate: 6/19/2014 9:43:24
the voucher.

Step [efest [ chevos J[ Wext> J[ e ] [ Swe ] | ]

8 Click Approve.
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