A Administrative Office
of the United States Courts
Department of Technology Services

CJA eVoucher

Attorney User Manual

Release 6.0

April
2019




CJA eVoucher for Attorneys | i

Contents
Nota Bene: Edit DEfOre USING! .. ..o ittt b e s bt e bt she e sat e s at e sat e st e et e eabeenbee £eeateenbeenseeane 2
L1 oY [Vl AT o T TP P RO PPP TR 3
LT Y T (=T 1 0 T=] 0 TSSOSO UPPRUPPPPO 3
Voucher & Authorization REQUEST SUDMISSION .....uuuuuiiiieiiiiiiiiiee e ee e eeeeetieee e e e ettt tatbaaesseeeeetasssasessesssssssssanssssessessesssnnns 3
BrowsSEr COMPATIDIIITY «.eeeuveerreeeitiieitie ettt ettt ettt ettt e e st e bt e e s ab e e sate e s beeesmeeesabeeeaseesaneees eesneeesnseesaseeas 3
COUt ADDOINEMENT ...ttt et e s et e e s b et e e s st et e e e b e et e s ab et e e sans s emraeeesnreeesanneeesannneeess 3
Accessing the CJA €VOUCNET PrOZIam ... ..coceiiieriieiieiieeiite sttt ettt ettt et e s bt e sb e she e saeesatesat e eat e et e et e et e e nbeesbeesbeesmeesnees eennes 4
HOMIE PAZE ..ttt e e ettt et ettt et et eeeeeeaeaeaeaeaaaaaasaesaeasaseeesessssssesssssesssssssssss sessssssnssesssnsssssseseneseeaseaeseeeseeseaes 5
Navigating in the CJA €VOUCKEr PrOSIam .....ciiueiiiiieeiiee ettt ettt e sttt ettt e st e st e s bt e e sseeesabeesbeesbeeesaseesabeeesaeesnseesareesaneeesnnensa 6
Customizing the HOME PAE ......cieiiieiiieiiie ettt et st e Error! Bookmark not defined.
MY PrOFIl@ . ettt a e a ettt a e et e bt e bt e bt e bt e bt e bt e sh et She e e at e ea b e eas Sheeeh et eateeateeabe et e eteebeenbeenheenaeeaes 9
Changing My Profile User Name and PASSWOIG.......ccceruiriiriiriiiieeieete ettt ettt siee s ssee st st sanesnesneebeebeenneenseens 10
N a o) o a1V 1 PSRRI 12
BITINE INTO ettt ettt ettt s e e st e s bt e e s ab e e s ab e e e a b et e beeesa b e e sa b e e e a b et e heeesabe e e b e et e eaEeesbeeeaneeeaareesateeebeeeenneenans 13
................................................................................................................................................. Error! Bookmark not defined.
HOIAING PEIIOM. ¢ ettt ettt ettt s bt e a et e et et e bt e bt s bt e bt e b e e bt e s bt e sheesheesaeeee e bt e sbeesbeesmeesmeesmeeemeeennennneens 15
Continuing Legal EAUCALION ..ccoveiiiiieiiee ettt ettt ettt et e s e sbe e e sabeesbeeenaneas Error! Bookmark not defined.
ADPPOINTMENT'S LIST .eeueiieiieeitiieiiieeie ettt ettt et ettt st e bt e e sabe e sabeesbeesabeesabeesabeean Error! Bookmark not defined.
VieW RePreSENTatioN . ...cciiiiiieeiieee sttt e s e e s e s s e e s e e e snee Error! Bookmark not defined.
CJA-20 VOUCKET PrOCESS OVEIVIEW ..c..eveeiuiiiiiieeiiieestte ettt esitee st e sbeeesietesateesbeesameeesaseesaseesaneeesmseesabeeeaneeesmneesnseesnenesnnees aeennes 20
Creating the CJA-20 VOUCKET ... ..o ettt et et b e b e s b e s bt e saeesae e satesat e et e et e enbeen semeeenneenteeane 20
| LT oY Y=T Y oL 20
ENEEIING EXDENSES ..eeeeeieee ittt ettt ettt e ettt e e st e s bt e e s st e e e e s bt e e e s amb et e e s s ee e e e sas e e e e s aane e e e sane e e e e s neee ameeee s e reeeesanreeeesanrneeeaane 23
O Y10 T = 1 O Y TP O P PP TOTP PR 26
DOCUMIBNES ...ttt bbbt s b et e s b e e e s e b b e e e s eab s e e e s b st e s eas s e sba s e e s e b e e e et b st e s s b s e e s eba e e e snes 28
Signing and SUBMITEING £0 COUNT .. .uiiuiiiiiiieee ettt b e sb e bt st st st et e et et e e sbeens saneenneenne 29
CJA-20 QUICK REVIEW PANEL ..ciuuiiiiiiiiiieieiiieeectee et ee sttt e ettt e e st ae e e st e e e e saebeeesabaeeeasssaeeeanssaeesaasseeeasseeeesnssane sbeeeesnsenessnsens 32
RepOrts and Case IMANaEEMENT . ...cccuuieiieeiiiieite et e ettt ettt e st e st e e bt e e s as e e sateesabe e e seeesaseesabeesaseeeanseesaseesabeesaneeesasee beeenneeennne 33
Defendant Detailed BUABET REPOIT ......oouiiiiiieeieeitte ittt ettt b e bt e s bt e s bt e saeesatesabesabe et e e beebeesbeesbeesaeen een 34
Defendant SUMMAIY REDOI ... coiuiiiieiieeiecte ettt st et sttt st st et e bt e teesb e e s beesbeesbeesmeesmeesme sbeenneenreens 35
Creating @ CIA-21 VOUCKHET . ..cooiieeeieee ettt ettt e e e et ettt et eesse s e e et e s b s asseseeesassaaaassessessaasaaassssssessssssessssnnnnsnssssesens 36
Submitting an Authorization Request for EXPert SEIrVICES. .....couiiiiieiiieieiiieeiee ettt e e e e e sree e 46
Creating an Authorizations for Transcripts (AUTH=24) ........cccteiteieeieeieerieesite st ettt sete st sttt e be e ste e sbeesbeesbeesbeesaeesaeens 50
Creating @ CJA-24 VOUCKNET .....ccuiiiieeiee ettt st s st e e e sne e e nee s Error! Bookmark not defined.
Creating @ TraVEl VOUCKNET ......coiieiieeiecte ettt sttt sttt sttt et e bt e bt e s b e e sheesaeesaeeemt e eaeeeate e aeemeesneeennesanesane 58
Creating @ CJA-26 VOUCKHET .....coiieieeeee ettt oottt e e e e ettt teaa i eresses e e et aa s s asseseassasssaaaseesesssassaassssessssssssessrsnnnnssssssesens 53

CJA eVoucher | Version 6.0 | AO-SDSO-Training Division | April 2019



CJA eVoucher for Attorneys | 2

Nota Bene: Edit Before Using!

We are distributing this manual in Word format to make it easier for you to customize the content to follow your local
rules and CJA rules. You may wish to include information about some of the following topics:

° Do you wish to include contact information for CJA administrators to the attorneys, or a website link?
°  Are you using the CM/ECF link in eVoucher?

°  Are attorneys allowed to edit their own profiles and billing information, or enter holding periods?

° Do attorneys still file any CJA-related documents in CM/ECF?

°  What is your policy about interim payments?

°  How does your site handle the CJA-24 Auth and the CJA-24 voucher? Are court reporters involved as experts?
Does the attorney create the CJA-24?

° Do the panel attorneys use the Continued Legal Education (CLE) tracking feature in eVoucher?
° Do the attorneys complete the travel authorization provided in eVoucher?
° Do you use the email proposed appointments available in eVoucher? How are attorneys notified of appointments?

°  Can you provide more specific information about what kinds of documents you wish the attorney to attach for
each document type?
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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 allows for:

e Online authorization requests by attorneys for service providers.

e Online voucher completion by the service provider, or by the attorney acting for the service provider.
e Online voucher review and submission by the attorney.

e Online submission to the court.

Unless the court has indicated otherwise, attorneys are generally required to create and submit vouchers for their service
providers and associates. 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 and Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Supporting document uploads to vouchers or authorization requests

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

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

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57, Internet Explorer 10.1 with Compatibility Mode, Internet Explorer 11
e Apple Macintosh: Safari 10.1

Court Appointment

When you make an appointment, the program automatically generates an email message to the appointed attorney. The
email confirms the appointment and provides 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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Your court provides information on how to access eVoucher. It is suggested that you bookmark it for easier access.

Log on using the user name and password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release
Training District 5.0

Existing user? Please login.

T I—

Forgotyour login?

Notice: This is @ Restricted Web Site for Offidal Court
Business only. Unauthoriz ed entry is prohibited and
subject to disdpline by the Court and/or proseaution
under Title 18 of the LS. Code. All activities and access
attermts are logged.

You are required to change your password within 30 days of the first time you log on to eVoucher. Passwords must:

e Be at least eight characters in length.

e Contain one lowercase character.

e Contain one uppercase character.

e Contain one special character.

e Be alphanumeric.

e Not be a password used in the past 365 days.

You are required to change your password every 180 days.
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If you forget your user name or password, click the Forgot your Login? hyperlink. Enter your user name or email address
and click Recover Logon. You will receive an email offering help. The link provided in the password reset email is valid
for 15 minutes and can only be accessed one time.

Forgot your Login? Flease tell us your username and/or email address, We will
send you an email to reset your password.

&n email with instructions on how to reset your password was sent to the email
address stored on our system.

