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CJA DEPARTMENT

If you should need assistance with eVoucher.

CJA Administrator:

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

CJA HELP Information:

Email: PAWDeVoucher_Support@pawd.uscourts.gov

CJA eVoucher Website:

https://evadweb.ev.uscourts.gov/CJA_paw_prodCJAeVoucher/

CJA eVoucher | Version 6.2 | Western District of Pennsylvania |January 2020
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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.

e We do not use the holding periods. This feature only works for random assignment of appointments our court
does manual appointments.

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 an appointment is created, an email will automatically be generated by the program, and sent to the appointed
attorney. The email confirms the appointment and provides a link to the CJA eVoucher program.

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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Accessing the CJA eVoucher Program

Log on using the username and password you were provided, and click Log In.
It is suggested that you bookmark it for easier access.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN
Pennsylvania Western District Court
Production Release 6.2

Notice: This is a Rastrictad Web Site for Official Court Business only.
Unauthorized entry is prohibited and subject to discipline by the Court
andjor prosecution under Title 18 of the U.S. Code. All activities and access
attempts 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.

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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If you forget your username or password, click the Forgot your Login/Reset Password hyperlink. Enter your username 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? Please tell us your ussrname and/or email address. Wa
will send you an email to reset your password.

Username: l andfor
Email: I

Home Page

Your home page provides access to all your appointments and vouchers.

Security prohibits you from viewing information for any other attorney. Likewise, no one else has access to your

information.

ATTORNEY

B My Submitted Documents

B My Service Provider's Document:

b A B K AN NP R
ety e et B Tt

el & Closed Documents t —

CIJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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Contents

My Active Documents

This folder contains documents that you are currently working on or that have been
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
Assignments

Cases appear in this folder if an appointment has been proposed to you and you have
not accepted or rejected it.
PAWD MANUALLY APPOINT ATTORNEYS. This box will always display “No Data”

My Submitted
Documents

This folder contains vouchers for yourself, or your service provider, that have been
submitted to the court for payment. Documents submitted to the court requesting
expert services or interim payments also appear in this folder.

My Service Provider’s
Documents

This folder contains all the vouchers for your service providers, including:
e\Vouchers in progress by the experts.

e\ouchers submitted to the attorney for approval and submission to the court.
eVouchers signed off by the attorney and submitted to the court for payment.

Closed Documents

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
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

Breadcrumb Navigation

Attorney login

Menu Bar

Home Operations Reports Links Help

confirmation

logaut

Welcome Andrew Anders [Attomey)

7
Y4
=
Welcome Andrew Anders: My Profile
ATTORNEY 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 the eVoucher program.

CIJA eVoucher | Version 6.2

| Western District of Pennsylvania | January 2020
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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

Step 1

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

A crosshair icon m appears.

Step 2

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

Step 1

Along the folder headings (e.g., Case, Description, Type, etc.), move your cursor to the line between the columns until a
double arrow <= appears.

Step 2

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.

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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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.

Step 1

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

! Case Defendant Type T Status

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

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

E.btuActive Documents

= e
Case Defendant Type T Status

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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My Profile

In the My Profile section, the attorney can:

e Change the password (Login Info section).

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

e You Cannot 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 or EIN 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). (DO NOT USE Holding Period)

e Document any CLE attendance.

e or the Help menu bar to access the My Profile page.

e = AR R

Click the My Profile hyperlink from either the Home pag

o el e 2 = RN s

Home ( ati Reports Links Help logout

ifile
Contact Us ‘“ Eeimin e e
Privacy
eVoucher Documentation: Attarn

ATTORNEY

fl Home O

Welcome Andrew Anders {Attomey)

Usertiame Anders

| Bar Number:
Your Name: Andrew Anders

Your Contact Info:
Phone: 210-833-5623

Fax:

deadmail@support.aotx.uscourts.gov
30DX.USCoUrts.gov
3otx.uscourts.gov

Your personal info

Your Address:

110 Main Streat

San Antenio, TX 78210
us

Billi 2 | Your defautt billng Info is:
Billing Info L ndiveser Al

| tist 21 available biing info recards | Biling Code:0101-000001
f 110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

| Holding Period | There is 1 period of time during which case cannot be taken. Ve ]

| Continuing Legal Na info has been stored.
| Education Please click VIEW to type your info.

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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Changing My Profile Username and Password

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

> Help > My Profile Welcome Andrew Anders {Attorney
]

' Login Info % [Ede ]
9 e ; | Userlame Anders

| | Your Login information |

Step 2

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

To reset your password, click the reset hyperlink.

4 > Help > My Profile Vielcome Andreys Anders (Attomey]

| Login Info Usemame Anders :
: Your Login information P e

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

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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Step 5

Click Reset to save.

> Help > My Profile

Login Info

Your Login information

Step 6

Click Close to exit the Login Info section.

> Help > My Profile : _ Welcome Andrew Anders (Attomey)
| Login Info Username Anders change
Your Login information P o st

CIJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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Attorney Info

You MUST submit a new W-9 Form when you change your address or firm. Submit the W-9 form to the CJA Administrator
(Tonya Galloway-McKenzie by email, fax or mail.

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

‘ Bar Number: 12345
Your Name: Andrew Anders

| Attdmey Iﬁfo

| Your personal info

Your Contact Info:

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

deadmail @support.aotx.uscourts.gov

deadmail @support. aotx.uscourts,gov

deadmai @support. aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

Usa

B s e R e

. Am"'ev Info ;:requira:i Fidds

Yaur personatinfo "—‘l

SSH Instructions:

If youarean appointed panel Tax Identification Nurrber: = (Ifon Pane)

attorney, you are required to enter SSH:

your Social Security Nurrber in the SSN

field. Confimt

" FistManme = Middle  Last Name™

If youarean assodate only, donat

entar your Socal Securky Numberin | [Andrew Il |[Anders ]

the SSN field.

