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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 indicates otherwise, attorneys will 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

Requests by attorneys for interim payment

Upload supporting documents to vouchers or authorization requests

Reports for attorneys to take an active part in monitoring costs

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.

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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Accessing the CJA eVoucher Program

You may access eVoucher at: https://evsdweb.ev.uscourts.gov/CIA txn prod/CJAeVoucher/
It is suggested that you add the URL to your list of favorites. Enter your Username and Password, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

Existing user? Please log in.

Username: |

Password:

Forgot your login?

You are required to change your password within 30 days of the first time you 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

You are required to change your password periodically.
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/ar

Email: |

I Recover Logon |

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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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 will have access to your
information.

e b b i iy B e

Eman et

P | B 6

Y

My Active Documents 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 Quick reference to all your appointments

My Proposed Cases will appear in this folder if an appointment has been proposed to you and you

Assignments have not accepted or rejected the appointment.

My Submitted Contains vouchers for yourself, or for your service provider, which have been submitted

Documents to the court for payment. Documents submitted to the court requesting expert services
or interim payments will also appear in this folder.

My Service Provider’s Contains all the vouchers for your service providers.

Documents 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
Closed Documents 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.

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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Navigating in the CJA eVoucher Program

Attorney login

Breadcrumb Navigation Menu Bar . .
confirmation

Home Operations Reports Links Help logout

> Home Welcome Andrew Anders (Attomey)
:

e

'V
[*=
Welcome Andrew Anders: My Profile

ATTORNEY

My Appointments:  View

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 “Contact Us” email
Privacy Notice

Logout Logs user off the eVoucher program

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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Customizing the Home Page

Customizing your home page allows you to alter the manner in which your information is displayed in the folders.

Expanding/Collapsing Folders: Click the plus sign g to expand a folder. Click the minus sign g to collapse a folder.

Moving Folders

Place your mouse pointer on the top edge of the folder you wish to relocate.
A crosshair icon !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.

E Drag the line in the desired direction to enlarge or reduce the column size.

Note: The folder size does not increase; therefore, some columns may move off the screen.

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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Customizing the Home Page (continued)

Group by Column Heading: You may sort all the information within a folder by grouping documents by the column
heading. All folders displaying the Group Header bar may be sorted in this manner.

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

B My Active Documents

To group by a particular Header, drag the column to this u'ea|.
Case Defendant Type © Status

» Hold the cursor and drag the header to the Group by: Header bar.
Tuguiw drag the column to this area.
C
Ca nt Type “ Status

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

Group by: Case - N
Case Defendant Type T Status

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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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, e-mail, physical address (Attorney Info section).

e Update social security number (SSN) or employee identification numbers (EIN) and any firm affiliation (Billing
Info section).

e Add atime period in which you will be out of office (Holding Period).
e 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 Links Help logout

™M v Profile |__|
Contact U
Privacy

Welcome Andrew Anders (Attorney)

Welcome Andrew Anders: | My Profile

A I l ORNEY My Appointments:  View

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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Home Operations Reports Links Help logout

= Help :’ My Profile

Welcome Andrew Anders (Attorney)

Login Info

UserMame Anders

Your Login information

Attorney Info

Your personal info

Bar Mumber:
Your Mame: Andrew Anders

Your Contact Info:

Phone: 210-833-5623

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

Your Address:
110 Main Street
San Antonio, TX 78210

us

Billing Info

List all available biling info records

Holding Period

Continuing Legal
Education

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.

Your default biling info is:

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 -Us

Phone: 210-833-5623
Fax:

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

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

= Help = My Profile

Changing My Profile Username and Password

Edit

Edit

!

Add

Edit

Welcome Andrew Anders [r’.tturnev]l

Login Info

Your Login information

> Help > My Profile

UserMame Anders

Edit

Welcome Andrew Anders (Attorney)

Login Info

Your Login information

Username Anders

Password =#xx

change

reset

CJA eVoucher for Attorneys | Northern District of Texas | May 2016



Type the new
password and retype it
in the Confirm field.

Click Reset to
save.

Click Close to exit
the Login Info
section.

CJA eVoucher for Attorneys | Northern District of Texas | May 2016

> Help = My Profile

CJA eVouchers for Attorneys | 9

Login Info

Your Login information

> Help > My Profile

Username Anders change
Password eesssss = Strength:Strong
Confirm =

=3

Welcome Andrew Anders (Attomeay)

Login Info

Your Login information

Usemname Anders

Password =

reset



Attorney Info

Under the
Attorney Info
section, click
Edit to access
your personal
information.

Make any necessary
changes.

Click Save.

CJA eVouchers for Attorneys | 10

Your personal nfo

Bar Number: 12345

Your Name: Andrew Anders

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.uscourts.gov

Your Addrass:
110 Main Street
San Antonio, TX 78210

Usa

Attorney Info

[Tax Identfication Number:

SSHN Instructions:

If y ou are an appointed panel
attorney, you are required to enter
your Social Security Number in the SSN
field.

If you are an associate only, do not
enter your Social Security Number in
the SsN field.

|Confirm: | 888-44-6666

First Name Middle Last Name

Andrew | | Anders

Main Emeil

deadmai@support. aotx. uscourts. gov

2nd Emai

3rd Email !

L |
_Phone ) Cell Phone Fax

Bar Number

SSN: | 888-44-6666

[210-833-5623 | | | |

Address 1 - Ciy )
|110 Main Street | |sanAntonio |
Address 2 ~ State ) Zip
| [Texas v| [78210
Address 3 Country
| [unrTED STATES v]

Note:

e Each attorney (except Associates) must enter his or her social security number
into the user profile or they will not be paid.
e The Country field will automatically populate UNITED STATES unless otherwise

indicated.

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

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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Billing Info

£

Biling Info Your default biling info is: Select ‘
Andrew Anders

= nfo re 15 Biling Code:0101-000001 Add
110 Main Street

Under the Billing San Antonio, TX Edit
Info section, click 78210 - US

Add if no billing Phone : 210-833-5623

. L Fax:

information is

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 Biling Type: o
ist all available billing nfo record ®) Sef-Enployed
O Firm
Make any (_) Associate
necessary S
|¥! Copy Address from Profile
changes and
click Save. Name:

_Phone: Fax:
|210-833-5623

Address 1:
110 Main Street
Address 2:

Address 3:

City: State: Zip Code:
San Antonio | TEXAS V| |78210
Country:

| NITED STATES Vi

CJA eVoucher for Attorneys | Northern District of Texas | May 2016



Biling Info

List all available billing info records

If applicable,
add Billing Info
for a firm or an
associate by
clicking the
corresponding
radio button.

