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Nota Bene: Edit before using!

We are distributing this manual in Word format to make it easier for you to customize the content to follow your local
rules and CJA rules. You may wish to include information about some of the following topics:

° Do you wish to include contact information for CJA administrators to the attorneys? Or a website link?
°  Are you using the CM/ECF link in eVoucher?

°  Are attorneys allowed to edit their own profiles and billing information? Enter holding periods?

° Do attorneys still file any CJA-related documents in CM/ECF?

°  What is your policy about interim payments?

°  How will your site handle the CJA-24 Auth and the CJA-24 voucher? Will court reporters be involved as experts?
Will the attorney create the CJA-24?

°  Will the panel attorneys use the Continued Learning Education (CLE) tracking feature in eVoucher?
°  Will the attorneys be doing the travel authorization provided in eVoucher?

°  Will you be using the email proposed appointments available in eVoucher? How will attorneys be notified of
appointments?

°  Canyou provide more specific information about what kinds of documents you wish the attorney to attach for
each document type?
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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. 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

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Upload supporting documents to vouchers or authorization requests

e 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.

Some courts may send a proposed email to the attorney, awaiting acceptance of a specific case.
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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 Managemant System

USER LOGIN Release
Training District 5.0

T gy e T P 1 .

IR
B e
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thi Conrt i el or (eosdts

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 emeil address. We wil
send you an email to reset your password.

© An emmil 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.

| andfor

Email: | |

Username: |
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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.
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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 Menu Bar

Home Operations Reports Links Help logout

Attorney login
confirmation

> Home

Welcome Andrew Anders (Attomey)

1
=

Welcome Andrew Anders: My Profile

ATTORNEY My Appointments:  View

“Contact Us” email
e Privacy Notice

Menusaritems {

Home The eVoucher home page

Operations Allows you to search for specific appointments

Reports Selected reports you may run on your appointments

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

e Another link to your profile

e eVoucher help documentation for attorneys and experts
Logout 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 ? 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 !QE! 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.

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.
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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.

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

To group by a particular Header, drag the column to this area
Case Defendant Type " Status

B Click and drag the header to the Group by: header bar.

P BOLMEnTs
LR A

T gr i mﬂm column to this area.
C
Ca nt Type © Status
m All the information in that folder is now grouped and sorted by that selection.

LY SYCLTY W
Group by: Case I
Case Defendant Type © Status
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My Profile

In the My Profile section, the attorney may:

e Change 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). Any changes to SSN after the first login must be made through the court.

e Add atime period in which you will be out of the office (Holding Period section).

e Document any CLE attendance.

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 Pr
Contact Us ‘h

Privacy

eVoucher Documentation: Attorney and Expert Users

My Profile
ATTORNEY My Appointments:  Miew

Home Operations Reports Links Help logout

= Help :’ My Profile Welcome Andrew Anders (Attorney)
Login Info Edit

- R, . UserName Anders
Your Login information

Bar Mumber: Edit
Ll Info Your Name: Andrew Anders

Your personal info
Your Contact Info:
Phone: 210-833-5623
Fax:
deadmail@support.aoti.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aot.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us
HIH Your default biling info is:
Billing Info ) PO
List all available biling info records Biling Code:0101-000001 add
110 Main Street
San Antonio, TX :
78210 - US 2il
Phone: 210-833-5623
Fax:
Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored.
Education Please click VIEW to type your info.
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Changing My Profile Username and Password

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.

Enter the new
password and reenter
it in the Confirm field.

Click Reset to
save.

Click Close to exit
the Login Info
section.

= Help = My Profile

Welcormne Andrew Anders (Attorney)

Login Info Edit
v = UserName Anders
Your Login inforrmatior
> Hialp = My Profia
Login Info Username Ancers chandge
Pasgaord v Tesat
= Halp = My Profils
gln Info Username Anders change
Fassword sessess . Strength:Strong
Condfirm _ :
> Help > My Profile Welcome Andrew Anders (Attomey)
Login Info Username Anders change
Your Login information Posonor] 5+ et
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Attorn Info Bar Number: 12345
= i 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 Esupport. aotx. uscourts. gov
access your deadmail @support.aotx,uscourts .gov
personal
. . Your Address:
information. 110 Main Street
San Antonio, TX 78210
USA
Attomey Info ;aRrEﬁt'jl[rfefidds
Your personal info |
SSN Instructions:
If you are an appainted panel Tax Identification Nurrber: * (If on Pand) a Foreign Vendor?
attorney, you are required to enter SSN:
your Social Security Murrber in the SSN
field. Confirrre
If youarean assodate only, donot FirstNa'rre* Middie Last Name =
Make any necessary enter your Sodal Security Nurrber in [Andrew I |[Anders |
h the SSN field.
changes. Main Errail =
Payee Certifica tion: | dea dneil@support.a oftx.uscourts.gov |
This n'esséage infarms &rou ti'naﬁmeecl 2nd Email
Mame and TIN entered are colladt i ,
pursuant to IRS Guidelines that govern |3c:za;]n-:iil@s UppOIt:3 0. LSCourts. gov |
what information rmust be collected by
thejudiciary for payments mede to |dea dreil@support.a obe. uscourts. gov |
norr_envlove&ds ead nd Ddtf]ger entities foéf Phone * Cell Phane Fax
services provided and for purposes
issuing a Form1099-MISC. You have |210-833-562 | | | |
provided this inforrmetion under )
peralties of pefjury and certify that Address 1< City =
Click Save é[hT_he nurrberénéered asmy SSNor | [110 Main Street | [san Antonio |
. is my corred: Expayer =05 onlv) 0= (US only)
identification nubers and Address 2 State * (US only) Zip* (US only)
2-Tama U.S. dtizen, U.S. residert | [Texas v [7e2t0
alien, or other L. S. person (3 Address 3 Courtry =
partnership, corporation, company, or | | | UNITED STATES v|

assodation created or organized in the
U.S. or under the laws in the U. 5.).

Note:

e Each attorney (except associates) must enter his or her SSN into the user profile
or they will not be paid.
o 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.
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Biling Info Your default biling info is: Select | ||
9 Andrew Anders : l
e e Biling Code:0101-000001 Add

Under the Billing 110 Main Street

. . San Antonio, TX Edit
Info .SeCtIOI‘.l, 'C|ICk 78210 - US
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 select the Copy Address from Profile check box if your billing address is the same as your Attorney
Info address.

an Info Biling Type: Save
® SeF-Employed
Firm
A £
Make any s
necessary
| Copy Address from Profie
changes and
click Save. Name:

P - Fan:
210-833-5623

Address 1:
110 Main Streat

Addrass 2:

Address 3:

Ciy Sate Zp Code
San Antonio TEXAS 178210
Counitry:

UNITED STATES W
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If applicable,
add billing
information for
afirmoran
associate by
clicking the
corresponding
radio button.

Biling Info

List all available biling info records

Biling Info

List all available biling info records

Note:
Attorneys with preexisting agreements must enter the firm’s EIN and name.
Associates do not need to enter an SSN, but must enter the billing code of the

CJA eVoucher | Version 5.1 | AO-DTS-SDSO-Training Division | September 2017

attorney to be paid.

