U.S. DISTRICT COURT
EASTERN DISTRICT OF MICHIGAN

INSTRUCTIONS ON HOW TO ORDER A TRANSCRIPT
PURSUANT TO THE CRIMINAL JUSTICE ACT (CJA)
USING THE eVOUCHER PAYMENT SYSTEM

Revised 12/9/2016



To order a transcript, attorneys need only complete the AUTH-24 for preparation and certify
that services were rendered for payment. Follow the step-by-step instructions on how to
create an AUTH-24 and to certify services.

1. CREATING AN AUTH-24 FOR THE JUDGE’'S AUTHORIZATION IN eVOUCHER

STEP 1

Click the appropriate case number in the Appointment List on the Attorney Home page. (See
Figure 1)

Home Operations Reports Links Help logout

Welcome Ann Attorney: My Profile

ATTORNEY My Appointments:  View

To group by a particular Header, drag the column to this area. <aarch:
Case Defendant Type Status Date Entere
2:05—(:3-5;:34-... Mlic.haee; Word * 1) Cla-20 _ Voucher Entry 06/14/2016
Start: 01/01/1301  Claimed Amounts:... ; Edit
End: 01/01/1%01
2:05-CR-80034-... Michael Word (# 1) CI1A-21 07/20/2016
Start: 01/01/1301  Claimed Amount:... John Harrington b VO_UCher Entry
End: 01/01/1901 Investigator ! Edit
2:05-CR-80034-.... Michael Word (# 1) CIA-21 _ Voucher Entry 07/26/2016
Start: 01/01/1901 Claimed Amount:... Robert Jones ;;' Edit
End: 01/01/1501 Investigator - EdiL
2:05-CR-80034-... Michael word (# 1) C1a-21 0g8fo1f2016
Se=rt 0B/0L2016 Claimed Amounti.. James Hoppy N \Fo_ucher Entry
End: 08/01/2016 Investigator o= Edit

1 Page 1 of 1 (4 items)

pintments

Appointments Defendant
Case: 2:05-CR-BD034-GER Defendant: Michael Word
Defendant #: 1 - Representation Type: Criminal Case

Order Type: Subs for Federal Defender
Order Date: 03/01/16

Pres. Judge: Gerald E Rosen
Adm./Mag Judge:

Case Title: United States of America v. Word et al
Attorney: Ann Attorney

1 Page 1 of 1 (1 items)

Figure 1: Appointment List on Attorney Home Page

Clicking the case number will take you to the “Appointment Info” page where you may select the
option to create the authorization.

1|Page



STEP 2

Select the AUTH-24 Create link in the left panel “Appointment” section. (See Figure 2)

Appointment

In this page you will find a

summary about this

appointment, including a

list of vouchers related to

this appointment and links
) create new vouchers

Create New Voucher

AUTH Create

Authorization for Expert and
other Services

AUTH-24 Create
Authorization for payment of
transcript

CIA-20 Create

Appointment of and Authority to
Pay Court-Appointed Counsel

CIA-21 Create
Authorization and Voucher for
Expert and other Services

CIA-24 Create

Authorization and Voucher for
Payment of Transcript

TRAVEL Create
Authorization for payment of
Travel

Figure 2: AUTH-24 Create link

This will allow you to create the authorization to submit to the Judge to approve the court reporter’s
completion of the requested transcript.

NOTE: A separate AUTH-24 is required for each court reporter a transcript is being ordered from.
If you are ordering more than one transcript for a case, you may do so in a single AUTH-24 as long
as the proceedings and hearing dates are listed on the AUTH-24 in the section entitled “Proceeding
to be Transcribed.”
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STEP 3

Enter the details of the requested transcript that appears on the Basic Info screen. (See Figure 3)

AUTH-24 | Basic Info Documents Confirmation
Attorney
Enters Basic Info
1 CIR /DIST/DIV.CODE 2 PERSON REPRESENTED 'OUCHER NUMBER
643 fichael Word
£ o Mo 3_MAG. DET'DEF NUMBER 4 DIST. DKT/DEF NUMBER 5§ APPEALS. DKT/DEF NUMBER 6 OTHER DKTDEF NUMBER
Def.: Michael Word |2:05-CR-80034-1-GER.
[T IR CASEALTTIR Of(Case Name) |1 PATMENT CATEGORY |0 TVPE PERSON REPRIGENTED |10, EEPRESENTATION TTFE
, [United States of America v. Word et F;&lm‘_\' (mcludln-g pre-trial diversion Adult Defendant b riminal Case
Link to CM/ECE |t Jo alleged felony
11. OFFENSE(S) CHARGED
— 21:346=CD.F CONSPIRACY TQ DISTRIBUTE CONTROLLED SUBSTANCE
T2 ATTORNEY'S NAME AND MAILING ADDRESS T3 COURT ORDER
# Ainn Attomey - Bar Number: P32323 []4 Associate []€ Co-Counsal []F Subs for Federsl Defender
= . 231 W Lm}'ggﬁ Blvd. []© Appeinting Counsel [ | P Subs for Panel Attorney [ | R Subs for Retained Attorney
Request Date: 1/1/1901 Eﬁ:ﬁ: 1\1{413:;2000 [15Prose []T Retained Attorser [ | ¥ Standby Counsel
L . 313-234-
Decision Date:1/1/1901
[Prior Attormer's Name
s ppointment Dates
|siznsture of Presiding Judze or By Order of the Court
Tasks avid R Grand
as 14. LAW FIRM NAME AND MAILING ADDRESS [Date of Order Nunc Pra Taac Date
|3/1/2016 2/28/2016
Link to Appointment Repayment [ ] YES [/]¥O

