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Introduction

The CJA eVoucher System is a web-based solution for submission, monitoring, and management of
Criminal Justice Act (CJA) functions. The eVoucher program provides:

e Online submission of vouchers and authorizations by attorneys and service providers.
e Line-item auditing of vouchers by judges and court staff.

e The ability to attach PDF documentation to vouchers and authorizations.

e Automatic email notification on approval or rejection of vouchers.

e Electronic transfer to the Circuit for excess approval.

Accessing the CJA eVoucher Program
To access the CJA eVoucher program, use your browser to go to the eVoucher website:
https://evadweb.ev.uscourts.gov/CJA_mie_prod/CJAeVoucher/

You will be taken to the CJA login page. It is suggested that you bookmark it for easier access. Enter
your username and password and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN U.S. District
Court - Eastern District of

Michigan Production Release
4.3

Existing user? Please log in. Forgot your Login? Please tel us your username and/or emai address. We wil
send you an email to reset your password.

Username:

Password:
Log In Username: and/or

Email:

Forgot your login?

If you forget your username or password, click the Forgot your Login hyperlink. Enter your username or
email address and click Recover Logon. You will receive an email with instructions on how to reset your
password.
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Browser Compatibility

e Windows: Internet Explorer (IE) 8 or newer
o Apple Macintosh: Safari 5.1 or newer
e Apple Mobile: Safari is approved (but with limitations)
0 Chrome, Motzilla Firefox, and other browsers may not be used with CJA eVoucher
e Ifusing IE 10 or 11, you will need to set your browser to “Compatibility Mode”. First, go to the
eVoucher website. Then, click on the Compatibility View Settings (under Tools) and add the
website.

Compatibility View Settings ﬁ

m You can add and remove websites to be displayed in
@ Compatibility View.

Add this website:

Add

Websites you've added to Compatibility View:

Remave

Include updated website lists from Microsoft
Display intranet sites in Compatibility View

Display all websites in Compatibility View
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Home Page and Navigation (menu)

The home page provides access to information about your cases and billing which you submit, or billing
the attorney submits on your behalf.

Welcome Abvzham Astiey (Expert)

My Submitted Documents

To group by a partcular Hesder, drag the colimn to this ares.
case. Defendant

LR ems A Sebedish ararson © |
o manaons Claimed Amount: 215,00

470880048 Thomas Howel (= 1
e Gamed Amaunt; 9.00

My Documents
The My Documents folder contains vouchers which have been created by you or for you by the
attorney. They have not yet been submitted to the Court for processing.

My Submitted Documents
The My Submitted Documents folder contains documents which have been submitted to the Court for

processing.

Closed Documents
The Closed Documents folder contains documents which have been completely processed.

Search

Service providers are generally not given rights to search in eVoucher. If you click the Search hyperlink
near the top of the home page, you may receive a message indicating that you do not have access
to these functions.

Note:
Search

‘ € You don't have access to the requested page. The system has redirected you here. '
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The eVoucher Menu

Home Operations Reports CMECF Links Help logout

Menu Bar Items

Home The eVoucher home page.

Operations Appointments you have been assigned.

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

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

Logout Logs user off the eVoucher program.

Profile

Your profile contains your login information, your contact information, as well as the billing information
which will be used to pay for your services. You will be responsible for managing and updating this
information.

UserName AnExpert

Expert Info Your Name: Ann Expert

Your Contact fnf:
Phone: 313-234-5000

Fan:
testexperts. mis@gmal.com

Your Address:

231 W, Lafayete Bivd.
Detro, MI 48226

us

Billing Info Your defauk biling info k2
+ 58 3SR DG Fif Faaci Experts R Us

List af avaltabie bilng nif Bl Code:0645-000004
231 W, Lafayette Bivd,
Detrot, MI
48226 - US
Phone: 313-234-5000
Fa:

Expert Specialties Your cumment assigned speciaties re:
T your assgned specales

[Transcript]: Court Reporter
patior, Peychologat, Peychiatrist, Polygriph Examiner, Prgerprint Anahest, Ralstics Expert, Computer Forenaics Fxpert

Changing Your Username and Password

You may change both your username and password in your profile. You may access your profile from
the home page by clicking the My Profile link to the right of the user profile picture. Or, you may select
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My Profile from the Help menu.

Click Edit on the right side of the Login Info section.

Login Info

Your Login information

Username AnExpert

change

Password ##=x reset

To change your username, type the new username and click Change.