Biling Info

List all available biling info records

Note:

Billing Type:
O sef- Employed
:.3 Firm

" .
\_J) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:

CJA eVouchers for Attorneys ‘ 12

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V||

Country:

| UNITED STATES

vi

Biling Type:
O sef- Employed
O Firm

) .
(®) Associate

Save

Biling Code: [0101-000001

| |Verify I

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 agreement must enter the firm’s EIN and name

(required).

e Associates do not need to enter a social security number, but they will need to
enter the billing code of the attorney to be paid.

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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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.

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

| A | T

s
Starting Ending

Mo Helding Period

e data

Enter the Starting Date and Ending Date, along with any applicable Notes.

Starting Date Ending Date
lo7/11/2014 |2 |og/012014 |
Notes
Vacation Cru'rse.|

Click Save.

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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Continuing Legal Education

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

Continuing Legal Mo info has been stored.
Education Please dick VIEW to type your info.

To add CLE information, click Add.

Search: ||
Fhes Credit Subject

Yo Comtning Lege [ ducao-

Mo s

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

Continuing Legal B ] s |
Education

Credit | Senbendng-rel | |
Date [o500/2014 |2
Howrs [0

Descriphon

Dooument After you save the informaton about this Conbnuing Education, you will be able to upload related decuments

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

Click Save.

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

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

| Back | | save |

Credit | Sentencing-re
Date [05/15/2014 | F)
orslo_]

Description

_____1
Document | I Browee ]
|

B 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.

im0 [ 0 [

Files Credit Date Hours. Subject
o Santendn... 05/15/2014 o

1 Page 1 of 1 (1 items)

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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Appointments’ List

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

Appointments Defendant
s Defendant: Jebediah Branson
Click th b ' : g
| number Lo ]
- C : ekC:Se u the Case Title: USA v. Branson Order Type: Appointing Counsel
yper. ink to open the Attormey: Andrew Anders PIHD"-"_ ]D-'It"’-_““u. Eﬁ'l o
Appointments page. Adm. Mag Judge:
Case: 1:14-CR-08505-AA 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
R e e R [ CIR esT ooV Cone. T FERSON RITRISENTED OUCHER, NUMBTR,
View 101 [Iebedah Branson
Pf L 3. MAG. DET TEF NUMEER 4. DIST. DKT DEF NUMBER E AFFEALS. DET TEF NUMEER & OTHER. DKT DEF NUMBER
Representation vouch LR UGS05 DAL
W T IN CASE MATTER OF(Cas Namid) E PAVMENT CATEGORY 5. TVFE FERSON REFRESENTED 10 REFRESENTATION TYFE
x UsA v Brasson :Em“’fm pre-tral drvermon. |+ dubt Defendent Criminal Case
) l"' 1L OFFEXSE(S) CHARCED
15:1825 F INSPECTION VIOLATION PENALTIES
IE ATTORNEY'S NALE ANDUMATLING 11, COURT ORDER.
Create New Voucher [ Andrew Anders - Bar Niamber: 12343 [ A Avssciane []€ CoComa
Attgrnev CIA 20 Create 110 Main Steeet []F Sk S Fudaral Dufimsir [ 7|0 Appeésting Coumsil
ban Antonio TX 78210
V{}u{:her i-'. '..'\':l-ec..«r.rl for Expert and other Phone: 210-833-5623 [P Subs for Famal Amarnay [ ]R Subs far Retained Attorney
Serices [ ]V Standly Comanal
AUTH-24
Template Austhorizaten for payment of ncﬁ?if i Admney’s o
A imtamt Dlei
"‘H-..: ——— as [Siguatuns of Presiding Judigs or By Ordar of the Comrt
el |Crrn L p—
court-Appointed Cours: B304
CIA-21 Reparment [[]VT5 [ 30

Expert CJA21 |

prusthorization and Voudher for Expert
and other Services

voudhers on Fle

CIA-26 Create

/ Group Header Bar

i
Voucher Ee:;ﬂh j:f: ;—:; Csmin N | To group by a partioar Header, drag the column o this anea. = Search: |—
Template Compereation Masamum: District Court Case Defendant Type Status
TRAVEL Create L4 ST Jebadish Branaon (= 1) ClA-20 Subrmitted to Court
ishortzation for payment o Travel e Claimed Amount: T78.40 Ardrew Anders F 01010000001
Enc: BGBS20H IMTERIM PAYMENT |
4 B805-A8- Jebedish Branson (= 1) AUTH Subrmitted to Court
Reports St Dd.'ﬂ?‘.':‘l.: Claimed Amount: 1,000.00 Chemist, Toxicologist Q10 _mh 3
Detailed | "ch.m e
: - Jebedish Branson (= | AUTH-24 Voudher Closed
Payment Reports Deferdant Detad Budget Regort e Claimed Amount: 0.00 e 21010000026
Detad budgatinfo for defandant w- DEA0LE Approved Amount: 0,00
1: 1400 -OBRIHG-AA - Jebedish Brangon (= 1) Cla-21 -, Vouher
Cfirxiank Surmar Bk Regort o Gk Claimed fmount: 0.00 Luz Gargia Ba
Totals anty of budget nfo for ] Hair, Fber Expert >
defendant _RANG-AA - ‘¥
4 A4 Jebadiah Bransan (= 1) ClA-24 Ay Vouher Entry
oty DRAO4R0L4 Claimed Amcunt: 0.00 Teress Transrpts o Cfit
All vouchers Astomey Time Beport - Enc DGOH2018
A H £ Jebediah Branson (= 1 AUTH-24 Vigwdher Entr
associated with i St ke AmociE: 6,00 - gk
this case are i
. 1:14-CR-DBBE AN Sebedish Branson (= | ClA-24 Submétted to Attomey
dlsplayed. Sewt: D404 Clamad Amocnt: 14.50 Teresa Transaripls # 0101.0000149
Enc: DRDAD004

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

From the Appointment page, click
View Representation.

A

Home Operations Reports Links Help logout

Representation Representation Info
: = 1. CIELDISTTIV.CODE 2.FERS0N REFRESENTED [VOUCHEE NUMEER
101 [Jebediah Branzon
A MAG. DET/DEFNUMBER 4. DIST. DKT/DEF NUMEBER £ AFFEALS. DKT/DEF NUMEER 6. OTHEE. DKTDEF NUMEER
) 1:14-CR-08805-1-AA
T.IN CASE/MATTER OF(Case Name) 5. PAYMENT CATEGORY 8. TYPE FERS0N FEFEESENTED 10. REFRESENTATION TYFE
Reports [USA v. Branson Felony (ncluding pre-trial diversion ), 4 ) 1y dant Criminal Case
jof allzged felony)
Representation Report 11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESITING JUDGE MAGISTRATE JUDGE DESIGNEE
50 000 00 Albert Albertzon
AppID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx. uscourts. gav

Click Home on the menu bar at the top of the page.

