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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 and associates. 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

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

e 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.
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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.

. E—
.

Log In

Forgot your login?

HNotice: This is a Restricted Web Site for Offidal Court
Business only. Unauthorized entry is prohibited and
subject to disdpline by the Courtand/or prosecution
under Title 18 of the U.S. Code. All activities and acress
attenpts 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 Forgot your Login.
Enter your user name or email address, and click Recover Logon to retrieve your information.

Forgot your Login? Please tell usyour username and/or email address. We will
send you an email to reset your password.

@ An email with instructions on how to reset your password was sent to the enail
address stored on our system.

IMPORTANT : The link provided in the password reset email is only valid for 24
hours and can only be accessed one time.

Username: | | and/ar

Email: | |

Recover Logon
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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.

e b i i iy B e

Eman et

P | B 6

e -

e

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.
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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 [Attomey)

ATTORNEY

1
=

Welcome Andrew Anders: My Profile

My Appointments:  View

Home
Operations
Reports
Links

Help

Logout

T

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

e “Contact Us” email

e Privacy Notice

e eVoucher help documentation for attorneys and experts
Logs user off the eVoucher program
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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

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

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.

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.

E 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.
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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

B Click and drag the header to the Group by: header bar.
Tuguiw drag the column to this area.
C
Ca nt Type “ Status

E All the information in that folder is now grouped and sorted by that selection.

Group by: Case - N
Case Defendant Type T Status

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018
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My Profile

In the My Profile section, the attorney may:

e Change the 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). Copies of a W-9 must be provided to the court, and any changes to the SSN after the first login must be
made through the court.

e The Holding Period and Continuing Legal Education sections will not be utilized by the Sixth Circuit at this time, so
completion of these sections is not necessary.

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 Profile
Contact Us ‘h

Privacy
eVoucher Documentation: Attorney and Expert Users
VVEICOITE Anarew Anaers: | My Profile

ATTORNEY My Appointments:  View

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018
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Home Operations Reports Links Help logout

= Help :’ My Profile

Welcome Andrew Anders (Attorney)

Login Info

UserMame Anders

Your Login information

Attorney Info Ba

Your personal info

r Number:

Your Mame: Andrew Anders

Your Contact Info:
Phone: 210-833-5623

Fa

X2

deadmail@support.aotx.uscourts.gov
deadmail@support.actx.uscourts.gov
deadmail@support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us

Billing Info

List all available biling info records

Holding Period

Continuing Legal
Education

In the Login Info
section, click Edit to
change your
password.

To change your user name,
type the new user name
and click the change link. It
will show “The Username
has been changed.”

To reset your password,
click the reset link.

Your default biling info is:

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 -Us

Phone: 210-833-5623
Fax:

There is 1 period of time during which case cannot be taken.

Mo info has been stored.
Please click VIEW to type your info.

= Help = My Profile

Changing My Profile Username and Password

Edit

Edit

!

Add

Edit

Welcome Andrew Anders [r’.tturnev]l

Login Info

Your Login information

> Help > My Profile

UserMame Anders

Edit

Welcome Andrew Anders (Attorney)

Login Info

Your Login information

Username Anders

Password =#xx

change

reset

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018



CJA eVoucher for Attorneys | 9

Enter the new > Help > My Profils
password and reenter n
o . . Login Info Username Anders change
it in the Confirm field. Your Login information P E— ;
Password eesssss = Strength:Strong
Confirm =
. [Reset]
Click Reset to \—1
save.
> Help > My Profile Walcome Andrew Andars (Attomay)
Click Close to exit Login Info Username Anders change
the Login Info e Password ==+ et
section.

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018
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Attorney Info

Attornev Info Bar Number: 12345
; = - 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.aotx.uscourts.gov
deadmail @support.aotx.uscourts.gov
access your deadmail @support.aotx.uscourts.gov
personal
. . Your Address:
information. 110 Main Street
San Antonio, TX 78210
Usa
Attomey Info ;Rfﬁﬂil[rfe';idds
Your personal info |
SSH Instructions:
If you are an appainted panel Tax Identification Nurrber: * (If on Pand) [ Foreign Yendor?
attorney, youare required to enter SN
your Social Seaurity Nurrber in the 55N :
field. Confirrre
If youarean assodate only, donot FirstNa'rre“ Midde Last Name *
Make any necessary enter your Sodal Security Murrber in [Andrew I |[Anders |
h the 55N field.
Cchanges. Main Erreil =
Payee Certifica tion: | dea dneil@support.a otx.uscourts.gov |
This rr%séage informs &rou thaﬁmeecl 2nd Errail
Mame and TIM entered are colled: | ,
pursuant to IRS Guidelines that govern |3clza;]n;? i:@s UppOrt.3 ot uscourts. gov |
whatinformation must be collected by
thejudiciary for payments mede to | deadreil@s upport.a o uscourts.gov |
norr_en'ploves_kds ead nd Ddtf]ger entities ftgf Phone = Cell Phane Fax
services provided and for purposes
issuinga Form1099-MISC. You have |210'833'563 | | | |
provided this informmetion under )
penalties of perjury and certify thatz Address 1= City =
. 1-The number enteredasmy SSNor | (110 Main Street | [san Antonio |
Click Save. EIN is rry corredt taxpayer Address 2 State = (US only) Zip = (US arly)
identifiation nurmber: and . e : L
2-Tama U.5. dtzen, U.5. resident | [TBtas V| [7e2t0
alien, or ﬁther 1.S. person (3 Address 3 Courtry =
partnership, corporation, cormpany, or
assodation created or organized in the | | |UNITEDSTATES v|
U.S. or under the laws in the L. S.).