To change your password, click the Reset hyperlink. Type the new password, retype it in the confirm
field and click Reset. Click Close to exit the Login Info section.

Users are required to periodically change their passwords.

Passwords must be a minimum of 8

characters and contain: lower case letters, upper case letters, numbers, and special characters

Expert Info

The Expert Info section of the profile contains your name and contact information. If any information is
missing or incorrect, you can change your personal info by clicking Edit to the right of this section of the

profile.

Expert Info

Your personal info

SSN Instructions:

If you are a seff-employed service
provider, you are required to enter
your Social Security Number in the
SSN field.

If you are company-employed service
provider only, do not enter your
Sodial Security Number in the SSN
field.

Payee Certification:

This message informs you that the
Name and TIN entered are collected
pursuant to IRS Guidelines that
govern what information must be
colected by the judiciary for
payments made to non-employees
and other entities for services
provided and for purposes of issuing a
Form 1099-MISC. You have provided
this information under penalties of
perjury and certify that:

1 - The number entered as my SSN or
EIN is my correct taxpayer
identification number: and

2 -1am a U.5. citizen, U.S. resident
alien, or other U.5. person (a
partnership, corporation, company,
or assodiation created or organized in
the U.S. or under the laws in the U.
S.).

* Required Fields

First Name = (If self-employed) Middle Last Name

Ann Expert

Tax Identification Number: = (If self-employed)

S5N:

Confirm:

Main Email =

testexperts.mie@gmai.com

2nd Email

3rd Email

Phone = Cel Phone

313-234-5000

Address 1 = City =

231 W. Lafayette Blvd. Detroit

Address 2 State * (US only)
MICHIGAN

Address 3 Country =
UNITED STATES
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Fax

Zip = (US only)
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Billing Info

The Billing Info section of the profile contains pertinent information for payment purposes. If your
personal information, address, and phone are correct from the Expert Info section, you can select the
checkbox to Copy Address from Profile. You will not be allowed to submit a voucher in CJA eVoucher
without complete billing information. You may edit the billing info by clicking Edit to the far right of the

Billing Info section of the profile.

Billing Info
List all available biling info records

EIN Instructions:

Tf this biling information line is for work
performed as an employee of a
company, please enter the
Company’s Name and Employer
Identification Number (EIN).

Payee Certification:

This message informs you that the
Name and TIN entered are collected
pursuant to IRS Guidelines that
govern what information must be
colected by the judiciary for
payments made to non-employees
and other entities for services
provided and for purposes of issuing a
Form 1099-MISC. You have provided

* Required Fields
Biling Type:

@ Company

Tax Identification Number: =
EIN/TIN:

Confirm:

Copy Address from Profie

Name: =
Experts R L

Phone: = Fax:
313-234-5000

this information under penalties of Address 1: =

perjury and certify that:

1 - The number entered as my SSN or 231 W. Lafayette Bivd.

EIN is my correct taxpayer Address 2:

identification number: and

2 -Tam a U.S. citizen, U.S. resident Address 3:

alien, or other U.S. person (a :

partnership, corporation, company,

or association created or organized in

the U.S. or under the laws in the U. City: = State: = (US only) Zip Code: = (US only)

5.). Detroit MICHIGAN ¥ 48226
Country: =
UNITED STATES hd

You may add additional billing records by clicking the Add button. If you have multiple billing
address in your profile, you, or the attorney for whom you are providing services, must choose the
billing information you wish to use when creating vouchers or authorizations.
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Expert Specialties

The Expert Specialties section will list all specialties available in eVoucher. You are responsible for
selecting the specialties that you are qualified to perform. When vouchers or authorizations for you are
created in eVoucher, the selection of your specialty will populate your name and billing information.
That specialty will also be checked on any of the CJA 21 forms created in eVoucher.

Expert Speci alties Please, select what specialties apply to you:
List your assigned specialties General

[ Accountant

[ Balistics Expert

[Tl cALR(Westlaw, Lexis, etc)

[Tl chemist, Toxicologist

[l Computer (Hardware, Software, Systems)

Computer Forensics Expert

[Tl Documents Examiner

[T] puplication Services

[ Fingerprint Analyst

[ Hair, Fiber Expert

O Interpreter Translator

[ Investigator

[0 3ury Consultant

[T Legal Analyst/Consuttant
[ LitigationSupport Services
[Tl mitigation Specialis

[ other

[Tl other Medical Expert

[Tl paralegal Services

[0 pathologist, Medical Examiner
[7 polygraph Examiner

[ psychiatrist

[ psychologist

[Tl voice, Audio Analyst

d \Weapons Firearms Explosive Expert

Transcript

=k
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CJA 21/31 Entry

The attorney will initiate the CJA-21 or CJA-31 voucher. The system will send you an email notification
when there is a voucher ready for you.