Main Eeil

Payee Certification: [deadmai aotx.uscourts.gov |

This message informs you that the 2nd Errail

Nameand TIN entered are collected |dsdmibﬁsmpmw:.mcourts.qov J

it aforation Mt be colecadby | X ETal

tinformation must by

thejudiciary for payments mede to [deadmeil@support.aotx .uscourts.gov ]
nmglwe:;ndn%ﬂgmf% Phone = Cell Phane Fax
services provided 3 purpases

euing s Form1093 MISC. Youtave | 2108335623 | |
prm%ggﬂs ‘rlfom'aﬁn? under i1 e

pera| perjury and certify that:

1-The number enteredas ny SSHor | [110 Main Strest | [San Antonio |
Y Address 2 State = (US o) Zip* (US only)
2-Tamall.S. dtizen, U.S. resident | | | [Teas V] [0
alien, or other U.S. person (@ Address 3 Country *

pal D, or

assodation created or ized in the I | {UNHE)SVJB vi
U.S. or under the aws in the L S8.).

Notes:

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

e 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.

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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Billing Info — ATTORNEYS ARE NO LONGER ABLE TO CHANGE
THEIR BILLING INFORMATION YOU MUST CONTACT THE CIA
ADMINISTRATOR

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

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

Billing Info Your default biling nfo is: Select |
(st b 4 Andrew Anders l::
List a6 vailabie bilng nfo recorgs Bihg Code:0101-000001 Add |

110 Main Street [:
San Antonio, TX Edt |
78210 - US l:
Phone: 210-833-5623
Fax:

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

Make any necessary changes and click Save.

Billng Info  stagType: '

Lt o pveintle bling ofo reconts ® sef-Enployed e

Ccry: Sate: Z! Code:
[san Antonio | [Texas V| 75210 ]
Country:

UNITED STATES v

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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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 alt available biling info records OSef-Enphyed cancel
i (O

OAsnc‘me

Tax Identification Nurber:
EIN/TIN:
Confim:

Copy Address from Profile

Name:

[ |

Phone: Fax:

Address 1:

Address 2:

Address 3:

- I ol

Country:

UNITED STATES V]

B‘g Info - : : * Required Fields

List i avaible biling info records ~ Bina Type:

! Self-Employed

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.

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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Continuing Legal Education

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

| Conthuhg Lega| Noinfo has been stored. [en ]
' Education Please click VIEW to type your info.

To add CLE information, click Add.

Continuing Legal = =1 =

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.

el e m W fe—w R

Sempencrg-rel W

Dete [osoud 35
Hours

| Descripion

W

| Document After you save the infarmalion about this Contirung Education, you will be able to upload refated documents.

CIA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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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.

(s ] [[sme ]|

Credt | Sentencing-re V|
Date [05/15/2014 | )
Hours E):]

Description
—_—
S—

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

P

<
q

D5/15/2014 &

! 1 Page 10f 1 (1 iterms)

CIA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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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.

B Appointments List

Defendant #: 1

t Order Type: Appointing Counsel
Case Tile: USA v. Branson Order Date: 12/21/10
Attorney: Andrew Anders Pres. Judge: Abert Abertson

. Mag

Appointment Appointment Info

s 1L OFFENTE(N) CHARCED
i 21325 F INSPECTION VIOLATION PENALTIES

b Create New Voucher

Attorney CJIA 20
Voucher
Template

CIA-23 Create
3 pebien #0d Voxher fior Eapert
Expert CJA21 |7 e
CIA-26 Create § | s :
Vou Sistament for & C; Do Ciaes
cher e o e G | To oo by ot Heades, 43 e cobm 0 s e,
Template  Conmareion Wi Dbt Caivt Case Octendant Type Seats
S TRAVEL Create LIA<8Omesas. Sebedah Branmon 5 1 37 » Subméted to Court
A o pia i ket S 030M004 Clamed Amount: 728.4¢ Andrew Andess "
o UERI0E PRI PABENT
" ; Jebedah Brarson | 1) Auth . Submitted
Reports. Wm o Chamed Amount: 1,000.00 Chesnist, Towcoiogst re W
Detailed 1 7 AR g
: LICRsAs Iebedish Braneon 1+ | T4 Voudher Ciosed
ent Reports Crfecvans Dot Budiet Severd ey Camed Acurt: .00 Ve, oL oones
Detal budget nfo fi defendant e peDeaae Aoproved Amount: 0.00
. 4 Jebedish Bri {53 CIA-2E .. Voucher
Y p== Mmmo.w e Gerca 58 it
oo £ SIS Har, Fber Expert =
defendant W Mum&;‘. LIA-M * Voucher Entry
o RO Claimed Amount: Teress Trasarpts L]
All vouchers i bt £ outeante
: .. Jebedish Srargon (7 | ATH24 .. Voudher
associated with P | Pl
this case are ;
{23 CIA-24 - Submitted 1o Attarney
displ ed Clarved Amount: 14.50 Teresa Transcrpts 7 unomns
= i ol SATAINNE
i Page 10 1 {7 tems}

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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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

A

s

Step 3

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

Home Operations Reports

Representation Info

1L CIR/IEST/IEV.CODE 2 PERSON REFRESENTED [VOUCHER NUMBER
101 todinh B
3 MAG. DET/DEF NUMBER 4 DEST. DET/DEF NUMBER S AFFFALS DET/DEF NUMBER 6 OTHER. DEKT.DEF NUMBER
1:14-CR-08805-1-AA
7.IN CASEMATTER OF{Caxe Nams) 8 PAYMENT CATEGORY 9. TYFE FERSON REPRESENTED 10 REFRESENTATION TYPE
[Felony (including pre-trial diversion s
Re) "
ports [USA v. Branson of alleped felomy) |4 dult Defendant ICriminal Case
Representation Report 11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
132.000.00 Albert
AppID Attorney Order Type Order Email
2 Andrew Anders Appainting Counsel 030314 deadmail @support.aotx.uscourts.gov

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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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.

