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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 On-line authorization requests by attorneys for service providers

e On-line voucher completion by the service provider or by the attorney acting for the service provider
e On-line voucher review and submission by the attorney

e On-line submission to the court

Unless the court has indicated otherwise, attorneys are generally required to create and submit vouchers for their
service providers. 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 & Authorization Request Submission

e Authorization requests by attorneys for expert services.

e Requests by attorneys for interim payment.

o Upload supporting documents to vouchers or authorization requests.

e Reports for attorneys to take an active part in monitoring costs.

e Automatic e-mail 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 an appointment is made, an email will automatically be generated by the program, and sent to the appointed
attorney. The email will confirm the appointment and provide a link to the CJA eVoucher program.

Some Courts may send a proposed email to the Attorney, awaiting acceptance of a specific case.

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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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 in using your Username and Password you were provided, and click

CJA eVoucher

Electronic Voucher Management System

USER LOGIN, Train 6 Release
4.2

Existing user? Please login.

Username:| |

Password: | |

Forgot your login?

Notice: This is a Restricted Web Site for Official Court
Business only. Unauthorized entry is prohibited and
subject to discipline by the Court and/or prosecution
under Title 18 of the U.5. Code. All activitiesand access
attempts are logged.

Users will be required to change their passwords within 30 days of the first time they log in to eVoucher. Passwords
must be at least eight characters in length and contain:

e One lower-case character
e One upper-case character
e One number

e One special character

Users are required to change their passwords periodically.

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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If you forget your username or password, click the Forgot your login? hyperlink.
Enter your Username or Email address, and click Recover Logon to retrieve your information.

Forgot your Login? Please tell us your username and/or email. We will send you
an email to retrieve the missing info.

Username: | and/or

Email: |

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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Home Page

Your home page provides access to all of your appointments and vouchers.

Security has been put into place that prohibits you from viewing information for any other attorney. Likewise, no-one

else will have access to your information.

Lase

Fage 1af 1 (1 tee)

Ovde Date: 230314

res Loe: aheet abeteon

o g A

Defradant: | homas Batan
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Croes Date: 3031
Tres. Lge: £

To o by & per e Header, drag the <o
Case et .

T2 greup by 3 partaior Mesder, dras the coka
Case

Ve A
Crder Date; G8DN/13
A g A

By 107 1 (S een)

My Active Documents

Appointments’ List

My Proposed
Assignments

My Submitted
Documents

My Service Provider’s
Documents

Closed Documents

foder Descriptions | ______________________

Contains documents that you are currently working on or have been submitted to you
by an expert service provider. These documents are waiting for action by you.
Quick reference to all your appointments.
Cases will appear in this folder if an appointment has been proposed to you and you
have not accepted or rejected the appointment.
Contains vouchers for yourself, or for your service provider, which have been submitted
to the court for payment. Documents submitted to the court requesting expert services
or interim payments will also appear in this folder.
Contains all the vouchers for your service providers.
This will include:

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
Contains documents that have been paid or have been approved by the court.
Closed documents will only be displayed for open cases. When the appointment is
completed, the closed documents will no longer be displayed on your homepage. They
are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation Menu Bar Attorney login
Help confirmation

m

Tool

> Home Welcome Andrew Anders (Attorney)

7
-

Welcome Andrew Anders: My Profile

ATI_ORNEY My Appontments:  View

Search Existing Appontments:  Search

VenBarems | |

Home The eVoucher home page.

Operations Allows you to search for specific appointments.

Reports Selected reports you may run on your appointments.

CMECF Allows you to query the CM/ECF database, if enabled by your court.
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.

Note:
The Search option is not a valid link. A Pop up will indicate that you have been redirected.

‘ @Ywdm'thaveacuesmmerequestedpage.mesystanhasredired:edyouhere. '

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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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 B to expand a folder. Click the minus sign g to collapse a folder.

Moving Folders

Place your mouse pointer on the top edge of the folder you wish to relocate.

A crosshair icon ‘I'EE! will appear.

E Drag the folder to the new location and release the mouse.

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

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.

B 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.

NN
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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.

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

Case Defendant Type T Status

Hold the cursor and drag the header to the “Group by Header” bar.

B Click the header for the column you wish to group.

drag the column to this area.

Ca endant Type T Status

Release the cursor and all the information in that folder will be grouped and sorted by that selection.

B My Aclive Documents

Group by: Case }
Case

Defendant

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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My Profile

In the My Profile section, the attorney may:

Change password (Login Info section.)

Edit contact information, phone, e-mail, physical address (Attorney Info section.)
Update SSN or EIN numbers and any firm affiliation (Billing Info section.)

Add a time period in which you will be out of office (Holding Period.)

Document any CLE attendance (Continuing Legal Education section.)

Click the My Profile link from either the Home screen or the Help menu bar to open the “My Profile” page.

Home Operations Reports CMECF Links Help logout

J My Profile |
Contact Us
Privacy

Welcome Andrew Anders (Attorney)

Welcome Andrew Anders] My Profie

My Appointments:  View
Search Existing Appointments:  Search

ATTORNEY

> Help >| My Profile Welcome Andrew Anders (Attomey)

Login Info UserName Anders
Your Login information CMECF Access is NOT validated
Attorney Info o M aher=4 2943

You Name: Andrew Anders

‘our personal info
Your Contact Info:
Phone: 210-833-5623 | Cell Phone: 702-555-1212
Fax:
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscour ts.gov

rour Addrass:
110 Main Strast
San Antonio, TX 78210

UsA

Your default biing nfo s:
Billing Info 0:'“‘" nios:

ist 3l avaiable biling info records SSNEIN; =*=-*=6789

T
AnyTomn, DC -m
12345-USA
Phone: 888-555-4000
Fax: 888-555-4001

Holding Period There s 1 period of time during which case cannot be taken.
Continuing Legal No nfo has been stored.
Education Please dick VIEW to type your info.

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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Changing My Profile Username and Password

Under the Login
Info section, click
Edit to change your
Password.

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

To reset your
password, click reset.

Step

Type the new
password and retype

Press the Reset
button to save.

Step

Click the Close
button to exit the
login Info section.

> Help > My Profile Welcome Andrew Anders (Attorney)

it in the confirm field.

Login Inio UserName Anders
Your Login information CM/ECF Access is NOT validated
> Help > My Profile
Login Info Username |Anders } change |
four Login information B reomel BEEE | —
CM/ECF Username I ] lidate
CM/ECF Password | I
CM/ECF Access is NOT validated
> Halp = My Profila
Username |Ande’s ] change

Login Info

ogin information

Password I ssssss

Confirm l 3

CM/ECF Uszrname I
CM/ECF Password I |

CM/ECF Access is NOT validated

> Help > My Profile

Close

Uscrname [Andcrs chano~

Password ====

Login info

recet

SIS R
e

CM/ECF Accessis NOT validated

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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CM/ECF Login

Our court is allowing access to CM/ECF. Log in using your CM/ECF Username/Password and select validate. This will
allow for synchronization between CJA eVoucher and CM/ECF. Once you’ve logged in, access will show as validated.

Home Operations Reports CMECF Links Help

logout

> Help = My Profile

Login Info ‘ Usernama |Anders | change
| | | Your Login information S h I =
Confirm I | =
CM/ECF Ussrname | | yalidate
CM/ECF Password | |

| ‘ CM/ECF Access is NOT validated

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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Attorney Info

Attorney Info Bar Number: 12345 - ’
=¥ Your Name: Andrew Anders ’
Your personal info
| Your Coniact Info:
Under the ‘ Phone: 210-833-5623 | Cell Phone: 702-555-1212 [
Fax: [
Attorney Info \ ‘
] y ) | deadmail @support.aotx.uscourts.qov ‘
section, click the deadmail@support.aotx.uscourts.gov ’
Edit button to \ deadmai @support.aotx.uscourts.gov
access your Your Address:
persona| 110 Main Street
. . San Antonio, TX 73210
information.
USA
Attorney Info Bar Number
‘Tax Identfication Number:
SSK Instructions: Son: [83844-6666 | |
If you are an appointed panel { —
attorney, you are required to enter Confis [000 oo Rt ]
Make any necessary your Social Securtty Number in the SSN | First Name Middle  Last Name
changes_ field. lAndrew ][ [Anders
If you are an associate only, do not
enler your Sodal Security Nurrber in Main Enmi
the SSN field. [deadmai@support.aotx.uscou rts.gov
2nd Email
|
3rd Email '
|
Phone § Cell Phone Fax
Click Save. 210-833-5623 | [ ] [ ]
Address 1 City
110 Main Street ‘ [San Antonio |
Address 2 State Zip
| [mas v| [78210
Address 3 Country

| |UNITED STATES V] |
L

Note:

e Each attorney (except Associates) must enter his/her Social Security Number into
the user profile.

e The Country field will automatically populate USA, unless otherwise entered.

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

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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Billing Info

Biling Info Your default biling info is: Select
) Andrew Anders
List all available billing info records Biling Code:0101-000001 Add

Under the Billing
Info section, click

110 Main Street
San Antonio, TX
78210 - US

Edit

Add if no billing Phone: 210-833-5623
information is Fax:
available.
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 use the Copy Address from Profile checkbox if your billing address is the same as your Attorney
Info address.

