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Nota Bene: Edit before using!

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

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

°  Are attorneys allowed to edit their own profiles and billing information? Enter holding periods?

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

°  What is your policy about interim payments?

°  How will your site handle the CJA-24 Auth and the CJA-24 voucher? Will court reporters be involved as experts?
Will the attorney create the CJA-247?

Will the panel attorneys use the Continued Learning Education (CLE) tracking feature in eVoucher?
°  Will the attorneys be doing the travel authorization provided in eVoucher?

Will you be using the email proposed appointments available in eVoucher? How will attorneys be notified of
appointments?

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

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016
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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 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. The program includes the following modules:

Panel Management

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

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

Requests by attorneys for interim payment

Upload supporting documents to vouchers or authorization requests

Reports for attorneys to take an active part in monitoring costs

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

Browser Compatibility

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

Court Appointment

When you make an appointment, 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.

Some courts may send a proposed email to the attorney, awaiting acceptance of a specific case.

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016
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Accessing the CJA eVoucher Program

Your court will provide information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log on using the user name and password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release
Training District 5.0

Existing user? Please login.

Forgot your login?

HNotice: This is a Restricted Web Site for Offidal Court
Business onby. Unauthorized ertry is prohibited and

subj ect to disdpline by the Court and/or proseartion
under Title 18 of the U.5. Code. Allactivities and a ccess
gttenpts are logged.

You are required to change your password within 30 days of the first time you log on to eVoucher. Passwords must be at
least eight characters in length and contain:

e One lowercase character.
e One uppercase character.
e One number.

e One special character.

You are required to change your password every 180 days.

If you forget your user name or password, click the Forgot your Login? hyperlink.
Enter your user name or email address, and click Recover Logon 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.

Uisername: || J and/or

Email: !

I Recover Logon |

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016
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Home Page

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

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

Appointments’ List This is a quick reference to all your appointments.

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

Assignments not accepted or rejected the appointment.

My Submitted This folder contains vouchers for yourself, or your service provider, that have been

Documents 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 This folder contains all the vouchers for your service providers.

Documents This includes:

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 This folder contains documents that have been paid or have been approved by the
court. Closed documents are only displayed for open cases. Closed documents are
displayed until they are archived and/or for 60-90 days after the appointment is
terminated. They are still accessible through the appointment page.

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation

Attorney login
confirmation

Menu Bar

Home Operations Reports Links Help logout

> Home

Welcome Andrew Anders [Attorney)

ATTORNEY

1
=

Welcome Andrew Anders: My Profile

My Appointments:  View

Home
Operations
Reports
Links

Help

Logout

MenuBaritems |

The eVoucher home page
Allows you to search for specific appointments
Selected reports you may run on your appointments
Hyperlinks to CJA resources: forms, guides, publications, etc.
Provides:
e Another link to your profile
“Contact Us” email
Privacy Notice
eVoucher help documentation for attorneys and experts
Logs user off the eVoucher program

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016
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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 g 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 !EE! appears.

Click and drag the folder to the new location.

Sorting: Click the column heading (e.g., Case, Description, Type) to sort in either ascending or descending order.

Resizing of Column

Along the folder headings (e.g., Case, 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.

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016



CJA eVoucher for Attorneys | 7

Customizing the Home Page (continued)

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

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

B My Active Documents

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

» Click and drag the header to the Group by: header bar.
Togr 3 drag the column to this area.
C
Ca nt Type v Status
E All the information in that folder is now grouped and sorted by that selection.

Group by: Case - N

Case Defendant Type " Status

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016



CJA eVoucher for Attorneys | 8

My Profile

In the My Profile section, the attorney may:

e Change password (Login Info section).

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

e Update Social Security number (SSN) or employee identification number (EIN), and any firm affiliation (Billing Info
section). Any changes to SSN after the first login must be made through the court.

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

e Document any CLE attendance.

Click the My Profile link from either the Home page or the Help menu bar to open the My Profile page.
Home Operations Reports Links Help logout

My Pr
Contact Us 'h

Privacy

eVoucher Documentation: Attorney and Expert Users

My Profila
ATTORNEY My Appointments:  Miew

Home Operations Reports Links Help logout

= Help :’ My Profile Welcome Andrew Anders (Attorney)
Login Info Edit

- . . Userlame Anders
Your Login information

Bar Mumber: Edit
Sl Ir!fo Your Name: Andrew Anders
Your personal info
Your Contact Info:
Phone: 210-833-5623
Fax:
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us
HTH Your default biling info is:
Billing Info _ Andven Andes
List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX z
78210 -Us Edit
Phone: 210-833-5623
Fax:
Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored.
Education Please click VIEW to type your info.

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016
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Changing My Profile Username and Password

= Help = My Profile

Welcome Andrew Anders (Attorney)

In the Login Info Login Info

Your ng n information

change your
password.

To change your user name, P

section, click Edit to UserName Anders

Edit

Welcome Andrew Anders (Attorney)

type the new user name

has been changed.”

To reset your password,
click the reset link.

and click the change link. It Login Info Username Anders
will show “The Username VAL D (T

change

reset

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016

Enter the new = Help = My Profile
password and reenter )
o ) . Login Info Username Anders change
it in the Confirm field. Your Login information :
Password eeesses| = Strength:Strong
Confirm *
o I Reset I
Click Reset to \_‘
save.
> Help = My Profile Welcome Andrew Andars (Attormay)
Click Close to exit Login Info Username Anders change
the Login Info [ Passworg =+ reset
section.
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Attorney Info

Attorney Info Bar Number: 12345 Eat
; = - Your Name: Andrew Anders
In the Att Your Contact Info:
nthe Attorney Phone: 210-833-5623 | Cell Phone: 702-555-1212
Info section, Fax:
click Edit to deadmail @support.aotc.uscourts.gov
deadmail @support.aotx.uscourts.gov
access your deadmail @support.aotx.uscourts.gov
personal
. . Your Address:
information. 110 Main Strest
San Antonio, TX 78210
Usa
Attomey Info gfﬁﬂil[rfef ields
Your personal info |
SSH Instructions:
If you are an appairted panel Tax Identification Murrber: * (Ifon Pand)
attorney, youare required to enter SN
your Social Seaurity Nurrber in the 55N :
field. Confirre
If youare an assodate only, donot Firs;:Na'rre* Middie Las;Nan'e*
Make any necessary enter your Sodal Security Number in | [Andrew I |[Anders |
h the SSN field.
changes. Main Emeil
Payee Certifica tion: | dea dneil@support.a otx.uscourts. gov |
This rresséage informs &rou thaﬁmeecl 2nd Enveil
Mame and TIM entered are colled: | ,
pursuant to IRS Guidelines that govern |;T;::i:|@s UppOrt.3 ot uscourts. gov |
whatinformation must be collected by
thejudiciary for payments mede to | dea dreil@s upport.a ob. uscourts. gov |
norr_ermlove&ds ead nd Ddtf]ger entities fouff Phone = Cell Phane Fax
services provided and for purposes
issuinga Form1099-MISC. You have |210'8“33'563 | | | |
provided this inforrmetion under )
penalties of perjury and certify that Address 1 City =
lick 1-The nurber enteredas my SSNor | [110 Main Street | [san Antonio |
Click Save. EIN is rmy correct taxpayer Address 2 State = (US only! Zip= (US only)
identifiation number: and : 4 : "‘
2-1ama U.S. dtizen, U.5. resident | | | [Teas v [7e2t0
alien, or other U.S. person (3 Address 3 Country =
partnership, corporation, company, or
assodation created or organized in the | | |UNITED STATES v|
U.S. or under the laws in the U. 5.).

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016

Note:

e Each attorney (except associates) must enter his or her SSN into the user profile
or they will not be paid.
e The Country field will automatically populate UNITED STATES unless otherwise

indicated.

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

Biling Info Your default biling info is: Select
9 Andrew Anders : |
t bie nfo records Biling Code:0101-000001 Add
Under the Billing 110 Main Street
) . San Antonio, TX Edit
Info .SGCtIOI"1,‘C|ICk 78210 - US
Add if no billing Phone: 210-833-5623
information is e
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 select the Copy Address from Profile check box if your billing address is the same as your Attorney
Info address.

