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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 allows for:

e Online authorization requests by attorneys for service providers.

e Online voucher completion by the service provider or by the attorney acting for the
service provider.

e Online voucher review and submission by the attorney.

e Online submission to the court.

Unless the court has indicated otherwise, attorneys are generally required to create and submit
vouchers for their service providers and associates. The program includes the following modules:

Panel Management

e Allows attorneys to manage their own account information including address, phone,
firm associations, and applicable CLE credits

e Allows for submission of holding periods or a specific amount of time taken off for
medical leave, vacation, etc.

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Supporting document uploads 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: Chrome 62, Edge 16, Firefox 57
e Apple Macintosh: Safari 10.1

CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024
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Court Appointment

When you make an appointment, the program automatically generates an email message 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.

Accessing the CJA eVoucher Program

Starting with version 6.10, you are required to use Login.gov to securely sign in to the eVoucher
application. You must create a Login.gov account or use an existing Login.gov account and have
a Single Login Profile (SLP) to access eVoucher.

Note: Login.gov is a separate application from eVoucher. If you run into any issues, you must
contact Login.gov support via their Help center page at https://www.login.gov/contact.

Follow the instructions in the next section to create your Login.gov account. Click the following
links for additional information about Login.gov and helpful tips for creating your account.
https://login.gov/what-is-login/

https://login.gov/create-an-account/
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CJA eVoucher for Attorneys

Creating a Login.gov Account

Step 1

On the eVoucher sign-in page, click Sign in with LOGIN.GOV.

CJA eVoucher - Texas Western District Court
Release 6.10.1.0

We've changed how you will sign in to eVoucher!

We now require users to sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will use
Login.gov for all future sign-ins.

Sign in with 1 LOGIN.GOV

Need to create a Login.gov account?
Use the Sign in button above and then use the "Create an account" button below the sign in fields.
Learn about the Login.gov sign in process.

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all access
attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use, protection of system
security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this system or any connected
system, users expressly consent to system monitoring and to official access to data reviewed and created by them on the system. Any evidence of
unlawful activity, including unauthorized access attempts, may be reported to law enforcement officials.

On the Login.gov page, click Create an account.

P LOGIN.GOV m

8 o®

eVoucher is using
Login.gov to allow you to sign in to
your account safely and securely.

Signin for existing users

Email address

CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024
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Enter your email address and select your email language preference. Click the Rules of Use link,
read the Login.gov Rules of Use, and then select the | read and accept the Login.gov Rules of
Use check box. Click Submit.

Note: Login.gov recommends that you enter a personal email address that you can always
access, not a work email address.

Create an account for new users

Enter your email address

| daviddattorney210@gmail.com ]

Select your email language preference
You will receive emails from Login.gov in the language you
choose.

O English (default) h

O Espaniol
O Frangais

O Rz (iEtk)

| I read and accept the Login.gov Rules of Use 3

B

You will receive an email message at the email address you entered in step 3. In the email
message, click Confirm email address, and then continue creating your account.

D LOGIN.GOV Confirm your email insox x

Login.gov <no-reply@idantitysandbox.gov>

Check your email

We sent an email to daviddattorney210@gmail.com ith a link O LOGIN.GOV
to confirm your email address. Follow the link to continue
creating your account.

Confirm your email

Thanks for submitting your email address. Please click the link
below or copy and paste the entire link into your browser. This
link will expire in 24 hours.

Didn't receive an email? Resend

Or, use a different email address

You can close this window if you're done.

Confirm email address
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Next, create a password. It must contain 12 or more characters and cannot include commonly
used words or phrases. In the Password and Confirm password fields, enter and confirm your
password, and then click Continue.

& You have confirmed your email address

Create a strong password

Your password must be 12 characters or longer. Don't use
common phrases or repeated characters, like abc or 111

Password

LA AL L LA LA Ll

Confirm password

LA A A L L L]

[ Show password

B <

Your Login.gov account is now created, and you are directed to add an authentication method.
Continue to the next section and follow the instructions to complete this requirement.

Note: Once your Login.gov setup is complete, you will ONLY use the email address you entered

and the password you created in Login.gov to access eVoucher, so it is important to remember
them.
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Adding an Authentication Method

Login.gov requires that you set up at least one authentication method when creating your
account. However, it is recommended that you select at least two authentication methods on
different devices so that you have an alternative way(s) to sign in to eVoucher if your primary
method becomes unavailable.

Select your first method of authentication, and then click Continue. Authentication methods
include security keys, government employee IDs, authentication applications, text or voice
messages, or backup codes.

Authentication method setup

Add another layer of security by selecting a multi-factor
authentication method We recommend you select at least
two different options in case you lose one of your methads.

\

[m] D Authentication application

Download or use an authentication app of
your choice to generate secure codes.

{% Text or voice message

Raceive a secure code by (SMS) text ar
phone call.

O % Backup codes
A list of 10 codes you can print or save to

your device. When you use the last code
we will generate a new list. Keep in mind
backup codes are easy to lose.