Biling Info Billing Type: Save
List all available biling info records ‘@se"E"pbYEd
C Firm
Oa
Make any c
necessa
v [v] Copy Address from Profile
changes and
click Save. Name:

r

Phone: Fax:
210-833-5623 J ]

Address 1:

[110 Main Street ‘

Address 2:

l |

Address 3:

\ |

Ciy: State: Zip Code:
|san Antonio | [rexas v| 78210
Country:

| UNITED STATES v

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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Biling Info

List all available biling info records

If applicable,
Add Billing Info
for a Firm or an
Associate.

Biling Info

List all available biling info records

Note:

(required)

Biling Type:
OSef-Enpbyed
@Flrrn

(O Associate

Tax Identification Number:

EIN/TIN:

Confirm:
L

Copy Address from Profile

Name:

l

Phone: Fax:
I

|

Address 1:

I

Address 2:

|

Address 3:

|

City: State:

I Il

Country:

| UNITED STATES

Biling Type:
O sef-Enployed
O Firm

@ Associate

Biling Code: [0101-000001

l IVerify ]

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

e Attorneys with a pre-existing agreements must enter the firm’s EIN and name

e Associates do not need to enter a Social Security Number, but they will need to
ender the Billing Code of the attorney to be paid.

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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Holding Period

Holding periods can be used for medical leave, vacation, etc. During this time you will not be given a new assignment.

Under the Holding Period section click View.

Holding Period No info has been stored.
Please dick VIEW to type your info.

Click Add.
Holding Perind B ] I | Al | | S |
Searcle l
Starting Ending Notcs
No Huldang Period
No data
:tep Enter the Starting and Ending Date, along with Notes.
Holding Period [[Back | [[ save |
Starting Date Ending Date
lo7j1/2004 |2 [osjorj2014 |
Notes
Vacation Cruise.|
Click Save.

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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Continuing Legal Education

Under the Continuing Legal Education section, click the View button to access your CLE information.

Continuing Legal Neo info has been stored. View
Education Pleas= dick VIEW to type your info.

To add CLE information, click Add.

Continuing Legal | i ) J add ) j )
Education

Hics Credit vate Hours subject

Scarch:

No Continunp Legal Education

Mo data

Click the Credit dropdown menu to select CLE categories.

Continuing Legal [ Bac | [save | |
Education

Dotz 05012015 |9
Hours |0 ‘\

Desciption

Document After you save the information about this Continuing Education, you wil be able to upload related documents.

Step Enter the Date, the number of Hours, and a Description.

Step Click Save.

Note:
After information is saved, you’ll be able to upload related PDF documents.

NN
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Continuing Legal Education (cont’d)

B Click Browse, to upload and attach a PDF document.

[ Back | [ save |

Credt | Sentencing-rel v

Date [05/1502014 | 25|

Hours 30

Description

DOocumEm | Erowse... I

Click Save.

All entries will be appear in the grid and can be accessed, edited, or deleted by selecting the entry and choosing an
action button.

' Continuing L t [
[ = oAM=

Files_ Credit Date Hours Subject
USf152014 U

Seardh: [l

g

1 Page 1 0f 1 (1items)

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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Appointment’s List

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

Appointments Defendant
Defendant: Jebediah Branson
. Case: 1:14-CR-08305-AA 508
Click the case number - Representation Type: Criminal Case
. Case Title: USA v. Branson Order Type: Appainting Counsel
hyperlink to open the Ribuiries Ak Fodess Order Date: 03/03/14
A . : Pres. Judge: Albert Abertson
ppointment page. Adm. Mag Judge:
TR 2anc. Detendant: Jebediah Branson
g:irﬂ:tf'Rio BE0-AA Representation Type: Criminal Case
Case Title: USA v. Branson Exocs i ﬁ',"zo‘lyfgg i
% r Date:
Attorney: Andrew Anders Pres. Judge: Abert Al
Adm. Mag Judge:

me Operations Reports nks Help  fogout

Appointment Info

1. CIR/DIST/DIV.CODE 2.PERSON REFRESENTED 'OUCHER NUMBER
Vi ew 0101 [J=bediah Branson
3 MAG.DKTDEFNUMBER 4. DIST.DKT/DEF NUMBER S.APPEALS. IKT/DEF NUMBER 6. OTHER DKT/DEFNUMBER
H 1:14-CR-08805-1-AA
Re prese ntation 7.IN CASEMATTER OF(CaseName) | $.PAVAENT CATECORY 5. TYPEPERSON REPRESINTED 10. REPRESENTATION TTFE
= [Felony (including pre-taal dwversion N 3
[USA v. Bramson £ allegad felomy) JAdult Defendant Crizinal Case
i 1 CPFINSER) CHARCED
131825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 12. COURT ORDER
Create New Voucher A ndrew Anders - Bar Number: 12345 ] A Associate []€ Ce-Connsel

110 Main Street

Attorney CJA 20 AUTH create k. Anonio TX 78210 CIF Subs for Federal Defender (7] 0 Aspeintiag Comsel
Authorization for Expart and other orone 210-833.3623 [] P Subs for Pamel Attorney [ | R Suds for Retained Attorney
Voucher { §services s
AUTH-24 Create L 7
Template ‘ Authorization for payment of ranscript {;;;:‘;:‘;;I:"‘
\‘._ LoA-20 Create s;;umdhu:::;:uguggm.fmcm
‘ ApPOINUNENLOf and AUoNLY 10 Fay 14 LAW ELXA NAME ANDMAILING ADOKESS ‘m:::flmm ert S
Couwrt-Appointed Counsel PI} noAL Y
‘ aa-21 Fﬂmmﬂl [JYES V] N0
| —
. o= Group Header Bar
Expert CJA 21 /r Vouchers on File

UA-20

ya
Voucher Slatenmil fa @ Comproreatives Cain o To group by a particular Heacer, drag the column to this area. = Search: ||
Fyress of the Stahitory Case
Tem pl ate Compensation Maximum: District Court Case Defendant Type Status
TRAVIL Create 1:14-CR-088)5-AA- Jebedizh Branson (= 1) CIA-20 Submitted to Court
Authorization for payment of Travel Sezrt: 0303/2014 Claimed Amount: 778.9) Andrew Anders
| Enc: 06/05/204 b HEAMMENT 1 ‘
14-CR-088)5-AA- Jebedizh Branson (= 1] AUTH Submitted to Court
p = o-;mf.rzma Claimed Amount: 1,U0U.U0 Chemist, Taxicologist /' 0101.0000002 ‘
. A A1Ea/19m Blm S s Ss
Detailed L Zoontment Report |
L~ 1:14-CR-008)5-AA- Jebedizh Dranson (= 1) AUTH-24 _. Voucher Uosed
Payment Reports Defendant Detal Budget Report Sicet: DEI0H2004 Claitins] Amuasil: 0.00 "S‘l 0101.0000026
Netad hudget infn for defendant Ends 06/04/2011 Approved Amount: 0.00
14-CR-088I5-AA- Jebedizh Brancon (~ 1) QA 21 . Voucher En
: . = 0515208 Claimed Amount: 0.00 Luz Garda W it g2
Totals only of budgetinfo for S e bpe
C Jebedish Branson (= 1) CA-24 .. Vaucher Ftry
> Claimed Amount: 0.00 Teresa Transapts - Edit
All vouchers Attormey Time Report - = \
- . Jebedizh Branson (= 1) AUTH-24 Voucher Ei I
associated with Chimed Amaunt: 0,00 et {
this case are :
) 1: 19-UR-USS)5-AR- 2ebeuich Brason (= 1) CIA-24 > Submitted to Attomey i
displayed. S 0a04/s Chimed Amount: 14.50 Tercsa Tramsariols # 01010000110 \
End: 061412014 ‘
1 Page 1of 1 (7items)
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View Representation

The View Representation information will display:

e Default excess fee limit

e Presiding judge

e Magistrate judge

e Co-counsel

e Previous counsel
Step From the Appointment page open,
2 click View Representation.

Operations Reports CMECF Links Heslp

& .
i S page

}

Appointment

| Representation

Representauon Heport

logout

Representation Info

1 CIR/TAST/DIV.CODE 2 PERSON REPRESENTED VOUCHER NUMBER
101 Jebediah Branson
3 MAG_DKT/DEF NUMBER

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

S AFFFALS DKT/DEF NUMBER

6.0THER DKT/DEF NUMBER

7.IN CASEMATTER OF(Case Name) 8 PAVMENT CATEGORY 9_TYPE PERSON REPRESENTED 10 REPRESENTATION TYPE
[Falony Tuding -trial div i
SA v. Branson gron} e e SrS0% 14 dult Defendant Criminal Case
ol alleeed Llouy)
11. OITENSE(S) CIIARCED
13:1825.F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT PRESIDING JUDGE MACISTRATE JUDGE DESIGNEE
59.300.00 Albert Albertzon
AppID Attorney Order Type Order Email
2 Andrew Anders Appointng Counsel 03/03/14 deadmai @support. acht.uscourts.gov
23 Andrew Anders Appointng Counsel 12/21/10 deadmai @support.actx.uscourts.gov

Step
3

Click Home on the Menu bar at the top of the page.
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CJA 20 Voucher Process Overview

Voucher review Voucher processed
and approval (or for payment by
rejection) by Court Court

Voucher audited

by Court CJA Unit

Creating the CJA 20 Voucher

The Court creates the appointment. The attorney will initiate the CJA 20 voucher.

Note:
All voucher types and documents function primarily the same.