Biling Info Biling Type: =
t : re @) Seff-Enployed
Firm
Associate
Make any
necessary L
\¥| Copy Address from Profile
changes and
click Save. Name:

Phone: Fax:
210-833-5623 ||

Address 1:
1110 Main Street
Address 2:

Address 3:

Cty: _ State: ~ Zip Code:
San Antonio || TEXAS v | |78210
Country: _

[UnrTED STATES v

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016



Biling Info

List all available biling info records

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

Biling Info

List all available biling info records

Note:

Billing Type:
O se F-Employed
® Firm

" .
\_J) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fa:

CJA eVoucher for Attorneys ‘ 12

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V||

Country:

| UNITED STATES

vi

Billing Type:
'C' Seff-Employed
f: Firm

F .
@) Associate

Save

Biling Code: |0101-000001

| | Verify |

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

e Attorneys with preexisting agreements must enter the firm’s EIN and name.
e Associates do not need to enter an SSN, but must enter the billing code of the

attorney to be paid.

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016
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Holding Period

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

In the Holding Period section, click View.

Holding Period No info has been stored.
Please dick VIEW to type your info.

Click Add.

Holding Period &= Add_|

s ]

Starting Ending

Mo Holding Pariod
e data

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

Starting Date " Ending Date
0712014 |3 [osfor2014 |
Notes

Vacation Cruise.|

Click Save.

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016
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Continuing Legal Education

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

Continuing Legal Mo info has been stored. @
Education Please dick VIEW to type your info.

To add CLE information, click Add.

Search: ||
Fhes Credit Subject

Yo Comtnung Legsl [ dyao

o s

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

Continuing Legal . S ]
Education

Credit | Senbendngral |
Date [osmy2014 |
Hours |

Descriphon

Dooment Afier you save the informabon about this Conbinuing Education, you will be able to upload related documents,

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

Click Save.

Note: After you save information, you can upload related PDF documents.

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016
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Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

| Back | | save |

Credit | Sentencing-re
Date [05/15/2014 | ]
s [0

Descripkion

______1
Document | I rowee. ]
|

B Click Save.

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

s [] C []
e [, | o) | o], | (oam)

Fides Credit Date Hours Subject
o Sentendn... 05/15/2014 o

1 Page 1 of 1 (1 ihems)

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016



CJA eVoucher for Attorneys

16

Appointments’ List

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

Click the case number
hyperlink to open the
Appointments page.

View
Representation

Attorney CIA 20
Voucher
Template

Expert CJA21 |

Voucher
Template

Detailed
Payment Reports

All vouchers
associated with
this case are
displayed.

Ease'nﬂe:l.ﬁnwhm
Attorney: Andrew Anders

Case: 1:14-CR-0B805-AA

Defendant =1 1
Case Tithe: USA

v. Branson

Attorney: Andrew Anders

Defendant: Jebediah Branson
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date; 12/21/10

Pres, Judge: Albert Albertson

Adm. Mag Judge:

Appointment

B

Create New Voucher
AUTH Create

Busthorization for Expert and other
ST

AUTH-24 Create
Authorizabon for payment of ransoript
fCIA-20

Appointment of and Authonty to Pay
Court-Apponted Counsel

CIA-21
uthorization and Voudher for Expert
and other Servioes

CIA-26 Create
Statement for & Compersation Clam in
Excess of the Statutory Case

Appointment Info

|10 Mlain Sireet
flan Antonio TX 78210
[Phone: 210-833-3623

[]¥ Standiy Comnal

[Fricer Atioamer's Xams+
g pa usteaast Dles

L LAW FIRU NAME ANDALAILING ADDRESE

Albert Afhertson
[t o Oviber
B304

L CTR. TEET DOV O 1 FERSON RIFRESENTED OUCHLE NUMBLR
101 ehediah Branson
3.MAG. DKT/DEF XUMBER 4 DAST. DKT/DEF ¥UMBER £ AFPEALS. DKT TEF NUMEER. . OTHER. DT DEF NUMBER
1:14-CR-08505-1.A4
*.IN CASEALATTER OF(Case Name) | & PAYMENT CATEGORY ¥ TYPE FERSON REFRESENTED 18 REPRESENTATION TVPE
' [Felony (mchufmg pre.trial diversion s
JUSA v. Basses ot feloary) |4 dutt Defendast Cnmingl Case
1L FFENSES) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S KALE ANDAUAILING 1. COURT ORDER
| Andrew: Anders - Bar Number: 12343 [ A Assaciate []€ Co-Comel

ulsﬁ!& Fadiar il Dafendlis ':iﬂwf&-ﬂ
rjrmmmm :—jnmmmmm

[Gignaine o f Praxidiag Jedgs or By Ordar of tt Comn

ot Fro Tumc Duie

Reparmest [ ]VES [7)%0

Vouchers on Fle

/

Group Header Bar

v
==

To group by 8 partioular Header, drag the column o this area,

Search:

Compersation Madmum: District Court Case Defendant Type Status
TRAVEL Create J:14-CR-0E05-A8- Jebedish Branson (= | CIA-20 Submitted to Court
usthertzation for payment of Tiavel cart OMONIUI Claimed Amount: 778,40 Andrew Anders # 11010000001
Jebedish Branson (= 1) AUTH Submitted to Court
Reports Camed Amcunt: 1,000.00 (Chemist, Tovicologist {20 1.0000003
) P y Jebedish Branson (= | BUTH-24 g Youcher Closed
Retfersiant Detad Budget Report Soar: DEIOAZNI Claimed Amont: 0,00 T 2101.0000026
Detad budget info for defandant w- DAL Approved Amount: 9,00
B4R A~ Jebedish Branson (= 1) ClA:21 -, Vouscher
Defendont Summary Budge Report e (eI SAmeC oS 290 Luz Garca L b
Totals ondy oF budget info for e Har, P Expert
defendant L 14-CR-0BROS-AA- Jebedish Branaon (1 1) ClA-24 -, Voucher Entry
o Soan DBOMOL4 Clamed Amount: 0,00 Tersss Transtrpts ‘ Edfit
Attomey Time Begport ‘
Jebediah Branson (= | AUTH-24 . Vioucher Bnr
Clamed Amount: 0.00 L Edit L
5088 Sebedish Branson (= | ClA-24 Submtted to Attomey
DEL20 Clarmed Amaunt: 14.50 Teresa Transaipts A 1101000014
[
1 Page 1 of 1 (7iems)
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View Representation

The View Representation information displays:
e Default excess fee limit

Presiding judge

Magistrate judge

Co-counsel

Previous counsel

In the Appointment section, click
View Representation.

Appointment

Help logout

Representation Info

1. CIELDIST.TIV.CODE 2.FERS0N REFRESENTED [VOUCHEE NUMEER

101 [Jebadiah Branzon
A MAG. DET/DEFNUMBER 4. DIST. DKT/DEF NUMEBER £ AFFEALS. DKT/DEF NUMEER 6. OTHEE. DKTDEF NUMEER

) 1:14-CR-08805-1-AA
T.IN CASE/MATTER OF(Case Name) 5. PAYMENT CATEGORY 8. TYPE FERS0N FEFEESENTED 10. REFRESENTATION TYFE
Reports [USA v. Branson Felony (ncluding pre-trial diversion ), 4 ) 1y dant Criminal Case
jof allzged felony)
Representation Report 11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESITING JUDGE MAGISTRATE JUDGE DESIGNEE
50 000 00 Albert Albertzon
AppID Attorney Order Type Order Email

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

Click Home on the menu bar at the top of the page.
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CJA-20 Voucher Process Overview

Attorney enters
time/expenses Court CJA Unit Court approves or

Court processes
voucher for

and submits audits voucher. rejects voucher.
payment.

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 primarily the same.