IMPORTANT: The link provided in the password reset email is only valid for 15
minutes and can only be accessed one time,

Usernarme: || | andor

Email: | |

| Recowver Logaon |

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 has access to your
information.
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Contents

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

Appointments’ List This is a quick reference to all your appointments.
My Proposed Cases appear in this folder if an appointment has been proposed to you and you have
Assignments not accepted or rejected it.
This folder contains vouchers for yourself, or your service provider, that have been
My Submitted submitted to the court for payment. Documents submitted to the court requesting
Documents expert services or interim payments also appear in this folder.

This folder contains all the vouchers for your service providers, including:

*Vouchers in progress by the experts.

My Service Provider’s *Vouchers submitted to the attorney for approval and submission to the court.
Documents *Vouchers signed off by the attorney and submitted to the court for payment.

This folder contains documents that have been paid or approved by the court. Closed

documents only display for open cases. Closed documents display until they are

Closed Documents archived and/or for 60—90 days after the appointment is terminated. They are still

accessible through the Appointment page.

Navigating in the CJA eVoucher Program

Attorney login
confirmation

Breadcrumb Navigation Menu Bar

Home Operations Reports Links Help logout

> Home Walcome Andrew Anders (Attomey)

i

Welcome Andrew Anders: My Profile

My Appointments:  View

Menu Bar [tem Description

Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you may run on your appointments.
Links Click to access hyperlinks to CJA resources such as forms, guides, publications, etc.

Click to access:
e Another link to your profile.
Help e Contact Us email.
e Privacy Notice.
e eVoucher help documentation for attorneys and experts.
Logout Click to log off of the eVoucher program.
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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 = to expand a folder. Click the minus sign H to collapse a folder.

Moving Folders

Place your mouse pointer on the top edge of the folder you wish to relocate.

A crosshair icon II @. appears.

Click and drag the folder to the new location.

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, Description, 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.

Note: The folder size does not increase; therefore, some columns may move off the screen.
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Customizing the Home Page (cont’d)

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

Click in the header for the column you wish to group.

E My Active Documents

To group by a particular Header, drag the column to ﬂisu'ea|
Case Defendant Type T Status

Click and drag the header to the Group by: header bar.

To gr : drag the column to this area.
- C
Ca nt Type © Status

All the information in that folder is now grouped and sorted by that selection.

Group by: Case - N
Case Defendant Type T Status
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My Profile

In the My Profile section, the attorney can:

e Change the password (Login Info section).

e Edit contact information, phone, email, and/or physical address (Attorney Info section).

e Update Social Security number (SSN) or employee identification number (EIN), and any firm affiliation (Billing Info
section). Copies of a W-9 must be provided to the court, and any changes to the SSN after the first logon must be
made through the court.

e Add a time period in which you will be out of the office (Holding Period section).

e Document any CLE attendance.

Click the My Profile hyperlink from either the Home page or the Help menu bar to access the My Profile page.

Home Operations Reports Links Help logout

My Profile

Contact Us "h

Privacy

eVoucher Documentation: Attorney and Expert Users

My Profila
ATTORNEY My Appointments:  Mew

Home Operations Reports Links Help logout
> Help 4 My Profile Welcome Andrew Anders (Attorney)
Login Info Edit

e S, UserName Anders
Your Login information

Bar Number: Edit
Aliviney oD ‘Your Mame: Andrew Anders

Your personal info
Your Comtact Info:
Phone: 210-833-5623
Fax:
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

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

Education Please dick VIEW to type your info.
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Changing My Profile User Name and Password

In the Login Info section, click Edit to change your password.

= Help > My Profile Welcome Andrew Anders (Attorney)
Login Info
UserMame Anders

Your Login information

To change your user name, type the new user name and click the change hyperlink. The “The Username has been
changed” message appears.

To reset your password, click the reset hyperlink.

> Help > My Profile Welcome Andrew Anders (Attorney’

Login Info Username Anders change

Your Login information
Password =xsx reset

Enter the new password, and then reenter it in the Confirm field.
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Step 5

Click Reset to save.

= Help > My Profile

Login Info

Your Login information

Username Anders change
Password eesesss| = Strength:Strong

Confirm

=

1
I Reset I cancel

Step 6

Click Close to exit the Login Info section.

> Help > My Profile

Welcome Andrew Anders (Attomey)

Login Info

Your Login information

Username Anders change

Password =+ Teset

Close

CJA eVoucher | Version 6.0 | AO-SDSO-Training Division | April 2019



Attorney Info

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

Attorney Info

I Pperso

Bar Number: 12345
‘four Name: Andrew Anders

Your Contact Info:

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

Fax:

deadmail @support.aotx.uscourts.gov
deadmail @support.aotx.uscourts.gov
deadmail @support. aotx. uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

Usa

Make any necessary changes, and then click Save.

Attormney Info

Your personal info

58N Ins tructions:

If youarean appointed panel
attormney, you are required to enter
your Social Seaurity Murrber in the SSM
field.

If you arean assodate only, donot
enter your Sodal Security Murmber in
the 55N field.

* Required Fidds
Bar Murrber

Tax Identification Nurrber: = (Ifon Pand)

Payee Certification:

This message informs you thatthe
Nameand TIN entered are collected
pursuantto IRS Guidelines that govern
whatinformation must be collected by
thejudiciary for payments made to
non-enployees and other entities for
services provided and for purposes of
issuing 3 Form1099-MISC. You have
provided this information under
peralties of pejury and certify that
1- The nurrber entered as my SSN or
EIN is rry correct @xpayer
identifi@tion nurmber: and

2-1ama .S, dtizen, LS. resident
alien, or ather L.5. person (a
partnership, corporation, corpany, or
assodation created or organized in the
U.S. or under the laws in the U. 5.).

Notes:

55N:
Confirme
First Name = Middle  Last Name =
| Andrew | | | | Anders |
Main Erreil *
| dea drrail@s upport.a obx. uscourts. gov |
2nd Erail
| dea drrail@support.a obx. uscourts. gov |
3rd Eail
| deadrrail@support.a obx. uscourts. gov |
Phone = Cell Phone Fax
[210-833-5623 | [ | [
Address 1= City =
[110 M2 Street | [san Antonio |
Address 2 State = (US only) Zip = {US only)
| | [Teas V] [7e210
Address 3 Country =

| [uniTeD sTATES v/

CJA eVoucher for Attorneys | 12

e Each attorney (except associates) must enter their SSN into the user profile or they will not be paid.

o The Country field is automatically set to UNITED STATES unless otherwise indicated.

e If you are a foreign vendor, select that check box and enter the appropriate information.

e You can list as many as three email addresses. Notifications from eVoucher are sent to all email addresses.
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Billing Info

Step 1

In the Billing Info section, click Add if no billing information is available.

Step 2

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

Biling Info Your default biling info is:

i Andrew Anders
List all available biling info records Biling Code:0101-000001
110 Main Street
San Antonio, TX
78210 - US
Phone: 210-833-5623
Fax:

2l

Notes:

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.
o Select the Copy Address from Profile check box if your billing address is the same as your attorney info address.

Step 3

Make any necessary changes and click Save.

Biling Info 8illing Type: p—
List all available biling info records @SerffErrpbyed cancel
O Firm
OAsscmale

Copy Address from Profile

Name:

Phone: Fax:

[210-833-5623 [

Address 1:

110 Main Street

|Address 2: ‘

Address 3:

| |

City: State: Zip Code:
[san Antonio | [Texas v|[75210
Country:

[unrTeD STATES V|
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Step 4

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

Biling Info Biling Type:

List all available biling info records O Seff-Enployed
® Firm
OAssociate

Tax Identification Number:
EIN/TIN:
Confirm:

Copy Address from Profile

Name:

| |

Phone: Fax:

| I |

Address 1:
|

Address 2:
|

Address 3:
|

City: State: Zip Code:

| I V]|

Country:

[ unITED STATES v]

Billing Info = Required Fields
List all available biling info records Biling Type:
Self-Employed
Firm
(®) Assocate
Biling Code: | | | Verify |

Notes:

e Attorneys with preexisting agreements must enter the firm’s EIN and name.

e Associates do not need to enter an SSN. When you click the Associate radio button for the billing type, no
information is required in the Billing Code field. Once you save, the screen displays Associate- No Billing Info.

e See the Associates Functionality document to learn more about creating vouchers as an associate.
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Holding Period

Holding periods can be used for medical leave, vacation, etc. During this time, you are not given a new assignment.

In the Holding Period section, click View.

Holding Period ' No info has been stored, [View |
Please dlick VIEW to type your info.

Step 2
Click Add.
Holding Perlod ek | [ o ([ A ||[ o=
Search: |
Rartm Ending Hotes
Fio Helding Perod
Mo data

Step 3

In the corresponding fields, enter the starting date and ending date, along with any applicable notes. Click Save.

Starting Date Ending Date
[o7/11/2004 |2 [ogj01/2014 |
Notes

Vacation Cruise.|

CJA eVoucher | Version 6.0 | AO-SDSO-Training Division | April 2019
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Continuing Legal Education

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

Continuing Legal ' Noinfo has been stored. [[view ]
Education Flease dick VIEW to type your info.

To add CLE information, click Add.

ot = || =1 | =

W Comingng Legs! Dducanan

Click the Credit drop-down arrow to select CLE categories.

In the corresponding fields, enter the date, the number of hours, and a description. Click Save.

Continuing Legal | Back | | Save |
Education
|md: Sartendng tel W |

Dete [osn/aie 2
Hours
Descriplion

i
Doasment After you save the informaten about thes Contbinuing Education, yeu wil be able to upload related documents.
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Note: After you save information, you can upload related PDF documents.

Continuing Legal Education (cont’d)

Step 6

Click Browse to upload and attach a PDF document. Click Save.