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 If you are a foreign vendor, select that checkbox and enter in appropriate

information.

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

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018



Billing Info

Under the Billing
Info section, click

Add if no billing
information is
available.

Biling Info

CJA eVoucher for Attorneys

Your default biling info is:
Andrew Anders
Biling Code:0101-000001
110 Main Street
San Antonio, TX
78210 - US
Phone: 210-833-5623
Fax:

Select |

i

Add

Edit

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

Make any
necessary
changes and
click Save.

Biling Type:

®) Seff-Enployed

Firm

Associate

Name:

Phone:
210-833-5623

Fax:

Address 1:
110 Main Street

Address 2:

}address 3:

Ciy:

Zip Code:

San Antonio
Country:
[ UNITED STATES

V| 78210

Save

11
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Biling Info

List all available biling info records

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

Billing Info

List all available biling info records

Note:

Billing Type:
O sef- Employed
f.a Firm

£y .
\_J) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:

CJA eVoucher for Attorneys ‘ 12

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V|

Country:

| UNITED STATES

vi

* Required Fields
Billing Type:
Self -Employed

Firm

P .
®) Associate

Billing Code:

| | Verify |

e Attorneys with preexisting agreements must enter the firm’s EIN and name.
e Associates do not need to enter an SSN. When you click the Associate radio
button for the billing type, no information is required in the Billing Code field.

Once you save, the screen displays Associate - No Billing Info.

e See the Associates Functionality document to learn more about creating

vouchers with an associate.

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018
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Appointments’ List

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

Appointments Defendant
rE Defendant: Jebediah Branson
. Representation Type: Criminal Case
Click the case number i ‘Order Type: Appainting Counsal
hyperlink t th Sty Al Arders Order Date: 03/03/14
erliink to open e H i A L= )
yper! P A Pres. Judge: Abert Abertson
Appointments page. Adm. Mag Judge:
Case: 1:14-CR-08305-AA Defendant: Jebediah Branson
Defendant =: 1 Representation Type: Criminal Case
: Crder Type: Appointing Counsel
Case Title: LISA v. Branson 2
Attorney: Andrew Anders Order Date: 12/21/10
Pres. Judge: Albert Albertson
Adm, Mag Judge:
Appointment Appointment Info
¥ ot ity = L CTR.TEST DIV CODE 1. FERSON RIFRESEXTED OUCHER NUMITR
View 101 ehedaah Branson
. POt 3. MAG. DET TEF NUMEER 4. DIST. DKT DEF NUMBER E AFFEALS. DET TEF NUMEER & OTHER. DKT DEF NUMBER
Representation vouche : [L3CRUGS0S LAS :
Dpoint T IN CASE MATTER OF(Cas Namid) E PAVMENT CATECORY 5. TVFE FERSON REFRESENTED 10 REFRESENTATION TYFE
x new v UsA v Brasson :Em“’fm pre-tral drvermon. |+ dubt Defendent Criminal Case
-3, i |1 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
IE ATTORNEY'E NALE ANDUATLING ADDRESS 11, COURT ORDER.
Create New Voucher ndrew Anders - Bar Niamber: 12345 [ A Avssciane []€ CoComa
Attorn ey CIA 20 AUTH Create ;:: :nm"‘f":{ - []F Sk S Fudaral Dufimsir [ 7|0 Appeésting Coumsil
] h Austhorization for Expert and other .“t:-ﬂl :10-533‘-5'5:3 [P Se for Pamel Asoruey [ ]2 Sules for Ratadesd Atiorney
oucner Services []¥ Standy Comnal
AUTH-24 Create
Template Austhorizaten for payment of iranscript m‘“mn::'
[Eigaatue of Présiding Jedge or By Ordar of the Comrt
L LAT FIRM MAME ANDAAILING ATORESS mwm X Fro Tonc Duie
32014
Reparmest [ ]VES [7%0
Bt A 21 A e s~ Group Header Bar
pe ClA-26 Create Vouchers on File i
U{}UChEF ;dL.-l-Ol fox J:::”: E:; Chaien i To group by a parboular Header, drag the column tn this anea, = Search:
Template Compersation Madmum: District Court Case Defendant Type Status
TRAVEL Create 1:14-00.08805-48. Jebadish Brardon (= 1 Cla-20 Subrmitted to Court
ishortzation for payment o Travel ot DIONNS Clamed Amount: 778,40 Andrew Anders # 0L000000]
End: DEOSR0IS INTERIM PAYMENT 1
1: 148 -0B805-AA- Jebedish Branson (= 1) AUTH
. < m.ula'zm& d.uudmw“?:nl..uu&.w Chemist, Tovcologist w;u_-;.mh?ﬂ,
Detailed p tiakapaiion
LI BE5-AA- Jebedish Branson (= | BUTH-24 oucher Closed
Payment Reports Deferiant Dot Sudiget Report e Clamed Amount: 0.00 W ol e
Detad budgatinfo for defandant w- DEA0LE Approved Amount: 0,00 -
1 14-CR -DBAS-AA- bt Br (= 1) .
. EES . e g
Tatals only of Budget nfo for b Hair, Fiber Expert >
defendant 1= 1400 OIRBING-AA - Jebedish Branson (= 1) CIA-24 ‘ Vioucher Entry
o Soan DR Clamed Amount: 0,00 Teress Transtipts o it
All vouchers Attorme Tioe Beoart Ende DGR
: g .‘ 11408 -0BB05-AA - (#1 - 3
associated with B #A e AUTH-24 P
this case are e
. 1= 14-CE CAE A Sebediah Brangon (= 1 CIA-24 Submitted to Attomey
dlsplayed. A0 Claimad Amount: 14.50 Teresa Transcrpts rd l;gﬁ;_“’é
[ ]
1 Page 1of 1 (7items)
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View Representation