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

Appointment of
Court-Appointe

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

|l Basic Info Services Expenses Claim Status Documents Confirmation

Basic Info
1. CIR.DISTDIV.CODE 2. FERS0N REFRESENTED [VOUCHEER NUMBER
101 [Jebediah Branson

3 MAG DKTDEF NUMBER 4 DIST. DKT.DEF NUMBER S AFFFALS DKT/DEF NUMBER 6. 0THEE. DET.TEF NUMEBER
1:14.CR-08805-1-AA

7. IN CASE'MATTER OF({Case Name) 8. FPAYMENT CATEGORY 9 TYFE FERS0N REFRESENTED 10. REFRESENTATION TYFE

[USA v. Branson Felonty (inchuding pre-trial diversion |, 4. yefon gant Criminal Case
jof alleped felony)

11 OFFENSE(S) CHARGED

dD b
) ] » 13:1823 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER

[Andrew Anders - Bar Number: 12343 [[] A Associate []€ Co-Counsel
110 Main Street F Subs for Federal Defender [7]0 Appoiati
Appointing Counsel
6 EKWHSES:S’D-D’D - pan Aofonio ) 2118310 DPthuml’anﬂ-\tmm' RS bs for Retained Attorney
Phone: 210-833-5623 O Aforer (7180 Ao
[]¥ Standby Counsel
Reports [Prior Attorney's Name
|Appointment Dates
Defendant Detail Budget Report |Signature of Fresiding Judge or By Order of the Court
Detail budget info for defendant 3 Albert Albertson
14 LAW FIRM NAME ANDMAILING ADDRESS te of O ‘unc Pro Tunc Date
3/3/2014
e Repayment [ | YES [/]|NO
Defendant Summary Budget Repart
Totals only of budget info for
defdarit Payment Info
Preferred Payee | Andrew Anders
Andrew Anders
SSN/EIN: ***-**_5789
123 Legal Blvd. South
AnyTown, DC
12345 -USA
Phone: §88-555-4000
Fax: 888-555-4001
| «First | | < Previous | | Next > | | Last » | | Save | | Delete Draft
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Creating the CJA-20 Voucher (cont’d)

Tab Headings appears at the top of the screen

e

CIA-20 } Basic Info Services Expenses Claim Status Documents Confirmation

Attomey Enters

| «First || < Previous || Next > ]I Last » | Save | Delete Draft | Audit Assist

//:!

Progress Bar appears at the bottom of the screen.

Notes:

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

e To delete the voucher, click Delete Draft at any time prior to submitting the voucher.
e To check for warnings or errors in the document, click Audit Assist at any time.

e To navigate, use the tab headings or progress bar.
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Entering Services

Line-item time entries should be entered on the Services tab.
Both in-court and out-of-court time should be recorded on this screen.

Click the Services tab or click Note:
Next, located on the progress There is NOT AN AUTOSAVE function on
bar. this program. You must click Save

periodically to save your work.

Basic Info | Services " Expenses Claim Status Documents I Confirmation

Services
Date * % Description
Service Type | IZ| =
Doc#ECF) | |  Pages ] -
Hours l:l #  at $126.00 per hour, Add

* Required Fields

@ services: $0.00

ticular Header, drag the columm to this area.

1/2014

Service Type Date Description Hrs Rate Amt|
(5] Expenses: $0.00

Reports

Defendant Detail Budget Repart
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report
Totals only of budget info for Mo datal
defendant

| «First || < Previous H Next > || Last » | | Save | | Delete Draft | ‘ Audit Assist

Enter the date of the service. The

default date is always the current Services
date. You may type the date or ay Description
click the calendar icon to select a = ‘ %
date from the pop-up calendar. SetVce Type . Ame 2014
Doc#(ECF) || = Su Mo Tu wWe Th Fr Sa
e [ » 1. 2 3 4 5 & 7
AR > 87 8 D [11] 12 13 14
+« 15 16 17 18 19 0 2 |
» 2 23 24 25 2% 27 B -
» 29 30 1 : 3 4 5 .
Service Type 2
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Services (cont’d)

Click the Service Services
Type drop-down Date (61172014 | » 2 Description
arrow and select the Servica Type | v
service type. ; =
yp Doc. # (ECF) In Court Services A
a. Arraignment and /or Plea |
Hours
Note: b. Bail and Detention Hearing
. ® Required Fieids
You may add dates in any order. You c. Motion
can sort in chronological order at any & Tvial

time. Service Type e, Sentencing Hearings

Enter hours of Services -
icei Date shiD14 |vz Do
service in tenths 8/11/2014 e
of an hour. Service Type . Arraignment and/or Plea LA arraignment of Defendant.
Doc. 2 (FCF) Pages o Vs

Hours 0.5 at $126.00 per hour, Remave

Enter a " Facured P
description.

Note:
Click Add.

e You may add time in any order.
e C(lick an entry to edit.

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

Services

Dote s |+ 28 Descrpion

Candce Type vla ‘
Doceor) [ | pages == , i
Hours [ | atssooperbor. f Remave

* Required Fads

Service Type Date Description Hrs  Rate  Amt
&, Arrwgneaet andfor Paa 06/11/2004  First appasrance and armign=wnt of Defendant 05 126,000 15!):1!]

1 Pmlﬁi{llbﬁ)‘

| aFest || <Previous || Met> || Lasts | [ save | | Deleteraft | [ Audit Assist

St . . . .
P Click the Date header. This sorts services according to date.

Click Save.
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Entering Expenses

Click the Expenses tab or click Next.

> Basic Info Services |» Expenses Claim Status » Documents » Confirmation
Expenses
Date 6/12/2014 | =] Description
Expense Type | w |*
Miles [ ] atso.5600 per mile. .
Amount I:l | Add || Remove
* Required Fields
To group by 3 particilar Header, drag the column to this area
Expense Type Date Description Mile Rate Amt
Mo data
«First |[ < Previous |[ Mext= || lLast» | [ save | [ Delete Draft | Audit Assist

Click the Expense Type drop-down arrow Expenses

and select the applicable expense. Date 6/12/2014 | = E
Expense Type |||
Miles Travel Miles

Amount

* Required Fields

Expense Type

Travel Misc.

Fax

Long Distance Charges
Photocopies

Postage

Other Expenses

| «First || < Previous || Next> ||

Last» |
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Entering Expenses (cont’d)

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

Enter a description in the Description field.

Expenses
Date 612720014 | = Zoa) Description Travel to and from Court]
Expense Type  Travel Miles - =

Miles [ 20| ats0.5600 per mile. =

Amount | Add || Remove

* Required Fields

Expense Type Date  Description Mile Rate  Amt
No data
[ «First |[ < Previous |[ Next> |[ Last= | | Save | [ Delete Draft | [ Audit Assist |
Click Add.

The entry is added to the voucher and appears at the bottom of the Expense Type section.

Expenses

Date -2 Description "
Expense Type | =

Miles [ ]* at$0.5600 per mile. -
Amount | Add || Remove ]

* Rpquired Fields

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

| «First || <Previous || Mext> || Last» | | save | [ Delete praft | [ Audit Assist
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Entering Expenses (cont’d)

Notes:

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

e Click an entry to edit.

Expenses

ome  [omaos |+ Descrpon

Expense Type vl

Miles at $0.5600 per mile. 2

Amount |:|* | Add |] Remove

* Required Fields

Expense Type | Date | Description Mile Rate  Amt
Photocopies 06/12/20... Copées - 100 pages & .15 per page o /] 15.00
Travel Miles DEf12/20... Travel to and from Court 20 0.5600 11.20

i Page 1 of 1 (2 ftems)

[ <rirst | [ <Previous |[ Net> |[ Last» | [ save | [ Delete Draft | | Audit Assist

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

Click Save.
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Claim Status

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

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

Claim Status

I SmrtDate  |6/11/2014 |+ 4 End Date 612/2014 | = 0| |
Payment Claims
) Final Payment

®) InterimPayment (payment #) =
(2 Supplemental Payment
() Withholding Return Payment

** Reminder: Please select the appropriate daimstatus.

1. Have you previousy applied to the court for compensation and/or reimbursement for this case? ®) Yes Mo
If Yes, were you paid? @ vYes (INo
2. Other than frem the Court, have you, erto your knowledge has anyone else, received payment O Yes ®No
(compensation or anything of valse) from any other source in connection with this represent ation?
* Required Figlds
[CeFrst [ <Previous |[ nNext> |[ Last» | [ save | | DeleteDraft_| [ Aud Assist |

In the Payment Claims section, select the payment claims type.
¢ 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.