[ Back | | save |
Credit [ Sentencing-re V|

oste [raons |2
wousfo |

Descripbion

Document | |Brmum |

Note: All entries appear in the grid and can be accessed, edited, or deleted by selecting the entry and clicking a button.

e [ g [ o o T

Search: | |

05/15/2004 0 |

55

1 Page 1 af 1 {1 ibems)

CJA eVoucher | Version 6.0 | AO-SDSO-Training Division | April 2019



CJA eVoucher for Attorneys

Appointments’ List

On your home page, locate the Appointments column in the Appointments’ List section.

Step 1

Click the case number hyperlink to open the Appointment Info page.

= “:':*I L] d LS -
Appointments Defendant
= Representation Type: Criminal Case
 Casa Tithe: USA v. Branson w::n_lu w‘ JPe: Pncivion Chineed
Attorney: Andrew Anders Order Date: 03/03/14
Adm. Mag Judge:
Case: 1:14-CR-0B305-AA Defendant: Jebediah Branson
Def L1 Representation Type: Criminal Case
Case Tithe: USA v. Branson Qrder Type: Appointing Counse
A y: Andrew Anders Order Date: 12/21/10
Pres. Judge: Albert Albertson
Adm. Mag Judge:
Appointment Appointment Info
Vlew ; et iy & APFEALS DKT DEF XUMEER 6 OTHER. DKT DEF NUMBER
Representation ST e == e
F ey Unelufinp poe drl s |, g Defontant ericsinal Case
d 5 T
Create New Voucher []€CoComat
Attorney CIA 20 e
Voucher Services 210 [V Standty Consaal .
AUTH-24
Template AT el pro e ome
$cia-20 P
B nent of and Authonty 'S NG ADDRESS e
?ﬁ:mm-_- Cou:_.:-i AT ?;53;:" e Fre Tusc Dats
CIA-21 Roparment || VES (/%0
[Rfiibanmitn nd Scter fur piget Group Header Bar r—
Expert CJA21 G )
Voucher To group by & particular Header, drag the column o this area, = Search:
Template Defendant Type Status
i TRAVEL (=1 CJA-20 Submitted to Court
Authorizaten for payment of Travel Clamed Amount: 7740 Andrew Anders / E‘NJ' ml. NT 1
e Reports G prart ,000.00 Chene, Tonkcdogst i
aile | = An——
1 $CR 0808 A8 Jebedish my: : it
Payment Reports Defercnt etal udget Repert T Gt s 100 S Rty
r Detad budget info for defendant L3 0 Approved Amount: 0.00
o e e Pty (i Garca b okt
Totals arly of budget info for ket Har, Fiber Expert s
defendant 730 Jebedish Branson (3 1) (=18 = Voucher Entry
A" Vﬂuchers e a Claimed Amount: 0,00 Teress Transcripts oy it
associated with e A2 [~ Poribaicd
this case are
= : 4 A Jebedish Branson (= 1) g Submitted to Attomey
d|3p|a)ted_ 6TN201 Comed Amacrt. 14.50 ?::::wmn » ummﬁéf
SETLT0LE
1 Fage 1of 1 (7ems)
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View Representation

Clicking the View Representation hyperlink displays the following information:
e Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

Step 2

In the Appointment section, click the View Representation hyperlink.

Appointment
1 th R

Step 3

On the menu bar at the top of the page, click Home.

Representation Info

1. CIELTIST/DIV.CODE 2.FERS0N REFRESENTED [VOUCHEE NUMEER

101 [Jebediah Branzon
3. MAG DET/DEFNUMBER 4. DIST. DKT/DEF NUMBER S AFPEALS. DKT/DEF NUMEBER 6. OTHEE. DKT/DEF NUMEER

) 1:14-CR-08805-1-AA
T.IN CASE/MATTER OF(Case Name) 5. PAYMENT CATEGORY 8. TYPE FERS0N FEFEESENTED 10. REFEESENTATION TYFE
[USA v. Branson Felony (including pre-trial diversion ), 41, 1y fondant Criminal Case
jof allzged felony)
Representation Report 11 OFFENSE(5) CHARGED

15:18235 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
50 000 00 Albert Albertzon
AppID Attorney Order Type Order Email

2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx. uscourts. gav
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CJA-20 Voucher Process Overview

Attorney enters Court CJA unit audits the Court approves or rejects Court processes the

time/expenses and voucher. the voucher. voucher for payment.
submits the voucher.

Creating the CJA-20 Voucher

The court creates the appointment. The attorney initiates the CJA-20 Voucher.

Note: All voucher types and documents function in primarily the same way.
In the Appointment section, from the CJA-20 Voucher template, click the Create hyperlink.
CIJA-20 Create I

Appointment of and Authority To Pay
Court-Appointed Counsel

Tab headings
The voucher opens the Basic Info page, which displays the information in the paper voucher format. appear at the
|+ Basic Info Services Expenses Claim Status Documents Confirmation / top Of the
- screen.
Basic Info
1 CIR_DIST/DIV.CODE 2 PERSON REPRESENTED [FOUCHER NUMEER
101 [Jebediah Branson
3 MAC. DET/DEF NUMBER 4. DIST. DKT/DEF. NUMBER 5. APPEALS. DKT/DEFNUMEER 6. OTHER DET/DEFNUMEER
1:14-CR-08803-1-AA
7. IN CASEMATTER OF(Case Name) | 8 PAVMENT CATEGORY 9. TVFE PERSON REFRESENTED 10. REFRESENTATION TVFE
[USA v Branson Ff;f”:dmglmg pro-trial diversion |, ¢t Defendant (Criminal Case
D 6 14 of alzged felony)
= 11. OFFENSE(S) CHARGED
) . - 15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12343 []A Associate []€ Co-Conusel
110 Main Street inti
K e e
S []F Subs for Panel Attorney [ | R Subs for Retained Attorney
’ []¥ Standby Counsel
Reports [Frior Attorney's Name
|Appointment Dates
Defendant Detail Budget Report |siznature of Fresiding Judze or By Order of the Court
Detail budget info for defendant = |Albert Albertzon
14. LAW FIRM NAME ANDMAILING ADDRESS g e s ek
[3/3/2014
Eom GIATD, Repayment [_| VES [4]NO
Defendant Summary Budget Report
Totals only of budget info fol
R Payment Info
Preferred Payee | Andrew Anders % A progress ba r
Andrew Anders
SENEIN: <5++ 6780 appears at the
123 Legal Blvd. South f
AnyTown, DC
e bottom of the
Phone: 888-555-4000
Fax: 888-555-4001 screen.
«First | | < Previous | | MNext = | | Last » | | Save | ‘ Delete Draft |

Notes:

e To avoid data loss, frequently save any entries made to a voucher.

e To delete a voucher, click Delete Draft at any time prior to submitting it.

e To check for warnings or errors in the document, click Audit Assist at any time.
e To navigate, use 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
here.

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

Click the Services tab, or click Next on the progress bar.

| Basic Info | Services " Expenses ' Claim Status " Documents I Confirmation

Services

Date « Description
Service Type | [~]-

o omm . mmm

Hours [ ]+ até126.00perhour.

* Required Figlds

Service Type Date Description Hrs Rate Amt]

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20
Defendant Summary Budget Report — = e S = =

Totals only of budget info for Mo data|
defendant

Enter the date of the service. The default date is always the current date. You can either type the date or click the
calendar icon and select a date from the pop-up calendar.

| «First || < Previous || Next > || Last = | | Save | | Delete Draft

Services
N TR Descrption
Service Type _4 June 2014
Doc#(ECF) || = Su Mo Tu We Th Fr Sa
[: » 1 2 3 - 5 5] 7
» 8 9 10[11]12 13 14
* Required Felds
» 15 16 17 18 19 20 21
» 2 2B M4 5 2% 7 B i
£ 29 30 1 . ] 4 5
Service Type - - &
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Services (cont’d)

Step 3

Click the Service Type drop-down arrow and select the service type.

Services
Date B/11/2014 | = ﬁ
SenvicaType || [+]-

Doc. # (ECF) In Court Services

a. Arraignment and/or Plea
Hours

 Required Feds b. Bail and Detention Hearing

€. Motion
d. Trial
SGWHT\'M e. Sentencing Hearings

Note: You can add dates in any order, or sort in chronological order at any time.

Enter your hours of service in tenths of an hour, enter a description, and then click Add.

Services

e : E : First appearance and

Service Type  &. Amaignment and/or Plea i arraignment of Defendant.

Dec. # (ECF) Pages | ]

Hours - at $126.00 per hour, Remave
T Required Feids

The entry is added to the voucher, and appears at the bottom of the Service Type column.

Note: You may add time in any order. Click an entry to edit.

The Date header sorts by date. Be sure to click Save.

Services
Date s | o

Seice Type .. ’

oceEn [ ] mem [

Hours J* 8412600 per beur.

* Rnquined Feich

Service Type Date  Description

B Arrugneet sndfar Paa 06/11/2004 st appaarance snd arragneant of Defandant

[ Remoe |

Hrs  Rate  Amt
05 we0N0 e

Page 1 of 1 (1 iteme)

(Pt (v )] (s [Roaas] [\m|| [oder et |
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Entering Expenses

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

 Basic Info " Services |» Expenses |+ Claim Status » Documents . Confirmation
Expenses
Date 6/12/2014 | = Description
Expense Type | b [
Miles [ ] atso.5600 per mile. &

Amount I:l | Add || Remove

Expense Type Date Mile Rate Amt

No data

[ «First |[ < previous |[ Next= || Last» | [ save | [ Delete Draft |

Click the Expense Type drop-down arrow and select the applicable expense.

