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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.

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

Windows: Internet Explorer 8 or newer are approved.

Apple Macintosh: Safari 5.1 or newer is approved.

Apple Mobile: Safari is approved (with limitations).

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.
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Accessing the CJA eVoucher Program

Log in using your Username and Password you were provided, and CLICK
It is suggested that you bookmark it for easier access.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Western District

of Pennsylvania Prod CJA
4.1.3

Existing user? Please log in.

Username: |

rd: |
r

Forgot your login?

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: l ]

| Recover Logon |
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Home Page

Your home page provides access to all of your appointments and vouchers.
Security has been put into place that prohibits you from viewing information for any other attorney. Likewise, no-one
else will have access to your information.
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Poge 10 1 (2 hems) m
E [ 7o g by » partcutor veader, arag the cok
I—

Case

Order Oate: O3ON 14
Pres. Audige: Abert Abertson 1
adm Mag Juige:

eferdant - Dogem

Coe T 5 v. Woten Ot Tew: Acgorng

Attomer: Andres dodes Ordes Cate: 030N14 To greue by & partedr Header, &ag the cokt
Pres. Audon: Sy Bl |

&

Defercant #: 1

Case e UBAY Ovder Type: Agpontng o data
oy Andrew Anders

To greue by & partulr Header, rag the cokew

e Order Type: Aponting Coursel
- b Order ot IOV Case Detens

4 Recresentaton Trpe: Crmnal Case =
Oeferant #: 1 Crder Tyoe: Aopontng Coursel

Case Tie: USA v Lzzard Order Date: 08,01/13
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Page 1641 (3 fem)

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 action by you.
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.
PAWD MANUALLY APPOINT ATTORNEYS. This box will always display “No Data”
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 Navigation

Menu Bar

Home Operations Reports CMECF Links Help logout

Attorney login
confirmation

Welcome Andrew Anders (Attorney)

Z

ATTORNEY

4

Welcome Andrew Azndus: My Profile

My Appointments:  View

Search Existing Appointments:  Search

Home The eVoucher home page.

Operations Allows you to search for specific appointments.

Reports Selected reports you may run on your appointments.

CMECF Allows you to query the CM/ECF database, if enabled by your court.

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

Help Provides:
e Another link to your Profile
e “Contact Us” e-mail
e Privacy Notice

Logout Logs user off the eVoucher program.

Note:

The Search option is not a valid link. A Pop up will indicate that you have been redirected.

‘ €) You don't have access to the requested page. The system has redirected you here. '
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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 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 555! will appear.

m 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.

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 the column
heading. All folders displaying the “Group Header bar” may be sorted in this manner.

To group by a particular Header, drag the column to this area
Case Defendant Type T Status

CLICK the header for the column you wish to group.

m Hold the cursor and drag the header to the “Group by Header” bar.

drag the column to this area.
Ca endant Type © Status

B My Active Documents

\Group by: Case 4‘\ I
Case Defendant
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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 SSN or EIN numbers 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 CMECF Links Help loaout
J vy profie |
Contact Us
Privacy

> Home Welcome Andrew Anders (Attorney)

Welcome Andrew Anders:| My Profile

My Appointments:  View
ATTORNEY
Search Existing Appointments:  Search

Home Operations Reports CMECF Links Help logout

> Help > My Profile Welcome Andrew Anders (Attormey)

ogin Info UserName Anders [e=]
r Login informiatio CM/ECF Access is NOT validated

Bar Number: 12345
Attow ll:"O Your Name: Andrew Anders

Your Contact Info:

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

deadmad @support.aotx.uscourts.gov

deadmad @support.aotx.uscourts.gov

deadmai @support.aotx,.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

UsA

Billing Info Your default biling info is:
9 rew Anders |:|
st al available biling info records SSN/EIN: =*=-*.6789 [7dd ]
123 Legal Bivd, South -
AnyTown, DC En
12345 -USA -
Phone: 888-555-4000
Fax: 888-555-4001

Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal No info has been stored.

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

> Help > My Profile Welcome Andrew Anders (Attorney)

Under the Login

Info section, click Login Info Userhiome Anilers
Edit to change your our Login information CMJECF Access is NOT validated
Password.

To change your

Username, type the
new Username and Login
click change. It will atic

show “The Username

has been changed.”

> Help > My Profile

Info Username |Anders | change

CM/ECF Username ’ I
Step To reset your CM/ECF Password [ ]
password, click reset. CMJECF Access is NOT validated
> Help > My Profile
Type the new Login Info Username [Anders ] change
password and retype N B
s b Password Ioooooo| I = Strength:Strong

it in the confirm field.

Confirm

Step Press the Reset CMJECF Username |
button to save.

CM/ECF Password [

CM/ECF Access is NOT validated

> Help > My Profile Welcome Andrew Anders (Attorney)

Click the Close
button to exit the Login Info Usemame|Anders | chance

Password === reset

d
L3

login Info section.

CM/ECF Username |
CM/ECF Password |

CM/ECF Access is NOT validated
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CM/ECF Login

If your Court is allowing access to CM/ECF, log in using your CM/ECF Username/Password, and selecting validate. This
will allow for synchronization between CJA eVoucher and CM/ECF. Once you’ve logged in, access will show as validated.

Home Operations Reports CMECF Links Help logout

> Help > My Profile

Login Info Username [Anders | change
Your Login information — || | x
Confirm | | =

CM/ECF Username [ l validate
CM/ECF Password [ l

CMJECF Access is NOT validated




Attorney Info

Attorney Info

Your personal info

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

Attorney Info
Make any necessary
changes.
Click Save.
Note:
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Bar Number: 12345
Your 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

Save

Your Address:

110 Main Street

San Antonio, TX 78210

USA
Bar Number
[i2345 x
First Name Middle Last Name
|Andrew [ “Anders ]
Main Email
|deadmail@mpport.aotx.uscwrts,gov |
2nd Email
|deadmail@support,aob(,uscwrls,gov |
3rd Email
|deadmai[@support.aobt,uscwru.qov ]
Phone Cell Phone Fax
[210-833-5623 | [702-555-1212 ]
Address 1 City
[110 Main Street | [san Antonio |
Address 2 State Zip
| | [ 78210 |
Address 3 Country

| | [usa
L

e The Country field will automatically populate USA, unless otherwise entered.

e You may list as many as three Email addresses. Notifications from eVoucher will
be sent to all Email addresses.

e You MUST do a new W-9 form for address or firm changes. Submit the W-9 form
to the CJA Administrator (Tonya Galloway-McKenzie) by email, fax or mail.
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Billing Info

Billing Info Your default billing info is:
‘ 9 : A ‘ Andrew Anders :l
LISt all avaladie biling INTo recoras SSN/EIN:’""‘-*‘.6789 u:.
o 123 Legal Blvd. South -
Under the Billing AnyTown, DC
Info section, click 12345 - USA
Add if no billin Phone: 888-555-4000
. . g Fax: 888-555-4001
information is
available.
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.

Billing Info Name SSN/EIN Save
, [andrew Anders x ] [123-45-6789 :

vailable billing info records

[] copy Address from Profile

Phone Fax
|888-555-4000 | [888-555-4001 ]

Make any Address 1

necessary 123 Legal Bivd. South |

changes and lAdd'ess 2 ‘

click Save. Address 3
I |

City State ZipCode

[anyTown |loc |[12345 |
rCounty |
usa |
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Continuing Legal Education

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

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

To add CLE information, click Add.

Continuing Legal ek
Education L [ l l
| Search: |

Files Credit Date Hours Subject

No Continuing Legal Education

Mo data

Click the Credit dropdown menu to select CLE categories.

Continuing Legal =] |

Education
Credit [ Sentencing-rel v

Date [05/01/2014 ||

Hours |0

Description [ ‘

Document After you save the information about this Continuing Education, you will be able to upload related documents.

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

Click Save.

Note:
After information is saved, you’ll be able to upload related PDF documents.
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Continuing Legal Education (cont’d)

Click Browse, to upload and attach a PDF document.

| Back | [ save |

Credt
Date [05/15/2014 |
oo

Description

Document H Browse...

Click Save.