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

e 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 pay
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 - CJA eVoucher - Internet Explorer =B

ciInfo | Services

‘Vices Errors

11/15/2016 | = No errors found.
& Type
e
Fimics
wp by 3 particular Header,
e Type
lignment and/or Plea Warnings

A\ service and/or Bxpenses are out of the Voudher Start and End Dates.

7 [

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

_§, Service and/or Expenses are outof the Voucher Start and End Dates,

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

Documents

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

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

Add a description of the attachment.
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9 Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie GAO\eVouchenCJA eNor  Browse. .

Description [Copies of receiptq x]

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!)

Fil Browse...

Description [ |

Description Delete  View

Copies of receipts Delate  Vigw
[Temst |[<nomos |[nets |[ =2 ] |[s=e || [ooc=par ]

B Click Save.

Signing and Submitting to Court

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

E Click the Confirmation tab or click Last on the progress bar.
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The Confirmation screen appears, which reflects all entries from the previous screens.

Confirmation

T CIR DIST/TIV.CODE 1 FERSON REFRESENTED foUcHER MMEBER

0101 ebedizh Branson

3-MAG. DKTDEF NUMEER 1. DIST. DET/DEE NUMBER S AFFEALS DT DEF NUMBER 6. OTHER DKT/DEF NUMBEER
1:14-CR-08803-1-A4

7 IN CASEAIATTER OF(Case Name) | . PAVMENT CATEGORY 5 TVPE FERSON REFRESENTED 10 REPRESENTATION TYFE

JUSA . Branson [Felomy (including pre-trial diversion |, 3 1, 1yogondan Criminal Case
of allegzd felony)

11 OFFENSE(S) CHARGED

15:1825. F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER

Andrew Anders - Bar Number: 12343 []A Associate []€ Co-Counsel

110 Main Strest [ Subs for Federal Defender [7] 0 Appointing Counsel

San Antonio TX 78210

IPhone: 210-833-5623 [] Subs for Fanel Attorney [ | R Subs for Retaived Attorney

[[]¥ Standby Counsel

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

Andrew Anders TIN: ###.%2.6730 [Appointment Dates
123 Lagal Blvd. South Signature of Fresiding Judge or By Order of the Court

ol e Albert Albertson
AnyTown DC 12345 USA IDate of Order Nunc Pro Tunc Date
[Phone: 838-355-4000 3/3/2014

[Fax: 888-355-4001 Repayment [ VES [Z]NO

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS TMA.,{' ADJUSTED ADJUSTED &
CATECOEIE CLAIMED gﬂm‘; HOURS AMOUNT EEVIEW
15. |a. Arraignment and'or Plea 0.3 563.00
b. Bail and Detention Hearing 0 50.00
. Motion 0 50.00
d. Trial 0 $0.00
e. Sentencing Hearings 0 $0.00
f. Revocation Hearings 0 50.00
g. Appeals Court 0 50.00
h. Other 0 50.00
Totals 0.3 563.00
16. | a. Interviews and Conferences 0 $0.00
b. Obtaining and Reviewing Records 0 50.00
c. Legal Research and Brisf Writing 0 50.00
d. Travel Time 0 $0.00
e Investigative or Other Work 0 $0.00
Totals 0 $0.00
17 [Travel Expenses (lodging, parking, meals, §1130
* |pileage, eic) -
s [P E:x]-pans-ag (ather than expert, S0
|"" franscripss, etc)
GRAND TOTALS 53020
(CLAIMED AND ADJUSTED) -

AN CASE COMFLETION
FROM: 6/12/2014  TOQ: 6122014
2 cLADMSTATUS ] Finzl Pzyment [ Tnterim Pyment (=) ] Supplemental Bapment

19. CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE [20. APPOINTMENT TERMINATION DATE IF OTHER IZL CASE DISPOSITION

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

Ifyes, were youpaid? ] YES [ NO

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

T Swear or affirm the truth or correctness of the above statements.

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

[23. ¥ COURT conp. 4. OUT OF COURT COMP. 5. TRAVEL EXPENSES 6. OTHER EXPENSES 7. TOTAL AMT. APPRCERT.
50.00 50.00 50.00 50.00 50.00

3. SIGNATURE OF THE FRESIDING JUDGE DATE 82 JUDGE CODE
[26.IN COURT COMF. [10. OUT OF COURT COMF. [31. TRAVEL EXPENSES ;2. OTHER EXPENSES |23 TOTAL AMT. APFRCERT.
50.00 50.00 50.00 50.00 50.00

|24 SICNATURE OF THE CHIEF JUDGE, COURT OF AFFEALS (OR DELEGATE) Payment quproved in
|exeess af the staturary threshold amount

[DATE |42 JUDCE CODE

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

Public/ Attorney
Notes

[] I swear and affirm the truth or correctness of the above statements
Date: ﬂ'\

<«First H < Previous || Next > H 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)
Verify the information is correct.

Scroll to the bottom of the screen.

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

Attenbon: The notes you enter will be avadable to the next approval level,

Public/ Attomey
Notes Motes

] TIswear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | A Submit
[ <Fest ]| <Previous || mext> || Last= | | save | [ Delete Draft |

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.

Success

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

0101.0000150

Back to:

Home Page
Appointment Page

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

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

Ta group by a partiodar Header, drag the column to this area. m:[

Case Defendant Type Status

11 14-CR-0BR0S-AA- Jebediah Branson (= 1) CIA-20 Submitted to Court

Soam: DGLA2004 Claimed Amount: 59,20 Andrew Anders 01010000150

End: 061212014

14 AR~ Jebediah Eranson (= 1) CIA-20 i

e 14 Clamed Amount: 773,40 Andrew Anders P SRS e ot

End: 0G0572014 INTERIM PAYMENT 1

1 14-CR-08805-A4 - Jebediah Branson (= 1) AUTH . Subrmitted to Court

S 0410272014 Clamed Amount: 1,000,00 Chemist, Toxcologist /g_a&m_:

End: 0L0L/1900
1 Page 10of 1 (3items)
Notes:
e Ifavoucher is rejected by the court, it reappears in the My Active Documents section and is highlighted

in gold.

e An email message generated by the system is sent explaining the corrections that 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 fields tally as
entries are entered into the voucher.

Link to €

Voucher #:

© services: $53.00

e Expand the item by clicking the down Lo Cout Services

arrow (v) to reveal specifics. Sarvice Hours,_Amt.
;;::.gnmd and/or 05  $63.00

Ba? and Detenicn
Hearing 9 00
Mation Hearings 0 $0.00
Trial 1] 50.00
Sentencing Hearing 0 $0.00
Revocation Hearings ] 50.00
Appeals Court 0| s0.00
Other 1] £0.00
Totals 05 $63.00

Out of Court Services
Sarvice Hours Aumt.
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At the start of a case, it may be difficult for counsel or the court to know whether a case has the potential to exceed the

statutory maximum allowed for representation.

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

e  Viewable reports appear on the left review panel.

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

. 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.

You can find other accessible reports on the menu bar.

Home Operations Reports Links Help

* Reports

logout

Reports

Defendant Detail Budget Repart
Detail budget info for defendant

Form CJAZ0

Defendant Summary Budget Report

Totals only of budget info for
defendant

Internal

Appointment Report

Attorney Time
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Defendant Detailed Budget Report

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

The report provides the information in two sections: attorney appointment and authorized expert service.