The View Representation information displays:
o Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

In the Appointment section, click

View Representation. In thi |

Appointment

Home Operations Reports Links Help logout

Representation Representation Info
} 1. CIELDISTTIV.CODE 2.FERS0N REFRESENTED [VOUCHEE NUMEER
101 [Jebediah 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.

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018



CJA-20 Voucher Process Overview

Attorney enters
time/expenses

Court CJA Unit
and submits audits voucher.

voucher.

Creating the CJA-20 Voucher

Court approves or
rejects voucher.

CJA eVoucher for Attorneys

Court processes
voucher for
payment.

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.

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

CJA-20

|» Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info

2 FERS0N REFRESENTED
JJebedizh Branson

1. CIR/THST/DIV.CODE
101

[VOUCHER NUMBER

Link to CM/ECF 4. DIST. DKT/DEF NUMBER

1:14-CE-08803-1-A4

3 MAG. DKT/DEF NUMBER

S AFFFALS DET/DEF NUMEER 6. OTHER. DKT/DEF NUMBER

Voucher #* 7.IN CASEMATTER OF(CaseName) | 5. FAYMENT CATEGORY 9_TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
t 6/ - US4 v. Branson Felony (including pre-trial diversion [, 1. pefndan Criminal Case
& Jof alleged felony)
5 2 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
San Antonio T 78210
[Phone: 210-833-3623

9 Expenses: $0.00 >

Reports

DFthsfmFe\iualIhﬁmd.u OAppntinﬁngCo'nmd
[P Subs for Fanel Attorney [ | B Subs for Retained Attorney
[]¥ Standby Counsel

[Prior Attorney's Name

|Appointment Dates
Defendant Detail Budget Report |Signature of Presiding Tudge or By Order of the Court
i i Albert Albert
Detail budget info for defendant D A ! s son B ——
3/3/2014
Ram CIA20 Repayment || YES []|NO
Defendant Summary Budget Report
Totals only of budget info for
defondant Payment Info
Preferred Payee | Andrew Anders
Andrew Anders
SENJEIN: ***-**_5739
123 Legal Blvd. South
AnyTown, DC
12345 -USA
Phone: 888-555-4000
Fax: 888-555-4001
| =«First | | < Previous | | Next = | | Last = | | Save | Delete Draft

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018
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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

//;I

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.

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018



Entering Services

CJA eVoucher for Attorneys | 17

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
Next, located on the progress

bar.