Biling Type:
Ose ff-Employed
C': Firm

£y .
) Associate

Tax Identfication Nummber:

EIN/TIN:

Confirm:

Copy Address from Profile

MHame:

Phone: Fax:

CJA eVoucher for Attorneys ‘ 12

Address 1:

Address 2:

Address 3:

|
City: State:

Zip Code:

Save

v||

Country:

[ unrTeD STATES

vi

Billing Type:
Ose f-Enployed
C: Firm

Py .
(®) Associate

Save

Bilng Code: |0101-000001

| | Verify I

Andrew Anders

filing Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fanx:
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Holding Period

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

In the Holding Period section, click View.

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

Click Add.

Holding Period = Add

= I

I!:hrlw Ending Hotes

o Holding Perod
to data |

In the corresponding fields, enter the starting date and ending date, along with any applicable notes.

Holding Period Bk ] | [ Save |
Starting Date Ending Date ]
ozjujzors [T [ogjorpors |
Notes

Vacation Ctu'ts.e.|

Click Save.
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Continuing Legal Education

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

Continuing Legal No info has been stored. @

Education Please dick VIEW to type your info.

To add CLE information, click Add.

Continuing Legal oo 1 e
i = ] Ly

-
'J\::h:"

Filles Crelit Diate oz Salject

We Comrang Legs! [duceton

P s

Click the Credit drop-down arrow to select CLE categories.

Continuing Legal = ] S |
Education

| Credt ISEH.‘\e-":r\q-re-: b |
Date 05002014 |2
Hoirs ()

Descrphion |

Document Afier you save e informaben about s Corbnung Education, you wil be able to upload related documenis

In the corresponding fields, enter the date, the number of hours, and a description.

Click Save.

Note: After you save information, you can upload related PDF documents.
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Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

[_Back | [ save |

Credit | Sentencing-re V:

Date [05/15/2014 | 2H)
Hours [0 |

Description
—_—
Don,mnt[ [H Browse... |

» Click Save.

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

et om0 (o)) ) [

Files Credit Date Houwrs. Subject
o Sentendn... 05/15/2014 o

1 Page 1 of 1 (1 ibems)
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Appointments’ List

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

Appointments Defendant
LWI—] Representation Type: Criminal Case
lick th number ; . r ;
E o t|' ekc:se u tI:;]e Case Title: USA v. B ﬁ‘#g’ﬁ N:pni'ﬂq'nmud
eriink to open the H ! E-'h. ; .Dﬂu_ml_
yp . P Attorney: Andrew Anders Pres, Judge: Albert Albertson
Appointments page. Adm. Mag Judge:
Case: 1:14-CR-08805-A4 Defendant: Jebediah Branson
Defendant : 1 Representation Type: Criminal Case
Case Tithe: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10
Pres. Judge: Albert Albertson
Adm. Mag Judge:
Appointment Appointment Info
e, Y T CIFL THET TV CODE T PRS0 RITREEENTID OLCILLR NUAIR
View 101 ehedial Branson
pRoTLme| 1 3 AIAG. DT DEF NUMEER 4 THET. DKT TNF XUMEER & AFFEALS. DKT DEF NUMBER i OTHER. DKT TRF XUMBER
Representation vouchers related t 1:14-CR08805. 1A
- AP T IN CASE MATTER OF(Cave Nama) E FATAENT CATECORY ¥ TYFEPERSOX REFRESENTED 14 REFRESENTATION TYFE
\ US4 v Bramson Feicey Cochufing preteal dvenion | st Defiotiet - riminal Case
2 11 OFFEXSE() CHARGED
b 151625 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY S NALE ANDMATLING ADDRESS 13 COCRY ORDER
Create New Voucher | Andrew: Anders - Bar Number: 12343 [k Anecisie [ Es-Comul
110 M ain Sareet = el
Attorney CIA 20 Kinpmahoped B 17 Seb for Foderad Dntemder 570 Agpetating Coeasd
-~ > a » J d
V{]u{;her obons: 210.833.5623 |":smru-mum1q R Sk fir Retassd Ansmwe
- [V Stamtty Comaral
Template et e pio v ame
-3 g it D
H km'lﬂ g_"f_!ll.l_’ SHWWHEFW of thet Comrt
-1{.?1,?..:'.._!"-'_ af ard J_.E.: 17 tm Fay L4 LA FTRA NAME ANDALAILING ADDRESS S S Pre- Tunc Tiuts
Cour?-Appontsd Courasl Ba2014
Reparment [ VES [ 50
Group Header Bar
Expert ClA 21 Vouchers on Fie -
Voucher To 0roup by & parbicular Hender, crag the column o this area, = Search: |
Comgersaton Masmin; Desics Court Case Defendant Type Status
Template
. TRAVEL Create 114 R 9800523 Sebedih Branson |+ | Ci4:20 . Submtted 1 Court
b ke St Al T et 012004 Chaimed Amount: 778.40 Brrew Anders & LULLOX00]
Erc DGTSOM IHTERISE BATMENT 1
L 1R -DB005-AA Jebedish Br i= 1) BUITH Submitted
- o BanR0H Clamed Amaunt: 1,000.00 Chesmist, Toxicciogat g restekin
Detailed p :
L E4-CR-0BBO5-AS - Jebediah Br E ALTH-24
Payment Reports Qefercs Dietad Bucet Renort ey Cumed smacri 0,00 bRty
) Detad budget info for defendant oL Approved Amount: 0,00
i Jebadia Br L =
Deferdant Sumenary Budoe feport Charmed um:ul;tl.m Ej:g;m "‘ ;riu o
Totals only of budoet info for Hair, Fiber Expert ¥
defenda Jebwedish Branson (@ | ClA-24 — Vouchst
All vouchers Clamed Amcunt; 0,00 Teresa Transcrpts N
. . Jebedigh 8 =1 ALITH-24
associated with won £ gy o= ey
this case are
2 Jebedish Branson | = C1A-24 Submtted
dIS{]IH}'Ed. Charmed Amocnt: 14.50 Teresa Transapls # ol _\_&:?iﬁzﬂmr
I Page 1 of 1 (7rems)
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View Representation

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

In the Appointment section, click
View Representation.

Help  logout

Representation Info

1. CIR. THST/TAV.CODE 1 FERSON REFRESENTED [VOUCHER NUMEER

101 Tebadiah Branzon
A MAG DET.DEF NUMBER 4. DIST. DKT.DEF NUMBER £ AFFEALS DET/DEF NUMBER 6. OTHEE. DET.DEF NUMEER

. 1:14-CR-088035-1-AA
T.IN CASE/MATTER OF(Case Name) B FPAYMENT CATEGORY 0. TYFE FERS0ON REFRESENTED 10. REFRESENTATION TYFE
[USA v. Branson Felon (including pre-trial diversion |, 1 1y fondan Criminal Case
jof allegzd felony)
Representation Report 11 OFFENSE(S) CHARGED

13:1823 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
50000 00 Albert Albertzon
AppID Attorney Order Type Order Email

2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aoty. uscourts. gov

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

Attorney enters
time/expenses Court CJA Unit Court approves or

Court processes
voucher for

and submits audits voucher. rejects voucher.
payment.

voucher.