O & Security key

A physical device, often shaped like a USB
drive, that you plug in to your device

O E Government employee ID

PIV/CAC cards for government and military
employees. Desktop only.

Note: Every time you sign in to eVoucher you are required to authenticate, so make sure you
use an authentication method that’s easy for you to access. For these instructions, the Text or
voice message option is selected.
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To authenticate by text or voice message, in the Phone number field, enter your phone
number, and then click the appropriate radio button to receive a one-time code either by text
message or phone call. Click Send code.

Add a phone number
We'll send you a one-time code each time you signin.

Message and data rates may apply. Do not use web-based
(VOIP) phone services or premium rate (toll) phone numbers.

Phone number

== - 210-555-5555|

How you'll get your code
O Text message (SMS) O Phone call

You can change this anytime. If you use a landline number.
select “Phone call”

T

Mabile terms of service

In the One-time code field, enter the one-time code sent to your device, and then click Submit.

Enter your one-time code

We sent a text (SMS) with a one-time code to (***) *** 5555,
This code will expire in 10 minutes.

One-time code
Example: 123456

566556

[0 Remember this browser

& Send another code

Having trouble? Here's what you can do:

Choose another authentication method >
I didn’t receive my one-time code &3 >
Learn more about authentication options & >
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Once your code has been successfully authenticated, you are prompted to add another
authentication method (recommended). Click Add another method and follow the previous
steps to create a second authentication method.

Note: It is recommended that you use a different device for your second authentication
method, even if you choose the same setup option. For example, if you chose text or voice
message as your first method, you can do the same for the second, as long as you use a
different phone number.

D LOGIN.GOV

s

&

You've added your first
authentication method! Add a
second method as a backup.

Adding another authentication method prevents you from

getting locked out of your account if you lose one of your
methods.

Add another method /

Skip for now

CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024
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Identity Verification

To access eVoucher, you must verify your identity by uploading an acceptable form of
identification (driver’s license or state ID). This added security measure is to ensure that you are
not someone else pretending to be you.

Note: This is a one-time identity verification; if you have already proven your identity through
Login.gov, you are not required to do this again.

If you’ve previously created a Login.gov account, you will be asked to verify your identity after
signing in to Login.gov from the eVoucher sign-in page. If you’re in the process of creating your
Login.gov account, this step automatically appears after you’ve established your multi-factor
authentication method(s). Click Continue.

D LOGIN.GOV

Let’s verify your identity for CJA
eVoucher User Acceptance
Testing

CJA eVoucher User Acceptance Testing needs to make sure
you are you —not someone pretending to be you. Learn more
about verifying yvour identity

You'll need to:

o Take photos of your ID

Use your driver’s license or state ID card. Other forms of
ID are not accepted

e Enter your Social Security number

You will not need your physical SSN card

© Match to your phone number

Your phone number matches you to your personal
information. After you match, we'll send you a code.

0 Re-enter your Login.gov password

Your password saves and encrypts your personal

infermation /

CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024
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12

Select the check box to allow Login.gov to ask for, use, keep, and share your personal
information to verify your identity, and then click Continue.

o

Getting started  Verify your ID Verifyyour  Verifyphoneor  Secureyour
information address account

How verifying your identity works

Identity verification happens in two parts:

Verify your identity

We'll ask for your personal information to verify your identity
against public records.

Secure your account

We'll encrypt your account with your password. Encryption
means your data is protected and only you will be able to
access or change your information.

By checking this box, you are letting Login.gov ask for, use,
keep, and share your personal information. We will use it to
verify your identity.

Learn more about our privacy and security measures 3

BN <

Choose an option for adding your identification information. One option is to upload photos of
your ID from your phone, and the other option is to upload them directly from your computer.

<o o]
Getting started  Verify your ID Verifyyour  Verifyphoneor  Secure your
information address sccount

How would you like to add your ID?

We'll collect information about you by reading your
state-issued ID

® Use your phone to take photos
You won't have fo sign in again, and you'll
switch back to this computer after you take

phetos. Your mobile phone must have a camera
and a web browser.

Phone number

_I Continue on this computer

[S==)  Don't have a phone? Upload photos of your ID
from this computer.

Upload photos

Cancel
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Option 1: Upload photos from phone (recommended)

1. Click Send link. A message appears, prompting you to check your device for a text
message with instructions for taking a photo of your ID to verify your identity.

[ o]
Getting started  Veerify your ID Werify your Veerify phane or Secure your
information address account
@ — O
- Getting started Verify your ID Veerify your Verify phone or Secure your
How would you like to add your ID? 1for|:151ic-n address acc:urw'.

We'll collect information about you by reading your
state-issued ID

Do not close this window.
Use your phone to take photos The next step will load automatically.

You won't have to sign in again, and you'll
switch back to this computer after you take

photos. Your mobile phone must have a camera

and a web browser We sent a message to your phone

Phone number You entered: +1 210-555-5555

e () i @ Please check your phone and follow
instructions to take a photo of your

2. Tap the link in the text message. A message appears, confirming that you are attempting
to verify your identity to access eVoucher. Scroll down for additional instructions.