CIA-20
Appointment of and Authority

B —

Cour t-Appointed Counsel

Tab headings
The voucher opens the Basic Info page, which displays the information in the paper voucher format. appear at the
b Ramiciufo D services | Expenses | ClalmBtats ! icp ofthe
B screen.
Basic Info
1. CIR DIST/DIV.CODE 2. PERSON REFRESENTED E'm:cmxnm
0101 Jebediah Branson
3 MAG. DKT/DEF NUMBER 4 DIST. DKT'DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6 OTHER DKTDEF.NUMBER
1:14-CR-08803-1-AA
§ Voucher #: 7.IN CASE'MATTER OF(Case Name) &PA\mC.{nGORY e 3 9. TYPE PERSON REFRESENTED 10. REPRESENTATION TYFE
j Start 1 [USA v. Branson f;’ﬁ:d‘“f‘:{f&‘ff"'"m“‘"“‘m adult Defendant (Criminal Case
. ; & 11 OFFENSE(S) CHARGED
. 5 13:1825 F INSPECTION VIOLATION PENALTIES
] 12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER
: Andrew Anders - Bar Number: 12343 [T1A Associate [[jC€CoComnsel
110 Main Strest H
% - s [C}F Subs for Defender [7]O ‘onasel
. m'\e‘?"?o‘fsgs%jlo [JP Subs forPanel Attorney [ R Subs for Retained Attorsey
: = [I¥ Standby Counsel
 { Reports [Prior Attoraey's Name
% A i Dates
fer t & [Signature of Presiding Judge or By Order of the Court
Detai budget info for defendant 14.LAW FIRM NAME ANDMAILING ADDRESS m:ﬁm e
332014
m £IA0 Repayment [T VES [Z]NO
t ar it R
‘é’:tds mﬂ'{ofbudgettnfo for Payment Info
Preferred Payee | Andrew Anders V| A progress bar
S0 appears at the
1231ega . S / b fth
mw% ottom of the
Fa: S00.550.0001 screen.
<First_|[ <Previous |[ Next> ][ Last» | [ save | [ DeleteDraft | -

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.

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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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.

b Basiclnfo ) Services ) Expenses § ClaimStates » Documents ) Cosfirmation

Services

b s o e

ServiceType | [~]- :
Docs®e) [ | Pages S I8
Hours [ ]+ at$126.00 perhour.

= Required Ras

@ services: $0.00 »
Service T Date Description Hrs Rate Amt
[§] Expenses: $0.00 % e

Reports .
Defendant Detail Budget Report
Detail budget info for defendant

Form CIA20
Defendant Summary Budget Report

et i e
defendant by

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.

N[ <Fist_|[ <Previous |[ Next> ][ tast» | [[save | [ DeleteDraft |

i ' 4 ‘.I

Service Type | |4 June 2014
Doc#(ECH) || = Su Mo Tu We Th Fr Sa
e - ; : z 4 5 63 7
* Recuired Ftd$ g » 1 ‘::] 12 1 14

» 15 ¥ U B B DA

» @ 1 N % % B B

s B ¥ 1 2 3 4 ¢
ARl 5 7 8 5 1B 4 v

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020
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Services (cont’d)

Step 3

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

. Services ,
we |l Rci
 |In Court Services

| a. Arraignment and/or Plea
b. Bail and Detention Hearing

: €, Motion
; d. Trial
%: Service Type 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 detailed description, and then click Add.

Services
N ‘a : ) : » First appearance and

. Arraignment and/or Plea v i - arraignment of Defendant,

T ¥ Fagued Feds

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.

e
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Entering Expenses

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

Basic Info | Services : b Expenses v Claim Status | Documents Conﬁrtn}ation
Expenses
pate  [o1220 |-ER : - Description
Hiles [ ] ats0s600 per mie. — 5
e o | Add || Remove |

= Required Fislds

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

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

' Expenses
Date Jom2pors |38

Expense Type ||| -1
| Travel Miles

Miles
| Travel Misc.

| - Wﬂf Felds | Fax

| Long Distance Charges |
- Photocopies l

] Postage

Other Expenses

[ «First || <Previous || Net> || Last> |

Note: Travel expenses for parking, tolls, meals only if you stayed out of state at a hotel should be included in Travel Misc
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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
* : ]6]1212014 & @

de Miles

* [Travel to and from Cour]

Bunume

{ Add ] P f

\Chat J[<reww][Wet> |[Ge=] [we ] [poeeonk]

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

| Expenses
'~  [enzi204 -3

= Recured Fds

Expense Type Date Description Mile  Rate Amt
Travel Miles 08/12/20... Trawel to and from Court ) 20 O.5800 120
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Entering Expenses (cont’d)

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

es

06/12/20... Copies - 100 pages & .15 per page
Travel Miles 06/12/20... Travel to and from Court 20 0.5600 11.20

([=rmst | [<previows ][ met> [tz | | [Save ] | [Deeteprit]

Notes: The Court has a copy rate flat charge. Review the Policy and Procedure manual for current rate.

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 (Click an entry to edit.
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Claim Status

Step 1

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

Step 2

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.

Claim
StartDate

| Giae |- EndDate (6122014 I-@j

Status

Payment Claims
C Final Payment

{ OF¢

C Supplerrental Payment
()} Withhalding Return Payment

[ 2l =

ol

= R::uwed Fields

1. Have you previousy applied to the court for compensation andfor reimb nt for

iYes were you paid? . ®Yes (JNo

2. Other than from the Court, Memumwwmnh@etmmmmmhdmll Yes (®'No
(mmn oranything of vae)from any other source in &

the

h @ Yes (ONo

[CsFrst ][ <Previous |[ nNext> || tasts |

[ peleteprat ] [ Aude Assit_|

Step 3

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.

You must keep track of your interim payment number. Duplicate payment numbers will be rejected to you for
correction.

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.

& US Courts - UJA eVoucher - Internet Explorer

No errors found.

ignment andfor Plea Warnings
..ﬁ Service and/or Expenses are out of the Voudher Start and End Dates.

el

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

o - o

f{_gmmmmaemtofmvmsmm;&adnam

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.

Step 1

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

Add a description of the attachment.

Click Upload.