CJA eVoucher for Attorneys | Northern District of Texas | May 2016
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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 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. CJA-20

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

|» Basic Info Services Expenses Claim Status Documents Confirmation

e Basic Info
1. CIRLDIST TIV.CODE 2. PERSON REFRESENTED [VOUCHEER NUMEER

101 [Jebediah Branzon
Lmkt—OCM‘!Ej 3 MAG DET/DEF NUMBEER 4 DIST. DET.DEF NUMBER. S APPFALS DKT/DEF NUMBER 6. OTHEER. DET.TEF NUMBER
1:14-CR-03803-1-A4
Voucher #* 7. IN CASE/MATTER OF(Case Name) 8. FAYMENT CATEGORY 0_TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE

' US4 v. Branson Felony (including pre-trial diversion [, . pegndan Criminal Case
jof alleged felony)

11. OFFENSE(S) CHARGED

o ) - 13:1825 F INSPECTION VIOLATION PENALTIES
W Services: $0.00 12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER

|Andrew Anders - Bar Number: 12343 []A Associate []€ Co-Comnsel
110 Main Street F Subs for Federal Defender [7]O Appointing Counsel
8 Exponsen:shes - g Antonio 12810 DPthumeuel Attorney Rthufncru:itajned Attorney
Phone: 210-833-3623 d Al {7 Aliomey
[]¥ Standby Counsel
Reports [Prior Attorney's Name
|Appointment Dates
Defendant Detail Budget Report |Siznature of Presiding Tudze or By Order of the Court
Detail budget info for defendant e G T A e e "\12?{ Albertzon o ro Tune Dae
3/3.2014
e Repayment [_| YES [J]NO
Defendant Summary Budget Report
Totals only of budget info for
e i Payment Info
Preferred Payee | Andrew Anders
Andrew Anders
SENJEIN: ***-**_57539
123 Legal Bivd. South
AnyTown, DC
12345 -USA
Phone: 888-555-4000
Fax: 888-555-4001
| «First | | < Previous | | Next = | | Last » | | Save | | Delete Draft
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

e

CJA-20 } Basic Info Services Expenses Claim Status Documents Confirmation

Attomey Enters

«First < Previous Next > Last » Save Delete Draft

/I/ﬂ

Progress Bar appears at the bottom of the screen.

Notes:

e You must save any entries made to a voucher to avoid data loss.

e If you experience a data loss or a missing voucher, contact the court immediately.

e At any time prior to submitting the voucher, you may delete the voucher by clicking Delete Draft.
e You may navigate using 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.

CIA- Basic Info | Services Expenses Claim Status Documents Confirmation
ﬂ.ttCII'I'IE'}-' Enters

Services
Date =5 Description
Service Type | IZ| =
Doc. # (ECF) l:l Pages l:l i
Hours l:l #  at $126.00 per hour. Add
* Required Fislds

© services: $0.00

ticular Header, drag the columm to this area.

1/2014

Service T Date Description Hrs Rate Amt]

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CIAZ0

Defendant Summary Budget Report
Totals only of budget info for
defendant

Mo data

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

| Delete Draft

Enter the date of the service. The .
default date is always the current Services
date. You may type in the date or Date ‘- = =3 Description
click the calendar icon to select a _

date from the pop-up calendar. Sate ks i

June 2014

Doc. = (ECF) |: = Su Mo Tu We Th Fr Sa
o 1k 1 2 3 4 5 & 7
P—+ 8 9 1 [12] 12 13 14
; uar L Lait
“ + 15 16 17 18 19 20 21
» 22 23 M 25 26 7 B i
» D20z g

Service Type
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Services (cont’d)

From the Service Services
Type drop-down Date [6/11/2014 | » 28 Description
menu, select the Service Type || EE
service type. ; =
yp Doc. # (ECF) In Court Services A
a. Arraignment and/or Plea |
Hours
Note: b. Bail and Detention Hearing
. ® Required Fieids
You may add dates in any order. You c. Motion
can sort in chronological order at any &vial

time. Service Type e, Sentencing Hearings

Enter hours of Services "
icei Date §/11/2014 |= =
service in tenths Y o [ —
of an hour. Service Type & Arraignment and/or Plea LA arraignment of Defendant.
oo [ | Pes [ ] vi

Hours 0.5 at$126.00 per hour. Remave

Enter a e TS
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

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

Heoars * bt §126.00 per hour, Remaove

" Required Falds

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

1 P#Hfll:libﬁl

| «fist || <Previous || Mext> || Lasts | | Save | | DeleteCraft |

Step Click the Date header. This will sort services according to date.

Click Save.
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Entering Expenses

Click the Expenses tab or

click Next.
|+ Basic Info Services |r Expenses Claim Status - Documents » Confirmation
Expenses
Date §/12/2014 |+ =] Description
Expense Type | w |
Miles [ ] atso.5600 per mie. :
Amount |:| | Add || Remove
* Requirad Fields
To group by a particular Header, drag the column to this area
Expense Type Date Description Mile Rate Amt
No data
«First || < Previous |[ Next> |[ Last» | [ save | [ Delete Draft |
From the Expense Type drop-down Expenses
menu, select the applicable expense. Date 6/12/2014 | = E
Expense Type ||| x|
Miles Travel Miles
Amount Travel Misc.

* Required Fields

Expense Type

Fax

Long Distance Charges
Photocopies

Postage

Other Expenses

[ «First || < Previous || WNext> ||

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.

* Required Fields

Expenses

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

Expense Type |Travel Miles - =

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

Expense Type Date Description Mile Rate  Amt
No data
| «First || <Previous || Next> || Last» | [ save | | Delete Draft |
Click Add.

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

Expenses

Date -3 Descrpton
Expense Type g

Miles [ ]= at$0.5600 per mile.

Amount

* Required Fields

| Add || Remove]

Expense Type Date Description Mile Rate Amt
Travel Miles DE.-'II.A'ID .. Travel to and From Court 20 0LSE00 11.20
' Page 1 of 1 (1 items)
|_=First || <Previous || Net> || Last= | | save | Delete Draft
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Entering Expenses (cont’d)

Notes:

e If photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per page.
e Remember to click Add after each entry.

e Double-click an entry to edit.