Creating the CJA-20 Voucher

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. CJA-20 Create I
Appointment of and Authority ™ Pay
Court-Appointed Counsel

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

| Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
1 CIR_DIST/DIV.CODE 2 PERSON REPRESENTED [VOUCHER NUMBER
101 [Jebedizh Branzon
3 MAG. DKT/DEF NUMBER 4 DIST. DKT/DEF NUMBER 5 APPEALS. DKT/DEF NUMBER 6. OTHER DKT/DEF NUMBER
1:14-CR-08805-1-A4
7.IN CASEMATTER OF(Case Name) | 8. PAVAEENT CATEGORY 0 TVPE PERSON REFRESENTED 10. REPRESENTATION TYPE
' [USA v. Branson Felony (including pre-trial diversion |, 4 1y Defondant Criminal Case
14 jof alleged felony)
Lt 11. OFFENSE(S) CHARGED
o . - 15:1825 F INSPECTION VIOLATION PENALTIES
Services: $0.00 12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12343 []A Associate [[] € Co-Counsel
110 Main Strest e
S Anono TX 1210 SR i

Phone: 210-833-3623 g Aftomer [ %50 Atleene

[[]¥ Standby Counsel
Reports [Frior Attorney's Name
|Appointment Dates
Defendant Detail Budget Report [siznature of Presiding Judge or By Order of the Court
Detail budget info for defendant e T e e ;ﬂ:ﬁ Albertson N Pro Tone Date

3/3/2014

Form CJA20

Fepayment [ | VES [/ NO

Defendant Summary Budget Report

Totals only of budget info fo
bt Payment Info

Preferred Payee | Andrew Anders W

Andrew Anders
SSNEIN: ==-**-6739
123 Legal Blvd. South
AnyTown, DC

12345 - USA

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

| =«First || < Previous || MNext > || Last » | | Save | | Delete Draft |
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Creating the CJA-20 Voucher (cont’d)

Tab Headings appears at the top of the screen

CJA-20 } Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters ————
| «First | | < Previous I | Next > ] I Last » | Save | Delete Draft | Audit Assist

/

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.
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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 Note:
Next, located on the progress There is NOT AN AUTOSAVE function on
bar. this program. You must click Save
periodically to save your work.
F—J {-'.].J“t'?ﬂ o Basic Inla  F Services Exprenses Claim Slalus Documents Conlirmation
AR Services
Diate [ |28 Demani
Link Lo CMIECF 3_
| Eeges |
e [+ atsmoseta [:20%  Remee,
e
L e S
Heports
Cafendant atad (3 alast B aoers
Dl buckosl nto e defendant
-.l"*f"!ﬂ-'l'"' Commary Bodnet et
EMﬁf of gl infu for Mo dats
[ [ craan |[ Feoas |[imsis | [ Gwe | [ Doewonn |SSm- -
Enter the date of the service. The .
default date is always the current Services
date. You may type the date or Date ‘ - = 2] Description
click the calendar icon to select a _
date from the pop-up calendar. EehE 4 June 2014
Doc.#(ECF) || = Su Mo Tu We Th Fr Sa
[ » 1 2 3 4 5 & 7
» 8 9 10[11]12 13 14
* Required Felds
» 15 1 17 18 19 20 2N
» 22 23 25 26
9 30

Service Type
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Services (cont’d)

Click the Service Services
Type drop-down Date [6/11/2014 | = Description
arrow and select the Service Tipe [1 =4
service type. Doc, # (ECF) in Court Services Al
a. Arraignmaent and for Plea |
Hours
Note: - . b. Bail and Detention Hearing
" Reguired Felds
You may add dates in any order. You c. Motion
can sort in chronological order at any 4. Trial

time. Service Type  e. Sentencing Hearings

Enter hours of Services -
icei Date sl11/2014 | == Descrintio
service in tenths i B —
of an hour. Service Type & Arraignment and/or Plea LA arraignment of Defendant
pocs@R) [ | s [ | Vs

Hours 0.5/  at$126.00 per hour. Remove

Enter a ¥ Required Felds
description.

Note:
Click Add.

e You may add time in any order.
e C(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 s |+ A Destriphon | :
Senae Type *u }
oocatn) [ | s [ ]
Hours [+ at 126,00 por hour, :”'Remwe '
* Roquired Faich

Service Type Date Description Hrs  Rate  Amt
. Arrmgnedet ind) o Pes C8/11/200  Foet appasnince and srmegnedet of Dafandant 05 1260000 E3.00

! P#lc”{lmﬂ‘

=T

[t ] [erevos | [hest> J[wats | | [Swe ] | [[oceteor | Fes8-

St . . . .
P 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.

Miles [ ] atsn.5600 per mil.

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

Date 6/12/2014 | =2 Description

Expense Type | w | *

R

| Add || Remove

* Required Fields
To grotp Oy a partcular tieader, drag the column to this area
Expense Type Date Description Mile Rate Amt
No data
« First | [ < Previous | [ Mext> |[ Last» | [ save | [ Delete Draft |f-___ s
Click the Expense Type drop-down arrow Expenses
and select the applicable expense. Date 6/12/2014 | = E
Expense Type ||| -
Miles Travel Miles

Amount

* Required Fields

Expeme‘l’ypel

Travel Misc.

Fax

Long Distance Charges

Photocopies
Postage

Other Expenses

| «First || < Previous || Next> ||

Last» |
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Entering Expenses (cont’d)

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

Enter a description in the Description field.

Expenses

Date 6/12/2014 | =2 Description Travel to and from Cour

Expense Type | Travel Miles v =

Miles = gt $0.5600 per mile. 22
Amount I Add || Remove

* Required Fields

Expense Type Date  Description Mile Rate  Amt
No data
L ——
| «First || <Previous || Mest> || Last= | [ save | | Delete Draft | *e==
Click Add.

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

Expenses

Date [sr12204 |23 Descripton

Expense Type . w2l

Miles [ |= at0.5600 per mile. 3
Amount | Add ”_ Remwa]

* Required Fields

Expense Type Date Description Mile Rate Amt
Tranvel Miles 08/13/20. Travel to wnd from Court 20 0.5800 11.20
1 Page 1 of 1 (1 items)
| «frst || <Previous |[ Net> || Laste | | save | |_Delete Draft "-
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Entering Expenses (cont’d)

Notes:

e If you choose photocopies or fax expenses, indicate the number of pages, and the rate charged per page.

o Remember to click Add after each entry.
e Click an entry to edit.

Expenses

o [opoims |+ Descrpon
Expense Type %

Miles at £0.5600 per mile.

Lo —

| Add H Remove

* Required Fialds

Mile Rate  Amt
Phobocopies 06/12/20... Copses - 100 pages & .15 per page o o 15.00
Travel Miles 06/12/20... Travel to and from Court 20 05600 11.20
1 Page 1 of 1 (2 ftems)
| «First || <Previous || Next> || Lasts | | save | Delete Draft "- '

Click the Date column header. This sorts expenses according to date.

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
| sarome  fsnvs -7 idoate s |- 9 |
Paymaent Chims
Fral Pyt
) IntarimiFryTnG 7| (pyrere @)=

Supphament| Pyt

‘enpiding Retum Payment

1. Have o previou sy appled 1o the Court for compensation and/or mimburmment for this cam? e e

I ¥ed wane you pad? L™ Ha
2. Otber thes fom the Cour, hove you, oF 15 yoor Esdwiidge has asyone ebe, rectied payment - o
(eompanaten o Fpthing of vabe )from Sy SAher SHunce n Gonnsctian wiEh This mpresent stioa?

v [ <Provess |[ hects |[ s | [ G ] | Dlata Dt | LT\

In the Payment Claims section, select the payment claims type.
e Final Payment is requested after all services have been completed.

e 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.

o 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.