Supportmg Documents

B Uptodd (()nly Pdf files of 10MB size or le.ss')

Descrption lCop:es of veceiptl <f

Upload

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

Supporting Documents

Copies of receipts

[ «rrst ][ <previous [ Mext> [ Lasts ] [ save | [ peleteDraft |
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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.DIV.CODE

P10}
3 MAG. DKT/DEF NUMBER

7.IN CASE MATTER OF(Case Name)
JUSA v. Branson

11 OFFENSEG) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY 'S NAME ANDMAILING ADDRESS 13.COURT ORDER

Andrew Anders - Bar Number: 12345 [71A Avsadiate [J€Cotonmsat

éig;\\ix'in‘su;«(n’w {7F Subs for Faderal Defender [ 7] O Appointing Comnsel
onte 1.8 -

& PAYMENT CATEGORY

including pra-tnal divasion

[Phone: 210.833.5623 (P Subs for Panel Anorney ] R Subs for Retaised Attormey

i []¥ Standby Covmsal
14 LAW FIRM NAME ANDMAILING ADDRESS b s i
| Andrew Anders TIN: wax_ew 5780 |Appoiatment Datey
123 Legal Bivd. South Figuatare of Presidiag Judgs or By Order of he Court
AnyTown DC 12345 USA ABest Albactson
Phone: §98.555.4000 paons Newc Pro TaacDate
Fax 888-555-4001 s s e
T Bocent

~ CLAIMS FOR SERVICES AND EXPENSES gl 'COURT USE ONLY. 5
ADJUSTED | ADJUSTED ROVIEW

HOURS | AMOUNT

TERMINATION DATE IFf OTHER 1 CASE DISPOSITION
COMPLETION

L3 Sopplamennt Payment

[} Finat Payment [} Interiz Payment (8}

|| |Have you Previously applied to the court for compensation and'or reimbursement for this? [ YE§ {7} NO
|} |Hyes, wereyoupaid? [T} YES [} NO
| Other than from the Coust, have you, or to your knowledgs has anyone slse, received payment (comp “atsthing of vaiue) from
iy other source in connection with this representation” [ YES [ NO  Ifyes, please attach supporting documentation
i

i | Signature of Attormey: Date Signed:
IN COURT COMF. _OUT OF COURT COMP. TRAVEL EXFENSES 6 OTHER EXPENSES 7 TOTAL AMT. APPRLCERT.
0.00 0.00 0.00 .00 .00
8. SIGNATURE OF THE PRESIDING JUDGE TE JUDGE CODE
. IN COURT COMP- .OUT OF COURT COMP. L TRAVEL EXPENSES OTHER EXFENSES TOTAL AMT. APTR.CERT.
0.00 0. 0.00 150.00 .00
SIGNATURE OF THE CHIEF JUDGE, COURT OF AFPEALS (OR DELEGATE) Paymens ayprved in b, oo TUDGE coE

of the satutary threshold amounc

| Attantion: The nates you eniter wi ba avalable fo the naxt aooroval fevel,
Publc/Attormey 1
Hotes

1] 1 swear and affirm the truth or of the abov

oate: ' © Submit

| «Fist || <Previous [hext > 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.

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

& ‘W Notes

;]~m:sl}2izoms:32:35-] . g ) (1) Submit

[ «Fest }| <previous || mext> || Lasts | | save | | Deletepraft |

Step 5

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. &wumammmmm :
0101.0000150 ‘

Back to:

Home Page
Appointment Page

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.

E My Subaritted Dociments i

To group by a parbiadar Header, drag the comn to this area. : e, Seane
Case Defendant Type Status
114-CRO380S-AA- Jebediah Branson (= 1) CIA-20 .+ Submtted to Court
S 06122014 Clamed Amount: 89.20 ancrew Anders /01010000150
£nd 081272014

¥ - Jebediah Beanson (= 1) ClA-20 Submitted to Court
‘§uu5.: %&E&‘ Claimed Amount: 778,40 Ancrew Anders v & b
o 06052004 INTERIM PAYMENT 1
LI4CR 08805-AR- Jebedah Branson (< 1) AUTH _, Submitted to Court
S OAR220M Clamed Amount: 1,000.00 Chemist, Toxicologist # 01010000002
End 01011900
i Page 1of 1 (Jitems)

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

B My Documents

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

Dz

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.

CIA-20
>

_—

er £: 0101.0000150

| Crr—
| Cr——

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

O services: $63.00

In Court Services

Service Hours Amt.

Arraignment and/or

iy ; 05 s

Bad and Detention

Hearing 0 $0.00

Trial T )

Sentencing Mearing 0 $0.00

Revocation Hearings 0 s0.00

Appeais Court 0 s0.00

Other 0 s
Totals 05  $63.00

0 Expenses: $26.20

Travel
Expense Type i Amount
Trave! Mikes $11.20
Trave Misc ‘ $0.00
Totals $11.20
Expenses
Expense Type Amount
Fax . $0.00
Long Distance Charges $0.00
Photocopies $15.00
Postage $0.00
Other Expenses $0.00
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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. [tems 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  FEach report can have a short description of the
information received when viewing that report.

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

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report

Totals only of budget info for
defendant

You can find other accessible reports by clicking Reports on the menu bar.

Appointment Repart

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 Case
Budgst Amount Requasted: $0.00
Budget amount Approved: $3.500,00

e vernd —— Fess Expanses Total Atsr Approved | After Approved
Trawsl Other And Pending
attorney: Andrew Andsrs  {Appointing Counsel) Active
/1902372015 1o 13232015 | D101.000000¢ $0.00 50.00 0.0 SO0  $E.3SDO0 S0.00 $0.00 §6,350.00 $3,550.00 $3,550.00
{SUC11501 to DLDINSDY $0.00 50.00 $0.00; $0.00 30.00) $2.00 $0.00 S0.00 $3,550.00 $3,550.08
/010171301 1o DLD11901 $0.00 s0.00 so.00 $D.O0 sn.m‘ $2.00 $0.00 so.0a $3,550.00 $3.550.00
Total Pending: $0.00 | Total Approved: $6,350.00 $3,550.00 $3.550.00

Thurssay, Nowember 03, 2015 - var. 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

Typa of Rapresantation: Criminal Case
Budpst Amount Requsated: $0.00
Budgst Amount Approved: $3.500.00

Ft::m m Fesa Expansss Total Faoa Expensss Total t WW§ Anter Approved
Travsl | Other Travsl | Ofner | | And Pending
Attomey: Andrew Andsrs  [Appointing Counsalj Active