From the Appointment page click Create from

the CJA 20 Voucher template. CIA-20 CI‘EiE‘lte

Appointment of and Authori
Court-Appointed Counsel

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

p Basic Info | Services Expenses . Claim Status . Documents Confirmation

Basic Info

1 CIR/DIST/DIV.CODE 2 PERSON REPRECENTED OUCHER NUMBIR
0101 Jebedizh Branson
3 MACG. DKTDEFNUMBER 4 DIST. DKT/DEENUMBER £ APPEALS DKT/DEFNUMBER 6.0THER DXT/DEF NUMBER
1:14-CR-03805-1-A4 |
TINCASEMATIER OF(CaseName) |8 PAVMENI CAIEGURY 9 TVPE PERSON KEPRESENLED 10 KEPRESENTATION [YPE |
ey [Folony (including pra-trial diversion ot 5
[USA v. Branson of allezed flony) JAdult Defendant ICriminal Case
11. OFFENSE(S) CHARGED
© X 15:1825 F INSPECTION VIOLATION PENALTIES
¥ Services: $0.00 12 ATTORNEV'S NALE ANDAAILING ADORESS 13 COURT ORDER
Andrew Anders - Bar Number: 12343 []A Associate [(]C CoLonnsel
110 Mzin Strset S
o ot fecwsted
FPhons: 210 833 5623 []FSshe o Famat A temney; L1 x Aty ‘
[[]¥ Standby Counsel
Reports [Prior Attorney's Name
|Appointment Dates
Defendant Detall Budget Report 1 Fresuding Judge or BY Urder of the Court
Detail budget info for defendant r - b JAlbert Albertson
14 LAW FIRM NAME AND MAILING ADDRESS bDxte of Order Nuac ProTancDate ‘
5z 532014
EOmCIAZ, Repaymsat [ VES [Z]NO
Defendant Summary Budget Report
Totalks only of budget infe for
e Payment Info ‘
PreferedPavee | Andrew Anders V|

Andrew Anders
SSN/EIN: **=-**678%
123 Legal Blvd. South
AnyTown, DC

12345 -USA

Phone: 888-555-4000
Fax: 888-555-4001

[srirst_][ <Previous |[ Next> ][ last» | [ save | [ Deletepratt |
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

- ——

I Basic Info - Services - Expenses  Claim Status . Documents Confirmation |

« First < Previous MNext = Last = Save Delete Draft

—.

/

Progress Bar appears at the bottom of the screen.

Notes:

e The user should SAVE any entries made to a voucher often to avoid data loss.

e Atany time prior to submitting the voucher, the user may delete the voucher by
clicking the Delete Draft button.

e The user may navigate using the Tab Headings or Progress bar.
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CJA eVouchers for Attorneys

21

Entering Services

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 the
Next option located on the
Progress bar.

Note:

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

Basic Info ) Services

Expenses

Claim Status

Documents

Confirmation

Services

owe  [omn |3

Service Type [

e
Hows [ -

= Required Fieds

Service Type
(5] Expenses: $0.00 M

Reports

Defendant Detail BudgetReport
Detail budget info for defendant

Eorm C1A20

! Defendant Summary Dudcet Report
‘ Totak only of budget info for

Hrs Rate Amt

‘ defendant

7 |

(C<rrst ][ <Previous |{ Next> |[ Last> | [ sae }

| DeleteDraft )

Enter the date of the service. The
default date is always the current
date. You may type in the date or
click the calendar icon to select a
date from the pop-up calendar.

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015

Services

Date | 6/1/2014 | = o)

Description

Service Type 4

Doc.# ECF) ||

Hours [
* Required Fdds

Service Type

Su
i
8

BR G

Mo
2
a
16
23
30

June 2014

Tu We Th

3

4

5

o[11] 12

7
24

8

18
25

9

19
26

i0

Fr

i3
20
27
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Services (cont’d)

Select Service Type R
from the drop-down

menu Date 16/11.’2014 < g Description
Service Type || H N
Doc. & (ECF) I Court Services

8. Arraignment and/or Plea
NOte: i &. Bail and Datantion Haaring
You may add dates in any order. You e I < Motion
can sort in chronological order at any P
time. Service Type| =. Sentencing Hearings

Enter hours of Services
service in tenths

Date §/112014 | = Descripion |
of an hour. | = First appezrance and

|  Service Type |a.Arraignment and/or Plea vi= arraignment of Defendant.

Doc. # (ECF) Pages

Hours | 0.5]+ at $126.00 per hour. Add “ Remove
Enter a ¥ Required Feds
description.

Note:

Click ADD.

e You may add time in any order.
e Double click an entry to edit.

The entry will be added to the voucher and appear at the bottom of the Service Type section.

Services

Date feryz0ie |- Desciption | |
Service Type v

S R — ,
Hours =  at$126.00 per hour. \ Remove |
Service Type Date Description Hrs  Rate Amt
2. Arraignment and/or Plea 06/11/2014 First appearance and arraignment of Defendant 0.5 126.0000 63.00
1 Page 1 of 1 (1items)

| «First || < Previous | | Next > || Last » | | Save | | Delete Dratt
Step Click the Date header. This will sort services according to date.

8

Click Save.
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Entering Expenses

Click the Expenses tab or
click the Next option located
on the Progress bar.

' Basic Info Services | Expenses Claim Status  Documents Confirmation
Expenses
Date H7PM4 | =i Description 1
Bxense Type | - 1
Miles 2t $0.5600 per mile. =

Amourt | | Add || Remove |

* Required Fields

[ «First |[ < Previous || Next> || Last» | [ save | | Delete Draft |

Enter the Expense Type from the

Expense Type drop-down menu. ExPenses
Date 6/12/2014 | = =5
Expense Type ||| - |4
Miles Travel Miles
Amount Travel Misc.
* Required Fields | Fax
Long Distance Charges —
Photocopies
Postage
Other Expenses
«First || < Previous |[ Next> |[ Lest»
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Entering Expenses (cont’d)

B If Travel Miles is chosen, enter the round trip mileage.
Enter a description.
6
|
|

Expenses

Date 6/12/2014 i x % Description Travel to and from Court
Fxpense Type | Travel Wiles > |*

Miles 20)* ot $0.5600 per mile. =S

Ameunt ‘ Add | Remove i

* Required Fialds

|| «First || < Previous || Next> || Last» | | save | | Delete Dratt |

itef’ Click ADD.

The entry will be added to the voucher and will appear at the bottom of the Expense Type section.

Expenses
| Date 6/12/2014 | =5 Description
Expanca Typa ‘ bl ]"

Miles [ ]= ats0.5600 per mile. “

Amount | Add || Remove |

* Required Ficldc

Togrotp by a particular 0
Expense Type Date Description Mile Rate Amt
Travel Miles 06/12/20... Travel to and from Court 20  0.5600 11.20
{l | I Page 1 of 1 (1 ftams)
(_<First |( <Previous [| Next> || Last> | [ save | | Delete Draft | |
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Entering Expenses (cont’d)

Notes:

e Remember to click ADD after each entry.
Double click an entry to edit.

T
]

If Photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per page.

=

Expenses
Date 6/12/2014 | =) Description
Expense Type l % [
Miles at $0.5600 per milei

Amount ‘ ¥

* Requirzd Fislds

cular Header, dr

Description

| Add |) Remove |

Expense Type Mile Rate Amt
Phaotocopies 06/12/20... Copies- 100 pages @ .15 per page 0 0 15.00|
Travel Miles 06/12/20... Travel to and from Court 20 0.5600 11,20

1 Page 1 of 1 {2 items)

[ «First [[ < Previous | Next> |[ Last> | [ save | [ Delete Draft )

Click the Date header. This will sort expenses according to date.

Click SAVE.
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Once you begin entering data on the Services and/or Expenses tab, you may receive what looks like an error message:

2\ Service and/or Expenses are out of the Voucher Start and End Dates.

The message will be removed when you complete the Claim Status section with start and end dates which include all
service and expenses dates for the voucher.

Click the Claim Status tab or click the Next option 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
Start Date  |06/11/2014 |= _:_E End Date [6/12/2014 | = EE

* Requirad Fields

Payment Claims

O Final Payment
®) Interm Payment (payment ) *

) supplemental Payment

1. Have you previously zpplied to the court for compensation znd/or reimbursement for this? & ves 1

if Yes, were you paid? ®ves tia
2. Other than trom the Court, have you, or to your knowledge has anyone else, received payment O¥es @
(compensation or anything of value)from any other source in connection with this representation?

[ _«First ][ <Previous |[ Next> |[ Last» | [ Save | [ Delete Draft |
itep Indicate payment type.
Note:

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.

e After Final Payment number has been submitted, Supplemental Payment may be requested due to a missed
or forgotten receipt.

Answer all the questions regarding previous payments in this case.

Click SAVE.
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Documents

Attorneys (as well as the Court) may attach documents.
Attach any documentation which supports the voucher, i.e. travel or other expense receipts, orders from the Court.

Note:
To add an attachment, click the Browse button to All documents must be submitted in PDE

locate your file. format, and must be 10 MB or less.

SR Add a description of the attachment.

Click Upload.

I N I

Supporting Documents

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

File G:\AOleVoucherCJA eVol Browse...

Description 1Copie5 of receptd %

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 Delete View
|
[ «First || <Previous || mext> || Last> | | save | | Delete Draft |

B Click SAVE.
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Signing and Submitting to Court

When you have added all voucher entries, you are ready to sign, and submit your voucher to the Court.