LS Conrts + CLA eViomacker - Istermet Explorer = =

elnla b Services
|

'uin:e_s Ervoes

LISZ006 | =

Me s found
® Tepa

(e

i by @ particutsr Header, ||

on Tppt
igremand andfor Fles Warnings
.f_' Sorvu andor Enpardes we oul of the Voodver S2tand End Date,
Close
3 |

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

4, 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 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!t)
Fie G \ADeVouchen\CJA eoir  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!)

Filz Browse. ..
Description [ ]
Description Delete  View
Copies of receipts Ralgts Yigw
iI <First || <Previous || Newt> || Last= | | save | | Delete Draft |

m 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.

CJA eVoucher | Version 5.1 | AO-DTS-SDSO-Training Division | September 2017



CJA eVoucher for Attorneys

28

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

Confirmation

I TR, SH5T 0% COM T FIRS0% RIFRTSISTIT forcms voamae |
Lo cbodhalt Hrassen
3 MAG, DKT DUT SUMDIR WL DNST. DACT, DT 2CCAIBIR 3 ATTLALS DKT DUT NUMBLE, 4 OTILR. DT DAY ;MR
L1 4-CR08500: 1. A4
1N CASTALATTIR OffCame ¥ama) | FAYAILNT CATLGORT 5 TYI PLRS0N RIPRISINTID: 1o EIFRISINTATION TVPL
X [Fators (mcindng pre. mal dnsnuse z 3
IS v, Briios ot az feay} B8l Diefesdint K- reemal Case

UL DFTENELES CILARLID
153 F DOPTCTION YVIOLATION FENALTIES

X ATTORNILS XAMT AXDMAIL NG AT 10 OOURT ORR
Pindres Anders . Dl Nomber 12HE [ A Auwcian [ Ca-Cmmal
;Emw 5"_]_““( i ] St s T Dnfimidar [0 Agpatiabing Cromasd
Asivesy TX 75X —
e 200,835, 5623 [ Sute ot Pl Aierme [ K Sk Sor Kostainet Ansornm
] antty wmanst
b LATE TIFALAME AT ALMTLING ADDRESS
frioe s 's Ximm
Puaden Asden TN, *°%.%=.6750 jruotacmen Dnin
25 Lapad i Souss n;:-mmmutm- oF s Caan
ey o s LRSI AR N erll;rllr R —
b 382244000 ey ’
o 386-571-3001 OomEm
TeTAL
oLEE ADTETES: | AGSCSTED
CATEGORITS ey | wsoEET —ie e RIVITW
H IL Arsigerest asder Pl (5] 543,00/
5. adl andl Dessatian Henng [] e
¢, Moton [1] FEE
d. Traal [1] F000
= Smicen Heenn ] 5000
i Bevecation b [] e
& Appests Cout [] 000
b, CHber 1] H000
Tetals (5] 543,00/
6 [ dateraews and Confereoes [] e
b Obbiigiad and Rivuaiag Riceods [1] L0000
¢ Legsl Pesnurch e=d Bran{ Writiug [] 500
d. Towvel oo 0 5000
& lavestmive of Cuker Wark [] e
Teeale [1] L0000
- el Exprass (diping, poriing, swial, e
e, uie § =
Eapesscs ook shaw e, s
wipts i |
R0
b STRTIFICUTINN £F ATPOENET [0 THT FIRIODOF RTRTICE [ AFRSEUTLIT TTRLEN A TR STT IF GTHIR: T CL8F N EATTREN
% CAST COMPLITION
FROOL 6o 0g]d  Tor g leae]s
BF CLATUSTATCS ] Fecat Prymase: ] teticis Drymas: oy ] Toppamict Prrmact

Have you Previoualy sppissd to te coun for compianion and or robonemet foc itm? [ YES [ NO
Wy, wercapaid) [ VIS [0
(e ham from the Coust, have you, o1 10 your know bedre Rau anyore s, recmed [unmen (compe: aten of s ey o' s Sor

aery cther aoume in congaction with this repemssstaticn® ] VIS [ MO Woes, pleass sttach repponing dscomastation
T Sumar or 3200m e rerl oF COTTHTRL oF Cd 30T TLMPmN
igratier af Attermey Dute Simed

AFFRY D FOR FPAYNER LY
s 1 (O HT COME. 'L OUT OF 00 HT COMS. a OTIULH LN T TOTAL AMT. AFFRLCIRT.
] ] i % i (5 ]
8 SOCEATURE OF TII FRISIDUSG I DGT p a FLDGL CO00

0.0

P SICGNATUNE OF THI CHIEY JUDGE, COLUKT OF AFTEALS (K INLEGATE) Fepmmm! gprewd i |-
vt af ri My DRI I

Aterben: The retes you enter will e ovaliabie 1= B neat appreval kevel.

Fublc/Attomey
Hotes

_ | 1 owear and affirms the truth or oorectness aof the above stalements :
Date: O Submit
e [ crrewsue ][ meas [ wmas ] [ s ] | Deesenesht |

You may include any information to the court in the Public/Attorney Notes field.

CJA eVoucher | Version 5.1 | AO-DTS-SDSO-Training Division | September 2017



CJA eVoucher for Attorneys | 29

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/ Attomey
Notes MNotes

| I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | 4 Submit
[ «<Frst || <Previous || next> || Last= | | save | | Delete praft |

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 details.
Please 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.

To group by & partioular Header, drag the column to this anea. Serch:[
Case Defendant Type Status
1 14-CR-OBA05-A4 Jebediah Branson (& 1) ClA-20 . Submitted to Court
Sten 06/12/2014 Claimed Amount: 89.20 Andrew Anders & 01010000150
Enc 061272014
L1SCRORa05-AA Jebedish Branson (= 1) CIA-20 ; Submitted to Court
St OHON2014 Claimed Amount: 778.40 Andrew Anders 01010000001
s (GMSI2014 TNTERIM PAYMENT |
1 14-CR 850548 « Jebediah Branson (= 1) ALUTH Submitted to Court
Sears: O400272014 Clarmed Amount: 1,000,00 Chemist, Taxicologst / 0101 0000002
End: 0Li01/1900
1 Page 10f 1 (Jitems)
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.

o The Services and Expenses fields tally as
entries are entered into the voucher.

B services: $63.00 v
a Expenses: §26.20 2

O services: §$63.00

e Expand the item by clicking the down o CORrE e A

arrow (v) to reveal specifics. Service Hours  Amt.
;:;i-gnmstild‘u'or 05 €300

Hearing

o Expenses: $26.20

Travel
Expense Type
Travel Miles
Travel Misc
Totals
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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.