They
.. $0.00 $0.00 000 $o00 $easone $0.00 $000  $5350.00 $8350.00 $s350.00
Thurscay, November 05, 2015 - Ve, 1.1 Page 1071
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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 |~]= Description
Doc.# (ECF)  In Court Services
a. In Court Hearings
Hous OwtofCowit Sefvscos . 0
b. Interviews and Conferences

. €. Witness Interviews

] d. Consulting with Investigators and Experts
e. Obtaining and Reviewing Records

. f. Obtaining and Reviewing Evidence

g. Consulting with Expert Counsel

h. Legal Research and Writing

i. Travel Time

j- Other

Note:

The court will enter the hourly rate approvéd 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 = A4 EndDate 5372010 = )
Payrrent dalri- mgm-;egm
s sl ~ -]
S S R S et — % 5 Capital Prosecution =
£_! Interim Payment { pmt.number)

5 | a. Pre-Triatl
1 Supplementsl Paymant " | b. Trial
X : : e Sentencing
d. Other Post Trial

Have you previously applied to the court for compensation andjor S 2PPea!
= oy 5 ik f. Petition for the US Supreme Writ of Certiorari

g- Habeas Petition
Other u;an from the Court, have you, or to you knowledge has @ h. Evidentiary Hearing

m

 If Yes, were you paid?

&aymen = o ampthing of vale) from any other sou i, pispositive Motions
is representation j. Appeal
] K. P for the US Supreme Wit of Certiorari
<< First |[ <Previous |[mext> |[Last>> | [Save]| [ DeleteDrz o <
Other Pr
I. Stay of Execution

m. Appeal of Denial of Stay ¥
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Creating a CJA-26 Voucher

This is a request and justification for expenses outside the statutory limits. In your justification your MUST deem the
case EXTENDED or COMPLEX. Attach supporting orders or memorandum to support your excess claim.

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.

CIA-26
Statement for a Compensation Claim in
Excess of the Statutory Case

B Compensation Maximurm: District Court

This opens the Basic Info page.

» Basic Info iticati Do Confirmati

' Basic Info

| L CIRIXET Lot 1 FERSON REFRISENTID OUCHIR NUMBER

i 2l febedak Bransze

2 MAG KT TRT NUMEER £ DRST DRT TR NUMBER S AFTEALS TR TEY NUMBER £ OTHER TR DRV NUMBER
LI CR L8805 L.AA

* N CASTMATYER OFiCase Nami) & FATMENT CATICORY 3 TYPE FERSON REFRISENTIOD 18 RIFRESENTATION VIR

- oy (mdudeag pre-toal drersson %
| USA v. Branses £ sttoced Seksev) Addt Defesdant ezl Cane
13 COTENSER CARGED
13:1825 F INSPECTION VIOLATION PENALTIES -
12 ATTORNIY 3§ NAME ANDAMAILING ADORTSS 13 COUKT ORDER
x Andew Asdecs - Bar Nussber 12324 1A Avsciats [ Calumnal
efensiant Sy Becont Repors [l B10 Mam Sarvet CF Sl e Pl Duades 710 A o
Totals ardy of budiget mnfo for o Asteese TX TR240 ~: hod .
deferdart Preor 2108335623 T S o Panad Arrner [ TR S Sor Retainnd Avwreey
[N Standiy Cramsai
Pedendant Sotal Bt Bt y
Detsd busiget nfo for defencint fiteenieldtgs
fiagnarre af Prviading Jadps oo By Over if the Tonet
4 LAW FIRM NAME ANDMAILING ADORESS h&;‘:&_‘&"m Sant e Tood D

Mandatory Mewnaw Fourd |

~tont ][ <hedos | [ s ]| vewis ] [ | '{u-i.e.a-.?a;” :

Step 2

Enter the details for information required on the Basic Info page. Run the Detailed Budget Report the negative amount
in red is the amount you should enter in Amount Requested. 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.

Justification
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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.

pusdcie ) heiotes ) Swmmmis | ; eofirmett
Supporting Documents

| Fie Upload [Only P fles of 10MB size or lkess!)

I | enoms o) s ] | (o= ] | [oewom]

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.

i wonscher has besn submitted for paynent. You vl necenve 8 rotficssor e need more detads.

Frane imep the Tolowig voudher rumber for yaur own recde:
0101.0000167

Back to:

Home Page
Appointment Page

Note: When requesting in advance for an excess amount over the statutory limit you must attach your CJA 20 that you
are working on up to date to allow the district and circuit judge to help review you CJA 26.
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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.
Click on the Links Tab in eVoucher for the instructions on how to hire an Expert/Service Provider under Authorization to
hire an Expert/Service Provider.

Open appointment record.

Click the Create hyperlink next to AUTH.

Create New Voucher

AUTH
Authorization for Expert and o
Services

Click the Create New Authorization hyperlink.

1 frorarmen o2 @ ow 1

Authorization Type Selection
You can dlick 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
autharization.

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.

- p Basic Info

' Documents . Confirmation
Basic Info
1. CIRDIST/DIV.CODE 2 FERSON REPRESENTED VOUCHER NUMBER
0101 Jebediah Branson
3 MAG.DET/DEFNUMBER 1 DIST. DKT/DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6.OTHER DKT/DEFNUMBER
§ 1:14-CR-08803-1-A4
| |7 INCASEMATTER OF(CaseName)  |8.PAYMENT CATEGORY 9. TYPE FERSON REPRESENTED 10. REFRESENTATION TYFE
! . [Felony (including pre-trial diversion Lo
[USA v. Bransen of allegad felony) A dult 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: 12343 714 Associate [T]€ Co-Counsel
l;:: :}::ﬂ ?“%‘( i []F Subs for Federal Defender [0 Appoiating Counsel
Antonio TX 782 N
ohons: 210.933.5623 []P Subs for Panel Attorney [ | R Subs for Retained Attorney
[T]¥ Standby Counsel
[Prior Attorney's Name
lAppointment Dates
Signature of Presiding Jodge or By Order of the Court
14 LAW FIRM NAME ANDMAILING ADDRESS ate of Order Nunc Pro Tunc Date
3/32014
Repayment [_]VES [V]NO
Order Date
llmc Pro Tunc Date
Estimated 5| J=
Basis of Estimate |
Description
Service Type v
Requested Provider |
[ <Fist_ ][ <Previous ][ nNext> |[ Llast> | [ save | [ peleteDraft |

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020



CJA eVoucher for Attorneys | 41

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.