Expenses
Date s/12/2014 | =5

Expense Type || - “1
Miles Travel Miles

Amount Travel Misc.
* Required Fields | FaX
Long Distance Charges
ﬁ Photocopies i
et Postage

Other Expenses

[C«First ][ < Previous | [ Next> ][ Last» |
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Entering Expenses (cont’d)

If Travel Miles is selected, enter the round-trip mileage, and then in the Description field, enter a description.

Expenses
Date 6/12/2014 | =) Description | Travel to and from Court
Expense Type | Travel Miles v |=
Miles = 2t $0,5600 per mile. 2

Amount | Add || Remove

* Required Fields

Expense Type Date Description Mile  Rate

No data

| «First || <Previous || Next> || Last» | [ save | | Delete Draft |

Click Add. The entry is added to the voucher and appears at the bottom of the Expense Type column.

Expenses

owe [ ]2 s

Expense Type | v |=

Miles [ |= ats0.5600 per mile. :

Amount I Add ” Remaove |

* Ragquired Fields

Expense Type Date Description Mile Rate Amt

Travel Miles 08/12/30.. Travel to and from Court 20 05800 11.20

1 Page 1 of 1 (1 items)
|_=First || <Previous || Next> || Last= | | save | | Delete Draft |
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Entering Expenses (cont’d)

Click in the Date column header. This sorts expenses according to date. Click Save.

Expenses

owe [opos |+ Desciton
Expense Type | x|

Miles at $0.5600 per mile.

Amount - Add Remove
_— | |

Expense Type | Date | Description Mile Rate  Amt
Photocopies 06{12/20... Copées - 100 pages @& .15 per page ] o 15.00
Travel Miles 06/12/20... Travel to and from Court 20 0.5600 11.20
1 Page 1 of 1 (2 items)
|_«First || <Previous || Net> || Last= | | save |
Notes:

e If you choose photocopies or fax expenses, indicate the number of pages, and the rate charged per page.
e Remember to click Add after each entry.
e C(lick an entry to edit.
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Claim Status

Click the Claim Status tab, or click Next 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 in the Date header to sort by the earliest date of services.

® IntermPayment |2 (payment #)*
) Supplerental Payment
O Withholding R eturn Payment:

Claim Status

I StartDate  |5/11/2014 |+ i EndDate  |§122014 | = =4 |
Payment Claims
O Final Payrrent:

1. Have you previousy applied to the court for compensation and/or reimbursement for this case? ®ves ONo

If Yes, were you paid? @ Yes (No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment OYes ®No
(compensation or anything of valie ) from any other source in connection with this represent ation?

**= Reminder: Please seled: the approprizte daim status.

= Required Fields

[ «First_|[ <Previous ][ Next> |[ Last» | [ save | [ DeleteDraft | [ Audic Assist

The Payment Claims section features the following payment claims type radio buttons:

Final Payment is requested after all services have been completed.

Interim Payment allows for payment throughout the appointment, but each court’s practice may differ. If using
this type of payment, indicate the number of interim payments.

After the final payment has been submitted, Supplemental Payment may be requested due to a missed or
forgotten receipt.

The attorney may submit a blank (no services or expenses) CJA-20/30/21/31 at the end of the case, clicking the
Withholding Return Payment radio button to request return payment of withheld funds.

Answer all the questions regarding previous payments in this case. Click Save.
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At any point while creating services or expense, click Audit Assist to view any errors or warnings regarding your
document.

(2 US Courts - CJA eVoucher - Internet Explorer = =

c Info | Services

"VICES Errors

11/15/2016 | = Mo errors Tound
‘e Type
En [
Felts
wp by 3 particular Header,
e Type
lignment and/or Plea Warnings

l\. Service and/or Bxpenses are out of the Voucher Start and End Dates.

] e

If you try to submit with errors, you may receive the following pink error message:

¥, Service andfor Expenses are out of the Voucher Start and End Dates.

The message will be removed when you complete the Claim Status section with correct start and end dates that include
all service and expense dates for the voucher.
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Documents

Attorneys (as well as courts) may attach documents. Attach any documentation that supports the voucher; e.g., travel or
other expense receipts, or orders from the court. All documents must be submitted in PDF format and must be 10 MB or
less.

To add an attachment, click Browse to locate your file.

Add a description of the attachment.

Click Upload.

Supporting Documents

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

Fle GAADeVoucher\CJA e of Browse..
Description |Cop|es of receiptd X

The attachment and description is added to the voucher and appears at the bottom of the Description column.

Supporting Documents
File Upload (Only Pdf files of LOMB size or less!)
File | Browse |
Description | |
Copies of receipts Dalete  Vigw
|”_ «First _]_l_ < Previous _|| Next > |T Last » -| [ save | _| n;mnr:ft _|
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Signing and Submitting to Court

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

Step 1

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

The Confirmation page appears, reflecting all entries from the previous screens.

Confirmation
1. CIR/DIST/DAV.CODE 2. PERSON REFRESENTED :'OCC‘HIRNL‘MBER
0101

3 MAC. DKT/DEF NUMBER AFFEALS. DKT/DEF NUMBER 6 OTHER DET/DEF NUMBER

1:14-CR-08803-1-A4

7.IN CASE'MATTER OF(Case Name) 8 PAYMENT CATEGORY 9 TYFE FERSON REFRESENTED 10.REFRESENTATION TYFE
[USA v. Branson [Fekany (nchuding pre-teial diversion |, 4 e 1o fondont ICriminal Case
of alleged felony)
11. OFFENSE(S) CHARGED
15:1325 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORTER
Andrew Anders - Bar Nomber 12343 [ Associate []¢ Co-Comnsel

110 Main Street
5an Antonio TX 78210
[Phone: 210-833-3623

[]F Subs for Federal Defender [7] 0 Appointing Counsel
[ ] Subs for Pavel Attorney [ | R Subs for Retained Attorney
[[]¥ Standby Counsel

14.LAW FIRM NAME ANDMAILING ADDRESS
[Prior Attorney's Name

Andrew Anders TIN: #5%_5%_5789 |Appointment Dates
5 _ nature of Presiding Judge or By Order of the Court
123 Legal Blvd. South it Adbastann

AnyTown DC 12345 USA

ehome: 838-555-4000 ?ﬂ;!lnéiﬂ-;del 'Nunc Pro Tunc Date
[Fax: 88 001 Repayment [ |¥ES [/]¥0
‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL e .
— e, | e | e | e —
15. |a. Arraignment and/or Plea 05 $63.00
b. Bail and Detention Hearing 0 $0.00
<. Motion 0 $0.00
d. Trial 0 $0.00
e. Sentencing Hearings 0 $0.00
f. Revocation Hearings 0 $0.00
£. Appeals Court 0 $0.00
h. Other 0 $0.00
Totals 0.3 $63.00
16. | a. Interviews and Conferences 0 $0.00
b. Obtaining and Reviewing Records 0 $0.00
<. Lepal Research and Brief Writing 0 $0.00
4. Travel Time 0 $0.00
e. or Other Work 0 $0.00
Totals 0 $0.00
P [ | T s 2 m——
17 P s1120
frileage, efc.)
| [Otter Expenses (other han expert. P—
ranscripts, efc)
GRAND TOTALS 58020
(CLAIMED AND ADJUSTED) -

19 CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE [20. APPOINTMENT TERMINATION DATE IF OTEER 1. CASE DISPOSITION
AN CASE COMPLETION

FROM: 61272014 TO: 6122014
P2 cranistatos ] Finat Payment [ Iot=im Payment (3)

[] Supplementa] Payment

Previously applied to the court for compensation and'or reimbursement for this? [] YES [ NO

3 youpad? []YES []NO

Other than from the Court, have you, or to your knowledge has amyon: sceived payment (compensation of anything of valuz) from
any other soures in connection with this representation? [ ] YES [] NO  Ifyes, plesce attach supporting documentation

1 Stwear or affirm the truth or correctuess of the abore statements.

Signature of Attorney: Date Signed:
VED FOR PAYMENT - COURT USE ONLY

APFROY
4 OUT OF COURT COMF. TRAVEL EXPENSES 6. OTHER EXPENSES
0.00 50.00 50.00

IpATE

23, IN COURT COMP.
0.00

5 SIGNATURE OF THE PRESIDING JUDGE

9. IN COURT COMP. [30.0UT OF COURT COMF. L TRAVEL EXPENSES 32 OTHER EXPENSES 33 TOTAL AMT. AFFR /CERT.
50.00 50.00 50.00 50.00 50.00

|4 SIGNATURE OF THE CHIEF JUDGE, COURT OF AFFEALS (OR DELEGATE) Paymenr approved in

|exosss of the smautory hrashold amoune [PATE |42 JUDGE CODE

Attention: The notes you enter wil be avaible to the next approval level.

Public/Attorney
Notes

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

[fFist ][ <Previous ][ Next> |[ Last» | [ save | [ Delete Draft |

You may include any information to the court in the Public/Attorney Notes field.
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Signing and Submitting to Court (cont’d)

Step 2

Verify the information is correct.

Step 3

Scroll to the bottom of the screen.

Step 4

Select the check box to swear and affirm to the accuracy of the voucher. The voucher will automatically be time
stamped.

Attention: The notes you enter will be avaiable to the next approval level,

Public/ Attomey
Notes MNotes

| Date: 6/12/2014 16:32:35 | 0 Submit
[CFist ][ <Previous |[ Next> ][ Last» | [save ]

Click Submit to send to the court. A confirmation screen appears, indicating the previous action was successful and the
voucher has been submitted for payment.