Note:

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

Basic Info |» Services ' Expenses Claim Status Documents  Confirmation
Services

Date =5 Description

Service Type | IZ| =

e e B

y 1:4. Hour? l:l* at §126.00 per hour. Add
* Required Fislds
© services: s0.00 - ticular Header, drag the columm to this area.
Service Type Date Description Hrs Rate Amt|
Reports
Defendant Detail Budget Report
Detail budget info for defendant
Form CIAZ0
Defendant Summary Budget Report
Totals only of budget info for No data
defendant
[=Fist | [ <Previous |[ MNext> |[ Last» | [ save | [ Delete Draft ——
Enter the date of the service. The .
default date is always the current Services
date. You may type the date or Date ‘ /112014 | = % Description
click the calendar icon to select a _
date from the pop-up calendar. Sate ks i June 2014
Doc.#(ECF) || = Su Mo Tu We Th Fr sa
#> 1 2 3 4 5 B 7
Hours [
» 8 9 1[1m]12 13 14
* Required Felds
* 15 16 17 18 19 20 21
» 22 23 24 25 X% 27 2B i
» X 3
Service Type -
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Services (cont’d)

Click the Service Services
Type drop-down Date [6/11/2014 | =i} Description
arrow and select the Service Type || -l
service type. 7 —
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 dorviad

time. Service Type e, Sentencing Hearings

Enter hours of Services -
icei Date 6/11/2014 [= = =
service in tenths T e — —
of an hour. Service Type  a. Arraignment and/or Plea v s arraignment of Defendant.
Doc.# [ECF) Pages ] bl

Hours 0.5 at$126.00 per hour. Remave

Enter a e T
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

Db ’5;1:_,'3]1-:. 1 ] E Description I 3
Servies Type W0 }
Doc. = (ECF) I 1 Pages ] .

Heoars * bt §126.00 per hour, Remaove

" Required Falds

Service Type Date Description Hrs  Rate  Amt
3. Arrugneant andfor Paa 06/11/2004  First appearance and arragneant of Defendant 05 126,000 £3.00

1 P#Hfll:libﬁl

st ) [Cprevios |[(Next> J[Ctasts | | [CSwve ] | [[Deeteraft | FEE— ===

Step 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
Expensze Type [ hd i *
e
Miles [ ] atso.5600 per mie. .

Amount Add Remove
[ 1] | |

* Required Fields

To group by a particalar Header, drag the column to this area

Expense Type Date Description Mile Rate Amt
No data
« First | | < Previous | | Mext > | | Last » | | Save |
Click the Expense Type drop-down arrow Expenses
and select the applicable expense. Date 6/12/2014 | = E
Expense Type ||| - |4
Miles Travel Miles
Amount Travel Misc.
* Required Fields Fax
Long Distance Charges i
Photocopies
Postage
Other Expenses

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

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018



CJA eVoucher for Attorneys | 20

Entering Expenses (cont’d)

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

Enter a description in the Description field.

Expenses

Date 6/12/2014 |* ﬁ Description Travel to and from Court]

Expense Type |Travel Miles - =

Miles = gk §0.5600 per mile. =
Amount | Add || Remove

* Required Fields

Expense Type Date  Description Mile Rate  Amt

[ «First ][ <Previous |[ mext> ][ Last» | [ save ] [ Delete Droft | e ===

B Click Add.

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

Expenses

o = —

Expense Type g

Miles [ ]= ats0.5600 per mile. 1
Amount | Add || Remove]

* Required Fields

Expense Type Date Description Mile Rate Amt
Travel Miles DE;':I.Z.!'ID .. Travel to and From Court 20 0LSE00 11.20
' Page 1 of 1 (1 items)
[ «First ][ <Previous |[ mext> |[ Last» | [ save | Delete Draft | == —— =~ —

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018



CJA eVoucher for Attorneys

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

o [opms ]38 Descrpon
Expense Type vl

Miles at 50.5600 per mile.

Amount |:|* | Add |] Remove

* Required Fields

Expense Type m Description Mile  Rate
Photocopies 06/12/20... Copées - 100 pages & .15 per page v} /]
Travel Miles 06/12/20... Travel to and from Court 20 0.5600
i Page 1 of 1 (2 ftems)
[Cerirst ] [<Previous | [ Next> |[ Last> | [ save | Delete Draft | ™o~ —
E Click the Date column header. This sorts expenses according to date.
B 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 StrtDate  |6/1/2014 |+ 1 End Date 612/2014 | = | |
Payment Claims
) Firal Payment

@) InterimPayment (payment #) =
) Supplerrental Payment
() Withholding Return Payment

** Reminder: Please select the appropriate daimstatus.

1. Have you previoudy applied to the court for compensation and/or reimbursement for this case? ®) Yes Mo
If Yes, were you paid? @ vYes (No
2. Other than from the Court, have you, or to 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?
* Reguired Fields
[Crirst [ <Previous |[ Next> |[ lastw | [ 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 due to
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 payment
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.

:g} US Courts - CJA eVoucher - Internet Explorer d

cInfo ) Services

Vices Errors

14/15/2016 | = Na errors found
e Type
en [
Fielce
wp by a3 particular Header,
ce Type
ignment and/or Plea Warnings

A serviee and/or Expenses are out of the Voucher Start and End Dates.

7 [

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

_§\, Service and/for Expenses are out of 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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E Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
File G AADweVoucher'CJA eor  Browse. ..

Description |Copies of receiptd 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!)