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

Continuing Legal =] \i‘ Add \i‘
Education | l I . Loee

Files Credit Date Hours Subject
0 Sentendin... 05/15/2014 0

Search:

1 Page 1of 1 (1items)
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Appointment’s List

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

Appointments Defendant
Lw Defendant: Jebediah Branson
i Representation Type: Case
Click the case number Defedene & gl:=°3mmm
hyper.llnk to open the Rikrevs Arike B’, "l'“" qu,. _:‘ o Colaeel
Appointment page. m_mw “’"I :'w
: 1 G Defendant: Jebediah Branson
e Representation Type: Criminal Case
Case Title: USA v. Branson ggg ;aYDe Appointing Counsel
Attorney: Andrew Anders te: 12/21/10
Pres. Judge: Albert Albertson
Adm. Mag Judge:

Home Operation: Help logout

Appointment Appointment Info

1. CIR/DIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER
V. 0101 JJebediah Branson
lew 3.MAG. DKT/DEFNUMBER 4. DIST. DKT/DEF NUMBER 5. APPEALS. DKT/DEF.NUMBER 6.OTHER DKT/ DEF.NUMBER
o 1:14-CR-08805-1-AA
Re prese ntation 7.INCASEMATTER OF(CaseName) | 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10.REPRESENTATION TYPE
i [Felony (including pre-trial diversion 2ei
[USA v. Branson Jof alleged felony) JAdult Defendant [Criminal Case
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
110 Main Street inti
> S [] ¥ Subs for Federal Defender (/] O Appointing Counsel
Attorney CJA 20 [S2n Antonio TX 78210 [T]PSubs for Panel Attornes [ ] R Subs for Retained Atiorney
[Phone: 210-833.3623 5
Voucher [ stosliy Comsd
r e
Te m p l ate Authorization for payment of transcript :::::mm:;‘m
\C]A-m Ciate hu::;:u;urnyo:mofmc“n
Appointment of and Authority to Pay 14 LAW FIRM NAME ANDMAILING ADDRESS Ioate of Order Nusc Pro Teac Date
Court-Appointed Counsel 2 -
3372014
Create Qv N |
Group Header Bar
Expert CJA 21 Create | Vouchers on File
Voucher A To group by a particular Header, drag the column to this area. < Search: |
Maximum; District Court Case Defendant T Status
Template o
TRAVEL Create 1:14-CR-08305-AA- Jebediah Branson (= 1 CJA-20
Authorization for payment of Travel 03/03/2014 Claimed Amount: 778.40 Andrew Anders
06/05/2014 i '
-CR-08805-AA- Jebediah Branson (= 1 AUTH Submitted to Court
oz?zzsooz‘ Claimed Amount: 1,000.00 Chemist, Toxicologist / 0101.0000002
. 0y S
aggmmen: Report
DEtaIIed / 2 1:14-CR-03805-AA- Jebediah Branson (= 1 AUTH-24 - Voucher Closed
Defendant Detad Budget Report 06/04/2014 Claimed Amount: 0.00 &5, 0101.0000026
Payment Reports Detad budget info for defendant 06/04/2014 Approved Amount: 0.00 =
-CR-08805-AA- Jebediah Branson (= 1 CIA-21 . Youcher Entr
Defendant Summary Budge Report 05/15/2014 Claimed Amount: 0.00 Luz Garda X Edit 24
Totals only of budget info for 1Kt Hair, Fiber Expert
defendant 1:14-CR-08805-AA- Jebediah Branson (= 1 A4 < Viaiiches B
Swe 06/04/2014 Claimed Amount: 0.00 Teresa Transcripts N Edit
All vouchers Attorney Time Report Erd: 06/04/2014
. . ‘ 14-CR-08805-AA- Jebediah Branson (= 1 AUTH-24 -, Voucher
associated with Suowo1 Gaimed Amount: 0.00 &y
h i 01/01/1901 =
t IS Case are 1:14-CR-08805-AA- Jebediah Branson (= 1 CIA-24 / Submitted to Attorney
. Start: 06/04/2014 Claimed Amount: 14.50 Teresa Transaipts 0101.0000149
displayed. o s

Page 1 of 1 (7items)
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View Representation

The View Representation information will display:
e Default excess fee limit
e Presiding judge

Magistrate judge

Co-counsel

e Previous counsel

From the Appointment page open,
click View Representation.

Operations Reports CMECF Links Help logout

Representation Info

1. CIR/DIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER
0101 Jebediah Branson
3. MAG. DKT/DEF.NUMBER 4.DIST. DKT/DEF NUMBER 5. APPEALS. DKT DEF NUMBER 6. OTHER DKT/DEF NUMBER
1:14-CR-08805-1-AA
7.IN CASE'MATTER OF(Case Name) 8. P:\YHE..\T C.-\TEGOR\' — ; 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
USA v. Branson Felony (incloding pee-trial diversion |, . 1 Pefandent Criminal Case
Jof alleged felony)
Representation Report 11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
EXCESSFEELIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
[59,800.00 Albert Albertson
App.ID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx.uscourts.gov
2 Andrew Anders Appointing Counsel 12/21/10 deadmail @support.aotx.uscourts.gov

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




CJA 20 Voucher Process Overview

Voucher audited
by Court CJA Unit

Attorney enters
time/expenses

and submits
voucher

Creating the CJA 20 Voucher

Voucher review
and approval
rejection) by Court
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Voucher processed
for payment by
Court

(or

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.

_Create

CIA-20

Appointment of and Authority to Pay
Court-Appointed Counsel

P Basic Info Services Expenses

| Basic Info

Claim Status

Documents Confirmation

2. PERSON REPRESENTED
[Jebediah Branson

1. CIR/DIST/DIV.CODE
0101

[VOUCHER NUMBER

4. DIST. DKT/DEF NUMBER
1:14-CR-08805-1-AA

3. MAG. DKT/DEF NUMBER

S.APPEALS. DKT/DEF.NUMBER 6.OTHER. DKT/DEF NUMBER

110 Main Street
[San Antonio TX 78210
[Phone: 210-833-5623

o Expenses: $0.00 v

Reports

Defendant Detail Budget Report

7.IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE
t 1 1 [USA v. Branson [Feloay Gncludig pre-toal divension: |, 4 peendant ICriminal Case
E - 5/11 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

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

[Prior Attorney’s Name
i Dates

Signature of Presiding Judge or By Order of the Court

Detail budget info for defendant 14 LAW FIRM NAME ANDMAILING ADDRESS

Form CJA20

JAlbert Albertson
[Date of Order
3/3/2014

Nunc Pro Tunc Date

Repayment [ | YES [/]|NO

Defendant Summary Budget Report
Totals only of budget info for

defendant Payment Info

Preferred Payee | Andrew Anders v

Andrew Anders
SSN/EIN: ***-**.6789
123 Legal Blvd. South
AnyTown, DC

12345 - USA

Phone: 888-555-4000
Fax: 888-555-4001

[ <First ][ <Previous |[ nNext> |[ Last» | |

Save |

| Delete Draft |




Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen
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CJA-20 ) Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters ——
«First < Previous Next > Last » Save Delete Draft

/

Progress Bar appears at the bottom of the screen.

Notes:
The user should SAVE any entries made to a voucher often to avoid data loss.
At any time prior to submitting the voucher, the user may delete the voucher by

clicking the Delete Draft button.

The user may navigate using the Tab Headings or Progress bar.

Note: Quick Tip before you start Step Two
Advance to the Claim Status tab and set the Claim Start Date to the first date of service or
expenses billed (it will default to the current date). You may then enter your expenses in the
Services and Expenses tab and save your work. You may continue to add items and edit the
voucher until you are ready to submit the claim to the court.
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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 the Note:

Step ) .