Step Click Confirmation tab or the Last option located on the Progress bar.
1

The Confirmation screen appears which reflects all entries from the previous screens.

a
Confirmation
1.CIRDETIV.CODE 2. FERSON REPRESENTID [VOUCHER SUMBER
U101 lzbedszh Branzon
SMACDKTIRF NUMEESR ADST DKDDEE NUMER R S AFFRALS LN I DR:NUMEER 5. OTHES Dol Dk NUMERR
A

me-frial lives sion

eIt \dult Datendent niearsl Cass

USA v_Branson £ alleend felony)

11 OFFENSE(S) CEARCED

15 18235 F INSPECTION VIOT ATION PENALTES

12 ATTUKNEY'S NAME ANDAALLING AUOKESY 15 COUXT UNDER

Andrew Anders - Bar Number: 12345 [T A Asseciate [T]€Cs Comsal

110 Main Suect [T Sabs for Tederal Defender [ O Appeisting Counsel

San Antonio TX 76210

roone. 210 813 >0z [P Subs for Fanel Anoraev ] RSubs for Retatied Anrzev

[ ¥ Shedby Covasal

14 LAW FIRMNAME ANDMALINC ADDRESS

Prier Amormsy« Nams
Andrew Anders TIN- ***-**-4789 Jppointment Dates
123 Lezai Divd. South bixasture ol Preidies Judez o By Ovles uf e Cont
iy Towa DC 12343 USA e R S W]
[Frone: 3§8.555.4000 F2onia

[Fax 88 001 wopaymasmt TIYFS %0
CLAINMS FOK SERVICES AND EXPEASES FOR COUKT USE ONLY
TOTAL %
cartcans EAFAEEES -
[SEVITT) r E
15 |2 Arraigzment and'os Plea 03 $63.00
. Bail 2:d DetentionIleaniag [t $0.00
¢. Motica 0 $0.00
8. I'nal 0 SV
o. Senteqcing Hearing: 0 5000
£ Revocation Hearings 0 $000
2. Appeds Count Y 3000
h Other 0 $000
Tutals 03 56300
16 | hlervisws ad Conlorences 0 0.00
. Obtaizing and Reviewinz Records 0 0.00
<. Legal Research and Drief Writics 0 50.00
. Travel Time 0 0.00
2. Investimatrvs or Other Work 0 00
Totals 0 5000
17 tavel Expenses (lodgg, pariang, meak:, 51120
emibersase. wiv: ) =
12 (ber Expenises (wlher than eperl. $1500
38920

¢ CTRTIFICATION OF ATTORNFY FOR THF PRRIONOF SFRVICE [ APPONNTARNT TFRAINATION BATF IF OTHFR 1 casF esnsTTION

IHAN AN CoMEL R R
FROM: 6122014 TO-6122014
22, CLAD STATUS M) Aosl rorment T swddarovma ™ T svaskmcami Tevas

Forve youu Previonsly apihest (0 1he covarl fir compesrorlim andon seinbmemnent fin 5? ] YIS [ NO
Uyes,waeyospad? [ YES [JNO

Other than from the Coust, have you, or to your keowledge has aayone else, received pavment (compensation of agthing of valus) from
&y other source mn conncction with this represcatation” [ YES [ NO 1t yea, pleasc attach supperting ocumentation
1Swear or affirm the trath or correctness of the above statements.

Sienature of Attorasy: Date Si2e2d:

SIONATURE OF TEE CHIEF JUDOE. CCURT OF APFEALS (OR DELICATE) Paymees wproved in
203 VLAY ATSHAS SOUNF

Attention: The notes yeu entar will b2 avalable 1 tha next approval level.

pubbc/Attomey
Notas

{1 1 swear and affirm the Truth or correctness of the above statements

pate: 0 Submit

[Cefrst ][ <rrevioss |] Moc> )| Last» ) Sve | [ DelteDraft |
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Signing and Submitting to Court (cont’d)

Verify the information is correct.

Step Scroll to the bottom of the screen.

Note:
You may include any information to the Court

Check the box to swear and affirm to the accuracy of the
voucher. The voucher will automatically be time stamped.

Attention: The notes you enter wil be available to the next approval level.

Public/ Attorney
Notes Notes

|| 1swear and affirm the truth or correctness of the above statements
! Date: 6/12/2014 16:32:35 | @ Submit
[ «First ][ <Previous || Next> || Last» | [ save | | DeleteDratt |

Click Submit to send to the Court.

A confirmation screen will appear 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 nesd more detais.

Please keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page
Appointment Page

Step Click Home Page to return to the home page. Click Appointment Page if you

wish to create 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.

To group by a particulsr Heackr, drag the column to dhis area. Sﬁn:h:}
Case Defendant Type Status
1:14-CR-08305-AA~ Jebediah Branson (= 1) CJA-20 . Submitted to Court
S 061212014 Claimed Amount: 89.20 Ancrew Anders #’ 01010000150
End: 06/12/2014 g

T IA<R-OSE05AA- Jebediah Branson (= 1) CIA20  Submitted to Court
S ©/032014 Claimed Ameunt: 778,40 Andrew Anders /. 0101.0000001
End: 06/05/2014 ~ INTERIMPAYMENT 1
1:14-CR-08805-AA- Jebediah Branson (= 1) AUTH .7 Submitted to Court
St 040272014 Claimed Amount: 1,000.00 Chenist, Toxicologist # 01010000002
End: 01/01/1900

1 Page 1 of 1 (3items)

Notes:

e If a voucher is rejected by the Court, it will reappear in the “My Documents” section and will be
highlighted in gold.

To group by a particular Header, drag the column to this area.
Case

Start: 06/19/2014
Erd: 06/19/2014

e An email message generated by the system will be sent explaining what corrections 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 will tally as
entries are entered into the voucher.

Vou-“her #: 0101. ﬂnonl

© services: $63.00

'@' Expenses 526.20

e Expand the item by clicking on the down @ services: $63.00

arrow (¥) to reveal specifics. T
Service Hours Amt.
Arrsignment and/or
Plea 0.5 $63.00
Eail and Dstention
Hearing o o
Motion Hearings 0 %0.00
Trial [i] =0.00
Sentencing Hearing '] £0.00
Revocstion Hearings 1] =0.00
App=als Court [¢] <0.00
Other [1] £0.00

Totals 0.5 3563.00

Out of Court Services
Service Hours Amt.
Intervisws and
Conferances . FI,
Obtaining and
Revieving Records IR
L=gzl Reszarch and
Brief Writing Bl S0
Travel Time [¢] %0.00
Investigative and
Other Work g .80

Totals

6‘ Expenses: $26.20

Travel
Expense Type Amount
Travel Miles <1120
Travel Misc £0.00
Totals 51120
Expenses
Expense Type Amount
Fax £0.00
Long Distance Charges $0.00
Photocopies $15.00
Postage £0.00
Other Expenses $0.00

Totals 515.00
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whet
exceed the statutory maximum ($800) allowed for representation.

Therefore, attorneys are encouraged to monitor the status of funds, attorney
reviewing the reports provided in the CJA eVoucher program. Items to remem

CJA eVouchers for Attorneys

her a case has the potential to

hours as well as expert services, by
ber:

e  Viewable reports appear on the left review panel.

e  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.

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJAZ20

Defendant Summary Budget Report

Totals only of budget info for
defendant

Other accessible reports can be found on the Menu bar.

Home Operations Reports CMECF Links Help

logout

> Reports

Internal

Appointment Report

Attorney Time Report

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015
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Defendant Detailed Budget Report

This report will reflect the total amount authorized for this representation, any excess payment allowed, the vouchers
submitted against those authorizations, and the remaining balances.

The report will provide the information in two sections: Attorney appointment and authorized expert service.

Budget Detail Report For Defendant
1:14-CR-08805-1-AA
Type of Representation: Criminal Case Document Document Number laimed
CJA-28 0101.0000029 $35,000.00 $35,000.00
Eadge Ameount Requesinds 3N Tatal- $35 000 00 $35 000 00
Budget Amount Approved: $9,000.00
Time Period Voucher - Pending . fo Sxions s
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Approved Approved
Travel | Other Travel Other And Pending
Alkniny. Ambiew Amders | (Appotlieg Counel) g e
01/01/1801 10 0101/1801 | | $0.00| 30.00 30.00 s0.00/ 30.00 s0.00] 30.00 sco0| 3e.20000| 39:200.00
1212172008 t0 01720/2006 | 0101.0000027 $0.00| $0.00 s0.00 $0.00  $3.100.00 $420.74 $1250  $3.641.24| $6.70000| $6.700.00
021022014 10 08/05/2014 | 0101.0000001 | s7s6.00) s2240| s000 s778.40 so.00| s0.00 s0.00 sooo| se70000)  $5044.00
06/12/2014 to 06/12/2014 0101.0000150 $83.00 $11.20 $15.00 $89.20 $0.00 $0.00 $0.00 $0.00 $6.700 00 $5.881.00
05/0172014 to 08/17/2014 C swm2m $000 $000 $252.00 s0.00 s0.00 $0.00 $000| $6.70000, $5629.00
i Total Pending: $1,119.60 | Total Approved:  $3,54124  $570000  $5629.00

= B AAB:
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Appioved | Approved
Travel Other Travel Other And Pending
05/15/2014 To05/1572014 | 000 $0.00 $0.00/ s0.00| 50.00 $0.00] $0.00) S000  $20000  $800.00 ll
' | Total Pending: | $0.00 Total Approved: | $0.00 '
Time Period Voucher Pending
For Voucher Number : Fees | >E.x'(penses | Tt‘rh‘l
Travel Other
Vendor: Astley a A A Approved Amount: $800.00 Attorney: A;b&nAndus
D172072000 To 05282010 | 0101.0000030 521500 $0.00 50.00 $215.00 $0.00 50.00 50.00 $0.00 $200.00 $585.00
) [ Total Pending:| $215.00 | Total Approved: $0.00

They represent the total submitted Travel Other Travel | Other Fees | Feesand
expenditures for this Expenses
$1,300.50 $3360 $1500  $1,34310  $3,100.00 $428.74 $12.50 $354124 $440050  $4,850.34
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Defendant Summary Report

This report contains the same information as the Detailed Report without the individual voucher data.