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

0101.0000150

Back to:

Click the Home Page hyperlink to return to the home page. Click the Appointment Page hyperlink 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 partioular Header, drag the column to this area. Sﬂrch:[
Case Defendant Type Status
1:19-CR-DBA05-AA- Jebediah Branson (= 1) CIA-20 . Submetted to Court
e 061272014 Claimed Amount; 89.20 Andrew Anders A 01010000150
Enc: 0612/2014
] -BA- Jebediah Branson [= 1) CIA-20 Submitted to Court
fw'-:?ﬁgu Clamed Amount: 775.40 Andrew Anders ¥ D1D1.0000001
Encl- 06052004 INTERIM PAYMENT 1
1:14-CR-08805 -8 - Jebedish Branson (= 1) AUTH . Submitted to Court
St D420 Claimed Amount: 1,000.00 Chemist, Toxicologist # 0101.0000002
Enc: 01/01/1900 )
1 Page 10f 1 (3items)

Note: If a voucher is rejected by the court, it reappears in the My Active Documents section highlighted in gold.

The system generates an email message explaining the corrections that must 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.

The Services and Expenses fields tally as entries are entered the voucher.

9 E:p&naun $26.20

I

Expand the item by clicking the down arrow (v) to reveal specifics.

O services: $63.00 i)

In Court Services
Service Hours
Arraignment and/or 05
Plea
Baid and Detenticn o
Hearing
Motion Hearings ]
Trial 1}
Sentencing Hearing o
Revocation Hearings o
Appeals Court a
Other 1]
Totals 0.5

Out of Court Services
Service Hours
Interviews and o
Conferences
Obitaining and
Reviewing Records
Legal Ressarch and

o

Brief Writing
Travel Tima 1]
Investigative and o
Other Work

Totals 0.0

(5] Expenses: §26.20

Travel
Expense Type
Travel Miles
Travel Misc
Totals

Expenses
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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 whether a case has the potential to exceed the
statutory maximum allowed for representation.

Therefore, attorneys are encouraged to monitor the status of funds, attorney hours, and expert services, by reviewing
the reports provided in the CJA eVoucher program. Items 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 Repart
Detail budget info for defendant

Form CJAZ0

Defendant Summary Budget Repaort

Totals only of budget info for
defendant

You can find other accessible reports by clicking Reports 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 reflects the total amount authorized for this representation, any excess payment allowed, the vouchers
submitted against those authorizations, and the remaining balances.

The report provides 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 Cags
Budgst Amount Requasted: $0.00
Budgst Amount Approved: $3.500.00

pendng F g amount Remaining
&m m Faag Expenzss Tiotal Faas Expansss Total Arter approved | After Approved
Trawal Crthar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
02372015 to 0232015 | 0101.0000001 30.00 30.00 +0.00 000 $5,350.00 .00 000 36,350.00 33,550.00 $3,550.00
010171801 to 017011590 30.00 50,00 $0.00 s0.00 $0.00 S0.00 s0.00 S0L00 33,550.00 $3,550.00
0140171801 to D180 $0.00 s0.00 #0.00 £0.00 $1.00 .00 £0.00 £0.00 5$3,550.00 $3.550.00
Total Panding: $0.00 Total Approved: $6.350.00 $3.550000 $3.550000
Panding amaunt Remalning
Time Pericd WVouchar
For Vouct Wumbar Faas Expenass Tiotal Faasa Expanses Total After Approved | After Approved
Trawal Othar Trawel Other and Panding
Authorzation Number: 0101.0000002 . .
Spacialty: Chamist, Ti ; amount Requested: $1,000.00 Amount Authorzed: $0.00 attomey: Andraw Andsrs

e — I
Coungel CJA20 or

vouchars 3z well 38 vouchsrs for Faas Expenzes Total Faag Expangss Total Approved and Pending
E""""t“'““""“"““m‘ = Travsl other Traval Other Foes Fess and
submitied sxpenditures for this Expansea
*Doas not Inﬂﬂ.Tm‘ll Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 40.00 $0.00 $6.350.00 $6,350.00 $E.350.00
Thursday, Movember 5, 2015 - Ver. 1.1 Page 1011
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Defendant Summary Budget Report

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

Defendant Summary Budget Report - Attorney
1:14-CR-08805-1-AA
Typs of Repressntation: Criminal Caae

Budgst Amount Requested: .00
Budgset amount Approved: $3,900.00

: — . = = Pt
me m Fooga Expanses Total Feas Expenass Total After Approwed | After Approved
Travel Other | Travel | other | &nd Pending
T = e | | g | | | | | |
[ Total Penaing:| $0.00 Total Approved:| $5,350.00 $3,550.00| £3,550.00

And Panding

Attorney: Andrew Andsrs

CJA31. They repreaent tha total
axpendituras for thia | | Expenszes
0 ot Includs Ti 1 Anth $0.00 $0.00 0,00 $0.00 $6.350000 $0.00 $0.00 $E5.350.00 | $6,350.00 $6.350.00
Thursday, November 05, 2015 - Wer. 1.1 Page 101
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Creating a CJA-21 Voucher

Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.
Step 1

From the Appointment page, click Create from the CJA-21 Voucher template. The voucher opens the Basic Info page.

CIA-21

Authorization and Voucher
and other Services

Step 2

When submitting a CJA-21 Voucher, you have two options from which to choose in the Authorization Selection section.

If the request does not require advance authorization, click No Authorization Required.

hu Authorization Required
f your voucher compensation is under
e statutory limit and does not require
rior authorization.

If you have a previously approved authorization, click Use Existing Authorization.

se Existing Authorization
elect this option to display and select
rom a list of approved authorizations

| Basic Info

Basic Info
1. CIE./DIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER
0 lebediah Branson
3. MAG. DKL/DEE.NUMBER 4 DIST. DKT/DEF.NUMBER 5. APPEALS. DKT/DEF.NUMBER 6. OTHER. DKT/DEF.NUMBER
0 1:14-CR-08805-1-AA
T.IN CASEAIATTER OF (Case Name) 5. PAYMENT CATEGORY 3. TYPE PERSON REPRESEN TED 0. REPRESENTATION TYPE
0 er 4 [USA v. Branson [Felony (including pre-trial diversion Adult Defendant Criminal Case
f alleged felony)
11. OFFENSE(S) CHARCED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
@ summary: $0.00 + [ [s10.300.00 Albert Albertson
Services DESIGNEE 2
Totals $0.00°
Travel
Expense Type Ameits || Authorization Selection
Travel Misc $0.00 | ||| You can dlick the Use Existing Authorization button to select from z list of approved authorizations, or dick the No Authorization Required button
Totals $0.00 | |} if under the statutory limit.
Expenses No Authorization Required
E&ense Type A".'ol;"gs If your voucher compensation is under
f0. the statutory limit and does not require
Lond D5 (e Chaies $0.00 prior authorization.
Photocopies $0.00 i
Postar 0.00
otherQSxperses :D‘DD Use Existing Authorization
Totals $0.00. Select this option to display and select
from a list of approved authorizations
_ —
Tasks
Link To Appointment
Link To Representation
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Creating a CJA-21 Voucher (cont’d)

If you click Use Existing Authorization, the Associated Authorization list appears.

Step 3

Select the authorization you wish to use. It turns beige when selected. You cannot continue until it is highlighted.

Step 4

The service type automatically fills in based on the authorization selected. If no authorization is being used, click the
Service Type drop-down arrow and select the service type.

Step 5

In the Description field, enter a description of the service to be provided.

Step 6

From the Expert drop-down list, select the expert.
If the expert you select is not authorized to use eVoucher, the Voucher Assignment radio buttons remain unavailable,
indicating the attorney will be responsible for filling the voucher claim part.

Voucher Assignment  ® ~T0mey ERDerT
This indicates who wil be responsibie for fling the voucher olsim part

If the expert selected is authorized to enter expenses on their own voucher, the Voucher Assighment radio buttons
become available, indicating the expert can be selected and can then fill in their own services and expenses on the
voucher.

Voucher Assignment (| Attorney @ Expert
This indicates who wil be respansible for fling the voucher daim part

Click Create Voucher.
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Please Select the Associated Authorization

gzj;lg:tge53 1{102?201 4 Service Type: Interpreter/Translator
' Estimated As t: £5,000,000.00
Authorized Amount: $100.00 BT AT

Grand Total Amount: $100.00 platess

ID Number: 223

Order Date: 03/03/2014 Es{:’&i;’iﬁ;ﬂ;ﬂﬁ;{fﬁomm
Authorized Amount: $800.00 Notes: ' '
Grand Total Amount: $0.00 .

New Voucher Information

Sservice Type Interpreter/Translator hallh

Description

Voucher Assignment @ Attorney O Expert
This indicates who will be responsible for filling the voucher daim part

Service Provider

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

Expert Campos, Charlene i

Expert Info Charlene Campos
Details
o 110 Main Street
San Antonio TX 78210 US
Phone: 210-477-2344

Create Voucher

Notes:

Only experts registered with the service type selected appear in the drop-down list. If you wish to submit a person
for approval, steps on how to add an expert are outlined in the next section.

e If you don’t enter all information, you cannot advance to the next screen.

If the expert you selected is authorized to use eVoucher, you are done at this point and can click Home or logout.
If the expert you selected is not authorized to use eVoucher, you must file the voucher on behalf of the expert.
The voucher appears in the My Active Documents section as submitted to attorney. You must perform the second

level approval/submission by clicking the voucher, navigating to the Confirmation page, and approving the
voucher, which then moves to the My Submitted Documents section.
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Creating a CJA-21 Voucher (cont’d)
Step 1

From the Expert drop-down list, select the empty value. In the Voucher Assignment group, the Attorney radio button
should be selected.