) Next option located on the There is NOT AN AUTOSAVE function on
Progress bar. this program. You must click SAVE

periodically in order to save your work.

g CJA-20 = Basic Info [ Services Expenses Claim Status Documents Confirmation
& Attorney Enters ; S
Services
Date -2 Descrpton
Link to CM/ECF ServieType I 3 B
Voucher Doc#@®C) [ | Paes [E—] -
: Hours = at$126.00 per hour. Add

* Required Fields

4
© services: $0.00 ] Rt e o o o EEEEEE——
Service T Date Description Hrs Rate Amt
(5] Expenses: $0.00 % L

Reports

Defendant Detail Budget Report
Detai budget info for defendant

Form CJA20

Defendant Summary Budget Report
Totals only of budget info for No datal
defendant

[«First ][ <Previous |[ Next> ][ 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 -2 Desaription
click the calendar icon to select a Service Type | | 4 June 2014
date from the pop-up calendar. Doc. # (ECF) |: = Su Mo Tu We Th Fr Sa

» 1 3 4 5 6 7

Hour:
£ I » 8 9 0|12 13 14
* Required Felds
» 15 16 17 18 19 20 21

» 22 23 24 25 26 27 28 i
» /29 30 1 2 : 4 -

Service Type
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Services (cont’d)

Select Service Type Services
from the drop-down
from the drop o [sivm -8 Descten
' Service Type || [~
Doc. # (ECF) In Court Services
a. Arraignment and/or Plea
. Hours
NOte. b. Bail and Detention Hearing
. * Required Felds
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
service in tenths Date « 5 Desaription _
of an hour First appearance and
. Service Type  a. Arraignment and/or Plea v = arraignment of Defendant.
Doc.#€CF) | |  Pages
Hours [ 05| at$126.00 per hour. Add || Remove
Enter a = Required Fieid
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 /112014 | =1 Description
Service Type L A

N e —

N S pete—

Service Type Date Description Hrs Rate Amt
. Arraignment and/or Plea 06/11/2014  First e and arraig vt of D 3 0.5  126.0000 63.00]
1 Page lofl{liha'ns)‘
| _«First || <Previous |[ Next> |[ Last» | [ save | | Delete Draft |
Step Click the Date header. This will sort services according to date.

8

Click Save.
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Entering Expenses

Click the Expenses tab or
click the Next option located
on the Progress bar.

. Basic Info Services | Expenses .~ Claim Status Documents .~ Confirmation
Expenses
owe s |28 —
Expense Type | v *
Miles [ ] ats0.5600 per mile. '

Amount : | Add ” Remove

* Required Fields

Expense Type Date  Description Mile Rate Amt

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

Enter the Expense Type from the
Expense Type drop-down menu.

Expenses

Date 6/12/2014 | * )
Expense Type | || v (3
Miles Travel Miles

Amount Travel Misc.

Fax

Long Distance Charges i

Photocopies

* Required Fields

Postage

Other Expenses

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

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

Enter a description.

Expenses

Date * E Description Travel to and from Courd|

Expense Type  Travel Miles w |*

Miles = at $0.5600 per mile. . 5
Amount | Add | | Remove

* Required Fields

No data

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

Step
4

Click ADD.

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

Expenses
owe oo |2 oescrpton

Expense Type v |=

Miles [ ]= ats0.5600 per mie. f

Amount ’ Add || Remove

* Required Fields

Expense Type Date Description Mile Rate Amt
Travel Miles 06/12/20... Travel to and from Court 20 0.5600 11.20|
1 Page 1 of 1 (1 items)

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

owe (o |+ oescrpton

Expense Type A -

Miles ' at $0.5600 per mile. ¥

Amount |:* | Add ” Remove

* Required Fields

Expense Type Description Mile Rate Amt
Photocopies 06/12/20... Copies - 100 pages @ .15 per page 0 ] 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 |[ Next> |[ Last» | [ save | | Delete Draft |

Click the Date header. This will sort expenses according to date.

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

1\ 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 the Next option 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.

Claim Status

Streoote [oo1ya01s ] 3 codvate  [g2200 |- 3
Payment Claims
! Final Payment

®) Interim Payment J (payment =) *

) Supplemental Payment

L)
1. Have you previously applied to the court for compensation and/or reimbursement for this? Yes No
If Yes, were you paid? ®yes Ono
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment Yes ®inNo
(compensation or anything of value)from any other source in connection with this representation?

[ «First ][ < Previous |[ Next> |[ Last» | [ save | [ 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. If using this type of payment indicate the number of this
request payment. You must keep track of your interim payment number.

e After 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 which supports the voucher, i.e. travel or other expense receipts, orders from the Court.

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

Add a description of the attachment.

Click Upload.

Supporting Documents

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

File G:\AO\eVoucher\CJA eVoi  Browse...

Description [Copies of receiptd

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 less!)

File Browse. ..
Description | |
[ Description

Copies of receipts Delete View

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

Click SAVE.
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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.

Click Confirmation tab or the Last option located on the Progress bar.

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

Confirmation
T CIR DIST/DIV.CODE 7 PERSON REPRESENTED JFovcHER NABER
p101 ebediah Branson
3 MAG. DT DEF NUMBER L DRST, DT DEF NUMBER S APPEALS DT DET NUMBER 6 OTHER DKT DEFNUMBER
1:14.CR-08805-1.A4
TINCASEAATTER OF(CasaName) |8 PAYAENT CATEGORY 5. TVPE FERSON REPRESENTED 10 REFRESENTATION TYPE
Sear [Felony (including pre-trial diversion
JUSA v. Branson £ alleged felony) Adult Defendant [Criminal Case
11 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER
Andrew Anders - Bar Number: 12345 [ Asseciate € Co-Counsel
10N St~ [ Subs for Federal Defender (] O Appoiating Couasel
= "”“%”J}s;':o [T]P Subs for Fasel Attorney [ R Subs for Retaised Attorsey
- g []¥ Stasddy Conasel
14, LAW FIRM NAME ANDMAILING ADORESS
Prior Attorney’s Name
Andrew Anders TIN: ***.**.6789 A ppoiatzsest Dates
123 Legal Bivd South Sigaature of Presiding Jadge or By Order of the Court
AsyTown DC 12345 USA mwm Nusc Pro Tusc Date
Phone: §3-555-4000 332014 ]

Fax: §88.555-4001 Repaymest []VES [7]N0

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY

TOTAL
HOURS AnvusteD | Anvusten
crangp | AMOWT | Thovs | amoust

15.|a Asmaignment and'or Plea 0. $
b. Bail and Detention Hearing

¢. Motion

4 Tnal

&. Sent H

£ Revocation Hearings

£ Appeals Court
h. Other

CATEGORIES REVIEW

Totals 0. 56

. |2 Interviews and Conferences

b. Obtaning and Reviewing Racords
c. Legal Research and Brief Writing

4. Travel Teme

¢. Investigative or Other Work

o

b F L S R R R R S

Totals
17 [Travel Expenses (lodging, parking, meals,
_pmileage. etc.)
18 Other Expenses (other than expert,
|~ Joranseripes, etc)

GRAND TOTALS $89.20
(CLAIMED AND =

15. CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE 0. APPOINTMENT TERMINATION DATE IF OTHER 1. CASE DISPOSITION
AN CASE COMPLETION
FROM: 6122014 TO: 6122014

B CLADISTATUS | [ FealPaymest [ | iwsPumest(v) ] Suppiemeensl Payment

$11.20

$15.00

Have you Previously applied to the court for compensation and/or reimbursement for this? [7] YES [] NO

Ifyes, wereyoupaid?> [ YES [ NO

Other than from the Court, have you, of to your knowledge has anyons else, received payment (compensation of anything of value) from
any other source in connection with this representation? [] YES [] NO  Ifyes, please attach supporting documentation

1 Swear or f th
Signature of Attomey: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
23 IN COURT COMP. 4 OUT OF COURT COMP. 5 TRAVEL EXFENSES 6. OTHER EXPENSES 7. TOTAL AMT. APPR CERT.
50.00 0.00 0. 50.00 50.00
| SIGNATURE OF THE PRESIDING JUDGE DATE h5a JUDGE coDE

29. IN COURT COMP. OUT OF COURT COMP. 1. TRAVEL EXPENSES 2. OTHER EXPENSES 3. TOTAL AMT. APPR. CERT.
[50.00 .00 0.00 50.00 50.00

11 SIGNATURE OF THE CHIEF JUDGE, COURT OF APFEALS (OR DELEGATE) Payment approved in
xcess of the seacutory threshold amount ATE 2. JUDGR CODE

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

Public/Attorney
Notes

| 1swear and affirm the truth or correctness of the above statements

Date: [4) Submit

«Frst ][ <Previous |[ Next> |[ Last» | [ save | |_Delete Draft |




Signing and Submitting to Court (cont’d)

Verify the information is

correct.