Expenses

owe  [omaos |+ Descrpon

Expense Type vl

Miles at $0.5600 per mile. 3

Amount |:|* | Add |] Remove

* Required Fields

Expense Type | Date | Description Mile Rate  Amt
Photocopies 06/12/20... Copées - 100 pages & .15 per page o /] 15.00
Travel Miles DEf12/20... Travel to and from Court 20 0.5600 11.20

i Page 1 of 1 (2 ftems)

[ =rFirst |[ < Previous |[ Het> |[ Last= | [ save |

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

Click Save.
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Claim Status

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

4\, Service and/for Expenses are out of the Voucher Start and End Dates,

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

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 necessary, go
back to the Expense and Service sections, and click the Date header to sort showing the earliest date of
services.

StatDate  [06/13/2014 | = 2H) EndDote  [¢/12/2014 | = o1

Payment Claims
Final Payment )
® Interim Payment 2 et )

Supplemental Payment

1. Have you previously applied to the court for compensation and/or reimbursement for this? # Yes

If Yes, were you paid? ¥ yos
2, Other than from the Court, have you, or to your knowledge has anyone else, received payment Yes ‘®ino
(compensation or anything of value] from any other source in connection with this representation?

I « First || < Previous || Next > || Last = ] | Delete Draft |

Select the Payment Claims type.

Note:

e Final Payment is requested after all services have been completed.

e Interim Payment allows for payment in segments. If using this type of payment, indicate the number of this
request payment.

e After the 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 that supports the voucher, i.e., travel or other expense receipts, orders from the court.

Note:
To add an attachment, click Browse to locate your file. All documents must be submitted in PDF
format, and must be 10 MB or less.

26

Add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
File G ADwVoucher'CJA e\'or  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!)

Flz Browse...
Description | |
Description

{

<
B

Copies of receipts

| Delete Draft |

| «First || <Previous || Mext> || Last» | | Save

m Click Save.
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Signing and Submitting to Court

CJA eVouchers for Attorneys

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

Click the Confirmation tab or click Last on the progress bar.

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

Confirmation
1. CIR DIST/DIV.CODE 2. FERSON REFRESENTED [VOUCHER NUMBER
0101 gbediah Branson

3.MAG. DKT/DEF NUMBER 4. DIST_ DECT/DEF NUMBER

1-14-CR-08805-1-AA

5. APPEALS. DKT/DEF NUMBER

6. OTHER. DKT/DEF NUMBER

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

¥ CASE/MATTER OF(Case Name) 8. FAYMENT CATEGORY 8. TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE
JUSA . Branson [Felony (including pre-trial diversion |, 4y pyegongan Criminal Case
of alleged felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12343 []A Assodate []€ Co-Counsel

[C]F Subs for Federal Defender [7] O Appointing Counsel
[ ] B Subs for Panel Attorney [ | R Subs for Retained Attorney
[[] ¥ Standby Comnsel

14. LAW FIRM NAME AND MAILING ADDRESS

Andrew Anders TIN: ***-**-6739
123 Legal Blvd. South
AnyTown DC 12345 USA

[Prior Attorney's Name

|sppointment Dates

Siznature of Presiding Judze or By Order of the Court
Albert Albertson

[ehore: 8865354000 ]’J‘)aat‘e;é;);dar Nunc Pro Tunc Date
[Fax: 888-533-4001 Repayment [ VES []NO
‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL 5 E
e HOURS P ADJUSTED | ADJUSTED =
CLAIMED é‘L\f\OI.[\'IE} HOURS AMOUNT EVIEW

15. |2 andlor Plea 0.3 $63.00

b. Bail and Detention Hearing o 50.00

e. Motion 0 $0.00

d. Trial 0 50.00

e. Sentencing Hearings 0 50.00

f. Revocation Hearings 0 30.00

g Appeals Court 0 $0.00

h. Other 0 $0.00

Totals 0.3 $63.00

16. | 2. Interviews and Conferences 0 50.00

b. Obtaining and Reviewing Records 0 30.00

. Legal Research and Brief Writing 0 $0.00

d. Travel Time 0 $0.00

e. Investigative or Other Work 0 50.00

Totals 0 50.00

17 [Travel Expenses (lodging. parking, meals, $1130

milzags, sic) -
18 9lhx E.x{;m%:s (other than expert, 51500

ranscripis, eic.)
GRAND TOTALS 530.20
(CLAIMED AND ADJUSTED) -

19. CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE

FROM: /122014  TO: 6/122014

0. AFFOINTMENT TERMINATION DATE IF OTHER
AN CASE COMFLETION

lzl. CASE DISPOSITION

P2 CLAIMSTATUS [] Final Payment [] Intetim Payment

If ye:

were you paid? [ YES§ [ NO
any other source in connection with this representation?
1 Swear or affirm the truth or correctness of the above statements.

[ ¥ES

Signature of Attorney:

Have you Previously applied to the court for compensation and/or reimbursement for this?

[] Supplementz! Payment

] YES []NO

Other than from the Court, have you, of to your knowledge has anyone elss, received payment (compensation of ayything of value) from
O No

If yes, please attach supporting documentation

Date Signed:

APFROVED FOR PAYMENT - COURT USE ONLY

3 IN COURT COMP_ '4 OUT OF COURT COMF. & TRAVEL EXPENSES |26 OTHER EXFENSES |27 TOTAL AMT APFR/CERT.
50.00 50.00 50.00 50.00 5000

|28 SIGNATURE OF THE PRESIDING JUDGE [DATE |28a JUDGE CODE

[26_IN COURT COMP_ 30.OUT OF COURT COMP. 31 TRAVEL EXPENSES |32 OTHER EXPENSES |33 TOTAL AMT APPR/CERT.
50.00 50.00 50.00 50.00 50.00

4. SIGNATURE OF THE CHIEF JUDGE, COURT OF AFFEALS (OR DELEGATE) Payment approved in

lexcoess of the starursry cureshold amouns [PATE [}4a JUDGE CODE

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

Public/ Attorney
Notes

Date:

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

[CsFist_ ][ <Previous |[ MNext> |[ Last» | [[(save ]

[ elete braft
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Signing and Submitting to Court (cont’d)

Verify the information is correct.

Scroll to the bottom of the screen.

Select the check box to swear and affirm to the accuracy Note:
of the voucher. The voucher will automatically be time You may include any information to the Court
stamped. in the Public/Attorney Notes section.

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

Public/ Attormney
Notes Motes

'v! I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | O Submit
[ «<Fist ]| <previous || mext> |[ Last» | | save | [ Delete Draft |

Click Submit to send to the court.

A confirmation screen 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 need more detals.
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.