Link to Representation
I ¢y o
To Be Used

Reports

Appeal of detention order to district judge

Proceeding To Be Detention Hearing
Defendant Summary Budget Transcribed =
e Apportioned Cost (%) | |
Totals only of budget info for — d
defendant 'gp?“ﬂ,")" Case an( || |
e T —
Handling Expedited hd
_ [] Prosecution Opening Statement [] Presecution Argument [] Prosecution Rebuttal
Transcripts
[] pefense Opening Statement [] Defense Argument [ 3ury Instructions [ vair Dire
Order Date |
MNunc Pro Tunc Date %
[«First | | < Previous | ‘ Next > | | Last » | | Save | | Delete Draft

Figure 3: CJA24 Authorization on Basic Info Screen

NOTE: The following sections that reguire completion are designated with an asterisk.

Proceeding Transcript To Be Used: Insert the proceeding for which you will be using the
transcript.

Proceeding To Be Transcribed: Insert the proceeding(s) and proceeding date(s) to be
transcribed.

Special Transcript Handling: This option defaults to none. However, if you require the transcript
within a specific timeframe, select the appropriate option from the drop-down list because it also

requires judge approval.

14-day

Expedited

Daily

Hourly

Realtime Unedited

Figure 4: Special Transcript Handling

Once you have completed all required information, click [Next] or the appropriate tab at the top of
the page.
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STEP 4

Any supporting documentation that may be provided to the Judge, should be uploaded under the
Documents tab. (See Figure 5)

Home Operations Reports Links Help  Jogout

Welcome Ann Attorney (Attomney)

AUTH-24 Basic Info | Documents
Attorney _
Enters Supporting Documents

File

Confirmation

Def.: Mic Bionee
Description | |

Link to CM/ECF

Delete  View

Description

No Attachments

Tasks

Link to Appointment
Link to Representation
Reports

Defendant Summary Budget

Report
Totals only of budget info for =
defendant | « First | | < Previous ‘ ‘ Next > | ‘ Last » ‘ ‘ Save ‘

| Delete Draft

Figure 5: Documents screen

Only .pdf documents may be uploaded into eVoucher. After selecting the document, enter a

description of the document and click upload. The attachment will appear in the lower section of the
screen under the “Description” section. Click [Next].

STEP 5

Confirm the CJA 24 Authorization by clicking in the box to swear or affirm the truthfulness of the

authorization. Once you have selected the “l swear...” check box, the Submit button will become
active. Click Submit. (See Figure 6)

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

MNotes

I swear and affirm the truth or correctness of the above statements
Date: 8/16/2016 9:58:42

0 Submit

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

Figure 6: Submit Button on Confirmation Tab
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After approval, the authorization will appear in the “Closed Documents” folder located in the lower
right corner on the “Attorney Home” page. (See Figure 7)

To group by a particular Header, drag the column to this area. Search: ||
Case Defendant Type Status Date Enten
2:05-CR-80034... Michael Word (# 1) AUTH-24 Vaoucher Clased 08162016
_“ rt: -3‘?.'1&-20'_5 Claimed Amount: ... L:L 0645.0000540
End: 08/16/2016 Approved Amount...
1 Page 1 of 1 (1 ttems)

Figure 7: Closed Documents Folder

NOTES:

= All CJA transcript requests require authorization by either the assigned district judge or if no
district judge is assigned, the magistrate judge before whom the proceeding took place.

= Payment arrangements must be made before the court reporter will honor delivery
deadlines. A payment arrangement is defined as the creation of a voucher for payment and
all vouchers are created by the Court Reporter Supervisor after the AUTH-24 has been
approved.

= Attorneys appointed by the Court of Appeals must contact Court Reporter Supervisor John
Purdy at 313-234-5132 for ordering instructions.