Scroll to the bottom of the screen.

Check the box to swear and affirm to the accuracy of the
voucher. The voucher will automatically be time stamped.
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Note:

You may include any information to the Court
in the Public/Attorney Notes section.

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

Public/Attorney [- - - -
Notes Notes

‘ Date: 6/12/2014 16:32:35 ‘

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

|_«First || <Previous || Next> |

[ 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 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.

2 My Submitted Document:
¥
To group by a particular Header, drag the column to this area. Seard\:l
Case Defendant Type Status
1:14-CR-08805-AA- Jebediah Branson (= 1 CJA-20 Submitted to Court
Sta: 06/12/2014 Claimed Amount: 89.20 Andrew Anders #/ 0101.0000150
End: 06/12/2014
T I3-CR-08805-AA~ Jebediah Branson (= 1 CIA-20 Submitted to Court
Start: 03/03/2014 Claimed Amount: 778.40 Andrew Anders
1:14-CR-08805-AA- Jebediah Branson (= 1) AUTH Submitted to Court
Start: 04/02/2014 Claimed Amount: 1,000.00 Chemist, Toxicologist / 0101.0000002
End: 01/01/1500
1 Page 1of 1 (3items)
Edit Voucher

You can work on your voucher over time adding services, expenses and documents as needed.

To edit a voucher:
e C(Click on “Edit” for the voucher you want to access.
e Make your additions to the voucher following the instructions above for entering services and expenses.
e Remember to Save the voucher each time you work on it.

Returned Voucher

If the Court needs to return a document for corrections, an email will be generated and sent by the system notifying you
of the reason the document is being returned and any instructions from the Court.

Notes:

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

= My Documents

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

Start: 06/19/2014
End: 06/19/2014

Click on the Case Number to access the voucher.

The Court’s notes can be found on the Confirmation page.

Make the corrections and resubmit to the Court.

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.

Redirect W~o'rkﬂow'

adiah Br

Link to CM/ECF

Voucher #: 01
Start Da 6

O services: $63.00 24
© Expenses: $26.20 v

e Expand the item by clicking on the down © services: $63.00 i
arrow (¥) to reveal specifics. In Court Services
Service Hours
Arraignment and/or
Plea

Bail and Detention 0
Hearing
Motion Hearings 0
Trial 0
Sentencing Hearing 0
Revocation Hearings 0
Appeals Court 0
Other 0
Totals 0.5

Out of Court Services
Servi Hou
Note: Inter:v“:ws and =
Once you see your voucher will exceed the statutory cm‘?;';‘:d
limit, you MUST do a CJA 26 form. Vouchers without Reviewing Records
. . . . . Legal Research and
prior authorization will be rejected back to you. Also, Brief Writing

. . . Travel Tu 0
if you know in advance your case will exceed the e

statutory limit submit a CJA 26 form. D I

See instructions for Creating a CJA 26 Form Page 33 - pre—

Travel
Expense Type
Travel Miles
Travel Misc

Totals

Expenses

Expense Type

Fax

Long Distance Charges
Photocopies

Postage

Other Expenses

Totals




Reports and Case Management

CJA eVouchers for Attorneys

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 ($800) allowed for representation.

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. 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.

Other accessible reports can be found on the Menu bar.

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report

Totals only of budget info for
defendant

Home Operations Reports CMECF Links Help logout

> Reports

Internal

Appointment Report

Attorney Time Report

29
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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.

Budget Detail Report For Defendant
1:14-CR-08805-1-AA

Type of Representation: Criminal Case Document Document Number Amount Claimed Amount Adjusted
CJA-28 0101.0000029 $35.000.00 $35.000.00
Bedoet Aumount Hequesied: 1 30.90 Total: $35,000.00 $35,000.00
Budget Amount Approved: $9,800.00
Time Period Voucher Pending
For Voucher Number Fees Expenses Total
Travel Other
Anders inting Counsel) Active
01/01/1901 to 01/01/1901 $0.00 $0.00 $0.00 50.00 $0.00 50.00 50.00 $0.00 $90.800.00 $0.800.00
1272172008 to 01/30/2000 0101.0000027 $0.00 $0.00 $0.00 50.00 $3.100.00 $428.74 512.50 $3.541.24 $6.700.00 $8.700.00
03/03/2014 to 06/05/2014 0101.0000001 $756.00 $22.40 $0.00 $778.40 $0.00 $0.00 $0.00 $0.00 $6.700.00 $5.844.00
06/12/2014 to 06/12/2014 0101.0000150 563.00 $11.20 $15.00 $80.20 50.00 50.00 $0.00 50.00 $6,700.00 $5,881.00
05/01/2014 to DB/17/2014 $252.00 $0.00 $0.00 $252.00 50.00 $0.00 50.00 50.00 $8,700.00 55.620.00
Total Pending: $1,119.60 Total Approved:  $3,541.24  $6,70000  $5629.00

For Voucher Number Fees Expenses Total Fees Expenses Total After After

Approved Approved
Travel Other Travel Other And Pending
Vendor: Luz Garcia (Hair, Fiber Expert) Approved Amount: $800.00 Attorney: Andrew Anders
D5/15/2014 To 05/15/2014 $0.00 $0.00 $0.00 50.00 50.00 50.00 50.00 50.00 $800.00 $800.00
Total Pending: $0.00 Total Approved: $0.00
erees o ros ] seeminenses
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Approved Approved
Travel Other Travel Other And Pending
Vendor: Abraham Astley (Interp r) Approved Amount: $800.00 Attorney: Andrew Anders
01/20/200@ Teo 05/26/2010 | 0101.0000030 $215.00 $0.00 $0.00 $215.00 $0.00 50.00 $0.00 s0.00 $800.00 $585.00
Total Pending: $215.00 Total Approved: $0.00

NOTE: o il

The Grand Totals include Counsel . : -

CJA20 or CJAID vouchers as well Approved and Pending

as wvouchers for Expert or

Services on CJAZ1 or CJA3.

They represent the total submitted Travel Other Travel Other Fees Fees and
i for this Expenses

representation.
$1,300.50 $33.60 $15.00 $1,349.10 $3,100.00 $42874 $12.50 $3,54124  $4,400.50 $4,890.34
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Defendant Summary Report

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

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

Ciicninal Casa D. =y Numb A Claimed A Adjusted
CJA-28 0101.0000020 $35.000.00 $35.000.00
Budget Amount Raquested::  $0.00 Total: $35,000.00 $35,000.00
Budget Amount Approved: $9,800.00
Time Period Voucher Pending
For Voucher Number Fees Expenses Total
Travel Other Travel Other And Pending
Attorney: Andrew Anders  (Appointing Counsel) i ‘Aeuve
Total Pending: $1,119.60

Total Approved:  $3541.24  $6,700.00  $5629.00

For Voucher Number

Type of Representation:

Fees Expenses Total Fees Expenses Total After After
Approved Approved
Travel Other Travel Other And Pending
Authorization Number: Amount Requested: $0.00 Amount Authorized: $0.00 Attorney: Andrew Anders
Vendor: ()
Pending For Vendor: $0.00 Approved For Vendor: $0.00
Total Pending: $0.00 Total Approved:| $0.00 $0.00 $0.00
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Creating a CJA 30 and 31 Vouchers

CJA 30 vouchers functions the same as a CJA 20 voucher other than they have a different “Service Type” drop down list
on the “Services” page.

Service Type ] - l *= Description
Doc. # (ECF) In Court Services

a. In Court Hearings

Hours Out of Court Services

b. Interviews and Conferences

c. Witness Interviews

d. Consulting with Inwvestigators and Experts
e. Obtaining and Reviewing Records

f. Obtaining and Rewviewing Evidencea

g. Consulting with Expert Counsel

h. Legal Research and Whriting

i. Travel Time

j- Other

Note:
The court will enter the hourly rate approved by the Judge. The rate will be displayed on your “Services” page.

CJA 30 and 31 vouchers have a mandatory “Stage of Proceedings” drop-down box on the “Claim Status” page which the
other vouchers do not have.

Claim Status

Start Date 5/3/2010 = |l End Date  5/3/2010 = |
Payrrent Clairrs Stage of Proceeding

Capital Prosecutio -

) Anal Payment
Capital Prosecution o

) Interim Payment { pmit.rumber) .