. 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 Repart
Detail budget info for defendant

Form CJAZ20

Defendant Summary Budget Repart

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 Represantation: Criminal Cags
Budgst Amount Requasted: $0.00
Budget Amount &pproved: $3.300.00

pendng F Ao amount Remaining
Time Pariod Wouchar
FDT:‘D{I{H‘H’ Humbsr Faes Expenass Todal Faas Expansss Total After approved | After Approved
Trawsal Orthar Trawel Other and Panding
Attorney: Andrew Andars  (Appoinfing Counsal) At
02372018 to 0222015 | 0101.0000001 $0.00 s0.00 #0.00 $000) §5,350.00 .00 £0.00 $6,250.00 5$3,550.00 $3.550.00
0180171801 to 01D1A 90 30.00 30.00 +0.00 000 .00 .00 =000 =0.00 33.550.00 3$3.550000
0140171201 10 01011901 $0.00 30.00 F0.00 000 0.00 F0.00 000 s0u00 33550000 $3,550000
Total Panding: 000 Total Approved: $E.350.00 $3.550.00 $3.550.00
Panding Amaunt Remalning
Time Period Vouchar
For Viouct Numbar Faas Expenass Tiodal Faas Expansss Total arter approved | Afber Approved
Trawsl COrthar Trawel Other &nd Panding
Authorzation Number: 0101.0000002 . .
Spacialty: Chamist, T ; amount Requeated: $1,000.00 Amount Authorzed: $0.00 attomey: Andraw Andars

=TT Prang N
Coungel CJA20 or CJA30

vouchars 38 well 38 VouChsers for Faes Expenaes Total Faag Expanass Total spproved and Pending
Eupnrtor“smuncm;‘;r’ Traval other Travel otner Fase Faag and
submitted axpenditures for s Expanses
~Does not In:ll.-lﬂ'lrll'll Auth $0.00 $0.00 $0.00 $0.00 $6,350.00 $0.00 $0.00 $6.350.00 $6,350.00 $6.350.00

Thursday, Movember 05, 2015 - Ver. 1.1
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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

CJA31. They represent tha total Trawal Other Traved othar Faes E‘mm
axpenditures for this | | | | | | | | | | oo |

"u'““ﬁ'm] ;"I Travst Auth $0.00 $0.00 $0.00 $0.00 $6.350.,00 $0.00 $0.00 $5.350.00 $6.350,00 $6.350.00

Thursday, Movember 0S, 2015 - Ver. 1.1 Page 1001
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Creating a CJA-21 Voucher

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

mrey |

Autharization and Voucher for Exper
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.

g b Racic Info

Basic Info

[T IR ST Wy ConE |- FERGL REPRESERTED [ HER SUSBER ]
101 ehediah Branson
, [LMAG. DRTDEFRUNBER |4 DIST. OKT DEF.SUMBER  |& APPEALS. DRTDEF NUMBER | & OTHER DRTDEF SUMBER
Link to CM/ELE |- 14-CR-02805-1. AA

‘elony (including pre-tral diversion |,
of alleged felomy| Adualt Defendan

[L7SA v, Branson Crimmal Case

Voucher #:
Start Date:

1_‘::]5]5.!' INSPECTION VIOLATION PENALTIES

EXCESS FEE LINIT FPRESIDLNG JUDGE MAGISTRATE JLDGE DESIGHNEE |
1510,300.00 Albent Albertson
DESICNEE 2

Authorization Selection
¥iou can click the Use Existing Authorization button to seect from a Bt of approved authorizations, or click the Mo Authorization Reguined bulton
if undier the statutory km.

No Authorization Required

If pour voucher COMPENSAton 5 undr
the statutony limit and does not requine
prior authorization.

Photcng= 0,00

Postage 000 — —

Dther Exponsss £0.00 Use Existing Authorization
Select this option to display and select

from a list pved authorizations
for this appoinkmenl.

Tasks

ink To A AL

Link Ta Réprossntation

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

section. '
If the request does not require advance No Authorization Reguired
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.

CJA eVoucher | Version 5.1 | AO-DTS-SDSO-Training Division | September 2017



Creating a CJA-21 Voucher (cont’d)

CJA eVoucher for Attorneys | 36

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 dlaim 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

Bxpert ([EHINCETET v

Charlene Campos

Expert Info

Details

I Create Voucher

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

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

Voucher Assignment (") Attorney @ Expert
Thi= indicates who wil be responsble 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)

E Click Create Voucher.

Notes:

e Ifall 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.

o |[f 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 Assodiated Authorization

the empty value. In the Voucher éEﬂi:LEJTbI:EEB.I:Il}gE?UH Service Type: Interpreter/Translator

Assignment group, the Attorney radio Authorizad Amount: $100.00 Es:ti;";“d L L
Grand Total Amount: $100.00 )
button should be selected.

ID Number: 223

: Service Type: Chemist/ Toxicologist
Order Date: 03/03/2014 =rvice Type: Chemist/Toxicalagis

Fill in all required information on the Authorized Amount: $800.00 Eetimatad Amount; $500.00
. . Grand Total Amount: 50.00 )
person you wish to submit for
approval. New Voucher Information
Service Type Interpreter/Translator V=

Click Create Voucher. Description

Voucher Assignment ® Attormney  Expert
This indicates who will be responsible for filling the voucher claim 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

v Last Name =
| | | | | Il
Email =
Phone = Fax
— O |
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.

Click the Services tab or click Next
on the progress bar.

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

Click Add.

The item appears at the bottom of the
Services section.

Click Save.

Click the Expenses tab or click
Next on the progress bar.

In the corresponding fields,
enter the date, expense type,
description, and miles.

Click Add.

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

Click Save.

Note:

Bazic Infa  F Services [xpenses Clsim Status Docwsmants Confirmation
Diake &/ri/ 0t . _.-' Deescrpnen
vours I
Fahe o
Add Farmom

P s
abrt ||| <Preves |[ mestx ][ ueste | Save | [ Colete brakt | E
Basic Infa Services ¥ Expenses Claim Status. Documents Confirmation
xpenses
Owte MLl | Descriosen
Exgerne Type: AL
sl * % 0, 5600 par iy

At ] Remowe :

rew Fimm WD T bW g S et B -]

’7 Expemsr Type Date rscnphan Ml it A |

i Page 1o 1 {1 ilens)

) (e ]rm."'. (o ] = |

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.

Note:

| Basic Info Services [ xpenies
|

| Claim Status

{ start Date

- N
—d

Paymmeit L

* Firsl Paymant
[rtwr i et

o) Fpy et
WOy B st et

(Dot ¥)

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.
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¥ Clakms Stalws I e il Costs lirmm.ad bon
i Custe G4 |
Dona | [ e

e Atthe end of the case, to request return payment of withheld funds, click Withholding Return Payment on a

blank CJA-21.

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.
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Basic Infa

Supporting Documents

File Upload (Only Pdf fles of 10MB size o less!)

Services Expenses

Claim Status  » Documents Canfirmation

Fie Browsa
Descrpton
Upload
Descriphion Delats  View
invalca from Expard ity
[Pt J[ <Prewos J[ Beut> |[ test= | | [ e ] | [Fncor ]

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.

Attembon: The roteg vou e eal b 5y sdanis o the reat soov oy o evie

. . . . Publc/Attomey |
Verify all information is Notes
correct.
Select the affirmation ’Q'Elm?uhﬂam?tfummmmﬂﬂnabmmm Submit
check box. This EECS s o =2ubmit
automatically time stamps
the voucher. [=Frst ][ <Prevows |[ Mewi> |[ Lasi= | [(see ] [ coataeai |
E 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. C'IICk Appointment Your vouchss has been submitted for payment. Yeu will receree a notifcason if we need more detals,
Page if you wish to create an

additional document for this
appointment.

Flease keep the fnhm'q'uuad'ﬂ'unbu’fﬂ'mmrmt:

0101.0000154

Home Page
intment P

The case file appears in the My Active Documents section.

r .
. | Te g By & parboulsr Hesder, drag the cohean 1o e srea, 3
Click the case il el £ s izt |

hyperlink to

Case Defendant Type Status

. 11 1% SRer = A, L ¢ i = -2l &
select the file. T ) e e e

SEYS0LE Weapors Frearms Bplos. ..