Step 2

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

Please Select the Associated Authorization

ID Number: 186 Service Type: Interpreter/Translator

Order Date: 03/03/2014 ; .
Authorized Amount: $100.00 ;i:;":hd Amount: $5,000,000.00

Grand Total Amount: $100.00

ID Number: 223 Service Type: Chemist Toxicologist
Order Date: 03/03/2014 Estimated Amount: $800.00
Authorized Amount: $800.00 Notas:

Grand Total Amount: $0.00 '

New Voucher Information

Service Type Interpreter/ Translator W=

Description

Voucher Assignment ® aAttorney  Expert

This indicates wha will be responsible for filling the voucher claim part
Service Provider

You can search one of the service providers already in the system
OR. can enter the ired information for ancther provider

Last Name =
| | | | Il
Email =
| |
Phone * Fax
| | | |
Address 1 = | iC'rty * |
Addrass 2 State (U.S. Only=) Zip
| | v] | |
Address 3 Country™

| [UNITED STATES v

Notes:

e The person you submitted goes through an approval process. Once that person is approved, an email is sent to
you.
e You can now select the person from the Expert drop-down list, and their information automatically populates.
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Creating a CJA-21 Voucher (cont’d)

After Create Voucher has been selected, proceed by following the steps mentioned previously for adding services,
expenses, claim status, and documents on the CJA-20 voucher.

Note: If you have submitted the voucher for the expert, you must approve the voucher twice; once while sending it for
the expert, and a second time after it appears in the My Active Documents section.

Step 1

Click the Services tab, or click Next on the progress bar.

Step 2

In the corresponding fields, enter the date, units, rate, and description.

Step 3
Click Add.

- Basic Info ) Services = Expenses .~ Claim Status Documents - Confirmation

Services

Date 4j22/2019 | =) Description .
Uniits | |= , -
Rate |=

| Add || Remove |

* Required Fields

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

Date | Description iUnitsj Rate iAmt J
| 03/27/2019

The item appears at the bottom of the Services section. Click Save.
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Creating a CJA-21 Voucher (cont’d)

Click the Expenses tab, or click Next on the progress bar.
In the corresponding fields, enter the date, expense type, description, and miles.
Click Add.

- : -
| Hk!] Rate | Amt
30 $0.545 $16.35

Basic Info Services [ Expenses Claim Status - Documents - Confirmation
xpenses

Date 4/30/2019 = Description
Expense Type v |-
Mies = at $0.55 per mie.
Amount

* Required Fields

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

| Expense Type . Date l Description
Travel Miles 04/30/2019 Travel

[ «First |[ <Previous || Next> || Last» | | _save | |_Delete Draft | [ Audt Assist |

The item appears at the bottom of the Expense Type column. Click S

Note: At any point, click Audit Assist and the system searches for any warnings or errors.
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Creating a CJA-21 Voucher (cont’d)

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

Enter the start and end dates, making sure to select the earliest date of services and expenses as the start date.

In the Payment Claims section, click the appropriate radio button, and then click Save.

Basic Info Services Expenses » Claim Status D Confirmation

Claim Status

|sartoate  er2204 -]J |wn-u 142014 -3'

Payment Clims

® Firul Payment
Irtar mPayment (parymmert. #)
Supplerental Payment
Wehholding R eeum Paymert

** Rerrder: Mease select the approprate damstats,

* Regyured Faids

abrst || <Prevows || Mext> || Lasts | I sae | | DeletsDraft | | Acit Assst |

Notes:

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

e Interim payment allows for payment in segments, but each court 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 pay may be requested due to a missed or
forgotten receipt.

e Atthe end of the case, to request return payment of withheld funds, click Withholding Return Payment on a blank
CJA-21.
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Creating a CJA-21 Voucher (cont’d)

Click the Documents tab or click Next on the progress bar. Click Browse to select a PDF file to attach. Click Upload. The

document appears at the bottom of the Description column. Click Save.

Basic Info Services Expenses Claim Status  F Documents

| Supporting Documents ‘

File Upload (Only Pdi files of 10MB size or less!)
Beowsa..

Filz

Descrption |
Descrigtian Delete  View
inwaica from Expart Dalaty LEY

(= || | R ]

I = First " < Previous " Mext > H Last = |

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Creating a CJA-21 Voucher (cont’d)

A confirmation page appears.

Step 1

Verify all information is correct.

Step 2

Select the affirmation check box. This automatically time stamps the voucher.

Step 3

Click Submit.

Step 4

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

Attenibon: The notes you enter will be avalable to the next soproval level,

Publc/Attomey
Hotes

[+] 1swear and affirm the truth or comectness of the above statements
Date: 6/19/2014 9:28:36 0 Submit
<rret | [ <Previews |[ mext> [ Lasts | [save ] [ oeetecaft |

A confirmation screen appears, indicating the previous action was successful and the voucher has been submitted.

Yeur voucher has been subwmitted for payment. You wil receive a nobification if we reed more detals,
Please keep the folowing voucher number for your own records:

0101.0000154

p
Appolntment Page
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Creating a CJA-21 Voucher (cont’d)

The case file appears in the My Active Documents section.

Click the case hyperlink to select the file.

To group by & particulsr Header, drag the coluen to this area, h-du_'
Case Defendant Type Status
12 14-C 02507 AN Wendy Wison (= 1) CIA-21 Submitted to Attomey
S G204 Chaimed Amount: 166.80 Gna Gabrisl e
[ AL Weapons Firearmes Explos. ., FINAL PAYMENT

Navigate to the Confirmation tab.

Verify all information is correct.

Certify the information by selecting the certification check box. This automatically time stamps the voucher. Click
Approve.

Atimrhor: The notes viu e sl be avalstis i Bw et soreel vl

al.ﬂ“ll.ln-dhim z
M- /Anm €D Reject
|t ][ cPrewous | [ hest> |t | g | L |
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Submitting an Authorization Request for Expert Services
Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.

Open appointment record.

Click the Create hyperlink next to AUTH.

Create New Voucher

AUTH | create]l

Authorization for Expert and ©
Services

Click the Create New Authorization hyperlink.

1 | i 1

Authorization Type Selection
You can click the Create New Authorization button to create a new authorization request, or click the Request Additional Funds button to select
from a list of approved authorizations that you would like to request additional funds for.

Create New Authorization
Use this button to create a new
authorization.

Request Additional Funds
Use this button to select an approved
authorization that you would like to
request additional funds for.
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Step 4

The Basic Info page appears.

| Basic Info Documents Confirmation

Basic Info

1. CTR.DIST/TIV.CODE 2_FERS0N REFRESENTED [VOUCHER NUMBER
101 [lzbzdiah Branzon

3 MAG DET/DEF NUMEBER 4_DIST. DKT.DEF NUMBER S AFPFALS DET/DEF NUMEBER 6. 0THER. DKTDEF NUMEER.
1:14-CR-08805-1-44

T.IN CASEMATTER OF(Case Name) B PAYMENT CATEGORY 8 TYFE FERS0N REFRESENTED 10. REFRESENTATION TYFE

[USA v. Bransen [Felony (including pre-trial diversion |, . nofondant Criminal Case
jof alleged felony)

11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY 'S NAME ANDMAILING ADDRESS 13. COURT OFLDER

| Andrew Anders - Bar Number: 12345 [[]A Associate [[]€ Co-Counsel

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

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

[Frior Attorney's Name

Appointment Dates
|Ziznature of Fresiding Judze or By Order of the Court
B | Albert Albertzon

14 LAW FIRM NAME ANDMATLING ADDRESS Iiate of Order unc Fro Tunc Date
3/3/2014
Repayment [ | VES []NO

Order Date

HNunc Pro Tunc Date

Repayment D

estimated Amount  §[ -

Authorized Amount %

Basis of Estimate |

Description

Service Type | Vl =

Requested Provider | |

| =«First | | < Previous | | Mext » | | Last » | | Save | | Delete Draft |
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Step 5

Complete the information in the blue section at the bottom of the screen. This includes the following fields:

e Estimated Amount

e Basis of Estimate

e Service Type drop-down list

e Requested Provider drop-down list

Click Save.

Order Date

Nunc Pro Tunc Date

Repayment |:|

Estimated Amount g 8000.00 | 4

Authorized Amount $

Basis of Estimate |1IIIEI hours at 580 hour
Description
Service Type | Investigator V| =

Requested Provider |Jr:|hn Dioe |

:| «First || <Previous ||| mNext> || Last» | [ save | | Delete Draft

Click the Supporting Document tab, or click Next on the progress bar.
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Submitting an Authorization Request for Expert Services (cont’d)
Note: All documents must be submitted in PDF format and must be 10 MB or less.

To add the attachment, click Browse to locate your file. In the Description field, add a description of the attachment.
Click Upload, click Save, and then click Next.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fig | Browse...
[ Descrotion | [

The attachment description uploads and appears at the bottom of the Description column.

Supporting Documents

File Upload (Only Pdf files of 10MB sire or less!)

Fla Browse. ..

Description | |

Propoted order Dalste  Yigw
Affidavit in Support of Expert Servics Regquest Calgte Wigw
Expart's Curficulum Vitss Calwin Widw

[CsFst ][ cPrevioss |[ mext> || Lasts | [ save | [ Deiete orait |

The Confirmation screen appears. Select the check box to swear and affirm to the accuracy of the authorization, which
automatically time stamps it. In the Public/Attorney Notes field, you can include any notes to the court.
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Attention: The nobes you enter will be avadable to the next approval level,
Publc/Attomey ‘

Notes

[+«] T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | [2) Submit
| =First ]| <Previous || Next> || Last= | | Save | | DeleteDraft |

Click Submit to send to the court.

A confirmation screen appears, indicating the previous action was successful and the authorization request has been
submitted.

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

The authorization request now appears in the My Submitted Documents section of the Attorney home page.