[Cerirst ]| <Previous || Next> || Lest» | [ save || [ DeleteDraft | !

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!)
Fie ‘ | Browse..

|

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

: Supporting Documents

‘ | File Upload (Only Pd files of 10MB size or lesst)

A ST

| Preposed order Delete  Vigw
. Affidavit in Support of Expert Service Regquest Dalets  Vigw

Expart's Cuticulum Vitae Calstes  View
[=fst ][ <Previous |[ meat> || tasts | [ s | [ peleteoraRt |

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 riotes you enter wil be avadable to the next apcroval level,

Publc/Attomey
Notes

[v] 1 swear and affirm the truth or correctness of the above statements .
[ Date: 6/16/2014 15:53:48 | ; ; o Submit

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.

| Your voudher has been submitted for payment. You wl receive 3 notificaton if we need more detals.
| Please keep the folowng voucher rumber for your own records: ‘

10101.0000152
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Linking an Authorization to a CJA-21 Voucher

After your authorization has been approved by the judge, it appears in your Closed Vouchers panel. ‘
If desired, click the voucher number link to view the voucher.

Select Your Appointment

To create the CJA-21 Voucher and link it to the authorization, click the defendant
case number link in the Appointments’ List section.

Figure 1: Home Page — Appointments’ List

“ ATTORNEY i
{ i Search Bustiog

Order Type: Appointing
Order Date: 03/03/14

Pres. Judge: Albert Albertson
Adm./Mag Judge:

Figure 2: Appointment Info

Appointment Appointment Info

Create CJA-21

In the blue Appointment section, click the
CJA-21 Create link. e

Create New Voucher Astoeio TX 78210

- 2404335623

£4 LAW FIRM NAME ANDSIAILING ADDRESS

Vouchers on File
Ta group by & partituilar Heander, drag the toban
Case Defendant
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Authorization Selection

The Basic Info screen gives you the options of No Authorization Required or Use
Previous Authorization. Click Use Previous Authorization.

Figure 3: Authorization Selection

Authorization Selection

You can click the Use Existing Authorization button to select from a list of approved authorizations, or click 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 authorization.

Use Existing Authorization
Select this option to display and select
from a list of approved authorizations
for this appointment.

Notes:

e The system searches and displays any existing requests for authorization.

Select Authorization

The application automatically pulls up existing requests for authorizations. You
must select the appropriate authorization listed before you can fill in the new
voucher information; it turns cream colored when selected.

Figure 4: Authorization Selection

Authorization Selection

You can click the Use Existing Authorization button to select from a list of approved authorizations, or click the No Authorization Required button
if under the statutory limit.

No Authorization Required Please Select the iated Authori
If your voucher comp: tion is under
the statutory fimit and does not require ID Number: 186

Service Type: Interpreter/Translator
prior authorization. O e (L Estimated Amount: $5,000,000.00
Authorized Amount: $100.00 Notes:
Use Existing Authorization Grand Total Amount: $100.00

Select this option to display and select

from a list of approvad authorizations IUD mg:mfézm 4 Service Type: Chemist/Toxicologist
for this appointment. gl "‘A & Estimated Amount: $800.00
\mount: $800.00 Notes:
Grand Total Amount: $0.00 :
New Voucher Information
Service Type Interpreter/Translator ~ B
Deqcrlplion

Voucher Assignment  © Attorney  Expert
This incicates who will be responsibie for filling the voucher daim part
- Service Provider

MmMm&mmthhw
mmmmmmmmmm

Bpet [ V]
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Fill In the New Voucher Information

You may search for an existing expert or enter the information for another

Figure 4: New Voucher Information

Existing Requests for Authorization

ID Number: 38 Service Type: Chemist, Toxicologist
Order Date: 03/03/2014 Estimated Ameount: $1,200.00
Authorized Ampount: $1,200.00 Requested Provider:

ID Number: 71 Service Type: Interpreter Translator
Order Date: 03/03/2014 Estimated Amount: $1,200.00
Authorized Anount: $1,200.00 Requested Provider:

New Voucher Information
Service Type E:jtér:

Description

Voucher Assignment  *®

This indlic o will be resaonsible for filing the voucher claimpart

Service Provider

“You can search one of the service providers already inthe system
ORyou can enter the required information for another provider

Bpert

Iﬁsmame Huid&uame |LastName*
|

Emal -

[ |

If the authorization has an increase in the amount, you can see this by comparing the original
authorized amount to the grand total amount, which includes the increase.

Tm button to select from a list of approved authorizations, or click the No Authorization Required button

Please Select the Associated Authorization

ID Number: 224

Authorized Amount: $500.00
Grand Total Amount: $800.00

Service Type: Chemist/Toxicologist
Estimated Amount: $500.00
Notes:

New Voucher Information

S

Notes:

e If the service providers or experts have rights to enter their own expenses, the Voucher 7
Assignment radio button becomes active, and you can choose if you or the expert will enter

the service fees on the voucher.

e AllCJA-21 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 virtually

sign the completed CJA-21 again to submit it to the court for processing.
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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.

foa-21

i Authorization and Voucher

i 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.

PNo 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.

{ect this option to display and select
om a list of approved authorizations
or this appointment.

b Basic Info

Basic Info

EXCESSFEE LINAT
$10,300.00 Albert Albertson

Authorization Selection i
| 1] You can dlick the Use Existing Authorization button to select from a list of app i or dick the No izati q button §°
if under the statutory limit.

No Authorization Required

1 your voucher compensation s undar
the statutory mit and does not require
prior authorization.

Use Fxisting Authorizati
Salect this option to display and select
from: 3 kst of approved autherizations.
for this appointment,

Tasks

Link To Appeintment

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.

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

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.

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

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.