File Browse...
Description | |
Description Delete  View
Copies of receipts Dalata Wigw
| «First || <Previous || Mext> || Last» | [ save | | DeleteDraft |

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.

[Phone: 210-833-3623

Confirmation
1 CTRU/DIST/DIV.CODE 2. PERSON REFRESENTED [VOUCHER NUMBER
0101 cbadiah Branson
3. MAG. DKTDEF NUMBER 4. DIST. DKT/DEF NUMBER 5. AFPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER
1:14-CR-08805-1-A4
7.IN CASE/MATTER OF{Case Name) 8 PAYMENT CATEGORY 9. TYPE PERSON REFRESENTED 10.REFRESENTATION TYPE
USA v. Branson [Fetony (including pre-trial diversion [, 1 rye o gan Criminal Case
of alleged felony)
11 OFFENSE(S) CHARCED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12343 [[] A Assodiate []€ Co-Counsel
110 Main Street e
20 Antonio TX 79210 D F Subs for Federal Defender O Appointing Counsel

[(]P Subs for Panel Attorney [ | R Subs for Retained Attorney
[[] ¥ Standby Counsel

123

Ay

14 LAW FIRM NAME ANDMAILING ADDRESS

[Prior Attorney's Name

Andrew Anders TIN: ##=.#5.6780 [Appointment Dates

Signature of Presiding Judge or By Order of the Court
Albert Albertson
|Date of Order Nunc Pro Tunc Date

Legal Blvd. South
Town DC 12343 USA

[Phone: 888-335-4000 3/32014

[Fax: 888-335-4001 Repayment []VES [7]NO
‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL & t
CATECORIES HOURS f - ADJUSTED ADJUSTED =
CLAIMED ;E:};‘m-]r) HOURS AMOUNT BEVIEW
15.]a Arraj and'or Plea 0.5 $63.00
b. Bail and Detention Hearing 0 50.00
¢. Motion 0 50.00
d. Trial 0 $0.00
e. Sentencing Hearings 0 $0.00
£. Revocation Hearings 0 50.00
g. Appeals Court 0 50.00
h. Other 0 50.00
Totals 0.3 $63.00
16.|a Interviews and Conferences 0 $0.00
b. Obtaining and Feviewing Records 0 50.00
c. Legal Research and Brief Writing 0 50.00
d. Travel Time 0 50.00
& [nvestigative or Other Work 0 50.00
Totals 0 $0.00
17 Travel Expenses (Jodging, parking, meals, $1130
~ |mileage, etc) -
g [O0her Expenses (aiher than expert, 51500
transeripts, ete.)
GRAND TOTALS 53020
(CLAIMED AND ADJUSTED) -

AN CASE COMFLETION
FROM: 6122014 TO: §/122014

19 CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE [20. APPOINTMENT TERMINATION DATE IF OTHER lz 1. CASE DISPOSITION

Ify

2 CLADMSTATUS [] Final Dayment [ Tatetiem Payment =) [ Supplement! Pzymenr

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

es, were youpaid? [ YES [ NO

Other than from the Coutt, have you, or to your knowledge has anyone else, received payment (compensation of anything of vajug) from
any other souree in connection with this representation? [] YES [] NO  If yes, please attach supporting documentation
T Swear or affirm the truth or correctness of the above statements.

Signature of Attorney: Date Signed:

APFROVED FOR PAYMENT - COURT USE ONLY

[3.IN COURT COMF. 4. QUT OF COURT COME. 5. TRAVEL EXPENSES [26. OTHER EXFENSES 7. TOTAL AMT. AFFR/CERT.
50.00 50.00 50.00 50.00 50.00
8. SIGNATURE OF THE PRESIDING JUDGE [DATE 8. JUDGE CODE

[29.IN COURT COMF.
50.00

50.00 50.00 50.00 50.00

|EIL OUT OF COURT COME. |E1. TRAVEL EXPENSES |32. OTHER EXPENSES 3. TOTAL AMT. AFFR/CERT.

|4 SIGNATURE OF THE CHIEF JUDGE, COURT OF AFFEALS (OR DELEGATE) Payment anproved in
|exesss of the strrutory tireshold amount

[DATE |34 JUDGE CODE

Public/ Attorney
Notes

[] 1 swear and affirm the truth or correctness of the above statements

Attention: The notes you enter will be available to the next approval level,

Date: N

[ =Fist_|[ <previous |[ Mext> |[ Last» | [[save | [ DeleteDraft_|

You may include any informat
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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.

