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

Created 8/17/2016



Ordering a transcript is a four-part process: 1. Order the transcript; 2. Obtain the judge’s
authorization; 3. Create the voucher for court reporter completion; and 4. Certify receipt and submit

for payment.
1. ORDERING THE TRANSCRIPT

You must notify the court reporter of your request for a transcript by first fully completing the MIED
Transcript Order Form at http://www.transcriptorders.com.

FEDERAL OFFICIAL COURT
UNITED STATES DISTRICT
EASTERN DISTRICT OF MICHI
WELCOME! =

TO ORDER TRANSCRIPTS
FOR PROCEEDINGS HELD IN FEDERAL COURT:

A1 orms shoukd be £-maked O B0ed 1 Bach
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P, Yo wll
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0 b used Sor ALL IFnschpt orders)
Court of Appeals Transcript Order Links
Court of Appeals
CIA24

elouches Transcript Order

Unsure what you need to do? SEE BELOW...

Bay Ciy, Michigan | NON-APPEAL transcripts to be paid with CJA-24 FUNDS:

and

APPEAL transcripts to be paid with CJA-24 FUNDS:

United States District Court / Eastern District of Michigan
TRANSCRIPT ORDER FORM

® Denotes required fields

Court Reporter:  Select a Court Reporter - | Judicial Officer: Select a Judicial Officer - |

For Appeal? Cdyes [INo (If yes, you must also complete the Sixth Circuit Transcript Order.)

NOTES:

= 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.

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

= There is a CJA-24 eVoucher link to sign in and create the AUTH-24 on the
Transcriptorders.com home page.

= |f ordering transcripts for appeal, complete section 1-3 of these instructions before filing the
Court of Appeals transcript order.
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2. OBTAINING JUDGE 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 arsa. Search: |
Case Defendant Type Status Date Entere
2:05-(:R—a?034-... E1Iic_haeell u;rord i 1) Ca-20 H' Voucher Entry 06/14/2016
Start: 017011901 im mount:... R it
End: 01/01/1301
2:05-CR-80034-... Michael Word (# 1) C1a-21 07/20/2016
St 01011801 Claimed Amount:... John Hamrington N Vg!]cher Entry
End: 01/01/1501 Investigator o= Edit
2:05-CR-80034-... Mil:-halﬂ Word (# 1) ClA-21 _ Woucher Entry 07/26/2016
Stzrtz 01/01/1901 Claimed Amount:... Robert Jones & it
End: 01/01/1901 Investigator oy ==
2:05-CR-80034-... Michael Word (# 1) CIA-21 08/01/2016
Stert: 08/012016  Claimed Amount:... James Hoppy E‘. VO!.ICher Entry
End: 0B/01/2016 Investigator o= Edit

1 Page 1 of 1 (4 items)

Appointments Defendant
Cass: 2:05-CR-B0034-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.
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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

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.
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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 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) NOTE: An AUTH-24 must be generated
for every transcript request. Consequently, it is necessary to verify the AUTH-24 by the ID number
in the “Authorization Selection” screen, see section 3, Figure 3 below.

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
Start: 08/16/2016  Claimed Amount: ... I

2y D645.0000540
End: 08/16/2016 Approved Amount... i —

1 Page 1 of 1 (1 ttems)

Figure 7: Closed Documents Folder

3. CREATING THE CJA 24 VOUCHER 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  Jogout

> Home
:} Welcome Ann Attorney: My Profile
ATTORNEY My Appointments:  View
To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entere
2:05-CR-80034-... Michael Word (# 1) CIA-20 Voucher Entry 06/14/2016
e QU010 Claimed Amounti. N e

End: 01/01/1501

2:05-CR-B0034-... Michael Word (# 1) cia-21 07/20/2016
S WOV Claimed Amounti.., John Harington N Vg“d’e’ =iy
End: 01011501 Investigator o Edit
034-... Michael Word (£ 1) CIA-21  Voucher Entry 17/26/2016
Claimed Amount:... Robert Jones ‘ Edit
Investigator S
205-CR-80034-.... Michael Word (£ 1) cIa-21 08/01/2016
Stert 0B/01/2016  Claimed Amounti... James Hoppy | 9 oucheqEnhy
End: 08/01/2016 Investigator o Edit
1 Page 1 of 1 (4 items)

Appointments Defendant

e pefndan Mchadord,
Defendant #: 1 )
Case Title: United States of America v. Word et al Order Type: Subs for Federal Defendsr

Order Date: 03/01/16
Attorney: Ann Attorne
¥ ¥ Pres. Judge: Gerald E Rosen

Adm./Mag Judge:

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.
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STEP 2

Select the CJA-24 Create link on the left panel on the Appointment Info . (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 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 voucher to submit to the court reporter for completion once the
transcript has been prepared. You will be taken to the “Basic Info” page to prepare the voucher.
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STEP 3

Complete the “Authorization Selection” section. The voucher assignment is greyed out until you
select the court reporter from the “Expert” drop down menu. (See Figure 3)