Oifiey )

| Ths indicates who will be responsible for filling the voudher daim part |

SV

If the expert selected is authorized to enter expenses on their own voucher, the Voucher Assignment 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

Click Create Voucher.
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Please Select the Associated Authorization

1D Number: 186 Service Type: Interpreter/Translator
Order Date: 03/03/2014 Estimated Am £5,000,000.00
Authorized Amount: $100.00 T

Grand Total Amount: $100.00 Notes:
ID Number: 223

Order Date: 03/03/2014 st i G‘e{“;“;‘gﬂ";i)"’bgi“
Authorized Amount: $800.00 Notes: : )
Grand Total Amount: $0.00 )

New Voucher Information

Service Type  Interpreter/Translator ; b

Description

Voucher Assignment (@ Attorney O Expert

This indicates who will be responsible for filling the voucher daim part
Service Provider

You ¢an search one of the service providers already in the system

OR you can enter the required information for another provider

Expert Campos, Charlene g

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

I Create Voucher l

Notes:

e 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.

e [f the expert you selected is authorized to use eVoucher, you are done at this point and can click Home or logout.

e 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.

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020



CJA eVoucher for Attorneys | 50

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.

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

Ordar Date: 03/03/2014
Authorized Amount: $100.00
Grand Total Amount: $100.00

Servica Type: Intarpreter/Transiator
Estimatad Amount: $5,000,000.00
MNotas:

ID Number: 223 ” . T
Ordar Date: 03/03/2014 Service Type: Chamis}/ Tasdcolaght

Authorized Amount: $800.00 e Shemve ! imacuis S00.00

Grand Total Amount: $0.00 o
New Voucher Information
Service Type Interpreter/Transiator Vs

Doty

Voucher Assignment ; L] mmme; Expert
This indicates who will be responsible for filling the voucher claim part
You can search one of the service providers already in the system

Ted indorrnacion

il

Address 1 = ‘ = ~
= = | |
Address 2  State [U.S. Only*) Zi :
- | T .
Address 3 Country™ .

|  [UNITED STATES v]
Create Voucher
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.
> BasicInfo ) Services | Expenses [ Claim Status ' Documents | Confirmation
Date  yzpoe [=2E | Desaription -
m ‘ * 1 . v i
Rate = '

e Requirad Fields

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

Date Description Units| Rate | Amt
03/27/2013 )

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.

. BasicInfo | Services } Expenses | Claim Status | Documents | Confirmation

To group by a particular Header, drag the column to this area.
Expense Type Date Description Hi% Rate | Amt
Travel Miles 04/30/2019 Travel 30 $0.545 $16.35

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

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

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.

. Confirmath

EndDate  [6:42014 [473

= Racrrelir: Passe sakiet e Sproi oe G I,

* Bapred Pakhh

wrrst || <Prevos || Met> J[ wsts | I sae 1§ { DelstaDraft | { Audt 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
CIA-21.

CJA eVoucher | Version 6.2 | Western District of Pennsylvania | January 2020



CJA eVoucher for Attorneys | 54

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

 Claimstatus } 0

Supporting Documents

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

: M,A.m.,x__k_,_..‘.._. S
Desarpton |

|

irvagion from Expert

Tl | )| b

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.

o tenmon The notes you e il be gyaiable to the pevt sopecal el
e

1 Lswear and affm the truth or comectnessof the above statements | ‘
| Cwmmnmemmss. . L Submit
| «Fest || <Poevows || met> | lasts | L swe | { OdeteDeaft |

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

Your vucheshas b bt o paymen. You w ecevearbatan f e e v deae
Plesse keep the olowng vouches unber or your ovn records: | .
0101.0000154 '

|Enm.e£an£
:Annsﬂnnngnmm
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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.

| B My Active Documents

1] To group by a partioudar Header, drag the column to this area. Sach.{
Case Defendant Type Status
LISCROBB0AA Wendy Wison {# 2! c1aa1 >
S oenz0 Cismed Amount: 165.80 s Gabred / o
£ OETTN20N4 Weapors Frearms Explogi... FINAL PAYMEXT

Navigate to the Confirmation tab.

Verify all information is correct.

Step 7

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

e pislebie o Pe et meralev

J e [

R =
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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.

The authorization opens to the Basic Info page. Click the No Authorization Required hyperlink. NEVER CHECK THIS BOX

No Authorization Required

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

Enter the details for the transcript required on the Basic Info page. Why do you need this transcript? What do | want
transcribed, date, and court reporter name? What percent is cost split? Who is cost split with government or co-
defendants?

Click Save.
. g AUTH-24 » Basic Info - Condl
; | Basic Info =
1.EAK SAAT DRb COE 1 FE3ION A FRIAENTED G HAR VUM [
Rl sredat Boavion |
3 MLAG T DT NTISSR 4 DEST. NS ONT NTMIER & OTRIR DN DXF SUMSIR
14 CRAGET.AL
TENCARE MNTTRR OF (Covemama  {§ PAVUENT CATRGORY 3 55 REPRETENTATION V9T
Froteny (ratodme poatrial S | |
[USA v Brasace { atiaped feloans At Didemdan Forimert Case [é
[P orTraEm CRARGES i
| {Eds FINSPECTION VIOE ATION PENALTEES. H
| [ ATEORNIT S NABME ANDIANILING ADURLSH Tod cotns ok, |
Andrew Andan « Bar Nember 12338 1A Ansasw e CaCansan
;i?.‘.?z_:lx_;:zx S {17 Saba fos Vodaral Dndvider 1151 Q) Agyaianing Saanad
Sty :]i,”' 8535438 [T Babs ths Pl Aanr || Ra0 fe Reviindl Ansonsy
1Y Stende Commini
I v Aborney s Name
 upysmemsar Dacen
Fritwarese o Prosiiag Jwtge s B Dedos o 1ha €50t
| {1 AT IIRM MAME ANDMASLING ATDRIZS ;?5”" 3 Nani Bre Pime Dete
{ 2313
Ropaasase T{VES TN ’
mmwwm {
| To e
| |Proceedng ToBe | §
-
e
i 4 Cost (%) {
| ]
-0 r—
| G { Ll o [ Presecuten Retunsl
| Transcripts ; § -
i N {_Inefe | Ipeferce Claeywsucsons [ ivor Ove
| Ordur Dute
| Hunc Pro Tunc Date

I e [T ] (e
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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.
Attach the court order or hearing memo on the Documents tab for all cost split transcripts.