Ta group by a partodar Header, drag the column to this area. swu-.:[
Case Defendant Type Status
Li14-CR-08805-AA- Jebedish Branson (= 1) ClA-20 Submitted to Court
Start; 061272014 Claimed Amount: 59.20 Ancrew Anders # 01010000150
End: Df12/2014
113 CR0a305-AA- Jebediah Branson (= 1) ClA-20 . Submitted to Court
St OHU2004 Claimed Amount: 778.40 Andrew Anders 01010000001
End: DE/05/2004 INTERIM PAYMENT 1
1: 14-CR-08805-A4- Jebediah Branson (= 1) AUTH Submitted to Court
St 4022004 Claimed Ameunt: 1,000.00 Chermist, Toxicologist / 01010000002
End: D1/04/1900
1 Page 1.of 1 (3 items)
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

E£nc: 06192014

e Anemail 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.

0‘ Services: §63.00

e Expand the item by clicking the down I Comrt Servi

arrow (v) to reveal specifics. Sarvice Houre, Amt.
;ngnmrt and/or 05 s5L00
Ead and Detention
Hearing ] e
Motion Hearings 0 s0.00
Trial 0 s0.00
Sentencing Hearing 0 50.00
Revocation Hearings ] 50.00
Appeals Court 0 $0.00
Other 0 $0.00
Totals 0.5 $63.00
Out of Court Services

Service Hours Aumt.
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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 whether a case has the potential to exceed the
statutory maximum ($10,000) allowed for representation.

Therefore, attorneys are encouraged to monitor the status of funds, attorney hours as well as expert services, by
reviewing the reports provided in the CJA eVoucher program. Items to remember:

e  Viewable reports appear on the left review panel.

e  Each panel, depending upon which document you are Reports
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 Form CIAZ0
Budget Report and the Defendant Summary
Budget Report.

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Report

Totals only of budget info for
defendant

Other accessible reports can be found on the menu bar.

Home Operations Reports Links Help logout

* Reports

Internal |

Appointment Report

Attorney Time
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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.

Defendant Detail Budget Report - Attorney
1:14-CR-08805-1-AA

Type of Repreasntation: Crminal Case
Budget Amount Reguasted: $0.00
Budget Amount &pproved: $5.300.00

panaing C . owa | mountRemaming
Time Parlod Vouchar
For Vouchar Humbsr Faas Expenass Tiotal Faasa Expanses Total After Approved | After Approved
Trawsl Crthar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
0232015 to 0232015 | 0101.0000001 30.00 30.00 +0.00 000 $5.350.00 .00 000 36.350.00 33.550.00 $3.550.00
0140171801 to 01011904 50.00 50.00 50.00 S0.100 $0.00 0.00 50.00 50,00 5355000 5$3,550.00
01/0171901 o 0101120 30.00 30.00 +0.00 S0.00 0.00 .00 s0.00 s0.00 33,550.00 $3,550.00
Taotal Panding: $0.00 Total Approved: $6.350.00 %3.550000 $3.550000
Panding Amaunt Remalning
Time Perlod Vouchar
For Vouct Humbsr Faes Expenass Total Fass Expansss Total After Approved | Afber Approved
Trawsl Orthar Trawel Other And Pending
Authorization Humber: 01010000002 . -
Specialty: Chemist, Ti - amount Requeated: §1.000.00 Amount Authorized: $0.00 Attomey: Andrew Anders

$0.00 $0.00 $0.00 $6.350.00 40.00 $0.00 $6.350.00 $6.350.00 $E.350.00

“Dioas not Includs Travel Auth $0.00

Trursday, Movember 5, 2015 -Ver. 1.1
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Defendant Summary Report

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

Defendant Summary Budget Report - Attorney
1:14-CR-08805-1-AA

Typs of Repressntation: criminal Caae
Budgst Amount Requested: 0,00
Budgst Amount Approved: £9,500.00

Panding T Approwd  AmountRsmaining
mm m; Feas Expanses Total Feas Expenass Tuoital After Approwed | After Approved
Traved Other Trawal Other And Pending
attomay: Andrew Andsre  [Appointing Counaal) Active
Total Pending: $0.00 Total Approved: $£,350.00 £3,550.00 $3,550.00
Panding
mm m Faes Expenass Total Fess Expansas Total After Approved | After Approved
Travel Othar Trawel Other and Panding
A Humiber: 01010000002 " t R I $1,000.00
HOTE: The Grand Totals iIncluds Panding
Counssl CJA20 or CJA30
vouchars a8 well 38 vouchsrs for Faes Expenass Tiodal Faas Expensss Total approved and Pending
Expart or Ssrvices on CJA2M or
CJA31. They repressnt tha total Travel Other Travel othar Fogs ExF“. and
submitied sxpenditures for this penzes
II:IHF'HI'IEI:“ taticn. & Travel Auth $0.00 $0.00 $0,00 $0.00 $6.350,00 $0.00 $0.00 $E.350.00 $6,350,00 $£.350.00

Trursgay, Movember 05, 2015 - ver. 1.1

Page 1061
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Creating a CJA-21 Voucher

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

ClA-21
Authorization and Voucher for
and other Services

The voucher opens to the Basic Info page.

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 THST DIV.CODE 2 PERSON REFRISENTED POUCIHIR NUABER
i [Wendy Wilioa
1 MAG. DT DEF NUMBER, 4 DNST. DT DEF NUMBER ¥ ATFLALS. DRT. DR NUMBER, 6 OTHIR. DT N7 XLMBIR
1:14-CR-08802-2-AA
71N CASEMATTER OFfCaseXame) |5 FAVAENT CATEGORY ¥ TNFE FERS0N REFRESENTED 10 REFRESENTATION TNFE
[USA v. Wik ¢t al o;m‘ l“}i'iﬁ pre-trial e |, o Dufendant ICriminal Case
[11 CETENSE(S) CHARGED
13:13-4530.F INCOME TAX. FAILURE TO FILE
TACLEE FIT LT FRESINNG JLDGE MAGISTRATI A DCT E T
[0, 800.00 ARt Albertson
B Authorization Selection
Enpanse Type i ca pelect & Previous Authorization Request, request a Mew Authorization o dick the "o Autharization Required™ buthon if under the
Trpal blies. statutory bmit.
Tewrval M
Mo Authorization Required
[Cafrst |[ =mevouws |[ Best> || Last= | [ceeteneait |

Reports
i %

Totais only of budget info for
defendant

§ Dk A i1
Detal budget info for defendant

Form CIAZ]

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

If the request does not require advance No Authorization Required

authorization (S800 or less), click No TF your voucher compensaton is under

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

If you have a previous authorization received Use Previous Authorization

through an order from the Court, click Use Select this option to display a list of

Previous Authorization. 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 use.
The selected authorization will highlight
in yellow. You will not be able to
continue until it is highlighted.