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

Type of Represantation: Criminal Cass
Budget Amount Reguasted: $0.00
Budgst Amount &pproved: $3.500.00

penaing S mpews . cmountremaimng
Time Parlod Wouchar
For Vouchsr Wumbsr Faag Expensss Total Faas Expanzes Tokal After Approved | After Approved
Trawsl Crthar Trawel Other 4nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
022372015 to 00232015 | 0101.0000001 30.00 30.00 +0.00 50000 §5.350.00 .00 =000 36.350.00 33.550.00 $3.550.00
0140171801 to D180 $0.00 s0.00 #0.00 £0.00 $1.00 .00 £0.00 £0.00 5$3,550.00 $3.550.00
0140171801 to 01/D1A 50 30.00 30.00 +0.00 S0.00 +1.00 .00 000 %0.00 33,550.00 $3,550.00
Total Panding: $0.00 Total Approved: $6.350000 43550000 $3.550000
Panding Amaunt Remalning
Time Pericd Wouchar
For Vouct Humbsr Faes Expenzss Toal Faas Expanzas Total After Approved | Afber Approved
Trawsl Orthar Trawel Other And Pending
Authorzation Humber: 01010000002 . -
Specialty: Chamist, Ti " amount Requested: $1,000.00 Amount Authorized: $0.00 attomey: Andraw Andars

“Dioas not Includs Travel Auth

Trursday, Movember 05, 2015 - Wer. 1.1
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Defendant Summary Budget Report

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

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

Typs of Repressntation: criminal Caae
Budgst Amount Requested: .00
Budgst Amount Approved: £9,500.00

Panding © Approwa  amountRsmaining
mm m; Feas Expanses Total Feas Expenass Tuoital After Approwed | After Approved
Traved Other Trawal Other And Pending
attomay: Andrew Andsre  [Appointing Counaal) Active
Total Pending: $0.00 Total Approved: $£,350.00 £3,550.00 $3,550.00
Panding
mm m Faes Expenass Total Fess Expansas Total After Approved | After Approved
Travel Othar Trawel Other And Panding
A Humiber: 01010000002 " t R I $1,000.00
HOTE: The Grand Totals iIncluds Panding
Counsel CJA20 or CJA3D
vouchars ag well 38 vouchsers for Faes Expenass Todal Faas Expensas Total Approved and Pending
Expart or Services on CJAM or
CJA31. They repressnt tha total Travel Other Travel othar Fogs Exm. and
submitied sxpenditures for this penzes
'n‘ﬂ“m“ taticn. je Travel Auth $0.00 $0.00 $0.00 $0.00 $E.350,00 $0.00 $0.00 $E5.350.00 $E6,350,00 46350000
Trursday, Movember 05, 2015 - ver. 1.1 Page 101
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Creating a CJA-21 Voucher

From the Appointment page, click Create from

the CJA-21 Voucher template.

The voucher opens the Basic Info page.

Note:
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CIA-21

Authorization and Voucher for
and other Services

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

'r: # Basic Info

Basic Info
[T CIR DSt TV cODE ¥ FERSGN REFRISENTID GUCILR NUABER
- ag [Wendy Wilion
Link to CM/ECF 1 MAG. DT DEF NUMBER L DU5T. DRT DEF SUMBER, # AFFLALS. DKT TRF ¥UMBER W OTHER DRT TRT NUMBER
1:14-CR-08802-2-AA

7. I% CASEAIATTER OF(Case Namey |5 FAVMENT CATEGORY %, TYPE FERSCOY REPRESENTED 18 REFRESENTATION TYFE
J5A v, Wikson tt al B;mm;rh;:: poe-trel s [Adalt Dufeadant - ciminal Case
[TL CeTENSEE) CHARCED

@ summany:$0.00 18:13 4530 F INCOME TAN FAILURE TOFILE

dikn EXCESS FIT LT FRESIINNG JUDGE MAGISTRATE UDGT EEHIGNIE

5. 800.00 At Albertson

Services

fow cin select & Previous Authorization Request, request a New Authorization or dick the “Ro Authorization Required™ bution if urder the

Toltal FO.00
Travel Authorization Selection
Eupense Types Amaunt
Travel Miss sou0n [l | statutory bmit.
Trwesd s 200 - - =
Totals $0.00 No Authorization Required
Expenses : —
Espanas Tips vt
FaxX j =i

[ =Frst || <Previous ][ Mest >

| T [oseteeat ]

Reports

¥

Toani enly of busost info for
defiendant

i Dk ! ]
Detal budget info for defendant

Form CIA2]

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

section.

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

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

NHo Authorization Required

It your voudher compensation is under
the statutory limit and does not require
prior authorization.

Use Previous Authorization
Select this option to display a list of
previous authorizations and requests in
this appointment.
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Creating a CJA-21 Voucher (cont’d)

If you click Use Previous Authorization, an Existing Requests for Authorization list appears.

Select the authorization you wish to use.

The selected authorization highlights in
yellow. You cannot continue until it is
highlighted.

The service type rolls over from the

authorization selected. If no authorization
is being used, click the Service Type drop-

down arrow and select the service type.

Enter a description of the service to be
provided in the Description field.

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

If the expert you select is not
authorized to use eVoucher, the
Voucher Assignment buttons remain
locked, indicating the attorney will be
responsible for filling the voucher
claim part.

If the expert you selected is
authorized to enter their own voucher
information, the Voucher Assignment
buttons unlock, indicating the expert
is responsible for filling the voucher
claim part.

Note:

Only experts registered with the service type selected appear in the drop-down list. If you wish to submit a person
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Existing Requests for Authorization

ID Number: 155 Service Type: Weapons Frearms

Order Date: 05/27/2014 Explosive Expert

Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type W
Description

Voucher Assignment  *
This indicaties who wil be responsibile for fillng 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  |[ETTTTNETTY v

Expert Info Gina Gabriel

110 Main Strest
San Antonio TX 78210 USA
Phone: 210-593-3340

Create Voucher

Voucher Assignment *
This indicafes who wil he responsibie for fling the voucher alsim part

Voucher Assignment (" Attorney @ Expert

This indicates who wil Ae responsibie for fling the voucher olsin part

for approval, steps on how to add an expert are outlined in the next section.
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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 may click Home
or logout.

o |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 will
perform the second level of approval/submission by clicking the voucher, navigating to the
Confirmation page, and approving the voucher. The voucher then moves to the My Submitted
Documents section.
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Creating a CJA-21 Voucher (cont’d)

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

From the Expert drop-down list, select
the empty 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.

Note:

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 all their
information will automatically populate.
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Existing Requests for Authorization
ID Number: 155 Service Type: Weapons Frearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000
Requested Provider: Robert Arms
New Voucher Information
Service Type v
Description

Voucher Assignment *
This indicates who will be responsible for filing the voudher 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

Expert NN V|

First Name Middle Name  Last Name * ]
Phone = | |Fax ]
Adress 1+ 7 Gy ]
I
Addresse  Slater Zp "
N
Address 3 _| iCnu ntry ]

Create Voucher
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Creating a CJA-21 Voucher (cont’d)

After Create Voucher has been selected, 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 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.

Razic Infa  » Services Expanses Claim Status Documents. Confirmation

Click the Services tab or click Next
on the progress bar. Services:l -

e = =

In the corresponding fields, pr—— Add || Remow
enter the date, hours, rate, and
description.

Click Add.

§

The item appears at the bottom of the
Services section. ot

[t [ =Preiom J[ tests [ Last= | [ oietebra®t | I Audt Assist I

Click Save.

Click the Expenses tab or click

B Next on the progress bar. BasicInfo  Services b Expenses - Claim Status  Documents | Confirmation
Xpenses
Cate 61152014 . _4- Descrpdon
In the corresponding fields, Exprae Type =s
by 5 ot §0.5500 o .
enter‘th‘e date, expense type, s m—
description, and miles. " maird Fah
B Click Add. ’7 Exprnse Type Date  escription Mie  Aste W—‘
Trarew blm IR Trew toflrom reeteg i defendast ® L] 15

The item appears at the bottom of the
Expense Type section.

1 Page 1of 1{1 Rems)

Click Save.
| R e e | o] [ooeonn ]

2
(]
[l
i E

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

Click the Claim Status tab or click
Next.

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

Select an option in the Payment
Claims section.

Click Save.

2
(]
-+
i E E E E
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Basic Info Services Expenses » Claim Status Documents Confirmation
Claim Status
ISbI‘tDDI! 622014 |« I I[Id Date G142014 | = __:I
Payment Claims
® Frol Payment
It mPgyment (pymert. #)
Supplermental Pryment
Wehhokding R etum Payment
** Rernder; Please select the approprate am s hs
shrst || <prevous |[ Mect> J[ wsts | ff Save J] [ Dseteaft | [ Ak Asst |

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.

e At the end of the case, to request return payment of withheld funds, click Withholding Return Payment on a

blank CJA-21.

Click the Documents tab or click
Next.

Click Browse to select a PDF file
to attach.

Click Upload.

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

Basic Info Services Expenses

Supporting Documents

Canlirmation

Claim Status b Documents

File Upload (Only Pdf fles of 1LOMB size o lesst)

Fila

Descrption

Browsa.