Budget Summary Report For Defendant

1:14-CR-08805-1-AA

For Voucher Number Fees \ Expenses
1
Travel Other
Autherization Number- Amount Requested: $0.00
Vendor: )
) Pending For Vendor:
Total Pending:

Total

$0.00

$0.00

Type of Representation: Criminal Case D D Numb A Claimed A Adjusted

i ClA2¢  0101.0000028 $35.000.00 $35.000.00
e e Lo Total: $35,000.00 $35,000.00
Budget Amount Approved: $9,800.00

Time Period Voucher | Pending
For Youcher Number Fees Expenses Tetal Fees Expenses Total
Travel Other  Travel | Other
e e = 1
Total Pending: $1,11980 Total Approved: $354124 $6,700.00 $5,629.00

Fees

Amount Authorized: $0.00

Expenses Total After
Approved Approved
Travel Other And Pending
Avproved For Vendor:| $0.00
Total Mroved:. $0.00 ( $0.00 $0.00
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Creating a CJA 21 Voucher

From the Appointment page click Create from
the CJA 21 Voucher template.

The voucher opens to the Basic Info page.

CJA-21
Authorization and Voudcher {6 5
and other Services

ate |
=

Note:

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

p Basic Into
Basic Info
| 1. CIR DIST/DEV.CODE 2 FERSON REFRESENTED OUCHER NUMBER
| 0101 [Wendy Wilson
| TAAG. DKT/DEENUAMEER T DAST DK TDEF NUMBER 5 AFFEALS DKIDEE NUMBIR 5. OTEER DKT/DEINUMBER
-14 CR 09502 2 AA
7.INCASEMATTER OF(Case Name) £ FAYMENT CATEGORY 9. TYFE PERSONREPRESENTED 10. REPRESENTATION TYFE
A = elony (including pre-tral diversion 4 ’ sig
JUSA v. Wilson et al { allamed flomy) Adult Defendant (Crimisal Case
11 OFFFNSF(S)CHARGFD
7) 18:134330.F INCOME TAX TAIL'URC TO'ILE
| SusuDery: 3000 EXCESS FEE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
2 0.800.00 Albert Albertzon
Sarvices
Tolals 5000
o Authorization Selection
Expancs Type Amount You can sslect 3 Previous Authorization Request, recuest a New Authorization or dick the "No Authorization Required” button if uncer the
| o M 3050 slalulo y fnil.
| §iravel i

$0.00
Totals $0.00 Nu AultwrzaUun Reyuired
If your voucher compeneation ic under
ul arsd does rul reguice

prior authonzaton.

[xpenses

Use Previous Authorization
of
oravious authorizations and requasts in
ths appointment.

7
!
w
-
a
b=}
-4
5
e
a
9
&
o

<Fist )] <Previous )] Nextz )] tals )

Reports

Deterdant Summary B t. t
Totalz only of budact info for
defendant

Deferdant Detai Fudaet Renort
Detallbudget Info for cefendant

Eorm CIAD1

When submitting a CJA 21 voucher you’ll have two options to choose from under the Authorization Selection.

If the request does not require advance
authorization ($800 or less), click on the No
Authorization Required option.

If you have a previous authorization received
through an order from the Court, click on the
Use Previous Authorization option.
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No Authorization Required

It your voucher compensation is under
the statutory limit and does not require
prior authorization.

Use Previous Authorization

Select this option to display a list of
previous authorizations and requests in
this appointment.
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Creating a CJA 21 Voucher (cont’d)

If you click “Use Previous Authorization” a list of Existing Requests for Authorization will appear.

Select the authorization you wish to Existing Requests for Authorization

use by clicking it. The selected 1D Number: 155 Service Type: Weapons Firearms
i i i i i i Order Date: 05/27/2014 Explocive Expert

author'lzatlon will highlight |r.1 yeIIow.. i S sinede i T

You will not be able to continue until Requested Provider: Robert Arms

it is highlighted.

New Voucher Information

The service type will rollover from the Service Type
authorization selected. If no authorization
is being used, use the drop-down box to
select the service type.

Description

Voucher Assignment * - e Expert
This indicates who will be responsible for fling the voucher dam part

Service Provider

Enter a description of the service to be
provided.

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

Expert Gabriel, Gina K%

Expert Info Gina Gabriel

Details 110 Main Street
San Antonio TX 78210 USA
Phone: 210-593-3340

| Create Voucher

Select the Expert.

If the Expert you selected is not authorized Voucher Assignment  * - 0= Expert

to use eVoucher, the Voucher Assignment 7hs indicates who will be responsibie for fling the voudher dlaim part
field will remain locked indicating the

Attorney will be responsible for filling the

voucher claim part.

If the Expert you selected is authorized to
use eVoucher, the Voucher Assignment field
will unlock for you indicating the Expert will
be responsible for filling in the voucher claim
part.

Voucher Assignment  ( Attorney © Expert
This indicates who wil be responshie for fling the voucher daim part

Note:
Only experts registered with the service type selected will appear in the drop-down box. If you wish to submit a

person for approval, steps on how to add an Expert are on page36.
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Creating a CJA 21 Voucher (cont’d)

Click Create Voucher.

- Notes:

o [f 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 you may click
Home or logout.

e If the Expert you selected is not authorized to use eVoucher you will file the voucher on behalf of the
expert. The voucher will appear in the “My Active Documents” section as submitted to attorney. You
will perform the second level of approval/submission by clicking on the voucher, navigating to the
“Confirmation” page and approving the voucher. The voucher will then move to the “My Submitted
Documents” section. Outlined steps are on pages 36-39.
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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

the empty (null) value. Voucher Existing Requests for Authorization
Assignment should be on the Attorney ID Number: 155 Servica Type: Weapons Firearms
- Order Date: 05/27/2014 Explosive Expert
option. Authorized Amount: 0 Estmated Amount: 1000
Requested Provider: Robert Arms

New Voucher Information

Fill in all required information on the Service Type eapons Firearms Bxplosive Expert N
person you wish to submit for
approval. Description

S Voucher Assignment  ® ~ "o Booes
tep Click Create Voucher. T ki s Wl B il fov Al e vk o Chidis par

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
. Note: First Name Middle Name  Last Name *=

I | | | | |

o The person you submitted will go through an SSIJEN: - Emai-

' approval process. Once that person has been [ || |
approved, an email will be sent to you. Phone * Fax

- e You'll now be able to select the person from l | | |

the Expert drop-down list and all their rdd'm L l Ith . |
information will automatically populate. PRTISES State - Zn®
| | L]
Address 3 country
| |
| Create Voucher |
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Creating a CJA 21 Voucher (cont’d)

After Create Voucher has been selected, you'll 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’ll 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.

C|ICk the Services tab or C|ICk the Basic Info ) Services Expenses Claim Status Documents Confirmation
Next option located on the
Progress bar.

Desuivlun: ]

Step Enter the Date, Hours, Rate, and e
P Description.
Hrs Rate Amt|
Click Add.

The item will appear in the bottom of the
Services list section.

No data|
Cllck Save. | «First [ ~Previoss Next > I Lact » | Save Delete Dratt
CI|Ck the EXpenSGS tab or CIiCk the Basic Info Services 7 Expenses Claim Status Documents Confirmation .4
Next option located on the ‘
Progress bar. Oote lorsmons ]+ 23 Cescroten

Expense Type v = l.
Step Enter the Date, Expense Type, et r St

Description and Miles. e | (et fromoe

Date Description

Step Click Add. 05/13/2014 Travel to/from masting with defendant

The item will appear in the bottom of the
Expense Type section.

1 Page 10of 1 (1 items)|

Step Click Save. et | [<reven | [he> |[mer || [ ] | [osewoer ]

bl
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Creating a CJA 21 Voucher (cont’d)

CIICk the Claim Status tab or CIiCk Basic Info Scrviccs Expcnscs P Claim Status Documecnts Confirmation

the Next option located on the

Progress bar. Claim Status

|sn.ma.e erarmia | =2 ‘ EndDate  |6/:9/2014 |+

- Enter the Start and End Date,
ztep making sure to select the earliest P

date of services and expenses as _': T

(@) Final Payment
the Start Date. ) e — (payment =)
. () Supplementa Payment
Step Select an option under the
3 Payment Claims section.
Step Click Save.
4
| <nrst || <previous J[ mext> ]| Last» | [ save | | Delete vrart

Note:

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.

e After Final Payment number has been submitted, Supplemental Payment may be requested due to a missed
or forgotten receipt.

C|ICk the Documents tab or C|ICk Basic Info Services Expenses Claim Status P Ducuments Confirmation
the Next option located on the

Progress bar. Supporting Documents

Hie Upload (Only Pdf files of 10MB size or lessi)

Step Browse to select a PDF file to Fie browse...
2 attach. i |
Step Click Upload. Per——— e ot
3
Note:
All documents must be submitted in PDF
format and must be 10 MB or less. ] ennes| | e | sl |

The document will appear in the bottom of the Description section.