Success
Your voucher has been submitted for payment. You will receive & notification if we need mone detais.
Flease kmep the folowing voudher number for your cwn neconds:

0101.0000152

Creating an Authorization for Transcripts (AUTH-24)

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

From the Appointment page, click the Create hyperlink next to AUTH-24.

Authorization for payment o
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The authorization opens to the Basic Info page. Click the No Authorization Required hyperlink.

No Authorization Required

If your voucher compensation is under
the statutory limit and does not require
prior authorization.

Enter the details for the transcript required on the Basic Info page. Click Save.

.;'g ALITH-24 ¥ Basic Info Cecuments. Confirmation
Basic Info
1 CIK ST [ Cof 1 FEEIGN RIS RN TED Fot QI NTAmiE
jozo llebedtal Brmacn
ERTEI-N: @ sl gt ER-ipl= @ Ffgkteis | B AFTEALS DKT DT NUMBEE & OTHIK DT DNF NUNELR
|14 CR 08000144
PN LS LA TTHR OF i wsd Nt B FANARENT CATRGORY i TUPE PRS0 RITRTEENTID B8 REFREIINT & TR0 TN
54 v Basoa Fu o 3 8ul Diedemilasn I rarenal Caase

11, OFTENIET] CHARGED
13: 1E23.F INEPECTEON VIOLATION FENAL TIES

11 ATTORNET § MAME ANDUAMRING ATORET T3 COURT CRIAR

[Andres: Ander - Blar Nomber 12141 [ Rnvaciuia [ € Ca-Cmmaat

Em"lﬂ“ﬁ =i [ Sk i Fodrud Dufomader [ O Appaianing Comend

Ehases 210.853- 5633 IR RE s L R
[V Samsles vl

Frime &Ry Name

| ppcinrsen Dare
fiogmstits mr Frmiding il o B Cuiit o F s Cmmit
[ e Alburiioon

14 AT TTRM SXAME AN MASLING DRSS Sma i Tose Diwin

32014
[r—— ]

R E

Proceedng To Be
Transoribed

Apportioned Cost (%) |

-~ sbiesgboln] |
Specal Transcrpt. [, .

i [ hioeme

| ] perfense Omserang Saatement [ pefense Arpument [ aury instructons X

Transorpts r
L. Viglr D

Order Date
Tun<: Pro Tunc Date

[ epri ][ <Prevows |[ siext> ][ Lasis ] [ s | [ et peaft |

Creating an Authorization for AUTH-24 Transcripts (cont’d)

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

Click the Documents tab, or click Next on the progress bar.

Click Browse to select a PDF file to attach. Click Save.
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Step 3

Click Upload.
The document appears at the bottom of the Description column.

Click Save, and a confirmation page appears.

Dasic Info  F Documents Confirmation

Supporting Documents
File Upload (Only Pdf files of 10MB size or lessi)

Detumestaticn Dalst e
sFest |[ <Preaca |[ mexts |[ Lasts | [[s= ] [ Deleteresht | |

Verify all information is correct. Select the affirmation check box, and then click Submit.

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

Public/ Attorney
MHotes

I swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 0:28:36 O Submit
«First | [ <Previous |[ Mext> |[ Last» | [ save | [ DeleteDraft |

A confirmation screen appears, indicating that the previous action was successful and the authorization request has
been submitted.
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Click the Home Page hyperlink to return to the home page. Click the Appointment Page hyperlink if you wish to create
an additional document for this appointment.

“ouar woucher hus been mubmitted for payment. Vous wil recesve & roffcation o we reed mone detalls,
Plaace ke e follwing vosscher mumbser for wour o recordh:

0101.0000148

Home Page
Appointment Page

The AUTH-24 now appears in the My Submitted Documents section of the Attorney home page.

Creating a CJA-24 Voucher

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

Step 1

From the Appointment page, click the Create hyperlink next to CJA-24.

CIA-24

TBliaTs g e foi wrtsmse Ber e
Autnornzabon and Youoner far Fayment

of

Transaipt

The Basic Info page appears, showing approved authorizations.

| Basic Info

Basic Info

1. CIR./DIST/DIV.CODE 1. PERSON REFRESENTED [VOUCHER NUMBER
0101 Jebediah Branson
3. MAG. DKT/DEF NUMEBER 4.DIST. DKT/DEF.NUMEBER S APPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMEBER
1.14-CR-08805-1-AA
7.IN CASEAATTER OF(Case Name) §. PAYMENT CATEGORY 9. TYPE PERSON REFRESENTED 10. REPRESENTATION TYFE
USA v Branson Felony (including pre-trial diversion |, 4 i pyerdant Criminal Case

of alleged felony)

11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
$10.300.00 Albert Albertson

DESIGNEE 2

Authorization Selection
You can click the Use Existing Authorization in eVoucher button to select from a list of approved authorizations, or click the No Existing
Authorization in eVoucher button.

Use Existing Authorization in eVoucher
You may click here to select from a list of approved
authorizations.

No Existing Authorization in eVoucher
If you do not have an existing authorization in
eVoucher, you may proceed by dlicking here.

«First | [ <Previous |[ Next> |[ Last» | [ Delete Draft | [ Audit Assist |
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If your court does not require an AUTH-24, click the No Existing Authorization in eVoucher hyperlink. It is similar to
creating a CJA-21, outlined in the CJA-21 section. If your court does require an AUTH-24, click the Use Existing
Authorization in eVoucher hyperlink, and then click the applicable AUTH-24. This highlights it in yellow. You cannot
move forward until it is highlighted.

Authorization Selection

Select an approved authorization request for this C14-24

Existing Reguests for Authorization

1D Number: 26 Service Type: Court Reporter /
Order Date: 03/03/2014 Transcript

Authorized Amount: 0 Estimated Amount: 0

1D Number: 148 Service Type: Court Reporter /
Order Date: 03/03/2014 Transcript

Authorized Amount: 0 Estimated Amount: 0

Note: You must select whether you, the attorney, or the court reporter will be filling out the voucher claim portion.

In the Voucher Assignment group, click the appropriate radio button indicating whether you or the transcriptionist will
be entering information.

Mew Voucher Information

Descripiicn

Voucher Assignment 3
T dnclicates wihp pal be responssbile o Sling e voucher olsm nar?
Court Report/ Transonber Status

& Offical Contract Trandscribser Other

Service Provider

‘fieus £an search ane of the service previders siready in e sysben
O you can enter the nequined information for another proveader

expert [N -
Frsthame  Madi Hame  Last Mame =

SSW/ER: +  Emal s
Phone =
Address 1 = Cy =
Address 3 State - o
Address 3 Country
[CoFst | [[crrewos |[(hexs |[ = | [(oee=tnn]

Click the Expert drop-down arrow and select the transcriptionist. Click Create Voucher.
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New Voucher Information

Description

Voucher Assignment Attomey @ Expert

Thir incicates nfio nall be responsiils for Sy e voucher diaim pard
Court Report| Transcriber Status

& Dffical  Contract Transcrbes - Other

Service Provider

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

Expert Transcripts, Teresa =
Expert Info Teresa Tramscripts.

110 Main Street
£an Antonio TX F8210 US4
Phone; 210-553-5682

Create Youcher

| e | | | I ]

Notes:

e To enter a new transcriptionist into the system, select the Expert drop-down list, and enter all required
information.
e Selecting a transcriptionist already in the system automatically populates that expert’s information.

Creating a CJA-24 Voucher (cont’d)

Note: If you click the Expert radio button, the expert fills out the required expense information and submits the form.
The attorney then approves it and submits to the court. You may also click Audit Assist at any time to verify warnings or
errors.

Click the Services tab, or click Next.

Complete the Date, Service Type, No. of Pages, Rate, and Description fields, and then click Add.
The items appear at the bottom of the Service Type column. Click Save.

Basic Isfo b Services Enpenies Doty Comfirmation

Vices
- T | Ioescrpeon
SarieaTren -
Inchate Fage Py
b ofnges P

[ ]

L Aot adtnd ] Dvinte e |
e

weguired Py

Service Type  Date Orucriptes Incl Fage Bembers  Mofapes  RMe  Apportions Discouet  Total
e - |

gyl T ] - an|

-,.,.-.u-...u|1 | April 2019

rem |Ceress |[tmst> (s | | T || [ooows | ™=
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Note: From the Service Type drop-down list, you can select Original or Copy. The rate should vary between two
choices.

Creating a CJA-24 Voucher (cont’d)

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

Complete the Date, Expense Type, and Description fields, and then click Add.

The item appears below the Expenses section.

Click Save.

Basic Telas Beryiles ¢ Enpenses Destuments Confirmalion

Expenses

Date Ty s Deupton

Exprats Typse e
Li"ad rate por mile: $0.5600

B

| | e | e | e | Dtz Cra

Creating a CJA-24 Voucher (cont’d)

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

Click the Documents tab, or click Next on the progress bar.
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Click Browse to select a PDF file to attach. Click Upload.

The document appears at the bottom of the Description column.

Click Save.

i Baner Indo St FITES Cupenses  F Dacuments. Casnleramatann
Supporting Documents
e Uipload (nby Pt fies of 10WB sire or kesst)

iz Amazersy I

P e | e (| =] [Eeeetnn_|

A confirmation page appears. Verify all information is correct, and then select the affirmation check box, which
automatically time stamps the voucher. Click Submit.