The service type will roll over from the
authorization selected. If no authorization
is being used, use the Service Type drop-
down list to 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 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.

Note:

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

35

Existing Requests for Authorization

ID Number: 155 Service Type: Weapons Firearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type

Description

Voucher Assignment *
This indicates who wil be responsibile for filing the voucher daim part

Service Provider

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

Expert Gabriel, Gina jod

Expert Info Gina Gabriel

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

Create Voucher

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

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

person for approval, follow the steps on how to add an expert.
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Creating a CJA-21 Voucher (cont’d)

E Click Create Voucher.

Notes:

e |If all information is not entered you cannot advance to the next screen.

e If the Expert you selected is authorized to use eVoucher you are done at this point and you may click
Home or logout.

e |[f 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.
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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 35.

From the Expert drop-down list, select
the empty (null) value. Voucher
Assignment should be on the Attorney
option.

Fill in all required information on the
person you wish to submit for
approval.

Step Click Create Voucher.

Note:

e The person you submitted will go through
an approval process. Once that person
has been approved, an email will be sent
to you.

e You'll now be able to select the person
from the Expert drop-down list and all
their information will automatically
populate.
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Existing Requests for Authorization

ID Number: 155 Service Type: Weapons Frearms

Order Date: 05/27/2014 Explosive Expert

Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type W
Description

Voucher Assignment  *
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

Expert [N V|

First Name Middle Name  Last Name *

SSN/EIN: *  Emai =

Phone * Fax

| | l
Address 1 = ] [Cinr . ]
Address 2 State * fip=

| | |
Address 3 Country

Create Voucher

CJA eVoucher for Attorneys | Northern District of Texas | May 2016



CJA eVouchers for Attorneys | 38

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.

Basic Info  F Services Eapenses Claim Status Docwments. Confirmation

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

Enter the Date, Hours, Rate, and . _ Add || Remoe
Description. :

Click Add.

§

The item will appear at the bottom of the

Services section. _ rocus
[ afest || <Previes || Mexts || Last= | v | | Delate braft |
B Click Save.
Click the Expenses tab or click
Next on the progress bar. BasicInfo  Services P Expenses . Claim Status  Documents Confirmation
Xpenses
Bate 6132014 | === fesorpson
Enter the Date, Expense Type, Experie Trpe 4B
Description and Miles. - illaniniiakons .
e Flamive
B Click Add. ’7 Expense Type Date  Description Mille  Rate  Amt —‘
Traresl il SR/ 1WNA Travel o mestrg with deferndarst » (-7 ] 14 &

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

1 Pmlo':l{lrhm)!

Click Save.

[Cefmt ] [CeProvous |[(het= | [Ciset= ] o] [(ooeteonn |
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Creating a CJA-21 Voucher (cont’d)

E Click the Claim Status tab or click Basic Info Services Expenses P Claim Status Documents Confirmation
Next..
Claim Status
Start Date :.\6-.'2-:1:'.4 r __'j End Date :E'!i_':t-.'-l . J
Enter the Start and End Date,
E making sure to select the
earliest date of services and T
% Final Payment
expenses as the Start Date. e et ipaymant #)
Supperennal Pyt
Select an option under the
Payment Claims section.
E Click Save. (it ] [epmmw (o> (= ] [Soe ]| [Bosner ]

Note:
e Final Payment is requested after all services have been completed.
e Interim Payment allows for payment in segments. 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.

Click the Documents tab or click Basic Info | Services | Expenses | Claim Stotus P Documents | Confirmation
Next.. Supporting Documents
File Upload (Only Pdf files of 10MB size or kesst)
Click Browse to select a PDF file Fie _ Beowse
to attach. Descrigtion
Upload
Click Upload. S—— e

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

| = First ” < Previous ” Mk > || Last = | [ Save ] | ]

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

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

A confirmation page will appear.

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

. . . . Public/Attorney | -
Verify all information is lotes
correct.
Select the affirmation | I swear and affirm the truth or cormectness of the above statements 5 b 't
check box. This will DA R S
automatically time stamp
the voucher. st ) [<hevos |[hea> [t | [ | [Doewonr |

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

Page if you wish to create an
. A Meaze keep the folloving voucher number for your own reconds:
additional document for this
0101.0000154

appointment.

Home Page
Appointment Page

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

. | To roup by & particulsr Hesder, dras the colusn to this area, Search:
Select the file. - : .
Case Defendant Type Status
14t 0230 -4 Wendy Wilson (= C14-21 S thome
[ A Camed Amount: 16580 Gna Gabrie ," m:ﬁ;}i‘;‘:ﬂg A
[ A Weapons Frearms Explos. .. THAL PR MR

Navigate to the Confirmation tab.

Verify all information is -
AYlprtor: Thee rabes oy erter mall b arcadadir 1 Bue rerst appeerel bresd
correct. Pt/ Attomey
Hiotes
Certify the information by
selecting the certification
check box. This will ] s f Approve 0 ject
automatically time stamp Date: B/19/2004 94224 R o
the voucher.
Step [fm ][ <Pevos J[Wext> J[tame ] [ e ] | ]
8 Click Approve.

CJA eVoucher for Attorneys | Northern District of Texas | May 2016



CJA eVouchers for Attorneys | 41

Submitting an Authorization Request for Expert Services

Open the Appointment record.

Create New Voucher

Click Create from the Authorization template. AUTH

Authorization for Expert

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

[VOUCHER NUMEER

1 CTR/DIST/TAV CODE
0101

2. PERS0N EEFRESENTED
Tebedizh Branzon

3. MAG. DET/DEF NUMBER

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

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

7.IN CASE/MATTER OF{Case Name)

8 PAYMENT CATEGORY
[Felony (including pre-trial diversion

9 TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE

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

[USA v. Branzon of allseed felomy) [Adult Defendant Criminal Case
11 OFFENSE(S) CHARGED

13:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER

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

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

[Prior Attorney's Name

Appointment Dates
Eiznature of Presiding Judze or By Order of the Court
= 3 _ |Albert Albertson

14. LAW FIRM NAME ANDMAILING ADDRESS CE RS ¥unc Pro Tunc Date
3/3/2014
Repayment | VES [/|NO

Order Date

Nunc Pro Tunc Date

Repayment |:|

Estimated Amount $ l:l B

Authorized Amount $

Basis of Estimate |

Description

Service Type | W=

Requested Provider | |

[ =First ][ <Previous |[ mext> |[ Lasts | [ save | [ DeletzDraft |
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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 Requested Provider

Order Date
Nunc Pro Tunc Date

Repayment |:|

Estimated Amount $ 8000.00 | 4

Authorized Amount $

Basis of Estimate | 100 hours at $30,/hour
Description
Service Type | Investigator Vl =

Requested Provider |Jn:-hn Dioe |

o> [ |

| « First || < Previous |

Click the Supporting Documents tab or click Next.