Step Click Save.
4
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Creating a CJA 21 Voucher (cont’d)

A confirmation page will appear.

Verify all information is
correct.

St
P This will automatically

time stamp the voucher.

Step Click Submit.

Check the affirmation box.

Attention: The notes you 2nter vil be avalable to the next approval level.

Publc/Attorney |
Notes

] I swear and affirm the truth or correctness of the above statements
Uate: 6192014 9:28:30

(%) Submit

<Fist ][ <Previows |[ Nest> [ lest= | [ save ] [ DekleDalt |

A confirmation screen will appear indicating the previous action was successful and the voucher has been submitted.

Page if you wish to create

additional document for this

appointment.

Click Home Page to return to the

home page. Click Appointment

Your voucher has been submitted for payment. You wil receive a notficaton if we need more details.

Piease keep the following voucher number for your own records:
0101.0000154

Home Page
Appointment Page

The case file will appear in the “My Active Documents” section.

Select the file.

Navigate to the Confirmation tab.

Verify all information is
correct.

Certify the information by
checking the box. This will
automatically time stamp
the voucher.

Step Click Approve.

To groan hy a parfin dar Header, drag the colimn o this area.

Search: |

Case Defendant Type Status

1:14-CR-03802-AA- Wendy Viilson (= 2 CJA-21 Submitted to Attorney
Star 06/12/2014 Uaimed Amount: 166,50 Gina Gabriel ¢’ 0101.0000154

Cnd: 06/192014 Viezpons Fireams Eplost... FINAL PAYMENT

Attenton: The notes you enter will be avadabie to the next approval level.

Publi¢/Attemey
Notes

) 1 certify that I have reviewed the above | |
s # avprove |

Date: 6/19/2014 9:43.24

Q Reject

| «Frst [[ <Previas || next> |[ tasts | [ save | | |
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Submitting an Authorization Request for Expert Services

Step Open the Appointment record.
1
ztep Click Create from the Authorization template.

AUTH

Create New Voucher

=

Authorization for Expert and othe

The Basic Info screen will open.

Services

Note:

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

o SR

» Basic Info Documents Contirmation

TR

Basic Info

————
11 CIR/DIST/DIV.CODE 2 PERSON REPRESENTED
101 Tebedish Branson

'OUCHER NUMBER

3 MAG. DKT/DEFNUMBER 4. DIST. DKT/DEF NUMBER
1:14-CR-08805-1-AA

5. APPEALS DKT/DEF NUMBER 6. OTHER DKT/DEF NUMBER

110 Main Strest
San Antoato TX 78210
Phone: 2{10-833-5623

7. INCASLMATTER OF(Case Name) 8 PAYMENT CATEGORY 9_TVPE PERSON REPRESENTED 10. REPRESENTATIONTYPE
USA v. Branson [ oiony Gocluding pre-trial Sversion |1 gult Defendant Ciienion Cave
of alleged felomy)
11. OFFENSE(S) CHARGID
LD IS2D.F INDPECLIIUN VIULATIUN PENAL LIRS
12 ATTORNEY'S NAMFE ANDMAILING ADDRESS 13.COURT ORDER
Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel

[JF Subs for Federal Defender (/] 0 Appointins Counsel
[JF Subs for Panel Attoruey [ ] R Subs for Retained Attorney
[[]¥ Standby Counsel

[Prior Attorsey’s Name

lAppoistmest Dates
|Sigmatare of Fresiding Judge or By Order of ine Court
. : o | Albert Albactson
14 LAW FIRM NAMF ANDMATLING ADDRESS Lsns s R —
37372014
Repayment |___|\'ES 3'0
Order Date
Nunc Pro Tunc Date
Repayment U
EstmatedAmount  §[ |-
Authorized Amount $
Basis of Estimate |
Description
Service Type [ v] =
Requested Provider | |
| _=First || <Previous || Next> || Last» | | ] | DekteDraft |
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Submitting an Authorization Request for Expert Services (cont’d)

Step Complete the information in the blue section at the
3 bottom of the screen. This to include:

Estimated Amount

Basis for Estimate

Service Type from drop-down
Name of Service Provider

Order Date
Nunc Pro Tunc Date

Repayment ]

Estimated Amount $ 8000.00 | 4

Authorized Amount 3

Basis of Fstimate | 100 hours at $80/hour
Description
Service Type ‘ Investigator b ' =

Requested Provider |John Doe |

I « First ” < Previous H Next > || Last » | Save l | Delete Draft |

Click Save.

B Click the Supporting Documents tab or click the Next option located

on the Progress bar.

CJA eVoucher | Version 4.2 | AO-DTS-SDSO-Training Division | May 2015



CJA eVouchers for Attorneys | 44

Submitting an Authorization Request for Expert Services (cont’d)

E To add the attachment, click the Browse button to locate your file.

. Note:
Documents are limited to PDF files, and must be 10 MB or less.

Step Add a description of the attachment.

Step Click Upload.

'UJ 'N

‘1 Supporting Documents 1

File Upload (Only Pdf files of 10MB size or less!)
Fie
[Descrotion | | |

|

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

Supporting Documents

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

Fie Browse .. |

Description l

Description Delete  View

Proposed crder Delete View

Affidavit in Support of Expert Service Request Delete View

Expert’s Curriculum Vitze Delete  View
| «Fist ]| <Previous || Next> ]| Last> | | save | | DekteDraft |

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

Step
)

The Confirmation screen will open.

Check the box to swear and affirm to the accuracy of the Note:

Step . -
6 voucher. The voucher will automatically be time stamped. | You may include any notes to the Court in
the P section.
Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes
1 swear and affirm the truth or correctness of the above statements
| Date: 6/16/2014 15:53:48 | @ Submit
| «Fist J[ <Previous |[ Next> || Last» | | Save | | Delete Draft |

Step . .
. 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.

Your voucher has been submitted for payment. You will receive a notification if we need more details.
Please keep the folowing voucher number for your own records:

0101.0000152

Back to:
Home Page
Appointment Page

Step

8 Click Home Page to return to the home page. Click Appointment Page if you wish to create

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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Creating an Authorizations for Transcripts (AUTH 24)

From the Appointment page click Create Auth 24.
Authorization for payment ©

The Authorization opens to the Basic Info page.

Note:

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

» Dasic Info Do umenls Confirmalion

Basic Info

T CTR TRST/IRY COTF 7 PFROON RFPRFSTNTRD FOTCHFR NTVEFR
101 P =bediah Brazison
3 MAG. DKT/DIT NUMDER 4 DIST DKT/DET NUMDER 5. ATTEALS DKT/DEF NUMDER 6.0TIIER DET/JEF NTMDER
1-14 CRIOKRONT AL
AN LA AL IEX Ur{Lase Name) B FAYMENL LALZGUXY Y. IIFEFEROUN KEFNXEDENIRY AU PEFNEMENLALIUN (XFE
r [Feleny (including pro-trial fivers = oz
| [USAv. Branson <oy Caclodag pre VSR 14 ult Defendant (Criminal Cas2
ot zllegad talony)
11. OFFENSES) CHARGED
15:1625.F INSPCCTION VIOLATION PENALTICS
12, ATTORSEY™S FAME ANDSLAILING ATDRESS 2. COURT ORDER
Andrew Anders - Bar Number: 12345 [JA Avcacian )6 Catomne
égwcn;f‘li 210 [T b fan Toderad T Fomder [Z}0) Appeinbin Cinmmns]
btone 210,833 5623 [P Sebs for Fanel Attorsey [ | R Swbs for Retained Attormer
[]¥ Staadby Comase!
Friar Ararser’s Name
Japputaesent Datens
izmatwe af Prociding Tadge ar Ry Order af the Canrt
v Albal Albatson
14, LAW FIRM NAME ANDMAILING ADDRESS e of0va s e e
22014
Xepavment [ | YES [J]NO
Proceeding Transcript
10 Ba Used 5
Proceeding To Be
Transcribed *
Apportioned Cost (%)
Apportioned Case and |
Defendant
Spec‘xj HEiEa Nonz Vs
= it [ TProsecutien Opening Statement " Proseaution Argument [ IProszcuton Rebuttal
ranscri =
[Toefenss Uoenina statement Uefense Araumznt [ ary instrucsons [ Tvor ure
Order Date
Nunc Pro Tunc Date
[Srest J[ <Previcus |[ Next> |[ test» | [ 5=ve | | DeleteDratt |

Enter the details for the transcript required on the Basic Info screen.

Click Save.

Step
3
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Creating an Authorization for Auth 24 Transcripts (cont’d)

Click the Documents tab or click fos iomt e B Coaloniie
the Next option located on the Supporting Documents
Progress bar. File Upload (Only Pdf files of 10MB size or less!)
File Browsc...
Step Browse to select a PDF file to Desciption |
p attach.
D ipti Delete Vicw
:tep Click Upload. Esimeataite ==
Note:
All documents must be submitted in PDF
format and must be 10 MB or less. el e e B e R M s
The Document will appear in the bottom of the Description section.
Step Click Save.
4
A confirmation page will appear.
Step Verify a" information iS correct Attention: The notes you enter wil be avaiable to the next approval level
5 - Pubk/Allumey [
Notes
CheCk the afﬁrmation bOX. lv. Iswear and affirm the truth or correctness of the above statements
Date: 6/19/2014 V:28:36 (4] Submit
E Click Submit. +Frct | [ 2Pravous [ Next s [ tacts ] [ save ] [ ceteteneatt |

A confirmation screen will appear indicating the previous action was successful and the Authorization Request has been
submitted.