CJA 21/31s ready to be completed will appear in the My Documents folder on your home page, with the
status of “Voucher Entry”. To open the voucher, click on the Case Number or Edit. If you are looking for
a voucher and it does not appear in the My Documents section, please contact the attorney, as the
attorney must initiate the voucher on your behalf.

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entered
2:15-CR-20577-BAF-  Herbert Bernard Johnson (# 1)  CJA-21 -, Voucher Entry 06/06/2016
Start: 06/06/2016 Claimed Amount: 1,250.00 Ann Expert . Edit
End: 06/06/2016 Computer Forensics Expert
2:11-CR-20365-VAR-  Surya Nallani (# 1) cIA-21 . Voucher Entry 06/15/2016
Start: 01/01/1901 Claimed Amaount: 0.00 Ann Expert | Edit
End: 01/01/1801 Investigator E
2:11-CR-20129-RHC-  Victor Carlos Castano (# 12) CIA-21 . Voucher Entry 06/28/2016
Start: 03/01/1801 Claimed Amount: 0.00 Ann Expert ‘ i
End: 01/01/1501 Investigator
2:10-CR-20014-DPH- Richard Shannon (# 15) CIA-21 . Voucher Entry 06/28/2016
Start: 01/01/1901 Claimed Amount: 0.00 Ann Expert | Edit
End: 01/01/18901 Investigator =

1 Page 1 of 1 (4 items)

The Voucher will open to the Basic Info tab screen. The left-hand panel will display a running summary
of the services and expenses as they are entered and saved.

g CIA-21 b Basic Info

Basic Info

Services Expenses Claim Status Documents Confirmation

= PIRSON RIPRESINTID "OUCHIR NUMRER
[Richard Shanmom
4 DIST. DKTDEF NUMBER & APFEALS. DKTDEF NIMBER & OTHER. DETDEF NUMBER

£:10-CR-20014-15-DFH
7. IN CASLAATIER OF{Caze Name) B PAVMINT CATLGORY
representation required or
ized by the CJA (nchuding, but
ot imited to probation, supervised
‘ felease hearing, material witness,
© summary: $0.00 I OITENSL(s) CHARGID
1349 F ATTEMPT AND CONSPIRACY TO COMMIT FRAUD

5. T4 PL FLRSON KEPRISLNILD 10, REFRISENTATION TYPE

nited States of America v. Shahab fOther types (e.g., Ene ups,
al

il Defendant | caisulations, prisener wansfer, ec.)

Services . ATTORNEY'S NAME AND MAILING ADDRESS 12 COURT ORDER
Totals $0.00 ¢! - N
hz_w_] Drdin;a:oo.;xu'bn 64530 A Assochats P | F Siba fior Fadaral
s 1 Defender
1""':‘:;! - ts il 45226 O Appointing P Subs for Panal R Suba for Retained
E*PII IT\"PE L one: 313-879-1206 Counsel Anormey Ansruey
I’MI :“4' - :x 5Pro5e T Retsined Atiorasy ¥ Standby Counsal
ravel Misc 1
Totals $0.00
[Prior Asserney’s Name
" [\ppointmsent Datas
Expenses [Rign af Presiding Judge ar By Order of the Caure
[Expense Type sse Pa
FAX . LAW FIRM ¥AME AND MAILING ADDRESS Denise Page Hood

ate of Order Suse Pro Tuse Date
12162015 12172015
Repayment | | VIS [J] NO

Long Distance Charges
Photocopies

Postage

(Other Expenses

Totals

Payment Info
Preferred Payee  Ann Expert - ExpertisRUs -

Bling Code:0845-000004
Tasks 231 W. Lafayette Bed
) R Detrok, MI
Link to Appointment ABI26 - US
Phone: 313-234-5000

Link to Representation

| p—
Reports Carst ][ < previous || Hext > ]I Lxte | [Csave | [ oeete oran |

Form CIa21

Click the Services or Expenses tab at the top of screen or click Next at the bottom of the screen.
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Enter your service fees and expenses:

- Basic Info | Services " EXxpenses - Claim Status - Documents . Confirmation
Services

Date = 2 Description

Hours l:l * *
* Required Fikds

Hrs Rate Amt

No data

Required fields are marked with a red asterisk. Enter the date of the service, number of hours billed and
the rate. A description of the service provided is required. Click Add.