Attention: The notes you enter will be avaiable to the next approval level,

Public/ Attormney
Notes Motes

'v! I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | O Submit
[ «<Fist ]| <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 been submitted for payment. You will receive a notification if we need more detals.
Flease keep the following voucher number 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 partodar Header, drag the column to this area. swu-.:[
Case Defendant Type Status
1:14-CR-0BA05-A4- Jebediah Branson (= 1) Cla-20 Submitted to Court
Start 061202014 Claimed Amount: 89,20 Andrew Anders A 01010000150
End: DEM1172014
L1FCROGa05-AA- Jebediah Branson (= 1) CIA-20 Submitted
Stat 03032004 Claimed Amount: 778.40 Andrew Anders / mﬂw
End: 06/05/2004 INTERIM PAYMENT 1
1: 14-CR -05305-A4- Jebediah Branson (# 1) AUTH Submitted to Court
St Q022004 Claimed Amount: 1,000.00 Cheamist, Towcologist # 01010000002
End: 0L701/1900
1 Page 1of 1 (3 items)
Notes:
e Ifavoucheris 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.

0‘ Services: §63.00 =

e Expand the item by clicking the down I Court Services
arrow (V) to reveal specifics. Sarvice Hours

(V) P ;Lnignmrt and/or 05 sea00

Ead and Detenticn
Gt 0 $0.00
Mobion Hearings 0 s0.00
Trial "] 50.00
Sentencing Hearing 1] $0.00
Revocation Hearings 0 so.00
Appeals Court 0 $0.00
Other 1] £0.00
Totals 0.5 $63.00

Out of Court Services
Service Hours Amt.
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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.

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

e  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 Report
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 Repreasntation: Crminal Case
Budget Amount Reguasted: $0.00
Budget Amount &pproved: $5.300.00

panaing C . owa | mountRemaming
Time Parlod Vouchar
For Vouchar Humbsr Faas Expenass Tiotal Fags Expanses Total After Approved | After Approved
Trawsl Crthar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
0232015 to 0232015 | 0101.0000001 F0.00 30.00 #0.00 S0.00 ¥5,350.00 .00 000 36.350.00 33.550.00 33,550.00
0140171801 to 01011904 50.00 50.00 50.00 S0.100 $0.00 0.00 50.00 50,00 5355000 5$3,550.00
01/0171901 o 0101120 30.00 30.00 =0.00 S0.00 .00 .00 s0.00 s0.00 33,550.00 $3,550.00
Taotal Panding: $0.00 Total Approved: $6.350.00 %3.550000 $3.550000
Panding Amaunt Remalning
Time Perlod Vouchar
For Vouct Humbsr Faes Expenass Total Faas Expansas Total After Approved | Afber Approved
Trawsl Orthar Trawel Other And Pending
Authorization Humber: 01010000002 . -
Specialty: Chemist, Ti - amount Requeated: §1.000.00 Amount Authorized: $0.00 Attomey: Andrew Anders

o Tt $0.00 $0.00 $0.00 $0.00)  $£350.00 $0.00 $0.00)  $6.350.00 $£.350.00 $5.350.00
ThUrSay, NOVEMDET 05, 2015 - Ver. 1.1 Page 10f 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: 0,00
Budgst Amount Approved: £9,500.00

Pending o spprowea 2mount Remaining
Fw\fm HummF 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

0 nct Inluds Travel Auth $0.00 $0.00 $0,00 $0.00 $6.350,00 $0.00 $0.00 $E.350.00 $6,350,00 $£.350.00

Trursgay, 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.

ClA-21
Authorization and Voucher for
and other Services

The voucher opens the Basic Info page.

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

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

0

If the request does not require advance No Authorization Required

authorization, click No Authorization If your voucher compensation is under

Required. the statutory limit and does not require
prior authorization.

If you have a previously approved — - -

authorization, click Use Existing Authorization. Use Existing Authorization
Select this option to display and select
from a list of approved authorizations
for this appointment.

| Basic Info

Basic Info

1. CIR.DIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER
0101 lebediah Branson
3.MAG. DKT/DEF.NUMBER 4. DIST. DKT DEF.NUMBER 5. APPEALS, DKT/DEF.NUMBER 6. OTHER. DKT/DEF.NUMBER
0 1:14-CR-08805-1-AA
7.IN CASEAATIER OF(Case Name) . PAYAMENT CATEGORY 5. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
0 er ¥ JUSA v. Branson Felony (including pre-trial diversion A dult Defendant Criminal Case
f alleged felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MACISTRATE JUDCE DESICNEE 1
e Summary: $0.00 - $10.300.00 Albert Albertson
Services DESICNEE 2
Totals $0.00
Travel
Expenss Tvpe Amovs ||| Authorization Selection
Travel Misc $0.00 | | | You can dlick the Use Existing Authorization button to select from a list of approved authorizations, or dlick the No Authorization Required button
Totals 50,00 | || if under the statutory limit.
Expenses No Authorization Required
E:)?enseﬁrpe An'noougs If your voucher compensation is under
- $0. the statutory limit and does not require
Long Distance Charges $0.00 prior authorization
Photocopies $0.00 -
Postage 0.00
OthergExpemes ;0.00 Use Existing Authorization
Totals $0.00 Select this option to display and select

from a list of approved authorizations
for this appointment.