Description

inwolce from Expert

[[«Fest J{ <Previous ][ Hest> ][ test» ]

[5=ve ] L ]
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Creating a CJA-21 Voucher (cont’d)

A confirmation page appears.

Attertion: The notes you ender will be avaldable to the mext aporoval level,

. . . . Publc/Attormey [ ==
Verify all information is Notes
correct.
Select the affirmation = 1 swear and affirm the truth or comectness of the above statements .

. Date: 6/19/2014 9:28:36 M Submit
check box. This W
automatically time stamps
the voucher. [ «Frst |[ <rrevious [ Mext> |[ Lests | [ save ] [ peeteoaf |
B Click Submit.

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

Click Home Page to return to the

home page. Click Appomtment four voucher has been submitted for payment. You wil recerce a natificaton if we need more detals,

Pag_e .if you wish to create a.n s b e e
additional document for this
0101.0000154

appointment.

Home Page
Appointment Page

The case file appears in the My Active Documents section.

. | Te by & particulsr Header, drasg the column bo this area, -
Click the case Biotmnidiadid - 1
. Case Defendant Type Status
hyperlink to
X : 4-CR rry Wendy Wi 73 CIA-31 P
select the file. DE/L1 2004 u::gm.t 16580 -si::-.‘.abnd » %Lh:‘;?r?ﬁ'mv
CEIST0N Weapors Frearms Explos. .. I"El' R TMER]

Navigate to the Confirmation tab.

Click Approve.

Verify all information is TR e
correct. Publc/ Attomay ' = i —
Mozes

Certify the information by

B selecting the certification = e

. 1 Ncertafy that | have reviewed T

Check bO.X. ThIS. nformation i I_Ap_p_rgv_-g 0 __]_e“c_t
automatically time stamps Date: BI04 9:43:24
the voucher.

e [ e e e r

8
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CJA eVoucher for Attorneys

Submitting an Authorization Request for Expert Services

Open the Appointment record.

Click Create next to AUTH.

The Basic Info screen will open.

Note:

Create New Voucher

AUTH

s

ation for Expert and other

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

work.

|» Basic Info

Basic Info

Documents

Confirmation

1 CTRTAST/TV CODE
0101

2. PERSON EEPRESENTED
Tebedish Branzon

[VOUCHER NUMEER

3. MAG. DEKT/DEF NUMBER

4 DIST. DT/ TEF NUMBER.
1:14-CR-08803-1-AA

S AFFEALS DKT/DEF NUMBER

6. OTHER. DKT.DEF NUMBER

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

7.IN CASEMATTER OF(CaseName) |8 PAYMENT CATEGORY 9 TVPE FERSON REFRESENTED 10. REFRESENTATION TVFE
[USA . Branson el {sncuctng: poe omll USNENIT. vl Dt Criminal Case
of alleped felony)
11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'§ NAME ANDMATIING ADDRESS 13 COURT ORDER
|Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel

[]® Subs for Panel Attorney
[C]¥ standby Counsel

[Prior Attorney's Name
Appointment Dates

14 LAW FIRM NAME ANDMATLING ADDRESS

JAlbert Albertson
[Date of Order
3/372014
Repayment || YES [/]NO

[]¥ Subs for Federal Defender [/ O Appointing Counsel
[C] R Subs for Retained Attorney

Siznature of Presiding Judge or By Order of the Court

INunc Pro Tunc Date

Order Date
Nunc Pro Tunc Date
Repayment
Estimated Amount

Authorized Amount 3

Basis of Estimate |

Description

Service Type |

W

Reguested Provider |

L

| -« First || < Previous || MNext > || Last = | |

Save | | Delete Draft
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Submitting an Authorization Request for Expert Services (cont’d)

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 Request Provider drop-down list

Order Date
Nunc Pro Tunc Date

Repayment |:|

Estimated Amount $ 8000.00 | 4

Authorized Amount $

Basis of Estimate | 100 hours at $30/hour
Description
Service Type | Investigator V=
Reguested Provider | John Dos |
[ «First |[ <Previous |[ Mext> |[ Lasts |

Click Save.

B Click the Supporting Documents tab or click Next.
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Submitting an Authorization Request for Expert Services (cont’d)

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

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

In the Descrintion field. add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 1L0MB size or less!)
Fi Browse
| Dascription | | |

Upload

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

Supporting Documents

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

Fie Browse. ..

Description Delete  View
Propoied onder Dalete  Wigw
Affidavit in Support of Expert Service Requast Dalata Wi
Expart's Cursisulum Vitse Calute Migw

[=Frst )| <Previcus |[ mext= Laste | [ save | [ Delete Draft |

B Click Save.
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Submitting an Authorization Request for Expert Services (cont’d)

Click Next.

The Confirmation screen will open.

Select the check box to swear and affirm to the accuracy Note:
of the authorization. The authorization will automatically ~ You may include any notes to the court in the
be time stamped. Public/Attorney Notes section.

Attention: The notes you enter will be avadahle to the next approval leved,
Public/Attomey |
Notes |

[+] T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | ~ Submit
| =mrst ]| <Previous || mMest> || Last= | | save | [ Delete Oraft |

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 recene & notification if we need more detals.
Flaase kmep the following voucher number for your own reconds:

101.0000152

Back to:

Home Page
Appointment Page

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

The Authorization Request will now appear in the My Submitted Documents section on the Attorney home page.

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016



CJA eVoucher for Attorneys | 46

Creating an Authorizations for Transcripts (AUTH-24)

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

Authorization for payment of Ta

The Authorization opens to the Basic Info page.

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

j__g AUTH-24 ¥ Bazic Inls Documents Confirmaticn
Basic Info
1 CER ST TN Coda 1 FERIN REFRISINTID G, CHER VUURER:
. o pEol Irtasat framson
Lin%i to LH/ELY T ALAG DT DT FUMEER L DT, T TR XTABIR . AFTIALS DM N7 NUAMIER & OTEIR DGT CXT NCMEIR
vaucher #' LR AL ALATTRR CF fCase fame) |1 FAVAENT CATEGORY ¥ TIPE FREHC REFRTEISTIO B8 REFRETLST A TEC0 TVRT,
S e L vlonn [mmetudm pr-tral v :
54 v Brasaca i oy} 3 dult Dedendarn - rereral Case
11, CFTLGRE] CHARGED
L3 1E2LF INSFECTRORN VIOLATION PFENALTIES
13 ATTORNEY 3 NAME ANTUNIRING ADIRT & B R ORER
Andres Anden « Bar Nomber 12343 [7] & Annciun [} Ca-Commnal
;?Lil:nih%_l I [ Sabs Fn Tosdorad Duefonader [ O iggaianing Cammsnd
fomis si[=] . =
e T10-855. 433 Bk fif Pl AMGrnr Elabe fit Rrlased ANl er
7 Bt Eomased
Fries Alorsn ) Neme
| S pirianiment Dnirs
[iagaarmer af Frmsding Judips i By Cviiet of e Coant
[ ARt Alberiieon
14 LT FTRM %AME ANS DL PG ADCRE S e Citer ———
L
Rapwrmans || V13 ] NG
T Ba m »
Procesding To Be
Tranistribied &
Apportionsd Cost (%)
Apportionsd Case and
Detendant L
Spacial Transcript Pra— |
| Prededuben Oy Dlatermert | Preeeantn de et | Prggecuten Aebuttsl
|| peferse Opssning Siatement || pefense depument L ary Instruchons L viger Dwre
Cirdder Date

Wuine: Pro Tune Dakes

[CeFrst [ <Frevos |[ sestz |[ rast= | [ Deeteonft |

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
Next.

Basic Info F Decuments Confirmation

Supporting Documents
Flle Upload (Only Pdf flles of 10MB size or lesst)

Click Browse to select a PDF file File Browss
to attach. LR

Click Save. Upiead

Click Upload. D ription Delele  View

Documastaton

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

| =Fest || <Previos || Mext> || Lasis | ETE | Delete Dvaft |

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

Click Save.

A confirmation page will appear.