Step Click Home Page to return to the Yo vousner T becn ubritcdor barmont. You villreccve  oficaion . ccd mors deta
8 home page. Click Appointment Page if e ulowd vk nNbE B W o (eor e
you wish to create additional ot
document for this appointment. —
Home Page

Appointment Page

The Auth 24 will now appear in the “My Submitted Documents” section on the Attorney home page.
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Creating a CJA 24 Voucher

After submission and approval of Auth-24, you can create the CJA 24 voucher for payment.

From the Appointment page click Create from the CJA 24 CJA-24
voucher template. |l Authorization and Voucher fGi
of Transcript

The Basic Info page will open, showing approved authorizations.

Note:

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

b Basic Info

Basic Info

1. crR nesTov.com 2 FERSON RIFRISENTID OUCEER NTDBER
| Jsbadan Branson
}3. MAG. DET/2ET NUMDIR |4 DEST. DET DETNUMDIR 5. AIPEALS DKT/IET NUMDER 6. OTIIIR. DT DET NUMDER
1:14-CR-UBIUY-1-A0
T TNCASF VATTFR OF(Cew Name) |8 PAVVENT CATRCORY F TVPF PRRAON RFFRFSFNTID 18 RFPRESFNTATION TVEF
* [Fetumy (i tuting jam-nnial Gveasion |, 3 2
[US:\v. Ennzon £ allesad febay) Adult Defendent Ciminal Cese
11 (TENSTE) CTRRGET
[15:1825 & INSPECTION VIOLATION PENAL TIES
FXCTSSFFFTIMIT [PRFSTHNG TTWF VAGISTRATF TTNS TESTCNTF
9.300.00 Albert Albaiscn

Authorization Selection

Sedect et cppruvee aullrisalin s for Urs CIA-24

| Tolals 5000

Travel EXSTNG KCQUESTS for Authonzaton

rapense sype L N Number: 2G Service Type: Court Reporter /

:mj :va :;2 Orrdlac Nimtn: 0702014 Tramacript

raval M mount: Estmated Amount: U
= FT] Autrized Amount: 0

D Number: 140 Servee Type: Court Reporter /
Onder Date: 0202/201% Iranscnot

Description

Voucher Assignment =
This indicates nfo mil be responsidie for Sing the voudher dam part
Court Raport/ Traascribor Status
® Offical U Contract = Transaiber O Other
Service Provder

You Can s=arch one ot the service prowidess aiready in e system
0R you can enter the required infomation for srother provider

Expert .
bothame  Mdde Name  Last Name =
SSN/FIN: « Fmai =
Phone = Fax
Address1 _ Gy
Acdress 2 State - Zp*
Addross 3 Country
[Cebrst ] [<irevous [ o> J[ o> | || vecsc st
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Creating a CJA 24 Voucher (cont’d)

Select the authorization you wish to use by clicking
it, this will highlight it in yellow. You will not be
able to move forward until it is highlighted.

Step

Select the Voucher Assignment radio button
indicating if you will be entering the
information for the transcriptionist, or if the
transcriptionist will do the expense entries.

Step

'UJ 'N

Note:

CJA eVouchers for Attorneys

Authorization Selection

Select an approvac authorizaton reguest tor tis CJA-24

Existing Requests for Authorization

1D Number: 26 S viee Tywes Cou LRepur b |
Order Dol 03/03/201% Transaipt

Authorized Amount: 0 Estmatcd Amount 0

1D Number: 148 Serwice 1 ype: Court Heporter /
Ordzr Date: 03/03/2014 Iransenpt

Luthonzed Amaint: 11 Estmated Amount 0

You must select whether you, the attorney, or the court reporter will be filling the voucher claim portion.

New Voucher Information

Click the Expert drop-down and select the transcriptionist.

Desaiption New Voucher Information

Volicher Assignment B o
1hs mdrates whn wal he responahie for tiling the vinarher riampart

Description

Coint Report/Transcriher Sratus
@ Offical \© Contract (= Transcrber 0 Other

Voucher Assignment Attorney @ Sxpert
This indicates wiho will be responsible for filing the voudher daim part

Service Pruvider
You can zearch ﬂﬂ;‘hz:;ﬁn:p'ovidws;udyh the system Court Report/Transcriber Status
OR you can enter the required information for another provider " = S 5
— = 9 Offical  Contract ) Transcriber () Other
Bwpet I -
Service Provider

First Name Middie Name  Last Name =

Ywmgar&oneofhservieproviders&eadyhhs_ysnsn

SSN/EIN: *  Emwi

OR you can enter the required information for another provider

Expert Transcripts, Teresa ~
Phora = Fax Expert Info Teresa Transcripts
Address 1* City * Datadc 110Main Strect
San Antonio TX 78210 USA
Phone: 210-553-5692
Afdress 2 Srare = mn=
Addroze 2 Rk
[ <Frst ][ <Previous ][ Next> ][ Last» | [Deetetrart |
| srust || <Pevios || Meat> || Lest» Dl
i
.
Note:

information.

POt S RPRSERERERReRINRRL

e If entering a new transcriptionist into the system, select a blank drop-down and enter all required

e Selecting a transcriptionist already in the system will automatically populate that expert’s information.

Step
)

Click the Create Voucher.
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Creating a CJA 24 Voucher (cont’d)
Note:

oRmReT—————

If Expert has been selected under the Voucher Assignment, the expert will fill out the required expense
information and submit the form. The attorney will then approve it and submit to the Court.

Click the Services tab or click the
Next option located on the

Baswi Iinfa b Services F¥penses Uncuments

Confirmation

Progress bar. e s -2 S
sorvice lype -
. Induce Fage Numbers
Enter the Date, Service Type, No. PR g i
Pages, Rate, and Description. SR

Ly Anvunil Adislend

Note:
You’ll have two options to choose from under

Scrvice lype  Date Ucscrpton
Original OIS Tackecing

na

Ind Iagchumbers  Nod'ages  Hate  Apportence Usscount  lotal

am

Lelete item

0|

Service Type: Original or Copy. The rate
should vary between the two choices.

Patpe 10 1 (1 b

el e =2 | =]

[ Nelmte Nentt

The item will appear in the bottom of the Service Type section.

Step Click Save.

Click the Expenses tab or click the

Next option located on the

Progress bar. Expenses

Step Enter the Date, Expense Type, Ho b e

and Description.

Click Add.

Mile Rate Amt

B s -

The item will appear below in the Expense
section.

o caly

[ «twst || <Previow |[ mext> ][ Last» || | b.:v:l[
Click Save.
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Creating a CJA 24 Voucher (cont’d)

Click the Documents tab or click
the Next option located on the
Progress bar.

Browse to select a PDF file to
attach.

Step

N I

Note:

All documents must be submitted in pdf
format, and must be 10 MB or less.

S Click Upload.

wl

The document will appear in the bottom of the
Description section.

Step Click Save.

bl

A confirmation page will appear.

Verify all information is
correct.

Check the affirmation box.
This will automatically
time stamp the voucher.

Step

Basic Infu Servites Capenses  F Ducumcnls Confirmation

Supporting Documents
File Upload (Only PUf filkes of 10MB size ur lesst)

51

Re Lirowse...
Descaription
Uezcnption Delcte  View
Mo Alischiels
|_smest || sFrevias |[Neds ][ 1ast» | 5w | |_neleteneatt |
Atiention: The notes vou enter wil be available to fhe next aooroval level.
Pubic/Attomey
Notes
v Iswear and affim Ure Gulli un wontecless uf Uie abuve slalenrenls
Date: 7/1/2014 15:53:57 ~ Submit
wy

[Cefrst_1[ <Previous |[ Next> [ Lest» |

[ sae | [ DeleteDratt |

Step Click Submit.

A confirmation screen will appear indicating the previous action was successful, and the voucher has been submitted.

Click Home Page to return to the
home page. Click Appointment Page
if you wish to create additional
document for this appointment.

Success
Your veucher hae been submitiad for payment. You wil receive a notification if we nzed more detaiks.
Pease keep the folowing voucher number for your own records:

0101.0000165

Rack lo:

Home Page
Appointment Page
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Creating a Travel Voucher

From the Appointment page click Create from the Travel TRAVEL
Voucher template. Authorization for payment of

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

The Basic Info screen will open.

¥ Basic Info Authorization Request Documents Confirmation

Basic Info

1 CIR/DIST/DIV.COIE 2. PERSON REFRESENTED VOUCHER NUMBIR
101 [Wendy Wilson
gl | |3 MAG DKTDEFNUMBIR 4 DIST DKT/DEF NUMBER S APPEALS. DKT/DEF NUMBER 6 OTHER DKTTEFNUMBER |
1:11 CR 083022 A4 |
7.IN CASE'MATTER OF(Case Name) § PAYMENT CATEGORY 9 TYPEPERSON REPRESENTED 10. REFRESENTATION TTPE ‘
e sloay (inchiding pre-trial diversion 4 2
JCSA v Wikon etal aliored felomy) |Adult Defendant Criminal Case
© Amount Claimed: $0.00 T O AR
18:13 4530 F INCOME TAX, FAILURE TOFILE
12 ATTORNEY 'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12345 [T]A Asseciate []CCo-Comnsel
;:)inm ?‘tr;e(‘{ e [C]¥ Suds for Federal Defencer [7] O Appotnting Counsel
Antomw 1A 78210 e
| Brene:210.031.5621 [P Subs forPasel Attorney || R Subs forRetaized Attorney
[]¥ Standby Connsel
Frior Atiorney's Name
Appatnment Thatec
b sabuie o Pucsidiuz Judze s By Osdes of lhe Qo
| N JAlbert Albertson
14 LAW FIRM NAME ANDMAILING ATDRESS SR e e
5272014
Repaymest [ | VES [7]NO
Travel Agencv to be Used: Global Travel v
Global Travel
1224 Travel Lane
Suite 200
Second Hoor
Los Angeles, CA 93765
rhone: 1-80U-9434-/8%0
Fax: 1-800-555-7777
Fmail: mail@support.aohx.uscourts.gov

I‘ <<First || <Previous || Next> || Last>> | |52 | Deete Draft

The “Travel Agency to be Used” section will automatically populate.