B a. Pre-Trial
) supplemental Payment b. Trial

c. Sentencing
d. Other Post Trial

Have you previously applied to the court for compensation and/or & APPEa!
f. Petition for the US Supreme Writ of Certiorari L
If ¥es, were you paid? Habeas Corpus b

g. Habeas Petition

Other than from the Court, have you, or to you knowledge has al h. Evidentiary Hearing

payment (compensation or anyting of value) from any other sou(i, pispositive Motions

this representation? j- Appeal

k. Petition for the US Supreme Writ of Certiorari
Other Proceeding

<< First |[ <Previous |[Mext> |[Last >> | [save]| [ DeleteDra

I. Stay of Execution
m. Appeal of Denial of Stay ]




Creating a CJA 26 Voucher

CJA eVouchers for Attorneys

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

From the Appointment page click Create from the AUTH

26 Voucher template.

The voucher opens to the Basic Info page.

33

CJA-26
Statement for a Compensation

Excess of the Statutory Case
Compensation Maximum: District Court

Note:

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

b Basic Info Justification Doc

Confir

Basic Info

1. CIR DIST/DIV.CODE 2 PERSON REPRESENTED
101

Pebediah Branson

'OUCHER NUMBER

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

1:14.CR-08803-1.A4

§. AFPEALS. DKT DEF NUMBER 6. OTHER DKT DEF.NUMBER

7.IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY

[Felony (including pre-tnal diversion

9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYFE

110 Main Street
[San Antonto TX 78210
[Phone: 210-833-5623

Refendant Detal Budget Report

Detall budget info for defendant

JUSA v. Branson of alleged felony) Adult Defendant [Criminal Case
11. OFFENSE(S) CHARGED

15:1825.F INSPECTION VIOLATION PENALTIES

12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER

Andrew Anders - Bar Number: 12345 [7]A Associate [[]€ Co-Counsel

[JF Subs for Federal Defender [/ O Appointiag Coussel
[]P Subs for Panel Attormey [ | R Subs for Retained Attorney
[]¥ Standby Counsel

Prior Attorney's Name
[Appointment Dates

o
Porm CJaZ8 14 LAW FIRM NAME ANDMAILING ADDRESS

[Sigaature of Presiding Jodge or By Order of the Coart
Albert Albertson
Oate of Order Nuac Pro Tusc Date

3312014
Repayment [_|VES [V]NO

Amount Requested o]+
TrialHours [ 0]

PreTrialHours | 0]

Number of Counts

Amount Approved
Other In-Court Out-Of-Court
sentencngtours [0 Hours | 0| Hours | 0|

[0 ] Nmberofcoosimns [ o]

Other Pending Cases [

]

J

Mandatory Minimum Found ||

Frst_] [ <previows | Next> |[ tests | [ Deeeor |

Enter the details for information required on the Basic Info screen.

Click Save.
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Creating a CJA 26 Voucher (cont’d)

CI ICk th e Justification ta b or Basic Info P Justification Documents Confirmation
click the Next option located Justification
on the Progress bar. :oggsate discovery materils (nature and volume) and/or discovery practices which are a noteworthy factor in the number of

Fill out justification

- 4. List and describe motions, legal memoranda, jury instructions, and sentencing documents, or legal research not resuking in such,
sections. which are a noteworthy factor in the number of hours ciaimed and which were drafted originaly for this case (do not incude
standardzed motions, etc., unless content was modified significantly).

Click Save.

jon and case p jon (e.g., number and accessbiity of witnesses interviewed, record collection,
docu t organ n) which are 3 noteworthy factor in the number of hours claimed.

6. Explin, ff noteworthy, impact on the number of hours cimed of investigative, expert, or other services used (CIA 21 voucher)

7. Describe whether any of the folowin id y factor in the number of hours cimed and exphin
each: communication with clent/famiy, & h_npu _g_dlference, ach of clent, or other

8. Explain any expense (kems 17 and 18 of the CJA 20 voucher) greater than $500

9. Explain any other noteworthy es ding the case and the representation provided to support this compensation
request.
Inckude, it " @ atons with U.S. y oﬂfmw-n fo v;pw@)cmmwwmwofbpdmww
ety () Ak ipester dby the the case;
i effi wmnweuofwwz,ym (&) nature of counsel’s practice and hardship or injry

resulting from the representaton; and (7 any extvaordnery pressure of tme or ot foctors under which services were rendered.

[Cerrst ][ <Previous J[Next> J[ tast» | [Csave ] [ Delete Draft |
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Creating a CJA 26 Voucher (cont’d)

Basic Info Justification P Documents Confirmation

Click the Documents tab or click

the Next option located on the Supporting Documents

Progress bar.

File Browse. ..
|
Browse to select a PDF file to
attach.
Description Delete  View
No Attachments
Click Upload.

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

«Frst |[ <Previous |[Hext> ][ Lasts | [ Delete Draft |

The Document will appear in the bottom of
the Supporting Documents section.

Click Save.

A confirmation page will appear.

. . . . tention: The notes you enter wil vailable to the nex val level,
B Verify all information is correct. publc/Attomey e
Hotes
Check the affirmation box. [v] I swear and affirm the truth or correctness of the above statements i
Date: 7/3/2014 14:53:34 O SmeII
E Click Submit st ][ <previos |[ mext> |[ Last» | [(sae | [ Deleteoraft |

A confirmation screen will appear indicating the previous action was successful and the Authorization Request has been
submitted.

Success

Step Click Home Page to return to Your voudher fias been submitted for payment. You wil receive a notification if we need more detas.
8 the home page. Click e ottt
. . . 0101.0000167
Appointment Page if you wish
to create additional document Back to:
. . H Pag:
for this appointment. A e

The CJA 26 will now appear in the “My Submitted Documents” section.
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Submitting an Authorization Request for Expert Services

All service providers must submit a W-9 form. Click on Links in the Toolbar and you can print a W-9 form. Please have
your service provider fill out the form and fax, email or mail to the CJA Administrator (Tonya Galloway-McKenzie) prior
to Creating the CJA 21. The service provider must be entered into the eVoucher system or you will not be able to submit
a CJA 21 voucher.

Open the Appointment record.

Create New Voucher

Click Create from the Authorization template.

The Basic Info screen will open.

P Basic Info Documents Confirmation

Basic Info

1. CIR DIST/DIV.CODE 2 PERSON REPRESENTED [VOUCHER NUMBER
jo101 [Jebediah Branson
3 MAG DKI/DEF NUMBER 4 DIST. DK I/DEF NUMBER
1:13-CR-08805-1-A4
5. PAYMENT CATEGORY
elony (including pre-trial diversion
f alleged felony)

S_APPEALS DKT DEF NUMBER 6. OTHER DKT DEFNUMBER

10. REPRESENTATION TYFE
JICriminal Case

$.TYPE PERSON REPRESENTED
|Adult Defendant

7.IN CASEMATTER OF(Case Name)
JUSA v. Branson

11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS

|Andrew Anders - Bar Number: 12345

13. COURT ORDER
[T]A Associate [[1€ Co-Counsel

110 Main Street
fSan Antonio TX 78210
[Phone: 210-833-5623

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

[Prior Attorney’s Name
Appointment Dates
|Signature of Presiding Judge or By Order of the Court

14 LAW FIRM NAME ANDMAILING ADDRESS

|Albert Albertson
[Date of Order
332014
Repayment [ | VES [] NO

Nunc Pro Tunc Date

Order Date
Nunc Pro Tunc Date

Repayment ]
Estimated Amount $ =
Authorized Amount $
Basis of Estimate [ |
Description
Service Type [ v] -
Requested Provider [ I
[ =First_|[ <Previous |[ mNext> ][ tast» | ] | Delete Draft |

Note:

There is NOT AN AUTOSAVE function on this program. You must click SAVE periodically in
order to save your work.
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Submitting an Authorization Request for Expert Services (cont’d)

Complete the information in the blue section at the
E bottom of the screen. This to include:
e Estimated Amount
e Basis for Estimate

e Service Type from drop-down
e Name of Service Provider

Order Date
Nunc Pro Tunc Date

Repayment ]

Estimated Amount ‘ $ 8000.00 ﬁ

Authorized Amount $

Basis of Estimate | 100 hours at $80/hour
Description
Service Type [ Investigator V| =

Requested Provider [John Doe ]

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

Click Save.