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

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

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

In the Description field, add a description of the attachment.

Click Upload.

Supporting Documents

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

| Desarption | L

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

Supporting Documents

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

Fie Browse...

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

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

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

Click Next.

The Confirmation screen will open.

Select the check box to swear and affirm to the accuracy Note:
of the voucher. The voucher will automatically be time You may include any notes to the court in the
stamped. Public/Attorney Notes section.

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

Public/ Attomey
Hotes

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

Click Submit to send to the court.

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

SuCcess

Your voucher has bean submitted for payment. You will receive & notification if we need more detals.
Plaags keap the folowing vowdher number for your own reconds:

101.0000152

Back to:

Home Page
Appointment Page

Step Click Home Page to return to the home page. Click Appointment Page if you wish to create
8 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 Authorization for Transcripts (AUTH-24)

From the Appointment page, click Create AUTH-24. AUTH-24

Authorization for payment o

The Authorization opens to the Basic Info page.

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

,l_g AUTH-24 ¥ Bagic Inla Documaents Confirmation
Basic Info
1 £ER 25T [ ol 1 FERMEN RIFRISINTID L CHER VUUBER
g — = SH Ietadiat Frmson
Lin%i to LH/ELY T ALAG. DT DT FUMEER L DT, T TR STMBER. . AFTIALS DM N7 NUAMIER & OTRIR DT CXT NCMEIR
1-14-CR-08800-1-A4
voucher #: DN CABL ALATTUR CF[Case Nama) |8 FAVAENT CATEGORY W TUTE PRELCKY RIPRTSENTID B REFRELNT ATHON TVIT
S L plorn (mtudmg pre-trul deomacn ,
LS4 v. Bramsoa alleped feiomy} 3dult Diefemdarn I roveral Case
1T CATEASRG) CHARGED
L3 1E2F INSFECTRORS VIOLATION PENALTIES
13 ATTORNEY 3 NAME ANTUNIRIN G ADIRT & B R ORER
Andre Ander « Bar Nomber 12343 [7] & Annciun ] Ca-Comnal
S:-:?Lhi"%'l I |17 Smbe i Fisherad Dufonader || Agpaianing Cosmsad
omic s d[a] =y —
- 10-E53-%35 Finbs T Pt Afirur K faks it Brlamel Alleen
1V Himelly Commend
Fries Alorsn ) Neme
| S pirianiment Dnirs
[agaatess af Frasiiag Judps i By Ovilled of e [ snr)
|3 Bt Alwrieon
1 AT FTRM MAME ANS LIS IE ADERE TS e i Cotar R ———
L
Rapwrmans || V13 ] NG

Spacial Transcript I i
Handling | Heest |

| Prededuben Oy Dlatemert | Preeeantn de et | Prgseuten Rebauttsl

Muine: Pro Tune Dakes

[Cefrst [ <Prevous |[ mestz || tast= | [ Deeteonft |

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

Click Save.

CJA eVoucher for Attorneys | Northern District of Texas | May 2016



CJA eVouchers for Attorneys | 46
Creating an Authorization for AUTH-24 Transcripts (cont’d)

Click the Documents tab or click
Next.

Basic Info ¢ Decuments Confirmation

Supporting Documents
File Upload (Only Pdf files of 10MB skze or kess!)

Click Browse to select a PDF file File Browse
to attach. R

Click Save. Upkoad

Click Upload. Duseription Debeta  View

Documastakion

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

[ =Frst |[ <Previoss || Mext> |[ Last= | | save | | Dolete ovaft |

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

Click Save.

A confirmation page will appear.

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

Public/ Attorney
Motes

Verify all information is correct.

Select the afﬁrm ation Check bOX. I swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 (4] Submit
Click Submit. «First |[ <Previous |[ Mext> |[ Lssts | [ save | [ Delete Draft

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

submitted.

Vionar wouscheer b beers mubmitted| for parmers. You will recesve o refficaton f we reed more detals.
Please kewp e folowng voucher rumbser for your o recorde:

Click Home Page to return to the
0101.0000148

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

0OI

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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After submission and approval of AUTH-24, the court reporter will create and submit the CJA-24 voucher to the
attorney for approval. You must approve the CJA-24 voucher and submit the voucher to the court so the court
reporter can get paid.

From the Home page, under My Service Provider’s Documents, click the CJA-24
document number hyperlink.

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status Date Entered
) (#1) C1A-21 » Submitted to Court 05/18/2016
Start: 05/19/2016 Claimed Amount: 1,500.00 / 0539.0000231
End: 05/19{2018 Investigator FINAL PAYMENT
(#1) CIA-24 -, Voucher En 05/15/2018
Seart: 01/01/1901 Claimed Amount: 0.00 o
End: 01/01/1901 = =
CIA-21 _» Submitted to Court 05/19/2016
Start: 05/19/2016 Claimed Amount: 113,00 ,/ 0539.0000229
End: 05/19/201& Interpreter Translator FINAL PAYMENT
I #1) CA-24 Submitted to Attorn 05/20/2018
Start: 05/20/2016 Claimed Amount: 81.25 / 0535.0000197 i
IEnd 05/20/2015 '
Page 1 of 1 (4 items)

Note:

There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.
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Approving a CJA-24 Voucher (cont’d)

The Basic Info page will open, showing the CJA-24 Submitted to Attorney.