Ve r|fy a I | | nfo rm atIO n |S co I’I’ect . oD Attention: The notes you enter wil be available to the next approval level,

Notes

Select the afﬁrm ation Check bOX. I swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 (1) Submit
Click Submit. «First | [ <Previous |[ Next> |[ Llast» | [ save | [ Delete Draft

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

submitted.

i woucher hae beer submitted S paymens. You il necee 5 mofcaton & we reed more detals.

Click Home Page to return to the e o ke LTI LR R

Step home page. Click Appointment Page if e s
8 you wish to create an additional o
document for this appointment. Home Page

Appointment Page

The AUTH-24 will now appear in the My Submitted Documents section on the Attorney home page.
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Creating a CJA-24 Voucher

After submission and approval of AUTH-24, if required in your court, you can create the CJA-24 voucher for payment.

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

The Basic Info page will open, showing approved authorizations.

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

J» Basic Info

Basic Info

1L CIR/DIST/DIV.CODE 2. FERSONREFRESENTED VOUCHERNUMEBER

0101 [Betty Johnson

3. MAC DET/DEF.NUMBER 4. DIST. DKT/DEF.NUMBER 5. AFPEALS. DKT/DEF NUMEBER 6.OTHER DKT/DEFNUMBER
1:15-CR-07654-3-A8

T IN CASEMATTER OF(Case Name) 8 PAYMENT CATEGORY 9 TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE

[Felotry (indudingpre-trial diversion

[USA v Williams of allezed felomry Adult Defendant Criminal Case
11 OFFENSE{(S} CHARGED

18:017F IMPER SONATING A RED CROSS MEMEER

EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1

510,000 00 Afhert Afbertson

DESIGNEE1

Authorization Selection

You @n dick the Use Existing Authorization button to select froma list of approved authorizations, or dick the No Authorization Required button if]
under the satutory limt.

No Authorization Required

Use Fxisting Authorization

5 3ppai

| «First |[ <Previous |[ MNext> |[ Lest» | ] [

Creating a CJA-24 Voucher (cont’d)

If your court does not require an AUTH 24, click No Authorization  Authorization Selection

. . . . . . . Select an approved authorization request for this C1A-24
Required. It is similar to creating a CJA-21, outlined in the CJA-21 ” ’

Existing Requests for Authorization
section. If your court does require an AUTH 24, click Use Existing D Humber: 26 Serve Type: CortReprt
- . . . F Order Date: 03/03/2014 ranscrip
Authorization and then click to select the applicable AUTH 24. This | |uthorized amont: 0 it Ao
. . . I . 1D Number: 148 Service Type: Court Reporter /
will highlight it in yellow. You will not be able to move forward Orde Date: 00372014 Tansargt :
Authorized Amount: 0 Estimated Amount: 0

until it is highlighted.

Click the Voucher Assignment radio button
indicating whether you or the transcriptionist
will be entering information.

Note:
You must select whether you, the attorney, or the court reporter will be filling the voucher claim portion.
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Click the Expert drop-down menu and select the transcriptionist.

New Voucher Information

NHew Vioucher Information

Description

Description
Voucher Assignment 3
T indicades st pall e risgporsaiis G Sling e voucer clae par'? } t Artomey & Bxpart
R o LR This rcicastes e ool b responstis for Sling She Loucher clam saet
@ Offical 1 Contract | Transcriber | Other
Sarvics Provider Court Report [ Transcriber Status
E:.‘:;‘::nfrmmmwm::m @ Official | Contract ' Transcriber ) Other
Expert I - Service Provider
Fist Nagne. Micidle Hame . Last Hama = You can search one of the servace providers siready in the system

OR you can enber the requined informaBon for another provider
SSNERE . Eall - Expert Transcripts, Teresa -
Phone = Fax Expert Info Teress Transcripts

Deta 110 Main Street
Address ] - oy » San Anitonio TX 78210 USA

Phone: 210-553-5692
Addness 2 State - o -
Address 3 Coustry
| ifr.st || < Presvious ||.He:-et.r || Laest = :
| = Frst ||<M-no-\.u||-‘-n|::- ” Lagh = I:I
Note:
e If entering a new transcriptionist into the system, select a blank drop-down and enter all required

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

Click Create Voucher.
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Creating a CJA-24 Voucher (cont’d)

Note:

If Expert has been selected under the Voucher Assignment, the expert will fill out the required expense information
and submit the form. The attorney will then approve it and submit to the court. You may also use the Audit Assist
at any time to verify warnings or errors.

Click the Services tab or click Eaie Tufe b arvicas b Popassas. § Dersmstts  § Ciafirmasien
Next.
=% 054 - _|" fowrarpean
Enter the Date, Service Type, No. i =
o Mmbet.
of Pages, Rate, and Description. e P Paces e —

Note:

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

Click Add.

Fage Lo 1 {1 sera)

Comw | [rveion |[iwvts |[ et | | [Sow ]| [Coesons | [ uitess |

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

Click Save.

Click the Expenses tab or click
Next. Expenses

Enter the Date, Expense Type, It H ——
and Description. T

Click Add.

EE
i
=
L
5 |i#
g
L I
i
]
i
2 il
g
:

The item will appear below in the Expense section.

. || aFi ” « Provous |: Pt > ” Laat = I "u|.-!|| i:wmn-.r—. I |t’d.|‘li:)‘65iﬂ
Click Save. =
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Creating a CJA-24 Voucher (cont’d)

Baisr Tndo SErViICES Ewpenses b Dooements Cenlirmation

Click the Documents tab or click Supporting Documents
Next.

Click Browse to select a PDF file
to attach.

A .
5
|

W RRpchemetdn

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

Click Upload.

[ afrat [ abrevios | [esrs [ e | [ S Cieiete [maft ||

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

Click Save.

A confirmation page will appear.

the voucher.

Click Submit.

Arerian: The robes pin onte wil Be invadabsle 15 e nea® agrovsl ieoel
Pubbclattomay
Verify all information is ot
correct.
4 1 sweear and affirm the truth or correctness of the abowe statements
Select the affirmation Date: 7/1/2014 15:53:57 ™ Submi
Oy Submit
check box. This will
automatically time stamp ) (s | [(meis |[wor ] [Soe ] [ooeeoan ]

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

Click Home Page to return to the home
page. Click Appointment Page if you o
wish to create an additional document i s B sl ot Sl el et i i i ol
for this appointment. Flease heen S folwng voucher rumber o your own records;
0101.0000165

Back to:
Home Page
Appointment Page
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Creating a Travel Voucher

From the Appointment page, click Create next to
TRAVEL.

TRAVEL Create

Authorization for payment of Travel

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

The Basic Info screen opens.

r— =
g TRAVEL b Basic Info | Authorization Request  Documents  Confirmation
Basic Info
Link to CMIECE L CTR. TH5T TOV.CO0E T FERSDN REFRESERTED FroTCHRER UMBIR
101 [Wendy Wilson
¥ MAG, DRCT TR SUABER L TNET. DiT DEF XTAIBER % APPLALS. DT DEF NUMBIR % OTHER, AT DEF NTAEER
Vioucher #: I-14-CR-DBB02.2.AA
1711 1 IS CASEAMATTER OFCins Nasa) & FAYMENT CATECORY B TYFE FERSON REFRESENTED 15 REFRESENTATION TYFE
akes1/1/15901 T B [Felomy (mchading pre-trial diversion
JUSA v. Wilson et al - fidom) lidali Dedendant Ceiminal Case
@ Amount Chamec: $0.88 1L OFFENEE) CHARGED
_ 18:13 4530 F INCOME TAXM FAILURE TOFILE
L ATTORNEY S NAME AND MAT TNC ADDEESS 14 COURT ORDER
Andrew Anders - Bar Number: 12345 [ A Asseaiae []€ CoCommal
L 10 Main Strest [ Suba for Fedbaral Dufender [0 [—
K Antouss TX TE10 = :".';:;“
bohoas: 110-433.3423 O Amerey ] Fataboel Aerve
¥ Stmadty Comaat
Jrrier Amormey's Name
| \ppeinnment Duter
Figuatery of Frmiding fodge or By Ordar of te Comrt
L4 LA FIRM MAME AND MAILDS G ADDRESS Ame:‘rﬂm -
M
Riaparymant [ ] VES [7] 50
Travel Agency to be Used: W
Global Travel
1234 Travel Lane
Suite 200
Second Floor
Los Angeles, CA 93765

Fhone: 1-800-444-7800
Faoz 1-BO0-555-7777

Ernail:  mail@supportsotx uscourts.gov

[c<hrst || <previos |[mexts | [ Lasts> |

The Travel Agency to be Used: section automatically populates.