Navigate to the Confirmation tab.

Verify all information is
Pubbe/ Artomey
correct.

Anperders Tl rated s arter sl b goplalte B Pw e e sl e

Certify the information by

selecting the certification

heck b Thi 1 1 certily that 1 have reviewsd ithe above ‘
chec O'X. IS‘ ! nformation / &Enr_oy_e 0 BEle_gt
automatically time stamps Dute: BT1W2014 D434

the voucher. -
Step [t [ <Pevon J[Rent> J[imte ] [ Sve ] | ]
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. I

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.

|» Basic Info Documents Confirmation

Basic Info

1. CIR TAST/TIV.CODE 2 FERSON REFRESENTED [VOUCHER NUMBER
0101 [ebediah Branzon
3. MAC. DET/DEF NUMEER 4. DIST. DT/ TEF NUMEER 5 AFFEATS DET/DEF NUMEER 6. OTHER. DECT/DEF NUMEER
1:14-CR-08803-1-A4
7.IN CASE/MATTER OF(Case Name) 8. FAYMENT CATEGORY 5. TVFE FERSON REFRESENTED 10. REFRESENTATION TYFE
[USA v. Branson ey fanc iy pon tom | Chve BN meraty Dt Criminal Case
of alleged felony)
11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'§ NAME ANDMATLING ADDRESS 13. COURT ORDER
| Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel

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

[]F Subs for Federal Defender [] O Appointing Counsel
[]P Subs for Fanel Attorney [ R Subs for Retained Attorney
[[]¥ Standby Counsel

[Frior Attorney's Name

|Appointment Dates
Signature of Fresiding Judge or By Order of the Court
j i j |Albert Albertzon
14 LAW FIEM NAME ANDMAILING ATDRESS Ioate of Order unc Fro Tunc Date
3/3/2014

Fepayment [ | VES [ NO

Order Date
MNunc Pro Tunc Date

Repayment D

cotmatedamount  $ |-

Authorized Amount $

Basis of Estimate |

Description

Service Type | A | *

Requested Provider | |

| «First || < Previous || Next > || Last » | | Save | | Delete Draft
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Submitting an Authorization Request for Expert Services (cont’d)

Complete the information in the blue section at the
. bottom of the screen. This includes the following fields:
e Estimated Amount
e Basis of Estimate

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

Order Date
Nunc Pro Tunc Date
Repayment D

Estimated Amount $ | 8000.00 | 4

Authorized Amount £

Basis of Estimate | 100 hours at $80/hour
Description
Service Type | Investgator V| *

Requested Provider |J|:uhn Dioe |

o> [ test> ]

| = 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)

E 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 Descrintion field. add a description of the attachment.

Click Upload.

Supporting Documents

File Upload [Only Pdf fles of 10MB size or less!)
Fia Browse
| Description | | |

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 sire or lesst)

Fla Browss.

Description [

Descriptson elete

Proposed crder Delste  Wimw

Affidmvit in Bupport of Expert Sarvice Reguest Oelaty i

Expart'sa Curfigulurm Vitea Lu wism Wimw
[C=Fmt ][ <rrevieus |[ hext> Lasts | [ see | [ Deleteoraft |

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

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 courtin the
be time stamped. Public/Attorney Notes section.

Attention: The nobes you enter will be avadable to the next approval level,

Publc/Attormey
Notes

[+«] 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 | [ DeleteOraft |

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 submitbed for payment. You will receive & notification if we need more detals.
Flease kmep the folowing voucher 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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Creating an Authorizations for Transcripts (AUTH-24)

From the Appointment page, click Create next to AUTH-24. Authorization for payment o

No Authorization Regquired

The Authorization opens to the Basic Info page. Select No Authorization If your voucher compensation is under

R . d tha S-t:.l[!ﬂ'.]l'r' umit and does not requira
equired. price authorization.

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

rg AUTH-24 F Basic Infa Deac Canfir

Basic Info _ _

1 (IR 51T M e 1 PR RITRLEINTHD b, EHER NOURER

Lol | rtadah ranion

¥ 1LAG TET TNT SULEIR i NNT CKT THT STUIER # AFFLALY THCT THT NUUEEE . DTHIR. OKT CNF NUAELR
1L CR 0000 144

" N CAEE AR TR B9 0w N L FAYAENT CATRCORY i TUPE PR RO RN T B REFRESENT A TRON TN

[LiA v Brmecn { alleeed felomy’ ikt Dietradani IC ool Cane

11 TN CIRGED

L5 F INSPECTRON VIOL A TION PENALTIES

13 ATFORNEY & XAME ANSusEING LRl 12 COURT CEIER

Pandres: Anders o Rar Namber 12143 [ & Aanaciuns [ ]

"-['3‘1"-""5""'”“ : L L T . rem——" —)

:;: :“‘”F:_E";";‘_'F_‘;,_' . b o P Aty [ b o Rl Astiorney
(] Sl ol

oo hismrne y Nume

\ppeiacman Dere
fistaarmer of Frosibng duiign ot fis Gt o b € et
14 AT TTEM XAME ANDMAZLING ADOLIR e ol e
1004

Raparmane | |11 o5 W0

Sms P T Dl

|| Deferse Qnerng Saterent || peferme rpument 1] dury rewrucsom | D

Tunc Pro Tunc Date

[SFrm |[ < Prevoas “_ st Il LSt = |_ LM?E!I"I L

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

Click Save.
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Creating an Authorization for AUTH-24 Transcripts (cont’d)

Click the Documents tab or click et Taie b o ¥
Next. ——
Sup pur‘ting Documents
File Upload (Only Pl files of 10MO sire or lesst)
Click Browse to select a PDF file File Brawsi
to attach. Descripten
Click Save. Upkoad
9 Click Upload. Crmsei Fip ey Owlets  View

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

| sFrnt || <Prevos || Mext> || Lests | | Swe | | Deleteoesht |

The Document will appear at the bottom of the Description section.

Click Save.

A confirmation page will appear.

Verify all information is correct. Publcttomey TEmmRmmmm—
£

Select the affirmation check box. . Tmwnear arsl adfirm bhe bruth or comecboes of U abons stalements .
Data: 61520148 3835 (4] Submit

C||Ck Submit afirgt | [ cprevioce [ meat s ][ Lses | [ e ] [ melate Draft

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

submitted.

our woucher hus bever mubmitied for pavmert o il neosve s moticaton # s reed mone detsls.
Fipase ke S followrg vouches rumber for wour own necords:

Click Home Page to return to the
0101.0000148

Step home page. Click Appointment Page if
you wish to create an additional
document for this appointment.

OOI

Home Page
Apgointment 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, if required in your court, you can create the CJA-24 voucher for payment.

CIA-24

Lo UL b oLl W]

From the Appointment page, click Create next to CJA-24.

The Basic Info page will open, showing approved authorizations.

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

|} Basic Info

Basic Info

1. CIR./DIST/DIV.CODE 1. PERSON REPRESENTED [VOUCHER NUMBER
0101 Jebediah Branson
3. MAG. DKT/DEF NUMBER 4. DIST. DKET/DEF NUMEER 5 APPEALS. DKT/DEF.NUMBER 6. OTHER. DKT/DEF NUMBER
1:14-CR-08805-1-AA
7.IN CASEMATTER OF(Case Name) 8§ PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
USA v Branson Felony (including pre-trial diversion |, 4 pefenant Criminal Case
of alleged felony)
11. OFFENSE(S) CHARGED
151825 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
510.300.00 Albert Albertson
DESIGNEE 2

Authorization Selection

You can click the Use Existing Authorization in eVoucher button to select from a list of approved authorizations, or click the No Existing
Authorization in eVoucher button.