Link to Agpaintment

Link to R=pres=niation

Reparts

Defendant Detail Budgst R=port
Dietail budget info for defendant

Defendant Summary Budget

Bmpart
Totals enly af budget infa for
defzndant

I Basic Info Services

Expenses

Documents Confirmation

Basic Info

L. CIGLINET DIV.CODE

FOLCHER NUMEER

S AFFEALS. DT DLF NUMBER G OTHER DRTDEF NUMEER

A [T TUPE PERSON RETREGENTED |10 BEPREGENTATION TVRE |
elpary {incloding pre-rial diversion . .
falassd ﬂm.;m‘ A\t Defendant | riminal Caze

i 9

18:1651 F 18:1051(2) CONEPIRACY TO INTERFERE WITH COMMERCE BY ROBBERY 18:904C F 13-004(ch 1 A
EPANDISHING AND DISCHARGING A FIREARM DURING AND IN RELATION TO A CRIME OF VICLENCE
REQUEST AND AUTHORIZATION FOR TRANSCRIPT

UEING, CARRYING,

12 PROCEEDLNG IN WEHCH TRANSCRIFT 15 TO BE LSED

1% PROCEEDING 10 BE TRANSCRIBED
Samtencing held on April 13, 2016
[T SPECIAL AU THOIOZATIONS

TOOTE: T o Y

TCDCE 5 DT IALS

A Appartionsd Cost % of transcript with

B. [Jl4Day [] Expeditad [Caly []Howly []Fealtima Unaditad

C.[] Prozecution Opening Statement [ Prosecution Argument [] Prozecution Rebatzal
[ Dafanse Opening Statement [ Defenze Argumant [ Vo Tire [] Fury Instractions

D In this prultti-defendant caze, commercial duplication of transcripts will impeds the delivery of accelarated
tTamsCript service: to persen: proczeding tha Criminal Fustica Act.

(TS ATTOEET & STATEMERT TiE COURT GRDER

Az the attomay far the parzon raprasentad who & managad above, 1
‘herely affimm that the wanscript requested is necessary for adeguate
representation. I, thered
sarvices at the expans

Fimarcial aligibility of the person represanted kaving been establisked to
the Court's satizfaction the sutharization requestad in Item 13 is hersly
request anthorization to obtzin the ransoript Eramtad.
'the United States parsaant to the Criminal
Justice Act
H 02016 16:11:8
Zignature of Attormey Date
e

Drinted Nama

respone v D

Sizmemre of Presiding Tudss or By Order of the Court
03082016

Dtz of Ordar Nure Pro Tunc Dte

Description

Voucher Assignment

Court Report/ Transcriber Status

Payment Info
Prefarred Payze

Billing Code:053%-000033
1100 Commerce Stre=t
DCallas, TX

75242 - US

Phone: 214-753-2152
Fanx:

[Cofirst ][ previous Homst > Last = | Save | | De

Click the Services, Expenses and Documents tabs

to review the voucher.
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Approving a CJA-24 Voucher (cont’d)

Click the Confirmation tab or click Last on the progress bar.

Confirmation

[meams-
Jas SIS UET

L AT KT TEroAETE [

O = B o]

|rdam Tzhrsar: mrzral Caes

o]
151521 7 TR 1R[] OOXNERIRALT TO DNTRRFRRE WITH COMMERCE BY ROSEERT IEF2AC F LESZA0 (1AM TEING, CARRYTING
. IEHING AND DISCHARGDNG & FIREARM TURDNG AND 0¥ EELATION TO A CRIME OF VIJLENCE

EEJLEST AND ATTHIRITATION FOE TRANSCRIFT

T ey—

e e
Borioroing kol oe Aped 18 2018

L ITECLAL TR yerra meczacETL

A AprortecsiCan W cfmaRErimwih

B Qu-Day [ Oy [QResy [JRomeLesdsd

0 Trezmg [u] ammmas [ Reberml
[]Ccfouz Dpceing Smcmows [ Ocfomz Aspemcm [ Vel Der [ oy Incoeczoes

BT T e p— p—— AL smepeds s delrrary =f assaliraid
‘Drrarnrs prnipes poMzes proizdmy sras fhr Crimirs farman A
TE AT TR R A TATT 3
Az ths zmaresy far dhs parmon sopmazirand whe M managed akoes 1 | Frmamess slighibn of fa pemasm rprmaswisd having bess spmiiithad =
erzky afre farnthz SERISTTrigaImsd 8 niziEn for sArRT fhz Coan's asrfacsen e arduresason rgasnsd o ko 18 & barsiy
raprmizEmon 1 Sietinn, Rasn SISORIISI 12 GRS B TIENT frazua
Errviezr s crpemaz of e Unmed Susss purmarne m g Cormsal
fowdcc An
" B 1R Sigracrs of Fronding fafge or By Oeder of the Coer
Sigarm: of Az Doz LRI
Doaic of Chdx Fuone Prz Tees Dass
Telighars Muambar
CLAINES ROR SERVICES
TEECRT T EPE W Ve LR
memes Ooeme Ormess Des | SEESSSS
Bt T = TavTE
TI: S=a =2, 1075
= TRSaCEST POUTRIST | snorracm | esEmmres | woewmma o oL
Y ey = s T st FITES
Eoe wama i e IR0E]  smmamed =
Eawam Tam =
T LT = ]
[T ——— i B LT e ——
I = of Casron Fayves Dhae=: 2202018 1120033
ATTDENEY CERTIRICATION

B e e T ———rp—

Sigracre of Anomey am Chak Da=

ATFROVED POR PAVMENT — COURT USE DMLY

Sigmacors of M'udge or Clork af Coont Cax ApDrEeTd AXoors

Al=lion The moics you ot will be evallalic o e ned agerovd kol
PuShclAToesy | w778 1y T Dvee? Plemis o= auifeine] orourt. il o e TH
Heizz T ——

[} =eetify thet © bave revimerd the skave ]
e / Approve 9 Reject
i || d%mimn |[ Reds ][ mmie | [[(=== ] [ oo peat |
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Approving a CJA-24 Voucher (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 yvou enter will be available to the next approval level.

Public/Attorney 5/17/16 Is this typo? Please see submitted amount, adjust and resubmit. TM
Nates 5/20/16 Yas, typo corracted. SM

1 certify that I have reviewed the above

information / ﬂm Q Re i ect

Date: 5/20/2016 12:33:14

[C«fist || <Previous || mext> |[ Last» | | | | |

Click Approve to submit to the court.

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

Success

You have succesfully approved this document.

Please keep the following document number for your own records:

0539.0000197

Back to:

Home Page
Appointment Page
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Creating a CJA-26 Voucher

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

B Click on the Links tab at the top of the screen.

Home Operations Reports CMECF Admin Links Help logout

Click on CJA 26.

= Links

CJA Handbook
Guidelines ‘ Texas MNorthern CJA Handbook

CJA Plan
Guidelines ‘ CJA Plan Northern District of Texas

Forms

CJA 20 | CJA 20 Appointment
CIA26 | Supplemental Informaiton for Compensation Claim
W-2 | Request for Taxpayer Identification Mumber and Certification

Guidelines and Information

Case Maximums | Attorney Compensation Chart
CIA Guidelines | CIA Guidelines
Per Diem Rates | GSA Per Diem Rates
Publications | CJA Publications

Travel Regulations | Government Travel Regulations

Complete the form and submit it as an attachment to the CJA 20 following the
procedures in the Documents section.
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