Click the Authorization Request tab or click Next.
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Creating a Travel Voucher (cont’d)

Fill out all required

fields marked with a red

asterisk.

Click Add.

The information will appear in the
bottom section.

Click Save.

Basic Info F Authorization Reguest Documents Confirmation

Request For Travel*®

* Required Flelds
Hame and Tithe of Person Traveling:

Address of Person Traveling:

Purpase ol Travek
Travel From locaticn: L
Travel Ta Location: |
Estimated Dates of Travek

Travel Requested Estimated Cost

[ ] nirline Tickets via 1A Government
Travel Agency =

|
[ Ground Transportation |
|
|

|| Per Diem (Hotel & Meals)™ ™

Total Estimated Cost: [ |

Justification for Request: |

* All traved e expenses must be in compliance with government tranel reguistions.
== Achul ot of hotel and meals up 10 the establshed per dem rate. Experges for Tavel for one day or st day s up 1o the MIE rate.

1 Pﬂlﬂf!{llﬁlﬂﬂ:

[zt || <Previus || Nexts || Lasts> |

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016



CJA eVoucher for Attorneys | 54

Creating a Travel Voucher (cont’d)

Click the Documents tab or
click Next.

Basic Infs Authsrizalion Request b Documens Confirmation

Supporting Documents

Flle: Uipload [Ony Pdf files of 10MB sire or lesst)

Click Browse to select a
PDF file to attach.

Uptaad
Note:
) . Dreid ol biie Balets  Visw
All documents must be submitted in PDF Conumests
format, and must be 10 MB or less.
B Click Upload. e ) <o | [ ] (Ee ] [[Essrpen |
The document appears at the bottom of the Description section.
E Click Save.
The Confirmation tab appears.
Verify all information is Atenbens The netes vau enter wil ba svalabls b i next sopnoval il
Pubdc/ Attomey
correct. Hotes
Select the affirmation
check box. This | 1 swoear and affirm the truth or comectness of the above statements ]
automatically time stamps e LA N 2kt O Submit
the voucher.
E Click Submit. [ =Frst ][ <Previous |[ mest> J[ Laste | | seve | [ celeseoraft |
A confirmation screen appears, indicating the previous action was successful and the voucher has been submitted.
Click Home Page to return to the home
page. Click Appointment Page if you Viour vouchier hass besn submitted for paryment, You vl receee & notficston # we need mere detals.
wish to create an additional document Pieae koep the- folowing voucher rumber for your emn recerdsc
for this appointment. 0101.0000162
Back ta:
Home Page

Appointment Page

The travel voucher now appears in the My Submitted Documents section.
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CJA eVoucher for Attorneys

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

From the Appointment page, click Create next to CJA-

26.

The voucher opens the Basic Info page.

Note:

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

Compensaton Maximum: District Court

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

Link ta CMIECE

Voucher #:

Brparis
eefendant Summary Budoet Beport

Totnls only of budget info for
deferetant

Copterichan t Do bl Brosbre Ropgen b

Dozt buscdgect inifo for defendant

Eorm CIAZE

Click Save.

¥ Basic Info Justification Documens
Basic Info
L CTE ST BV OO0 & FERSON KEFRISENTID

oL

Conlirmalicn

[Febadual Ersaiea

TROLCHIR FUMBER

A RAG. DT THF NUMETR

A THST DT DNF NTAURIR

L:14-CR08805.1-A8
TN CASLSLATTER OF(Cine N am) B FATMINT CATICORY

[Felomny (inchudng pre-ted diveriasa

& APPEALS TNT THF NUMRER

& OTHIR, DT TNF XTUMEER

& TVFE FERSON RIFRLSENTID

5 RIFRLSENTATION TVFL

[USA v Brasscs lof alieged feloers) Aol Doedencdarn I rirverua] Caae

I CETTNIE 5 CHARGTID

15:1825 F INSPECTION VIOLATION PEMALTIES _

L1 ATTORNIY 8 AME ANDALATLING ADDRISS. 13 COURT GRDLR

lisdern Anden - Blar Nomber 12384 (A Asssiain m

5:;:5"“ 5“; - F e i Fodersd Difomler [ 0 Appoinsing Counsel
mtoen TX TH21 - =

oo 110535, 5603 [ # Sale o Fasal Amrney || R Sl r Bt Aarers

] Sranden Commsal

P ARarme s X ame

st et Dl
fiignarsie of Feevdag Judpi or By Onder o thi Cemn

b4 LAW FIRM NAME ANDAMAILING ADDRESS o Oer o ownt o Tt Dl
552014
Regrment [ | VLS [ N0
Amcunt Requested 0 Amcunt Appreed
- - . - . Other In-Court Out-Of Court
PreTralMows | 0|  TrialHows | 0| sentenanghowrs | 0] g [ o b [ 0]
Mumber of Counts 0 MumberofCoDefendants | 0 |
ey Preraing Cases
Sentencing Guideine Range
Mandatory Mirimues Fourd
aFrst | [ <Previos |[ Ptz ][ Laste | [ ] [[osiete oeart ]

Enter the details for information required on the Basic Info screen.
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Creating a CJA-26 Voucher (cont’d)

Click the Justification tab or
click Next.

Fill out the justification text
fields.

Click Save.

Basic Info ¢ Justificati Do t Conll

Justification
}mﬂuuhm rrataal (rature and volume) esd/er decovery practices which e & noteworthy factor in the rumber of

4. Liet and descrbe motions, egal memoranda, jury nstructions, and sentendng docoments, or legal resexch not resulting
which e 2 nobeworthy factor in the nuember of hours demed and which were drafted ongnally for thes case [do not ncude
mm-&;‘uﬁ content was modiied sgnificantly]).

:

5. SUMMaNDe nvestgation and case preparaton (e.0., number and accesbdty of witnasses niervewed, record cobaction,
depument organiation) which ane 3 notwworthy factor n the numiber of hours chimed,

6. Explain, f notiwerthy, ITORct of the marmier of hours dirmed of Frastgatis, expert, o other srvces used (DA 21 wucher]

7. Describe whether oy of the folowng dent consderations: 5e 3 noteworthy factor in the sumber of hourd dimed and &xplan
each: communication with chest/famiy, inguage diference, accesshity of clent, or othes

& Explan any wspdass (Bems 17 and 18 of the O 20 wouched) greater than $500

%, Explain 3y other noleworthy Croumstances regacdng the e and the repeésentation peovided (o suppor the compensaion

FEQuEsL

Iachede, Fappicatsle; () nepotators afoneyh oo Lo camaely o fgvply RAPE. At

iricwieche, S £ Boency, rofermcnales, B ket recured of and ued By sourset ) rete of courhel Eraior and b o gy
rprglered,

T | [rwos | [ war ] | [ow ] | (o]
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Creating a CJA-26 Voucher (cont’d)

Click the Documents tab or click

Next.

Click Browse to select a PDF file
to attach.

Click Upload.

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

The document appears at the bottom of
the Supporting Documents section.

Click Save.

A confirmation page appears.

Verify all information is correct.

Select the affirmation
check box.

Click Submit.

Basic Infa Justification » Documents Canfirmalion

Supporting Documents

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

Fia Berase
Descripton
[ Culate  Vies]
hio ATROrmency
| ] ” « Previces ]l it » || Lt = | | Ciciete Dt |
Aterlen: The nated wou dniler wil be irenlabiy 5 B Fea? g el el
Publd/ Attehiey
Rotes
- I wwear and affim the truth or correctness of the abowe statemsnts
Date: 732004 14:55:34 O Submit
D ——

[ =Fret J[ <Prevos |[ bt ][ Laste | [ 5o |

| Deletetraft |

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

submitted.

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

ooI

Your wosacher has besen submithed for payment. You wil receree & noSficaton i we need mone detals,
Plesde kpep the follomang voucher rumiser for your own neconds:

0101.0000167

Back bo:
Home Page
Appointment Page

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