Basic Info

T_CIRDISTDIV.CODE 7 PERSON REFRESENLED
643 ichael Word
[TI0G DEIDEFSUMBER |4 DISL.DEIDEFNUMBER |7 APPEALS. DEI/DEF NUMEER |
2:03-CR-30034-1-GEF.
7.IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE FERSON REPRESENTED
[United States of America v. Word et Fglon'_\ (mcludm_g pre-trial diversion |5, dult Defendant
Jal Jof alleged felony)

11 OFFENSE(S) CHARGED

[21:346=CD.F CONSPIRACY TO DISTRIEUTE CONTROLLED SUBSTANCE

ENCESS FEE LIMIT PRESIDING JUDGE AAGISTRATE JUDGE
510.000.00 erald E Rosen |

Authorization Selection

Select an approved authorization request for this CIA-24

Existing Requests for Authorization

1D Number: 540 Service Type: Court Reporter | Transcript
Order Date: 03/01/2016 Special Handling: 14_DAY

Proceeding Transcribed: Detention Hearing

ID Number: 545 Service Type: Court Reporter | Transcript
Order Date: 03(01/2016 Special Handling: EXPECITED

Proceeding Transcribed: appeal

New Voucher Information

Description

e , ﬂ
This indicates who will be responsible for filling the voucher dizim part

Court Report/Transcriber Status
®) Offidal () Contract () Transcriber () Other
Service Provider
You can search one of the service providers already in the system

OR you can enter the required information for another provider
= | Ko 2
First Name Middle Name Last Name =

Email =
|
Phone = Fax
| | | |
Address 1 = | |Cit¥ & |
Address 2 State (U.S. Only=) Zip *
| | | v | |
Address 3 Country=
| | [UNITED STATES v

[ «First |[ <previous || Next> |[ Last» [ Delete Draft_|

Figure 3: Authorization Selection

1. Click the appropriate ID Number under “Existing Requests for Authorization” to activate the
“New Voucher Information” section. NOTE: There can be multiple ID Numbers in this
section be certain to select the correct one.

2. Select the court reporter from the “Expert” drop down menu.

3. Click “Expert” option in “Voucher Assignment.”
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STEP 4

Click the “Create Voucher” button, once the “New Voucher Information” section is complete. (See
Figure 4)

Authorization Selection

Select an approved authorization request for this CIA-24

Existing Requests for Authorization

1D Number: 540 Service Type: Court Reporter | Transcript
Order Date: 03/01/2016 Special Handling: 14_DAY
Proceading Transcribed: Detention Hearing

1D Number: 545 Service Type: Court Reporter [ Transcript
Order Date: 03/01/2016 Zpecial Handling: EXPEDITED
Proceading Transcribed: appeal

New Voucher Information

Description

Voucher Assignment () Attorney (®) Expert
This indicates who will be responsible for filling the voucher dsim part
Court Report/ Transcriber Status
® Official () Contract () Transcriber () Other
Service Provider
*ou can search one of the service providers already in the system
OR you can enter the required information for another provider

Expert | Expert, Ann v
Expert Info Ann Expert
Details

231 W. Lafayette Blvd.
Detroit MI 48226 US
Phone: 313-234-5000

Create Voucher

«First |[ < Previous |[ mext> |[ Last» | Delete Draft
Figure 4: Completed Authorization Selection for CIA-24
After clicking “Create Voucher,” you will see the completed voucher screen. (See Figure 5)

b Ralebe | Sardces | Dxpessss | Docemerts

Basic Info

e Prming bl B Ol ol ot

T ——

o ] .
N i et <oy ot erm b 4heg o o
Comert Mgt s e Statin

Payment Info

= et Fas -
Decad e s o s i
ettt

St oty o tuatge ik for
et

Cra)[=feea [ J[oes]  [==] [

Figure 5: Completed Voucher Submitted to Court Reporter

The voucher is now with the court reporter for completion after the transcript is prepared. Click the
“Home” button in the top left corner of the page.
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4. CERTIFYING RECEIPT 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
2:05-CR-80034-... Michael Word (# 1) Cla-20 06/14/2016
[ Sasrssre— ! -, Voucher Ent
Start: 01/01/1901  Claimed Amount: ... -_‘.' Edit Y
End: 01/01/1901 o =t
2:05-CR-80034-... Michael Word (# 1) <Cia-21 07/20/2016
S 040101 Claimed Amount: ... John Harrington N Vg_uCher Entry
End: 01/01/1901 Investigator o Edit
2:05-CR-80034-... Michael Word (# 1) Cla-21 Voucher Entry 07/26/2016
S 0U0Y1301 Claimed Amount: .. Robart Jones N i
End: 01/01/1901 Investigator o =t
2:05-CR-80034-... Michael Word (# 1) <Cia-21 08/01/2016
S 08042016 Claimed Amount: ... James Hoppy N Voucher Entry
Enc: 08/01/2016 TInvestigator = Edit
2:05-CR-60034-... Michzel Word (# 1) CIa-24 Submitted to 08/16/2016
Start: 08/16/2016  Claimed Amount: ...  Ann Expert / Attorney
End: 08/16/2016 rd 0645.0000544
1 Page 1 of 1 (5 items)

Figure 1: My Active Documents Folder

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.
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Figure 2: Voucher for Certification

The voucher has been submitted to the court for payment approval. The confirmation page with the
document number will appear after successful submission.
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