Tasks

Link To Appointment
Link To Representation
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If you click Use Existing Authorization, an Associated Authorization list appears.

Select the authorization you wish to use.
It will turn beige when selected. You
cannot continue until it is highlighted.

The service type automatically fills in
based on 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 selected is authorized to
enter expenses on their own voucher,
the Voucher Assignment buttons
unlock, indicating the expert can be
selected and can then fill in their own
services and expenses on the
voucher.

Note:

Please Select the Associated Authorization

ID Number: 186

Order Date: 03/03/2014
Authorized Amount: $100.00
Grand Total Amount: $100.00

Service Type: Interpreter/Translator
Estimated Amount: $5,000,000.00
Notes:

ID Number: 223

Order Date: 03/03/2014
Authorized Amount: $800.00
Grand Total Amount: $0.00

Service Type: Chemist/Toxicologist
Estimated Amount: $800.00
Notes:

New Voucher Information

Service Type Interpreter/Translator V=

Description

Voucher Assignment  ® Attorney O Expert

This indicates who will be responsible for filling 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  ([EIHCETENS v

Charlene Campos

Expert Info

Details

I Create Voucher I

110 Main Street
San Antonio TX 78210 US
Phone: 210-477-2344

Voucher Assignment *
This indicates who wil be responsibie for fling the voucher daim part

Voucher Assignment () Attorney @ Expert
This indicates who wil be responsibie for fling the voucher daim part

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

B 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.

e 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 Please Select the Associated Authorization
the em pty value. In the Voucher E:Ei;::LE:Tt:EE“;logﬁzom Service Type: Interprater/Translator
Assignment group, the Attorney radio Authorized Amount: $100.00 e
button should be selected Grand Total Amount: $100.00 )
:)Ej;%?t:eg“igiom Service Type: Chemist/ Taxicologist
Fill in all required information on the Authorized Amount: $800.00 Estimatad Amount; $800.00
. . Grand Total A t: 50,00 :
person you wish to submit for rand Tota’ Ameunt: #
approval. New Voucher Information
Service Type Interpreter/ Translator W=

Click Create Voucher. Description

Voucher Assignment ® Attomey  Expert
This indicates who will be responsible for flling the voucher claim paré

Service Provider

You can search one of the service providers already in the system
OR you can enter the required information for another provider

Last Name *
| | | | l
Email =
Phone = Fax
Address 1 = | |City * |
Address 2 State [U.5. Only=) Zip
| v] |
Address 3 Country®
| [UNITED STATES v
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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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.

Basic Info  F Services Eapenses Claim Status Dacwmaents. Confirmation

Click the Services tab or click Next
on the progress bar. &M’Cﬂﬁ—

Remove

In the corresponding fields,
enter the date, hours, rate, and
description.

Click Add.

§
g

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

[ afret ][ <Prevos mexts || Lasts | | | Delete Craft

Click Save.

Click the Expenses tab or click

E Next on the progress bar. BasicInfo  Services P Expenses . Claim Status  Documents Confirmation
Xpenses
Dute s | == Descrpian
In the corresponding fields, Exense Troe v
enter the date, expense type - ik
I ’ . ! Amcurt Re'mhe
description, and miles. - Bapand
B Click Add. ( Eomates | Oue | oecton 3 e
Triresl kil SRR Triesd inflins mestng vt diindes » Bt (L8

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

1 Fage 1of 1 {1 fems)

<o) [<hevms ] (o> (s ] | [oow | | [oomeoon] o |

Click Save.

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
(]
[l
i E E E E

Basic Info Services Expenses b Claim Status Documents Confirmation

Claim Status

[sartoae G -3 | [endoute  [eiamn - 3]

Payment Clims
® Fral Payment

[rter P gyment.
Supplemertal Paymant
Wenhokding R ecum Paymant.

(paymert #)

** Rernder: Please select the appropriste daim s s,

—=fi [(<Procos J[hect> J[(s> ] [ swe |] [(Odewonk ]

Lot

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.

o After final payment number has been submitted, supplemental payment may be requested due to a missed or

forgotten receipt.

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 Claim Status P Documents Confirmation

Supporting Documents

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

File Browse..
Dascription |
Uptoad
Descripbion Delete View
Inwaice from Expert Da'gk

[sae ]| [ ]

| = First " < Previous ” Mt > || Last = |

The document appears at the bottom of the Description section. Click Save.
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Creating a CJA-21 Voucher (cont’d)

A confirmation page appears.