You may continue to add additional entries until you have entered all of your service dates. There is no
autosave feature in eVoucher — make sure to click Save after every few additions.

~ Basic Info Services [ Expenses -~ Claim Status Documents Confirmation
Expenses
Date 03/08/2014 | = ﬁ Description round trip travel to interpret for interview.
Expense Type !Travel Miles. o | * *

Miles = at &0,5600 per mile,
Amount 31,38 Add

* Required Figlds

Description Mile: Rate Amt

Expense Type Date
Travel Miles 08/08/2014 round trip travel to interpret for interview, 56 50,56 $31.3%

Page 1 of 1 (1items)
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Claim status:

The Claim Status tab will include the date range of your services. The dates default to the day of the
creation of the voucher. Please ensure that the date range covers the days for which you are billing
services and expenses.

Under Payment Claims, make a payment selection. Final payment indicates that you will not be billing
anymore on this particular appointment. Interim payments must be approved by the Court in advance,
but may be applicable for those involved in long cases. Supplemental payments cover forgotten charges
discovered after final payment has been requested.

Basic Info Services Expenses [ Claim Status Documents Confirmation

Claim Status

startoste  [gaoss ] odvate [ |-
Payment Claims

) Final Payment
() Interim Payment (payment #)

-* Supplemental Payment

** Reminder: Please =elect the appropriate daim status.

* Required Ficlds

To submit your voucher:

Advance to the Confirmation tab. You will be able to review the summary of the voucher and can add
any notes which will be available for the attorney and the court staff auditing the voucher.

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

swear and affirm the truth or correctness of the above statements <’ \>

Date: 12/7/2015 12:54:50

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

Select the “l swear and affirm...” checkbox. This action will also date and time stamp the submission.
The Submit button will become active. Click Submit to forward the voucher to the attorney, who
must submit it to the Court.

MIED | Expert Manual | July 2016



11
When you submit your voucher, the attorney will be notified via email to approve your voucher. Refer

back to eVoucher to track the status of the voucher you submitted. Once the attorney submits the
voucher to the Court, the voucher will now appear under your My Submitted Documents. You now have
verification the payment was submitted to the Court.

The illustration below is a sample of the home page. If some time has passed and you do not see the
voucher status listed as “Submitted to Court” you can contact the Attorney and ask them to approve and
submit the voucher.

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entered
2:14-CR-20127-MOB- Daiman Raymone Lake (# 1) CJA-24 Submitted to Court 07/19/2016
Start: 07/19/2016 Claimed Amount: 218.25 Ann Expert 0645.0000439
End: 07/13/2016

When the voucher has been approved by the Court you will be notified by email.
To: Ann Expert,

Date: 7/19/2016 12:39:24 PM.

This is to inform you that the U.S. District Court - Eastern District of Michigan has approved your submitted voucher 0645.0000439 for the provided services in case 2:14-CR-
20127 before this court.

Regards,

This email was generated by CJA eVoucher at U.S. District Court - Eastern District of Michigan.
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PRESUMPTIVE HOURLY RATES*

1. Learned Counsel (Death Penalty) CJA National Rate

2. Counsel (Death Penalty) CJA National Rate

3. Counsel (Non-Death Penalty) CJA National Rate

4. Investigator not more than $82.00

5. Mitigation Specialist not more than $87.00

6. Paralegal not more than $37.00

7. Law Student not more than $20.00

8. Psychologist not more than $200.00

9. Interpreters not more than $47.00

10. Associates not more than $90 on CJA Panel

11. Associates not more than $80 not on CJA Panel
PRESUMPTIVE SERVICE PROVIDER RATES*

(Non-Hourly)

1. Interpreters Certified $418 Full Day / $226 Half Day

2. Interpreters Not Certified $202 Full Day / $111 Half Day

3. Translators $.12 - 5.15 cents per word

*Special qualifications or circumstances necessitating hourly rates in excess of those listed
should be discussed with the Case Budgeting Attorney and the assigned District Judge.