B Click the Supporting Documents tab or click the Next option located

on the Progress bar.
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Submitting an Authorization Request for Expert Services (cont’d)

Adding Attachments

E To add the attachment, click the Browse button to locate your file.

Note:
Documents are limited to PDF files, and must be 10 MB or less.

Add a description of the attachment.

Click Upload.

Supporting Documents

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

| Description [ | |

The attachment and description will be uploaded and appear in the bottom of the Description section.

Supporting Documents

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

File Browse...

Description | |

Description Delete View

Proposed order Delete View

Affidavit in Support of Expert Service Request Delats View

Expert's Curriculum Vitae Dealste View
| «First || <Previous || Next> Last» | | save | | DeleteDraft |

E Click SAVE
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Submitting an Authorization Request for Expert Services (cont’d)

Click Next.

The Confirmation screen will open.

Check the box to swear and affirm to the accuracy of the | NoOte:
voucher. The voucher will automatically be time stamped. | You may include any notes to the Court in
the Public/Attorney Notes section.

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

Public/Attorney
Notes

I swear and affirm the truth or correctness of the above statements
| Date: 6/16/2014 15:53:48 | 4) Submit
| «First || <Previous || Next> || Last» | [ save | | Delete Draft |

Click Submit to send to the Court.

A confirmation screen will appear indicating the previous action was successful and the Authorization Request has been
submitted.

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:

0101.0000152

Back to:
Home Page
Appointment Page

Step

Click Home Page to return to the home page. Click Appointment Page if you wish to
8

create additional document for this appointment.

The Authorization Request will now appear in the “My Submitted Documents” section on the Attorney home page.
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Linking an Authorization to a CJA 21 Voucher

After your authorization has been approved by the judge, the authorization will appear in your Closed Voucher's
panel. You may click the voucher number hyperlink to view the voucher if desired.

Select your appointment.

To create the CJA-21 Voucher and link it to the authorization, click the case number hyperlink of your

defendant in the My Appointments panel.
Figure 1: Home Page — Appointment List

a CMECY

Yogout

Welcome Andrew Anders: My Profile
My Appointmants:  View
Search Bésting
Appointments:

Search

Defendant Type

debedon Brawon [37%)
Clamed Asount: 0.00 Arren Ancers

Appomtments. Defendant

S~ . Defendant: Jebediah Branson
o o v Representation Type: Criminal Case
Cate Tithe: USA v. Branson Ordie Tynic Appebitig Couneel

Order Dete: 03/03/14
Attorney: Andrew Anders ol b :
Adem /Mg Judge:
a 1142 St o Defendant: Thomas Watson
Representation Type: Criminal Case
Oefendant #: 1
Case Titke: USA v. Watson pboodioco  amp Lorescs
. /oy
Attorney. Andrew Anders Pres. Barney S8
Adem. /Mg Judge:

soe- 114 A% Detendant: Thomas Howed
Repcesantaton Type: Criminal Case
Defendaet #: 1
Case Tiie: USA v Howel Ordes Typw: Appainting Counsel

Order Date: 02/0)/14
Pres. Judge: Albert Abertscn
Adm./Mag Judge:

Antomey: Andeew Anders

Create CJA21.

On the appointment screen, click the Create CJA 21 link on the left panel.
Figure 2: Appointment Info

‘ouchers on File
To groun by  partlr Header, drag the colmn
Defendant

Ccase



CJA eVouchers for Attorneys | 41

Linking an Authorization to a CJA 21 Voucher (cont’d)

Authorization Selection
The Basic Info screen will give you the options of No Authorization Required or Use Previous

Authorization. Click Use Previous Authorization.
Figure 3: Authorization Selection

Authorization Selection

You can select a Previous Authorization Request, request a New Authorization or dick the "No Authorization Required™ button if under the
statutory limit.

No Authorization
Required

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

Use Previous
Authorization

Select this option to display a list
f jons and

n this appointment

[T«First ][ < Previous |[ Next> |[ Last» [ pelete oraft_]

Notes:
e The system will search and display any Existing Requests for Authorization.
Select Authorization

You must click the authorization listed and it will change color to yellow.

Figure 4: Authorization Selection

Existing Requests for Authorization The application will automatica”y pu|| up
D ool P Pamogg s el existing requests for authorization, but you
Authorized Amount: 0 Estimated Amount: 1000 . . .

Reqlested Provs: Maras Weby. \\ must click it and have it turn golden yellow
New Voucher Information \be.f%you will be able to fill in the new
Service Type voucher information.
Description
Voucher Assigment 2 '
This indicates who wil be responsible for filing 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 another provider

Expert v
First Name Middle Name  Last Name =

SSN/EIN: = Email =

Phone = Fax
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Linking an Authorization to a CJA 21 Voucher (cont’d)

Fill in the New Voucher Information.

You may search for an existing expert or fill in the information for another provider.
Figure 5: New Voucher Information

Existing Requests for Authorization

ID Number: 139 Service Type: Pathologist, Medical
Order Date: 01/02/2014 Examiner
Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Marcus Welby
MD

New Voucher Information

Service Type

Description

Voucher Assigment @) i

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 another provider
Expert v

First Name Middle Name  Last Name =

SSN/EIN: * Email
Phone = Fax
Notes:

e If the Service Provider or Expert has rights to enter their own expenses, the
radio button selection for Voucher Assignment will become active, and you will
choose if you or the expert will be filling in the service fees on the voucher.

e All CJA21 Vouchers, whether created and submitted by you or by the expert,
will then move back to your Home page in the My Service Providers’ Voucher

folder. You must “sign” the completed CJA21 again to submit it on to the court
for processing.




Creating a CJA 21 Voucher

From the Appointment page click Create from
the CJA 21 Voucher template.

The voucher opens to the Basic Info page.

b Basic Info

Basic Info

CIA-

Author
and other
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21

rization and Voucher f

1. CIR/DIST/DIV.CODE 2 FERSON REPRESENTED
1ot [Wendy Wilson

'OUCHER NUMBER

Defendant Summary Budget Report

Totals only of budget info for
defendant

T AMAG. DT DEF NUMBER L DIST. DKT DEF NUMBER S AFPEALS. DKT/DEF NUMBER S OTHER DKT/DEF NUMBER
1:14.CR-08802-2-AA
T.IN CASE MATTER OF(Case Name) S PAYMENT CATEGORY 9 TYPE PERSON REPRESENTED 10.REPRESENTATION TYPE
JUSA v. Wilson et al JFeloay (including pee-trial diversion |, oy nyogendant Criminat Case
fof alleged falony)
11 OFFENSE(S) CHARGED
e 18:13-4530.F INCOME TAX, FAILURE TOFILE
Semmery: 3000 EXCESS FEE LDMOT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
= 9,800.00 Albert Albertson
Services
Totals
rravel Authorization Selection
| Type You can select a : zati request a New Authorization or cick the "No Authorization Required” button if under the
Travel Mies X statutory limit.
Travel Msc
horization Required
[=Frst ][ <Previous [ mext> [ tast= | [ose=orr |

Defendant Detail et R t
Detad budget info for defendant

Eorm CIA21

When submitting a CJA 21 voucher you'll have two options to choose from under the Authorization Selection.

If the request does not require advance
authorization (S800 or less), click on the No
Authorization Required option.

If you have a previous authorization received
through an order from the Court, click on the
Use Previous Authorization option.

f vo

No Au

the statutory limit and does not require

thorization Required

ouct

prior authorization.

Use Previous Authorization

Select this option to display a list of

previous authorizations and requests in
this appointment.

Note:
There is NOT AN AUTOSAVE function on this program. You must click
SAVE periodically in order to save your work.
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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 by clicking it. The selected
authorization will highlight in yellow.
You will not be able to continue until
it is highlighted.

Existing Requests for Authorization

ID Number: 155
Order Date: 05/27/2014
Authorized Amount: 0

Service Type: Weapons Firearms
Explosive Expert
Estimated Amount: 1000

Requested Provider: Robert Arms

The service type will rollover from the
authorization selected. If no authorization
is being used, use the drop-down box to
select the service type.

New Voucher Information

Service Type

Description

Enter a description of the service to be
provided.