Amensen Tha robes visd enle? wil b arvadable 02 B futal Berenal lvel.

|4 Lewear and alfirm the truth or correctness of the above statements
Date: 7/1/2014 15:53:57 ) Submit
[=Femt ][ <Prevews || sest> |[ Laste ] [ 5= | [ peleeorat |

A confirmation screen appears, indicating the previous action was successful, and the voucher has been submitted. Click
the Home Page hyperlink to return to the home page. Click the Appointment Page hyperlink if you wish to create an
additional document for this appointment.
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| Vo woucher has beer subvtted for payment. Yo sl recsrve & noaficason f we reed move detals.
Please keep e followng vouches rumber for your own reconds:

0101.0000165

| Back to:
|| Home Page
Appointment Page

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

Step 1

From the Appointment page, click the Create hyperlink next to TRAVEL.

TRAVEL
Authorization for payment of

The Basic Info page appears.

g TRAVEL ¥ Basic Info Authorization Request Bocuments Confirmation |
Basic Info
1 CTR.DRST DIV CODE 1 FERSOXN REFRESENTED OUCHER NUMBIR |
ot [Wendy Wilson |
3 MAC DKT TEF NTMEER 4 DIST DKT THF NUMBER 5 AFMEALS KT DEF NULBER & OTHIR DKT DEF NUMEER |
114 CR08802. 2 A4 |
ate: 17111 1 T IN CASEMATTER OF oCane Nama) & FATMENT CATEGORY ¥ TVTE FERSON REFRESENTED 14 REFRESENTATION TYFE
veckion Date: /111 [Fetoey (inchading pre.trial diversion |
: e FUSA v. Wilson et al oy | i _.I:"" bidol Defendant [Criminal Case I
[
@ Amount Claimed: 50.00 1L OFFENSE) CHARGED |
OEETEETT e - l
12 ATTORNEY S NAME ANDMAILING ADDRESS 13 COURT ORDER
Andnror Anders - Bar Number: 12345 []A asscinia )€ CoComal
é::n!"" su‘?“{‘i i [ St fon Fodaral Dufinder [ Appainting Comnsl
Antoens TX 782 r:
btoos: 210833523 Sl Py 11 e Ratabind Aoy
1% Sexaithy Comind
I
{Appaiamment Datei.
Bigmatary of Prmigemg Sedpe e Iy Orar of e Comnt
1 LAW FIRM NAME ANDUAILING ADDRESS Fbu.= .m':'rﬂw St Pra T T
k2Tmoee
Faparmans [ VES [AN0
Travel Apency to be Used: W
Global Travel
1234 Travel Lane
Sufte 200
Second Floor
Los Angeles, CA 93765

Fhene: 1-800-444- 7800
Fase 1-800-555-7777

Eemail: mail @ support.aobe uscourts.gov
] (s ) [ | [mer ]

The Travel Agency to be Used section automatically populates.

CJA eVoucher | Version 6.0 | AO-SDSO-Training Division | April 2019



CJA eVoucher for Attorneys | 59

Click the Authorization Request tab, or click Next on the progress bar.

Complete all required fields marked with red asterisks, and then click Add.

The information appears in the table at the bottom of the screen. Click Save.

Basic Info  # Authorization Request DocumeEnts Confirmation

Request For Travel*

* Required Flelds

Hame and Tithe of Person Traveling: | -
Address of Person Traveling:

Purpese of Travek | -
Travel From locaticn: 1 .
Travel Ta Location: -
Estinated Dates of Travek | -
Travel Requested Estimated Cost

|| hirtine Tickets via €JA Government

ey —
|| Ground Transpostation |

|| Per Diem (Hotel & Meals)"™

[l other| JE |

Total Estimated Cast:

| |l
|

ITIR!IM|

= Al trarvel and expenses must be in complance with goverrment iravel reguistions.
== Actual cost of hotel and meals up 1o the establshed per dem rate. Expenses for Tavel for one cary or last day s up 1o the MIE rate.

Hame Farpose Travel To Travel Date  Reguested
documniy Low Angeles, TA BohyI41S Rt

H Page lﬂl[lnq‘

[Ceerst |[ <Previns | [hexts | [Last=> | [E=]
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Creating a Travel Voucher (cont’d)
Note: All documents must be submitted in PDF format and must be 10 MB or less.

Click the Documents tab, or click Next on the progress bar.

Click Browse to select a PDF file to attach. Click Upload.

The document appears at the bottom of the Description column.

Click Save.

Bamic Inds Authariration Request b Documents Conflirmation

Supporting Documents

File Upload (Ondy Pdf files of 10MB sire or less!)

) e | () (as) | (o)

The Confirmation tab appears. Verify all information is correct.
Select the affirmation check box, which automatically time stamps the voucher.
Click Submit.

Adtentiar: Tha nstes vou entes wil be svalabie b S neat soproval evel
PubldcfAttomney
Haotes

| 1 swear and affirm the truth or comectness of the above statements
Date: 6/19/2014 S:28:36 0 Submit
[ =Pt |[ <Peevious || mest> ][ ast= | [ 5 | [ Deietepraft |
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A confirmation screen appears, indicating the previous action was successful and the voucher has been submitted.

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

Wonar vouschey Fas been 1 flor pavy Vou wll & nodfics bon of we nesd mone detals,

[y o R o T e e R

0101.0000162

Back to-

Home Page
Appointment Page

The travel voucher now appears in the My Submitted Documents section.
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Creating a CJA-26 Voucher

This is a request and justification for expenses outside the statutory limits.

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

Step 1

From the Appointment page, click the Create hyperlink next to CJA-26.

|_create] |

Statement for a Compensation Claim in
Excess of the Statutory Case
Compensation Maximum: District Court

This opens the Basic Info page.

;g CIA-26

¥ Basic Info Tustification Bocuments Confirmaticn

L:14-CR-08 805 1A

Basic Info

L CER ST I o0 | FERSON KIFRIRESTID ‘m.'m:n.m:

by [Fstects Brannen

1 AEAG. DT TEF MTMEIE i INNT. [T DN NTABER § AFFLALT [T TNF SULEER & OTHIRE, TRT/IEF XU REER

Voucher #: * ENCASE MATTIR OFCine Nami) & FATMINT CATLCORT & TIFL FERSON KIFRISENTID 10 REFRESTNTATION TYTL
3 P e [Felony (nclndey pre-iril divermsn
JUSA v. Bmascs [of Winged frloers) Akt Dedencard Crimensl Case:
Il DFTTNTLT CHAR G
151825 F DOIPECTION VICGLATION PENALTIES -
L1 AFTORNTV I NAME ANDALAN NG ADBRT L 13 EOURT oREER
[Andern Anden - B Namber 12384 (A Assciain [ Ea-wma
Cefendant Sy Buciged Biegort 110 hulamn Serwet I S e Mo Dbt [0 Agpbirting Conmial
Tortais ariy of budget rifo G Jsan Astosio TX T8210 = =
it ' el | S Pusd e [ S e Rt At
(¥ Frmsdes Commsal

DeetericanL D bl B Ruagr .
Detnd budget o for defencant Fsed “""D:::"

|Apprearmm
fFoguatnts if Freaag Juedpo ar By Dvier of tha Smn
Adber Alwrison

Earm Al

Ba LAW TR SAME ANDUATLTNG ADDRESS

of et ey . .

52004

Repaywent [ 18 (5300
Ameunt Rpquested o= Amount Apgrzeed

: . Ottt In-Court Out-Of Cout

PreTrisitows | 0|  TrdHous o Sentenongiewrs | 0] [ o [ o
Humber of Counts [ o tumber af CoDefendants | 0
Oty Perieng Cases ]
Mandatory Mrmus Fourd |
shmt_ | [ <Prevea [ etz |[ ume ] | 5o ] [ Ceeteprart |

Step 2

Enter the details for information required on the Basic Info page. Click Save.
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Creating a CJA-26 Voucher (cont’d)
Step 1

Click the Justification tab, or click Next on the progress bar.

On the Justification page, enter information in the text fields, and then click Save.

| Basic Info b Justificati Doc Confi

Justification
wmm’mﬂﬂmmmmm'lnMMHMWd
hours darmed,

4. Lt and describe motions, memoranda, Instiuctions, sentencng documents, rasaarch not resulng in such,
Mmammm:rmwﬂmmwm-nwm th case (80 not mckicde
sandantioed motons, efc., unkess conten? was modiied sqnficanty].

-5 L ‘on the number of hours cimed of | or other servces used (T8 21 voudhes

7. Descrbe whether any of the chent consderations ane 3 noteworthy factor in the number of hours clsimed and sxplain
Mgw

A

£ Explain any mipeaeria {ibems 17 and 18 of the CIA 20 voucter) greater than 500

‘5. [Exglain any other potewsrthy croumetances regirdng the case and the represestation provided to support the compensation

ke, o Aepoditors mel (L4 wmﬂ'hmrﬁ* compkeoly o ety ofiepal e and fpcial
CIVERE Ry, wm e e () manney ) iR olses . e Ce e A

1M]M1|m-|. e | | [ooe=oan ]
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Creating a CJA-26 Voucher (cont’d)

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

Step 1

Click the Documents tab, or click Next on the progress bar.

Step 2

Click Browse to select a PDF file to attach.

Step 3

Click Upload. The document appears at the bottom of the Supporting Documents section. Click Save. A confirmation
page appears.

Baic Info Justification  F Documents  © Coafirmation

Supporting Documents
File Uiphoad (Only Pelf fles of 10MB sdire or lesst)

[sFe |[ zpesa | [l ][ aas | [ Eee ] .rmnmf

Verify all information is correct.
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Step 5

Select the affirmation check box.

Step 6

Click Submit.

A confirmation screen appears, indicating the previous action was successful and the authorization request has been
submitted.

Step 7

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

The CJA-26 now appears in the My Submitted Documents section.

Your wisacher his been submitted for payment. You wil recsve 8 noSficaton & we need mone detals.
Plegse kpep the Sollgvang voucher rusber for your own regonds;

0101.0000167

Back bo:

Home Page
Appointment Page
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