Aktertion: The netes you ender will b avadable to the rest spproval level,

. . . . Public/Attorney [ -
Verify all information is Hotes
correct.
Select the affirmation = 1 swear and affirm the truth or comectness of the above statements 5 b 't
check box. This Date: 6/19/2014 9:28:36 ﬂ uomi
automatically time stamps
the voucher. [«frst ][ <Poevieus |[ mext> |[ Lasts | [[save ] [ oelete Draft |

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 Yeour voudher has been subitted for payment. You wil receive a natification if we need more detads,

Page if you wish to create an

Please keep the following voucher number for your own records:
additional document for this

0101.0000154

appointment.

Home Page
Appointment Page

The case file appears in the My Active Documents section.

. | e by & particulsr Hesder, drisg the colusn to this srea, :
Click the case Bistmidatid s el
. Case Defendant Type Status
hyperlink to
. 2143 2-AA L i #3 CIA-21 7
select the file. B G A 166,80 il o Y
CEIAT0H Weapons Frearms Explosi.... 'r_ﬂ T o =

Navigate to the Confirmation tab.

Verify all information is -
AYlprtor: Thee rabes oy erter sl b arcndadir 1 Bue rest sppeerel bresd
correct. Publkc/Attomey
Hotes
Certify the information by
selecting the certification = s
check box. This o f Approve 0 ject
automatically time stamps Date: B/19/2004 R42:24 R T
the voucher.
Step [t |[ <Povos |[ meet> |[ tmee | [ S | | ]
3 Click Approve.
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Submitting an Authorization Request for Expert Services

Open the Appointment record.

Create New Voucher

Click Create next to AUTH. AUTH I

Authorization for Expert and
SErvices

Next, click Create New Authorization.

1 | i 1

Authorization Type Selection

You can click the Create New Authorization button to create a new authorization request, or click the Request Additional Funds button to select
from a list of approved authorizations that you would like to request additional funds for.

Create New Authorization
Use this button to create a new
authorization.

Request Additional Funds
Use this button to select an approved
authorization that you would like to
request additional funds for.

The Basic Info screen will open.

Note:
There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your
work.
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Submitting an Authorization Request for Expert Services (cont’d)

|+ Basic Info Documents Confirmation

Basic Info

CJA eVoucher for Attorneys

1. CTRLDIST/TAV.CODE 2. PERS0N EEFRESENTED
0101 Tebedizh Branzon

[VOUCHER NUMEER

3. MAG. DKT/DEF NUMBER 4 DIST. DKCT/DEF NUMBER.
1:14-CR-08803-1-AA

S AFFEALS DKT/DEF NUMBER 6. OTHER. DEKT.DEF NUMBER

7.IN CASE/MATTER OF{Case Name) 8 PAYMENT CATEGORY

[Felony (including pre-trial diversion

9. TYPE PERSON REFRESENTED 10. REPFRESENTATION TYPE

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

JUSA v. Branson % : |Adult Defendant Criminal Case
of alleped felony)

11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12. ATTORNEY'S NAME ANDMATLING ADDRESS 13. COURT ORDER

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

[]¥ Subs for Federal Defender [ O Appointing Counsel
[C]P Subs for Panel Attorney [ | R Subs for Retained Attorney
[ Standby Counsel

[Prior Attorney's Name
Appointment Dates

14 LAW FIRM NAME ANDMATLING ADDRESS

Eiznature of Presiding Judze or By Order of the Court
|Albert Albertson

[Date of Order INunc Pro Tunc Date
3/3/2014

Eepayment [ | VES [/|NO

Order Date

Nunc Pro Tunc Date
Repayment D
Estimated Amount
Authorized Amount $

Basis of Estimate |

Description

Service Type |

Requested Provider |

[=First [ <Previous |[ mext> || Lasts | |

Save

| DeleteDraft |

Complete the information in the blue section at the
bottom of the screen. This includes the following fields:

CJA eVoucher | Version 5.2 | AO-SDSO-Training Division (with Sixth Circuit Modifications) | October 2018

Estimated Amount

Basis of Estimate

Service Type drop-down list
Request Provider drop-down list

40



CJA eVoucher for Attorneys | 41

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 Vl =

Requested Provider |J|:uhn Dioe |

o> [ |

[ «First ]| <Previous |

Click Save.

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

D 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 Description field. add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 1L0MB size or less!)
Fie Browse

| Desarption | L

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

Supporting Documents

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

Fie Browse...

Lpload
Dascription Delete  View
Preposed ordar Calats Wigw
Affidavit in Support of Expert Servoe Reguest Lo Wigw
Expart'ds Cuffidulum Witee Cglta &

[C=Fst [ <Previeus |[ mext > Lasts | [ save | | Delete Draft |

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

B 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 avaidable to the next approval level,

Hotes

Public/ Attomey ‘

[«] T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | ~ Submit
. B e
| =Frst || <Previous || mext> || Last= | | save | | DeleteDraft |

E 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 bean submitted for payment. You will receive & notification if we need more detals.
Plaags keap the folowing vowdher 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.
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