2. CERTIFYING SERVICES RENDERED AND SUBMITTING FOR PAYMENT IN eVOUCHER

After the court reporter completes a voucher, it will appear in the “My Active Documents” folder on
your Attorney Home page. (See Figure 1) Click the case or document number hyperlink to open
the voucher.

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entere
-... Michael Word (# 1) C1A-20 06/14/2016
- Voucher Ent
Claimed Amount: ... 5 Edit Y

- -... Michael Word (# 1) ClA-21
I Claimed Amount: ...  John Harrington
Investigator

_, Voucher Entry Di/20P00E

-... Michaal Word (# 1) Cia-21
Claimed Amount: ... Robert Jones
Investigator

., Voucher Entry 07/26/2016
kS

2:05-CR-80034-... Michael Word (# 1) ClA-21 03/01/2016
01/201 Claimed Amount: ... Jamas Hoppy 1 Vgucher’ Ay
Investigator y Edit
2:05-CR-80034-... Michael Word (= 1)  CIA-24 Submitted to 0/16/2016
Claimed Amount: ... Ann Expert / Attorney
0645.0000544
) Page 1 of 1 (5 items)

Figure 1: My Active Documents Folder
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To certify and submit for payment, check the certification box, then click “Approve”. (See Figure 2)
NOTE: You may review the court reporter’s claim for services under the “Basic Info” tab.

me Operations Reports Lnks Helo  jogout

Basic Info Services Expenses Documents b Canfirmation
Confirmation
T CIR DIST DIV CODE £ THER SUMBIR
i dichasl Word w‘m‘u
T AL BRTGIT SUAMEE (4 BI5T GRT GIT SUMMTR T AFFTALY GETTET RUMNTR
:05 CR-80034-1.GER.
[T T e e : T 12
[Unsted States of Amersca v Word o [Falony Gincluding pre-trial diversaon o rimisal Case
£ allged fuloay) jAdult D fendam = 1 C
Apgeal
o
Detestion Hear:
T
A Apportioned Cost % of transcript with
@ Summary: $662.60 B, [@14-Dey [ Expedited [MDaly  [Hesly [ Realtsse Unedited GER
P—— C.[] Prseculics Opesng Satement [ ] Prosscution Argessent ] Prosecutacn Rebsttal
“ﬂ‘;’m g || Defense Opening Statessent | | Defiense Argument || Vir Diae [ Jury Instructions
(Criginal 4592.50 . In hin sl Geenda care, comamtrcial duglcaticn of asuaripts vl impede e Gelivey ofascelerted
Copy $0.00 transcript secvices to persons proceeding nder the Crimizal Jasti
Totals £592.50 T ATTORNT N COCET ORI
Finas establiaied 1o
Travel it 1amﬁcmn|he)udxfumn nequemdm Toem 19 12 Dereby
Cxpense Type Amount
ravel Mibes 5000
 Travel Mise 40.00 Giwrald E Rowen
Tolals $0.00
- S 162016 §:38-42 Signature of Pressding Judge o By Order of the Court
E‘wr:';‘;u - " ugmabics o Altoraty Date 12006
Fax $0.00 Y Y— Diate of Ordes Nune Pro Tusc Date
Long Distance Charges $0.00 -
£0.00 Pranted Name
$0.00 s 2130
Sar ey $0.0¢ Telaphone Numbear: 313.234.5000
Totals 50,00 CLADE FOF SERVICES
TTCOURY TIAIE T FAVEE'S MAKIE ARG ABDRIET
[OMcisl [ Centract [ Tramscribes [ Other Expars R
T Latavese Bl
Dﬂ!nl( }LI -13 26 US
— T S0CIAL FAEROR MLy
TIN: ==+
Link to Appointment » TRANSCRIT | TROITIEERET | o or races | materenrace | AnToTAL | Daeoar | TOTAL
(5] T FELIT] M T
ink _to Representation 1 —1 =i e e
| TOTA AT CLT ik
Reports
Date 8162016 16:54.37
Form Cia 24
Defendant Detail Budget
Eeport
Detail budget info for
dafendant
Defendant Summary Budget
Report
Signature of Fudge o Clerk of Court Dt Appreved Amount
Totals only of budget info for ! ek : o
defendan Attention: Tha notes you enter will ba avallabie to the next approval level.

Publhcfamomay
MNotes

;) Leertify that 1 have reviewed the above
= Ledunko) / Approve 0 Reject

Date: 8/16/2016 17:1:8

i ] (= Frovious | [T = |[(ast= | (= I ]

Figure 2: Voucher for Certification

If the voucher is correct, click the certification checkbox and Approve. The voucher has been
submitted to the court for payment approval. The confirmation page with the document number will
appear after successful submission. The voucher will appear in the “My Submitted Documents”
folder of your Home Page.
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