Voucher Assignment  *
This indicates who will be responsible for fling 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 another provider

Expert v
Expert Info Gina Gabriel
e 110 Main Street

San Antonio TX 78210 USA
Phone: 210-593-3340

Create Voucher

Select the Expert.

If the Expert you selected is not authorized
to use eVoucher, the Voucher Assignment
field will remain locked indicating the
Attorney will be responsible for filling the
voucher claim part.

If the Expert you selected is 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  *
THhs indicates who will be responsible for filing the voucher dlaim part

Voucher Assignment Attorney @ Expert
Ths indicates who will be responsible for fillng the voucher daim part

Note:

Only experts registered with the service type selected will appear in the drop-down box. If you wish to submit a
person for approval, steps on how to add an Expert are on page45.
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Creating a CJA 21 Voucher (cont’d)

E 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 If 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 46-49.



Creating a CJA 21 Voucher (cont’d)
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If you wish to submit a person as an Expert, follow steps 3 through 5 on page 44.

Step
8

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.

Click Create Voucher.

Note:

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

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

Existing Requests for Authorization

ID Number: 155
Order Date: 05/27/2014
Authorized Amount: 0

Service Type: Weapons Firearms
Explosive Expert
Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type

Description

Voucher Assignment  *
This indicates who will be responsible for flling the voucher dlaim 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

e

[Frst Name | IMiddle Name | Il_ast Name * |
SSN/EIN: = l lErrlai * ]
Phone = Fax

l | | |
Address 1 = | ICty * |
Address 2 State = Zip *

| ] [ ]

Address 3 Country ]

I 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.

CIiCk the SerVices tab or CIiCk the Basic Info I Services Expenses Claim Status Documents Confirmation
Next option located on the
Progress bar.

Enter the Date, Hours, Rate,
and Description.

| Add || Remove |

Click Add.

The item will appear in the bottom of the
Services list section.

No datal
E Click Save. [erest_ [ <rrevious |[ Mext> |[ Lasts | [ Deete Draft_]
CI|Ck the EXPenses tab or CIiCk the Basic Info Services ) Expenses Claim Status Documents Confirmation
Next option located on the
Progress bar. Date .o Seserotin ‘
Expense Type v e =
Enter the Date, Expense Type = -
L e Ype s [ | Remoe |
Description and Miles. = Raquirad Fds
Drag a column to this area to aroup by It.
Date Description
C I | Ck A d d 06/19/2014 Travel to/from meeting with defendant

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

1 Page 1 of 1 (1items)

Click Save. «<First_| [ <Previous |[ Next> |[ Last» | [(save | [ DeleteDraft_|
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Creating a CJA 21 Voucher (cont’d)

Click the Claim Status tab or click

the Next option located on the
Progress bar. Claim Status
StartDate  [06/12/2014 | = | End Date 6/19/2014 | = )

Basic Info Services Expenses I Claim Status Documents Confirmation

Enter the Start and End Date,
making sure to select the
earliest date of services and _

(®) Final Payment
expenses as the Start Date. it Famert et

E (_J) Supplemental Payment

* Required Fields

Payment Claims

Select an option under the
Payment Claims section.

Click Save.

«First_|[ <Previous ][ mext> |[ Last» | [ save ] [ Delete 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.

CIiCk the Documents tab or CIiCk Basic Info Services Expenses Claim Status [ Doci t: Confir
the Next option located on the

Progress bar. Supporting Documents

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

Browse to select a PDF file to Fie Browse. ..
attach. Descroton | |
Click Upload. Efoatict Expert M|_.:' m:
Note:
All documents must be submitted in PDF
format and must be 10 MB or less. <Fest | [ <Prevos |[ Nt |[ asts | | [ sae | | |

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.

Verify all information is
correct.

Check the affirmation box.

This will automatically
time stamp the voucher.

Click Submit.

Public/Attomey
Notes

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

| 1 swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 0:28:36 @ Submit
«Frst | [ <Previous ][ Next> ][ Last» | [ [save | [ Delete Draft_]

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

Click Home Page to return

Page if you wish to create
additional document for th
appointment.

to the

home page. Click Appointment

is

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:

0101.0000154

Home Page
Appointment Page

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

Select the file.

Navigate to the Confirmation tab.

Verify all information is
correct.

Certify the information by
checking the box. This will
automatically time stamp
the voucher.

Step Click Approve.

11’0 group by a particular Header, drag the column to this area. Seard\:‘
Case Defendant Type Status
1:14-CR-08802-AA- Wendy Wison (= 2 CIA-21 Submitted to Attorne:
a1 06/12/2014 Claimed Amount: 166.80 Gina Gabriel ,/ Qn].lmQQ]g-a %
06/15/2014 Weapons Firearms Explosi... FINAL PAYMEN
Attention: The notes you enter will be avalable to the next approval level
Public/Attormey

Notes

v!

1 certify that I have reviewed the above
e / Approve Q Reject

Date: 6/19/2014 9:43:24

[ «Frst ][ <Previous |[ Mext> ][ Lasts | [Cseve ] [ ]
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Creating an Authorizations for Transcripts (AUTH 24)

From the Appointment page click Create Auth 24. AUTH-24 Create

Authorization for payment

The Authorization opens to the Basic Info page.

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

: AUTH-24 b Basic Info Doc Confir

Basic Info

T CIR/DIST DIV CODE 2 PERSON REFRESENTED TFouCHER NUMBER

0101 [lebediah Branson

3 MAG. DKT/DEF NUMBER L DIST_DKT/DEF NUMBER & APPEALS. DKT/DEF NUABER 6 OTHER DKT/DEF NUMBER
1:14.CR-088035-1.AA

7INCASEMATTER OF(CaseName) |8 PAVMENT CATEGORY |5, TVFE PERSON REFRESENTED 10 REPRESENTATION TYFE

[USA v. Branson Felony (including pre-trial diversion [, 4 1 1y, organs Criminal Case
fof 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 [T]A Associate [(]€ Co-Counsel

g::nf‘m 5“;_"‘{ i [ ] Subs for Federal Defender ] O Appoisting Cosasel

Antonio TX 782 = A :
D 210435505 [ ]PSubs for Pasel Attorney [ |R Subs for Retained Attoraey

[]¥ Standby Counsel

[Prior Attorzey's Name
|Appointment Dates

Jsignatare of Presiding Judge or By Order of the Court
14 LAW FIRM NAME ANDMAILING ADDRESS Ipate of Ord: Nusc Pro Tunc Date

3312014
Repayment || VES [V]NO

Proceeding Transcript

To Be Used *

Proceeding To Be ‘

Transaribed =

Apportioned Cost (%) |

Ap?orgoned Case and 1 I

m! el ] None Vis

SRR [pr Opening | on Argur [CIprosecution Rebuttal
[_] pefense Opening Statement [_Ipefense Argument [Jaury Instructions [_Ivoir Dire

Order Date

Nunc Pro Tunc Date

=it | [<rrevos | [ he> [ msts ] [ Dect=orr |

Enter the details for the transcript required on the Basic Info screen.

Click Save.
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Creating an Authorization for Auth 24 Transcripts (cont’d)

Click the Documents tab or click B e . .ouEumm——— T B Cantth
the Next option located on the Supporting Documents
Progress bar. File Upload (Only Pdf files of 10MB size or lesst)
File Browse. ..
Browse to select a PDF file to Description |
attach.
Description Delete  View
CliCk Upload. Documentation Delete View
Note:
All documents must be submitted in PDF
format and must be 10 MB or less. e [Enweon)] [ Ene] (sl B | [Eessse] | B [eus oo

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

Click Save.

A confirmation page will appear.

Verify all information is correct.

Notes

Public/ Attormey

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

Check the affirmation box.

[#] I swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36

() Submit

Click Submit. [ «First ][ <Previous |[ Mext> |[ Last» | [ save ] [ Delete Draft ]

A confirmation screen will appear indicating the
action was successful and the Authorization Request
submitted.

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

ooI

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

| ososoonses

. Backtor
Home Page
Appointment Page

The Auth 24 will now appear in the “My Submitted Documents” section on the Attorney home page.

previous
has  been



Creating a CJA 24 Voucher

CJA eVouchers for Attorneys

After submission and approval of Auth-24, you can create the CJA 24 voucher for payment.