Use Existing Authorization in eVoucher
You may click here to select from a list of approved
authorizations.

No Existing Authorization in eVoucher
If you do not have an existing authorization in
eVoucher, you may proceed by dicking here.

[ «First ][ <Previous |[ Next> |[ Last» | [ Delete Draft | [ Audit Assist
. ’
Creating a CJA-24 Voucher (cont’d)
If your court does not require an AUTH 24, click No Existing Authorization Selection
Authorization in eVoucher. It is similar to creating a CJA-21, T::.:m::.:w::.: —
outlined in the CJA-21 section. If your court does require an AUTH | [ sumber 26 PP e —
Order Dafe: 3N 14 Franterpt

24, click Use Existing Authorization in eVoucher and then click to Fushoried Ancrai: 8 Sebwind deweunt- 0
select the applicable AUTH 24. This will highlight it in yellow. You Eﬁ‘%‘%u [

will not be able to move forward until it is highlighted.

Click the Voucher Assignment radio button
indicating whether you or the transcriptionist
will be entering information.
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Note:
You must select whether you, the attorney, or the court reporter will be filling the voucher claim portion.

Click the Expert drop-down menu and select the transcriptionist.

e New Voucher Information

Descriphion
- Descripbion

Voucher Assignment
T dnclicades st malf b responsble G Sy Fe vouches oleim parf
Court Report| Transonber Status

@ Official . Contract Transcribeers Other

Voucher Assignment Attomey @ Expert
The roicafes jéo ol he resansiis o Sing B woucher Sam aart

Service Provider Court Reportf Transcriber Status

Tigas ch ol e e reaters aliEady © e

M:u‘:u:hfm\émmnhuul;ﬁ & Offical Contalt Transcrber Odher

Expart | - Service Provider

Fiest Haene  Middle Mamss  Last Hama = oul cin search ore of the servce providens aready R the nystem

OR you can enter the requined informabon for another pronider
Expert Transcripts, Teresa =
Phone = Fax Expu'rt Infa Teresa Transcripls

SSN/EM: =  Emal -

V1 M Street
Address 1 Oy San Anitomo T 7R210 LSA
Phane: 210-553-5692

Address 2 State = Ip=
Address 3 Couriry
[ aFrst ][ <Prevas || Mext> || Leats : :
| = First || £ Previsas || et > || Lagh = I:I
Note:
e If entering a new transcriptionist into the system, select a blank drop-down and enter all required
information.

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

Click Create Voucher.
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Creating a CJA-24 Voucher (cont’d)

Note:

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. You may also use the Audit Assist
at any time to verify warnings or errors.

Click the Services tab or click BusicTafc b Sarviess © Bpasses ¢ Docmmssts & Caafirmadion
Next.
e TR | | crraan
Enter the Date, Service TYpe., No. mww
of Pages, Rate, and Description. e s Pages R ——

Note:

You’ll have two options to choose from under
Service Type: Original or Copy. The rate
should vary between the two choices.

Click Add.

Pagn 1af 1 (2 kems)

[Cors | Creimn |[hesiz |[Ciasie | | [See ]| [(ooeoas | ™=

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

Click Save.

Banic Isle Beryiies ¢ Enpenses [ umen e Caonfirmation
Click the Expenses tab or click -
Next Expenses

) Datr T | et ghan

Exprae Typse - =
Enter the Date, Expense Type, :ﬂ e n —
and Description. TP

Expeaas Type Date  Descriptios Hils Rste Amib
Click Add.

The item will appear below in the Expense section.
|

Click Save | = e ]] [ oomink |; -

CJA eVoucher | Version 5.1 | AO-DTS-SDSO-Training Division | September 2017



CJA eVoucher for Attorneys | 51

Creating a CJA-24 Voucher (cont’d)

Bassr Indo SeFVIOES. Expensas  F eowmenis Canlaremaisnn

Click the Documents tab or click Supporting Documents
Next.

Click Browse to select a PDF file
to attach.

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

Click Upload.

[ sk |[ cbwess |[Ciwse J| i [ S Ceiete Cenft ||

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

Click Save.

A confirmation page will appear.

Alserace: Tha rated vy et wil be avalable 1o e et agorosl ievel
Pubbc/Attomay
Hotes

Verify all information is
correct.

& 1 swear and affirm the truth or correctness of the above Statements
Select the affirmation Date: 7/1/2014 15:53:57 submi

check box. This will
automatically time stamp rw | [srems [ mots |[sts | [ ooe | [ oo |
the voucher.

Click Submit.

X
w
|
[
I
I
|

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 e

wish to create an additional document Tour vouche has been mubwtted for payment. You el recsree & notficaton o we need moce detals
for this appointment. Flease ieen P folioeeng vouches rumbes for your own reponds:

0101.0000165

Back to:
Home Page
Appointment Page
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Creating a Travel Voucher

From the Appointment page, click Create next to
TRAVEL. TRAVEL

Authorization for payment of

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

The Basic Info screen opens.

g TRAVEL # Basic Info | Authorization Request  Documents  Confirmation
Basic Info
L CIRL TEST DIV CO0E L FERS0Y REFRESENTED P OUCHER NTMBIR
L0 \'l':n.ﬂ'\;&'ﬂs-m
1 MAC DiT DEFSUMEER i TNST DA IEF SUMEBER & AFFEALS T DEF NUABER & OTHIR DAT DEF SUAELR |
I:14-CE-08E02-2-A4
et Date: 1171901 7 I¥ CASE AZATTER OF(Cans Sama) |8 FAVMENT CATICORY . THFE FLRSON REFRESENTED 18 REFRESENTATICN TVFE
DeceEnn Date: 1/ 1/1901 L > [Fricey (mcindny pre-inal divernion
USA v, Wilson 2 al L aliored felri bl Dedfendass Ceiminal Cane
@ Amcunt Clssmed: S0 1L CTENSES) CHARGED
18:13-4550F INCOME TAX, FAILURE TOFILE
12 ATTORNEY 3 NAME ANDAMAILING ADCRESS 13 COURT CRIER
Andrrer Anders - Bar Nomber: 12345 [ & Asnadisie [ CoeiCpammisl
é:}i‘m 5"_['3-{ — [TTF Baien fne Fosbara Eubondier [0 Appimting Coumal
b e [:a:l?s:‘:,-e:_; | 7 Suba for Panal Amwrwry [ | Subs for Rstuinad ASaren
EEEAER [C]¥ Semaditn € emial
PPrisr A’y Nime
| gt i Dt
af Prmiding Sudgn o T Cordlar o B i
14 LAWY FIRSSAME ANDMAILTNG ADDRESS L h: d;imm P v el
ofin.el
Hepurrmant VLS [ %0
Travel Apency bo be Used: W
Global Travel
1234 Trev Lans
Sufla 200
Second Foor
Los Angeles, CA 93765

Fhone: 1-800-444- 7590
Faxz 1-B00-555-7777

Email:  maipsuppor sokc usoourts.gov
] [<heen | [t | (55 ]

The Travel Agency to be Used: section automatically populates.

