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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 03/2025



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 Atforney: My Profile
ATTORNEY My Appointments:  View

To group by a particular Header, drag the column to this arzsa. Search: |
Case Defendant Type Status Date Entere
2:05-CR-80034-... Michael Word (# 1) ClA-20 Voucher Entry 06/14/2016
Sear: 01/04/1301 Claimed Amount:... b Edit
End: 01/01/1901 it
2:05-CR-80034-... Michael Word (# 1) ClA-21 07202016
Sert: OL0L/1801  Claimed Amount:... John Harrington &N Vopcher Entry
End: 04/01/1901 Investigator o Edit
2:05-CR-80034-... Michael Word (# 1) CIA-21 Voucher Entry 07/26/2016
Stert: 01/01/1901 Claimed Amourt:.. Robert Jones 4 1 Edit
End: 01/01/1901 Investigator
2:05-CR-80034-... Michael Word (# 1) Cla-21 08/01/2016
Sart: DB/0L/2016  Claimed Amount:... James Hopgy | VGFJCher Entry
End: 08/01/2015 Investigator oy Edit

1 Page 1 of 1 (4 items)

Appointments Defendant
Case: 7:05-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 Fage 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
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 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
“Proceedings 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)
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Figure 3: CJA24 Authorization on Basic Info Screen

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

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

Proceedings To Be Transcribed: Insert the proceeding(s) and proceeding date(s) to be
transcribed. For trial transcripts, specify, e.g., voir dire, prosecution opening statement, etc.

Special Transcript Handling: This option defaults to 30-Day. However, if you require the
transcript within a different timeframe, select the appropriate option from the drop-down list
because it also requires judge approval.

30-Day

14-Day

7-Day

3-Day

Next-Day

2-Hour

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 (Attormey)

AUTH-24 Basic Info | Documents Confirmation

& Attorney -
Enters Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)

File: Browse...

Def.: Mich: rd

Description | |

Link to CM/EC

\}.OUCher SR Upload
#:

Request Date: 1, L= Delete  View
Decision Date:1 No Attachments.

Tasks

Link to Appointment
Link to Representation
Reports

Defendant Summary Budget

Report
Totals only of budget info for
defendant

[ «First || < Previous H Next > H 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 “| 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
Notes

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
:*: -L‘GI.'iﬁ- 2016 Claimed Amount: ... L“:ﬂ 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 the Court Reporter Supervisor
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.
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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 06/14/2016
S -, Voucher Ent
Stert: 01/01/1901  Claimed Amount: ... N Eg:-t[ g
1901 R
34-... Michael Word (# 1) cCia-21 07/20/2016
115 Claimed Amount: ... John Harrington N \é’g:.tlcher’ Entry
Investigator gy ==
... Michael Word (# 1) Cla-21 07/26/2016
X .. Voucher Ent
Claimed Amount: ...  Robert Jones .‘ Edit 4
Investigator
-... Michael Word (# 1)  Cia-21 08/01/2016
Claimed Amount: ...  James Hoppy N Vgucher’ Entry
Investigator = Edit
... Michael Word (% 1)  CaA-24 Submitted to 08/16/2016
Claimed Amount: ...  Ann Expert 7 Attorney
s 0645.0000544
i 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 “Services” tab.

Bask Indo Servies Fapenses Dox wments b Comtirmatison
Confirmation

TOISSTITTO ryerS SrosTreTomT

3 . Lachael A ccd 643 00044
T WA SRT ST TSR @ SO BT ST STUMR T APPTALY SR ST TS CEQL SR NE-saiar i Su—
P 03 CR 300341 CAX
reveor =frrarreoT Yo w v
wied Sunes of Amersce v Wond ot Febomy Gincduding peo.wial diversiom |, L, 1) . Cose

| yiamc

J CONYPIRACY TO DESTRBLTE CONTROLLED SLBSTANCE

Vi he
D 0645.0000544

#rd

YO T

Dietrstren Hoar
—_—
M PTCAL ATTRORIZATIONS

A Appamisend Caee % of maoverge weh

Bl voginoenge Jiom Uiy Lxeeny L2 Jranee Dsstioet
C = i muln-dedndant cne, commarcial dapbcen of teasnh wil mpeds s Sabiven o wsddaned
mwmnnkmpinuquum(m‘dh.uk!
T TR T TYIYITYY TCTOTRT TSy
As m-\-'.s-u-,-nw bu-—iﬂhh § e el oLV o Ot povaces repeesmind bt vag born eutadbadd B
hnvb-n_:-n.:n.vn—rg-nqwuu e adoquate | the Cou's satfacnon the wahorizancn requeried @ e 19 i bareby
L] Mﬁ.--ugl et
- lh J‘.l-ﬂﬁw—n weant 10 e Cramansd
o L Goesld § Rowen
Se2018 9802 Supatars of Prowding Jodge ot By Ovder of the Cout
Segmarae of Nrcome Due £1206
Asa Anoruey Dute of Ondr Nount Py Tunt Dwte
Prevtod Name
Tolophoee Number 1132045000
Y COOXY RIFORTEX ATy AU XYY Ry
FOMcul [ Coutract [ Trmscrber [ O Expern 8
»iw .&»ﬁmx
Dewendd 5236 U3
Tasks 19 SOCIAL SECURITY SUMBLE OF DMFLOATE D MUMBLE OF PAVEL $15.354. 5000
TIN **.0003113
Link to Appontment » TRANRT BT l o of Pacts lnnnlnu watotal | Deaengas ToTaL
. . ey s . ey FETRT) Y I
Link 10 Begreentation S - | () ST — | 00 T wH
m—— YT AUTNY CLUTS| it
T TS TR T I TIoT OF SRS T TROTIAT
Reports i et S e i e et & et e U U ——
Sugnanwe of Clasmant Prvee Ass Lxpert Dute § 362016 16 4437
roem CIA 24
" o - e v
Defendant Detad Budget
Beport
Ot buadget info for \M-KA\W o Clark Due
Setertact:
Defendant Sumomacy Budget
Repr
Sugnanare of Jodge ox Chark of Coun Dute Appein of Amouat
vmmuwmw
Artertion The notes you enter vl te avalatie 1o the reat 20proval level
wm

lwm.ulhannu—vln-uvn /
Oute: WIN06 17118 Approve 0 Reject
] [ Pevon | [ > |[(Gex ] [ ) [ ]

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. The voucher will appear in the “My
Submitted Documents” folder of your Home Page.
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