From the Appointment page click Create from the CJA 24

voucher template.

The Basic Info page will open, showing approved authorizations.

bt

Link to CW/ECF

Voucher #:

© summary: $0.00

CIA-24

Authorization and Voucher fo

of Transcript

T

52

Note:

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

b Basic Info

Services

Service Type Amount
Original 0.0
Copy $0.00
Totals $0.00
Travel
Expense Type Amount
Travel Mias $0.00
Travel Misc $0.00
Totals $0.00
JExpenses

2 FERSON REFPRESENTED R'OCCHIR NUMBER
0101 jsbediah Branson
3 MAG. DKT DEF NUMBER 4 DIST. DKT DEF NUMBER § APFEALS DKT DEF NUMBER 6 OTHER. DKT DEF NUMBER
1:14-CR-08805-1-AA
7 IN CASEMATTER OF(Case Name) 8 PAYMENT CATECORY 9. TYPE PERSON REFRESENTED 10 REFRESENTATION TYPE
[Falony (including pre-trial diversion .
" felony) Adult Defendant [Criminal Case
\GED
15:1825 F INSPECTION VIOLATION PENALTIES
[EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
9.800.00 Albert Albertson l ]

Authorization Selection

Selact an approved authorization request for this CIA-24

Existing Requests for Authorization

ID Number: 26
Order Date: 03/03/2014
Authorized Amount: 0

ID Number: 148
Order Date: 03/03/2014
Autharized Amount: 0

Service Type: Court Reporter /
Transcaript
Estmated Amount: 0

Service Type: Court Reporter /
Transaript
Estmated Amount: 0

New Voucher Information

Description

Voucher Assignment =
This indicates who wil be responsible for fling the voudher daim part

Court Report/Transcriber Status
©) Offical ) Contract (' Transcriber ) Other
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 -

Frst Name  Middle Name Last Name *

SSN/EIN: *  Emai *

Phone * Fax

Address 1 = Cry »

Address 2 State * Zp

Address 3 Country
[Cesevoude ]

[Cerst ][ <Previous ][ nNext> ][ Lest» [
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Creating a CJA 24 Voucher (cont’d)

Select the authorization you wish to use by

clicking it, this will highlight it in yellow. You will Q,E!ﬁ'l?{:ﬁﬁ',?;‘,ﬁ'fﬁ',??

not be able to move forward until it is Existing Requests for Authorization

highlighted. T - el
. . Authorized Amount: 0 Estimated Amount: 0

Select the Voucher Assignment radio button P Ty

. . . . . . : 03/03/ Tr

indicating if you will be entering the ooy Evtmated Amount: 0

information for the transcriptionist, or if the

transcriptionist will do the expense entries.

Note:

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

m Click the Expert drop-down and select the transcriptionist.

New Voucher Information

Description New Voucher Information

Voucher Assignment Description
This indicates who wil be responsible for filing the voudher daim part -
Court Report/Transcriber Status

Voucher Assignment Attorney © Expert
9 Offical " Contract ' Transcriber ' Other s indicates who will be responsible for fillng the voucher daim part
Service Provider
Court Report/Transcriber Status
Vwmsead\oneofhesumorwﬂus&eadynhemm =
OR you can enter the required information for another provider o) Official () Contract () Transcriber ) Other
Bpert [N -
Service Provider
FrstName  Middle Name  Last Name * You can search one of the service providers already in the system
OR you can enter the required information for another provider

SSN/EIN: = Emai =

Expert Transcripts, Teresa

Phone * Fax Expert Info Teresa Transcripts
Address 1 = Cry * = é;?\ :‘:22:?;‘78210 Usa

Phone: 210-553-5692
Address 2 State * Zp *
Address 3 Country

[ «First ][ <Previous |[ Next> ][ Last» | [[Deetenrait_]
[C<Frst_][ <Previous ][ Next> ][ tast» [oe=tenatt )
Note:
e |If entering a new court reporter into the system, select a blank drop-down and enter all required
information.

e Selecting a court reporter already in the system will automatically populate that expert’s information.

Click the Create Voucher.
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Attorney Creates a CJA 24 Voucher for the Court Reporter

Note:

If Expert has been selected under the Voucher Assignment, the Expert will fill out the required expense
information and submit the form. You will then approve it and submit to the Court. If you are using a Contract
Court Reporter you will select Attorney and complete the CJA 24. You must include their invoice and upload the
invoice with the voucher.

Click the Services tab or click the S "

Next option located on the .
arvices

Progress bar. oete s <) besaoton
Service Type v o

. Incude Page Numbers
E Enter the Date, Service Type, No. s e
P R nd Description. e T
ages’ ate’ a d esc pt ° Less Amount Adjusted ' Delete tem

Note:

You'll have two options to choose from under
Service Type: Original or Copy. The rate
should vary between the two choices.

Type Date

Description Incl Page Numbers  No.Pages
07/01/2014 Santencing 100 4.85 485.00

CIle Add j] vmlnflu.m)|
<rrst_|[C<Previous |[Hext> |[CLast> ] [Csave ] [[Delete Draft_]

The item will appear in the bottom of the Service Type section.

Click Save.

Click the Expenses tab or click the
Next option located on the
Progress bar. Expenses

Date o =g Desaiption

Basic Info Services | Expenses Documents Confirmation

Expense Type =

Enter the Date, Expense Type,
and Description.

Expense Type Date  Description Mile Rate  Amt

Click Add.

The item will appear below in the Expense
section. el

[=rest_| [ <rreves | [ fets |[ =t ] |

Click Save.
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Attorney Creates a CJA 24 Voucher for Court Reporter (cont’d)

Click the Documents tab or click
the Next option located on the
Progress bar. Supporting Documents

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

E Browse to select a PDF file to Fle [ Browse...)

Basic Info Services b D Confi

Description
attach.
Dascription Delete  View

Note: =
All documents must be submitted in pdf
format, and must be 10 MB or less.

E Click Upload.

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

m Click Save.

A confirmation page will appear.

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

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

Verify all information is Publc/Attomey
Notes
correct.

Check the affirmation
. . 7| Tswear and affirm the truth or correctness of the above statements -
box. This will Date: 7/1/2014 15:53:57 ) Submlt
hy =——2_22%

automatically time stamp
the voucher.

|_=First || <Previous || Next> || Last» | | _save | | Delete Draft |

Click Submit.

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

Click Home Page to return to the

E home page. Click Appointment Page
. . ey Your . You wil receive a no if we more i
if you wish to create additional e iatenifue nesdmore et

document for this appointment.

Please keep the following voucher number for your own records:
0101.0000165

Back to:

Home Page
Appointment Page
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Court Reporter Creates a CJA 24 Voucher

The court reporter will perform the first level of submission and approval. You will receive an email that the CJA 24 has
submitted to you for review.

Once the court reporter has submitted the voucher, it will appear in your “My Active Documents” folder with the status
of “Submitted to Attorney”. You will need to perform the second level of approval and submission.

To group by a particular Header, drag the column to this area. Search: l
Se|eCt the f||e Case Defendant Type Status
1:14-CR-08802-AA- Wendy Wilson (= 2 CIA-21 Submitted to Attorney
Swau: 06/12/2014 Claimed Amount: 166.80 Gina Gabriel (
Enct 06192014 Weapons Firearms Explosi.... s W
Navigate to the Confirmation tab.
Verify all information is
correct.
Certify the information by Attenon: The notes you enter wl be avalabe to the next spprovalleve
. . . Public/Attomey
checking the box. This will Notes

automatically time stamp
thevoucher.

1 1 certify that I have reviewed the above
! information / Approve G Reject

Date: 6/19/2014 9:43:24

Click Approve.

[ «Frst ][ <Previous |[ Next> |[ Lasts | [ save | [ |
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CJA DEPARTMENT

Tonya Galloway-McKenzie 412-208-7532
Tonya Galloway@pawd.uscourts.gov

Dennis Radinsky 412-208-7535
Dennis Radinsky@pawd.uscourts.gov

CJA Help Information
Email: PAWDeVoucher Support@pawd.uscourts.gov

CJA eVoucher Website:
https://evadweb.ev.uscourts.gov/CJA_paw_prod/CJAeVoucher/
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