Click the Authorization Request tab or click Next.
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Creating a Travel Voucher (cont’d)

Fill out all required
fields marked with a red
asterisk.

Click Add.

The information will appear in the
bottom section.

Click Save.

Basic Info  F Authorization Request Deecy L Confirmation

Request For Travel*
* Required Felds

Harme and Title of Person Traveling: I*

Address of Person Traveling: |

Purpose ol Travek 1"
Travel From location: |
Travel Ta Location: L -
Estienated Dates of Travek

Travel Requested Estimated Cost

|_| hirline Tckets via CIA Government
Travel Agency

|| Grnund Transportation | |
|| Per Diem (Hotel & Meals)** | |
[ other, | |

Total Estimated Cost: | I

Tustifscation lor Request:

* Al travel s expenses must be in complance with goverrment ravel reguilations.
== Achual cost of hotsl and mesls uD io B esiablshed per dem rate. Experses for ravel for cre dary or laat day s up 10 the MIE rate.

1 Mlﬂl[l“ﬁ:

et [omos ] s [ |
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Creating a Travel Voucher (cont’d)

Click the Documents tab or
click Next.

Basic Inds Autharizaleon Reguest b ocunsenis Conlirnuation

Supporting Documents

File Upload [Onty Pof files of 10MB sire or less!)

Click Browse to select a
PDF file to attach.

LUpload
Note:
sl raplliien Delete  View
All documents must be submitted in PDF Borurmasta
format, and must be 10 MB or less.
9 Click Upload. << Fust ] [ <Peenn ] [t | (Last>> | (oot |
The document appears at the bottom of the Description section.
E Click Save.
The Confirmation tab appears.
Ver‘ify all information is Abtmnbans Tha nedi o ater will b salabis 10 B newl sooreal s
Publcfattomey |
correct. Hates
Select the affirmation
check box. This | 1 swear and affirm the truth or cormectness of the above statements ]
automatically time stamps i Selefotis-haan (4] Submit
the voucher.
9 Clck Submit (e ] (o] Comea)
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 Appointment Page if you Fiour wauches huas been submtted far payment, You sl recerve a notfcabon & we need more detais,
wish to create an additional document Plesse keep the foleswrg voucher nuemiser fiar your swe recerch:
for this appointment. 0101.0000162
Back ta:
Home Page

Appointment Page

The travel voucher now appears 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.

CIA-26

Statement for a Compensabon Claim in
Excess of the Statulory Case

Compensabon Maximum: District Court

From the Appointment page, click Create next to CJA-
26.

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.

g CIA-26 ¥ Basic Info Tustilication Dociaments Confirmation
Basic Info
| CIIL DANT I3 Cata T FERBON REFRIIENTID R GUCHIR NUMBER
= Eo; iy
Lk b CMPECE 3 ALAG, DT TET PO MBEE 1 DNIT. O OO TLASER I APTLALS. AT TONF NUMBER S OTRIE, DKT ONF STMOLR
L 14-CRO8R05. 1. 44
Voiicher #: % BN EATL LA TIER OF e Xamil & PATLINT CATTCORY & TIF RLON KIFRTIENTTD I KIFREEENTATION TYPL
. e e imal dErEeE
T LaEe ] [LEA v Bmsscs ;:MI:I 4 &t :IF'*"‘“'M Attt Dedendar [zl Cace

L CTTTNGE{T] CIARCTD
150815 F INEFECTION VIOLATION PEMALTES

L2 ATTORNIY 3 NAME ANDRAILING ATERILE 11 COURT GROLR
Lhndeyn: Anders - Blar Namber 12383 1A Amarns I —
Deferclant sy Dudoet Sport e 1F Sl i Pl B[]0 At Csiiad
EM:HWIME ;T;‘r"'.,?in,:ﬂ’n F b o Panal Aoy | S Bt B Aty
¥ Siasdis Conmial
Strsdant Dm S e fPrie ARmraes Num

Dietd buuckget vl for defendant

| ppesntim s Craten
fisguarain of Frvactag Jwdps o B Ovied of ihe O wn
Abern Alberiaon

1 LA TR LT AN AILTSG ADEREES ol v S s T Bt
£3%004
Reprmens [ TVES [0
Ao Aeauentsd 0 Aot Agrsed
i Oer ot outof Caurt
Pre Trisl Monrs | al Triad Houry ] Serhenong Hourm o e Heurs | al
Fumber of Counts T 0 | umber sf Co-Defiendanis T |
Cither Pereiewy Cases
Saitencng Guking Range
Mandstory Mrwes Fourd - |

e | (e |G (] | [ ]| [Cosmmoa]

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

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

Click the Justification tab or
click Next.

Fill out the justification text
fields.

Click Save.

Basic Infe b Justificatd [i 5, mt: Caomli

Justification

Lluuhm materah (ratune and volime) sedfor dectsry peachoes which afe B notaworthy factor n the mamber of

A, L=t and debirbe motiond, kgal mamoanda, jury and sentenong documents, of fesadwch Aot hesulting n sudh,
MnlMth_ﬁﬁhﬂmﬂMmmm ths crse [do not mcude

Emmiﬂd peeparation (e.g., lurhr mdmmmm

doumest organiaten) whch e 3 rasdworhy Bt n hours carmed.

6. Explan, # noteweorttny, MOACE on the memtr of hours cemed of moestgatire, ageert, of other senaces used (O 21 voucher]

7. Deserbe wiethed any of tha chent fonsdarabions ate 3 nolaworthy factor N tha numier of houn cemed ad opln
' e of o et

B Bxpin any mxpenss {Bams 17 and 18 of the OA 20 vouches) greater than §500

lmmfmmmﬂmmﬂ““immﬂm“m

o repoSatos ne LLE. L ] , o iepal mves d fectas
e e e
s el rpaned of arad wsed By ceurm; fel retare of cournely pracior and lardshi o iy

uﬂhhw_ﬁqrm”#nrﬁ iy Lo st sees ey e

o[ e | (e ][ | | [ | | [ooown ]
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Creating a CJA-26 Voucher (cont’d)

Click the Documents tab or click Banic Infa Justification  F Documents Canfirmation
Next. Supporting Documents
Click Browse to select a PDF file e Bty
to attach. DRC
Click Upload. et i B
iy AT rime T
Note:
All documents must be submitted in PDF
format, and must be 10 MB or less.
The document appears at the bottom of
the Supporting Documents section. [Ceprme ] [Ccrmvos | (ot ][ s ] [Doee oan |
m Click Save.
A confirmation page appears.
B Verify all information is correct. Public/Atzomey R —————
Hotes
Select the affirmation = Twar wnd afiemn th truth or coractness of U atsows statimants .
check box Dutet TH2014 149:53:34 '::' Subm[t
» Click Submit. [eafhoio) [EERae] it ][RRV O (Cmmtrt B | S Bl

A confirmation screen appears indicating the previous action was successful and the authorization request has been

submitted.

Your wisacher ham been submetied for payment, Your wil recee 8 noSficaSon ' we nesd mone dedal

Step Click Home Page to return to Flease baoeo the folowing vesucher rumber fo o o records:
8 the home page. Click 0101.0000167

Appointment Page if you wish

to create an additional ﬁj;iup

document for this appointment. Mﬁm_edm

The CJA-26 now appears in the My Submitted Documents section.
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