Click the Authorization Request tab or click the Next option located on the Progress bar.
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Creating a Travel Voucher (cont’d)

Fill out all required . Basic Info ) Authorization R st Do« t: Confirmation

flelds. marked with a red Request For Travel*
asterisk. * Required Fields

Name and TiHe af Descan Teaveling: { x

Click Add. Adirces bt Rersow Trwveing:

Purpose of Travel

Travel From location:
Travel To Location:
Estimated Dates of Travek

Travel Requested Fstimated Cost

] |

TmA:l.! Tickats via (A Government :
?ED Click Save. S:::;M&;* % %
[other| [ |

WSS

The information will appear in the
bottom section.

Total Estimated Cost: |«

Justfication for Request:

Add Remove

H = All travel and expanses must be in compliance with government travel regulations ‘

"Achdcnstofhtdmdmdswmhestabhﬁedperdemram.Ememafor‘travelformedayorlaaday‘swmhmﬂale.

1 Page 10of 1 (1items)

| <<Fst || <Previous | [Next> [[Last>> | | Save I Delete Draft
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Creating a Travel Voucher (cont’d)

Click Documents tab or click

B the Next option located on By Tofa  / Authoriratios Rewest P Documents )/ Canfirmation
the Progress bar. Supporting Documents
File Upload (Only Pdf files of 10MB size or less?)
Browse to select a PDF = ronses
2 file to attach. Descipion |
[Upioad]
Note: Deseriotion buete View

Documentz Delcte

All documents must be submitted in PDF
format, and must be 10 MB or less.

(et | [ <revms | [ree | (=65 ]

The document will appear in the bottom of the Description section.

LD Click Save.

hl

The Confirmation tab will appear.

Verify all information is v Attention: | he notes you erter wil be availatle to the next approva level,

Notes
correct.

Check the affirmation box. -
. . . V1 I swear and aftirm the truth or correctness of the above statements =
This will automatically e B e o Submit

time stamp the voucher.

Step

[ «Arst ][ <Previous |[ Next> ][ Last» | [ save ] [ peletebratt |

Step Click Submit.

A confirmation screen will appear indicating the previous action was successful and the voucher has been submitted.

Click Horpe Page .to return to thg home
page' CIICk APPOIntment Page If you Your voucher has been aubmittcd for payment. You will receive a netification if we need more details.
wish to create additional document for T e D e e e et eeta
this appointment. 0101.0000162
Home F;a_qp

Appointment Page

The Travel Voucher will now appear in the “My Submitted Documents” section.
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Creating a CJA 26 Voucher

This is a request and justification for expenses outside the statutory limits.

From the Appointment page click Create from the AUTH
26 Voucher template.

Statement for a Compensation Tlaim N
Excess of the Statutory Case
Compensation Maximum: Dietrict Court

The voucher opens to the Basic Info page.

Note:

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

¥ Basic Tnfn fi confir

Basic Info

1. CIRDISTTAV.CODE 2.FERSON REFRESENTED 'QUCHER NUMBIR

0101 Petediah Branson |

33036, DR T/DEF NUMBER 4 DIST. INL/DEF NUMSEK . APPRALS. IKT/DE: NUMBER 0. UIHER DWT/IRE NUMEEK |

1:13-CR-08802-1-A3

T.INCASEMATTIR OF(Case Name) |3 FAYMENT CATEGORY 9. TYPEFERSON REPRESENTED 10. REPRESENTATION TYFE |
Shpacs Falony (nchuding pra tnial divarsion . 2 ‘

US.\ v. Branson £ lleged felomy) Adult Defendant [Criminal Caze

11. OFFENSE(S) CEARCED
19-152% F INSPECTION VIOLA TION PENALTIES |
17 ATTORNFVS NAUF ANDVATLING ATWRFSS 13 COTRT ORTFR

Andeew Anders - Bar Number: 12343 [ A Avaciaw LI CaCammul
Deferdlonl Sumina y & 110 Main Street [T]F Sebs for Federal Defesder []0 Appeinting Comasel
Totais onfy of budget N for San Anronio TX 78210 e
Acfrndont Plww. 210 £33 5623 :rsmmrms.«mwu_‘ [LJR Subs for Retatned Aromey
[ ¥ Standiry Crames!
Deterdant Netad Rudnst Repert s - ‘
% ior Attorser’s Name
Tedad hurdget indn e deberciant f Rt
ficzastee of Froidisz Judye or B) Crdes ufthe Cout ‘
ruim CJAZ - Albat Afbatsen
e 14, LAW [TRM NAME ANDMAILING ADDRESS Pt o Qrdor [y O e, |
552014
Repayment |_|VFS /N0
Amount Requested = Amount Acoroved ) |
Other InCourt Out-Of-Court
PreTndH:us| n Trial Hours n Sentencing Hours n Ibus lowrs 0
Nirher ot Coonts 0 Nismher nt Co-Netendants 0
Other Perding Cacec I |
Mandatory Mninum Found [ |

“Frst [ [ <Previois ([ Nedts ][ iasts | | Save ] | [ Deeteiratt |

Enter the details for information required on the Basic Info screen.

;tep Click Save.
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Creating a CJA 26 Voucher (cont’d)

Basic Info  » Justification Documents . Conhirmation

Click the Justification tab or
click the Next option located Justification

on the Progl’ess bar. 3. vesribe dscovery materdls (nacure and volume) andlor éscovery pracoces winih 2re 2 notewortny Tactor n tne nuniber ot

ours darned.

Step Fill out justification sections.
which are a noteworthy factor in the number of hours caimed and which were drafted eriginally for this case (do nat inclide

shanladived smolons. el enlsss conlen! was modilizd spniicaniy).

N

4, Let and descrbe motons, legal memomands, Jury mstructions, and sentancng documents, or lagal rasearch not resulong n such, )

Click Save.

5 ize nvestigation and (e.0., number and accessbity of wiknesses interviewsd, record colection,
cocument ) which are a Ny T2CT07 N the number of hours damead.

g

6. Explin, ¥ hy, Impact on the number of hours camed of g: , expert, or other servicas usad (CJA 21 voucher) [

7. Desabe whather any of tha folowing Clent CoAsiIerRToN: are 2 NOTEWOrTy factor In the NUMD2T of NOUrs CRiMad 2nd expRin
cach: communication with cien an; e citference, accessiiky of dient, er other

8. Fxnlen any exnense {Fems 17 and 18 of Fae (4 70 voucher) aredrer Fhan $500

9. BExplin any other noteworthy drcumstancas regarding the case and the representation provided to support this compensaton |
request.
Indude, ) mth U5 ¥'’s office or law enforcement agency; (b] complexaty o novelty of iegel ssues and factual l
dewty; (&) e i molved) Iy e mogratak: ond inga Ly e of U wasss W) i i wlidi dules wee perfoemed and
e, Y./ AT p e R )Y A nf rnnsels practioe And Rardhip or inpsy
resultng from the recresentalion: and () anv extraordinary oressure of bme or ober factors under which services were rendered.

«rrst |[ <wevos |[Tnexts || st | | save | | vee=iraft |
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Creating a CJA 26 Voucher (cont’d)

sic Info u: on P Documenls onfirmation
Click the Documents tab or click poicinfe  usifcmon Donuhh  Cenfirmen
the Next option located on the Supporting Documents
Progress bar. File lipload (Only Pdf files of 10MB size o lesst)
Files Rionwse
Descrption
Step Browse to select a PDF file to
2 attach.
Description Delete  View|
:tep Click Upload.

Note:

All documents must be submitted in PDF
format, and must be 10 MB or less.

e || <hwst_| [ <Previes |[[Next> ][ Last> | [[Save | | [ Delete Draft ]

The Document will appear in the bottom of
the Supporting Documents section.

Step Click Save.

bl

A confirmation page will appear.

Step Verify all information is correct. o el e T e P )
5 Publg/Attomney
Notes
Check the affirmation box. (7] T e el afTias the it o8 corvectivess of thi ahive 5
Dale: 7/3/2014 14:53:34 O Submit
B Click Submit. [C=hst ][ <previoss |[ mex> |[ asts | [ save | [ oeletereart |

A confirmation screen will appear indicating the previous action was successful and the Authorization Request has been
submitted.

Your voucher has been submitted for payment. You wil receive a notification if we need more detals.

Step Click Home Page to return to the Plese ees e foloning vousher rumbes for your on e
home page. Click Appointment 0101.0000167
Page if you wish to create
additional document for this Back to:
appointment. Hmnt Page

The CJA 26 will now appear in the “My Submitted Documents” section.
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