Step 1

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

Step 2

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

Step 3

Click Upload.

The document appears at the bottom of the Description column.

Click Save, and a confirmation page appears.

o Basicinfo F Decuments Confirmation

| Supporting Documents
File Upload (Only Pdf files of 10MB size or besst)
e | Bowse .

T [ evems I J[Ges | | (5= ] | [omemen]
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Verify all information is correct. Select the affirmation check box, and then click Submit.

Attention: The notes you enter wil be avalable to the rext approval level,

.| Public/Attomey
i/ MNotes

! 1 swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 4] Submit
[ «Fest_ ][ <Previous |[ mext> ][ Last» | [save | [ Delete Draft ]

A confirmation screen appears, indicating that 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.

Success
Vour weaschar has & ey ¥ & reca «* #e detals.
| Plaase ke e folwing vousher rumber for your s eecer:

| 0101.0000148

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

Notes:

e CJA Panel Attorneys DO NOT have rights to create a CJA-24.

e Once the AUTH-24 has been approved by the Judge the CJA Administrator will create the CIA-24.

e The Court Reporter will enter their service time on the CJA-24 and submit it to the attorney for approval.

e The CJA-24 will appear in your “My Active Documents” folder with the status of “Submitted to Attorney”

e The Attorney will perform the second level of approval to submit the CJA-24 for payment on behalf of the Court
Reporter.
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Creating a CJA-24 Voucher - For Informational Purpose Only

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

From "c»he‘Ap;pg_in’grpgr]'g_pa{gg,h _:c‘_li_t‘:nlgrt‘_he Create hyperlink next to CJA-24.
foa-24

Authorization and Voucher for
of Transcript

rayment

The Basic Info page appears, showing approved authorizations.

p Basic Info

Basic Info

1. CIR DIST/DIV.CODE

2. PERSON REPRESENTED R‘omxzx NUMBER

0101

Jebediah Branson

3.MAG. DKT/DEF.NUMBER

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

§.APPEALS DET/DEF NUMBER

. OTHER. DKT/DEF.NUMBER

—
7.IN CASEAIATTER OF(Case Name)
JUSA v_ Bransen

3. PAYMENT CATEGORY
[Felony (including pre-trial diversion

9. TYPE PERSON REPRESENTED
Adult Defendant

10, REPRESENTATION TYPE
[Criminat Case

jof alleged felony)
11 OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES
.————

EXCESS FEE LIMIT PRESIDING JUDGE
$10,300.00 Albert Albertson

AAGISTRATE JUDGE DESIGNEE 1

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

Use Existing Authorization in eVoucher
You may dick here to select from a list of approved

authorizations.

No Existing Authorization in eVou
if you do not have an existing authorization in
sVoucher, you may proceed by clicking here.

[ «mrst |[ <Previous |[ Nea> |[ Last» | [ Delete Dratt | [ Audit Assist |

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 i
 Select an approved authorization request for this CIA-24 i
| i
- | ID Number: 26 Service Type: Court Reparter / §
Order Date: 03/03/2014 Transcript i
| Authorized Amount: 0 Estmated Amount: 0 ;
1 |
| 1D Number: 148 Service Type: Court Reporter /
- | Order Date: 03/03/2014 Transcript i
Authorized Amount: 0 Estmated Amount: 0
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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.

_§|< «Frat || <previous [ wese> ][ tame |}

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

] (o ] (o> st ) (|
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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.

Step 2

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.

i Basic Info ¥ Services

|

4 jces

i = - - = -

#] o LT | escrestan
taren Tew % 2 234
e Foge mbers

0 o P Rt e Poge R ks
Lt Fetnnt oot tred A

e et Mt : : ” Deiwetem |

5 Sanrwt Fatt

Service Type  Dede Derergtion Iocl Page hombers  Sodaprs Rale Apgortmneer  Dncowet  Tetedll
[ gt RN Semneny we e

*t_u-xél(m-w

oven | [ chevow ][ et ) s ] Comamr | =

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

The item appears below the Expenses section.

Click Save.
Banic tfe . ) Suevh b | Decmants . ¥ Confivm
Expenses
| | Date Teea1e -ﬁ | Descrgton
| oo T I 0

i

f e i T w»[ g %“.‘::f..:;..’

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.

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

The document appears at the bottom of the Description column.

Click Save.
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Bavic Info - Services ¥

| Supporting Documents

,“..,,,‘(a.‘.;.,....,.,w.; Cie (oo

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

Atsernie: Tha vetoes vin el srbie hualaie ts e fesl Mnriis s,

imwummimmmummm _ B
Ostes /2014 1835357 : ‘ ¢ Submit

Step 4

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.
mmnmmhmmnm.mmtuumm ‘
mmnmmmhmmm

« mmmss

» Back to:
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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

¥ Basic Info h Confi
5
Basic Info
1 CIR TRST 0OV CODE 1 FERSON REPRESENTED ‘B{.‘mm
101 [Wendy Wilson soiniahiel
3 MAG. DET DEI NUMBIR 4 DIST DT DEY SUMRER 3 APPEALS DKT DEF NUMBIR 4 OTHER DKT DEF SUMBER
i 1ocP08802 2.8
AN CASEMATTER OF(Cane Nasew) $ PAYMENT CATECORY 9. TYPE PERSGN REPRISINTID 1E REFRESENTATION TYPE
b'SA v Wilson ot a Felony {imchadiog pre-tnal divwesion |, o g, b dendans forimimt Case

Jof altesed frlonys
3. CHARGED

11 OFENSIGH

18134830 F INCOME TAX FAILURE TOFILE
12 ATTORNEY § NAE ANDMAILING ADCRESS
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The Travel Agency to be Used section automatically populates.

Step 2

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

Request For Travel*
* Required Fields
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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.

Step 1

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.

m:ma o Auth R ’ Confirmatioc
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The Confirmation tab appears. Verify all information is correct.
Select the affirmation check box, which automatically time stamps the voucher.
Click Submit.
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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.

Your S hie heeo i b & ! " Ko nend deinds.
Plaase heep the folowng voucher number for your dwn neconds: :
0101.0000162

The travel voucher now appears in the My Submitted Documents section.
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