You're using Login.gov to
verify your identity for access
to CJA eVoucher
TrainingSand District and its
services.

ONLY ADD YOUR ID IF:

« You are using your own

Login.gov account

+ You asked Login.gov to
verify your ID using your
phone

« You are trying to access
CJA eVoucher
TrainingSand District
services

CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024
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3. Tap Take photo to switch your phone to the camera function. Take a photo of the front
of your ID card. Scroll down and tap Take photo again to take a photo of the back of the
card. Verify that each image appears in the appropriate box, and then tap Submit.

4:37

Add photos of your ID

Back of your ID

Driver’s license or state ID card

Tips for taking clear photos
« Use a dark background

« Take the phato on a flat Back of your driver's license or :

state ID
surface

« Do not use the flash on your
camera

Front of your ID nr Upload photo
Front of your driver's license | m
H
H

or state ID

H
Take photo | for Upload photc
4

4. Login.gov verifies your identity from your photos, and prompts you to switch back to
your computer to complete the process.

@ We verified your ID

Switch back to your
computer to finish verifying
your identity.

0-C]

Continue to step 4 to complete the identity verification process.

CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024
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Option 2: Upload photos from your computer

1. Click Upload photos to upload photos of your ID from your computer.

_I Continue on this computer

/===\ Don't have a phone? Upload photos of your ID
from this computer.

| Upload photos

2. You can either drag photos of the front and back of your ID from your computer and
drop them in the appropriate boxes, or click the choose from folder link to browse for
and select the photos to add. Once the photos are uploaded, click Submit.

° e}
Getting started  Veerify your ID Verify your Verify phane or Securs your
informtion address account
Add photos of your ID

Driver's license or state ID card

Tips for taking clear photos
s Use adark background
= Take the photo on a flat surface
» Do not use the flash on your camera
= File size should be at least 2 MB

Front of your ID
Must be a JPG or PNG

______________________________

H
Front of your driver’s license or E
state ID i

Drag file here or choose from folder

Back of your ID
Must be a JPG or PNG

______________________________

Back of your driver’s license or
state ID

Drag file here or choose from folder

Note: You may see a processing screen as the system completes the upload and Login.gov
verifies your identity.

CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024



CJA eVoucher for Attorneys 16

Once your identity has been verified, Login.gov verifies your name, date of birth, and address
using your Social Security number (SSN). In the Social Security number field, enter your SSN,
and then click Continue.

] /] o
Getting started Werify your [D Veerify your “erify phone or Secure your
information address account

@ We verified your ID

Enter your Social Security number

We need your Social Security number to verify your name,
cate of birth and address. Learn more about how we protect
your sensitive information (4

Don't have a Social Security number?

You must have a Social Security number to finish verifying
your identity. Exit Login.gov and return to CJA eVoucher User
Acceptance Testing

Social Security number
Example: 123-45-6789

[ Show Social Security number

=
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Your name, date of birth, and address are imported from your ID; verify that the information is
correct. If there are any errors, click the Update link next to the appropriate information and
edit as needed. Once your information is correct and complete, click Submit.

Note: You have five attempts to verify your personal information, after which your account will
be locked. To unlock your account, contact Login.gov.

] o o
Getting started Verify your ID Verify your Verify phone or Secure your
information address account
Verify your information N

We read your information from your ID. Review it and make
any updates before submitting for verification

First name: FAKEY

Last name: MCFAKERSON
Date of birth: October 6, 1938
ID number: TN

Address line 1:1FAKE RD Undate
Address line 2:

City: GREAT FALLS

State: MT

ZIP Code: 59010

Social Security number: 5**-**-***5 Undate

[J Show Social Security number

Next, verify your phone number. To do this, in the Phone number field, enter your phone
number, and then click the appropriate radio button to receive a one-time code either by text
message or phone call. Click Send code.

Gettingstarted  Verify your ID

address

®@ We verified your information

Verify your phone number

We'll check this number with records and send you a one-time
code. This is to help verify your identity.

Enter a phone number that is:

- Based in the United States (including U.S. territories)
« Your primary number (the one you use the most often)

Learn more about what phone number to use

Phone number

=- (210) 555-5555

How should we send a code?
If you entered a landline above. please select “Phone call

below.

O Text message (SMS) O Phone call

===

CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024
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In the One-time code field, enter the code sent to your device, and then click Submit.

] @ ] o
Getting started Verify your ID Verify your \erify phone or Secure your
information address account

Enter your one-time code

We sent a text (SMS) with a one-time code to {™) ™-
5555.This code will expire in 10 minutes.

One-time code
Example: 123ABC

| |
e Yl

Once your phone number is verified, in the Password field, reenter the password you created
to access Login.gov, and then click Continue.

o o < o o]
Getting started erify your ID Werify your Verify phone ar Secure your
information address account

@ We verified your phone number

Re-enter your Login.gov password

Login.gov will encrypt your information with your password.
This means that your information is secure and only you will
be able to access or change it

Password

[ Show password Forgot password?

B -
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The system generates a personal key, which you’ll need if you ever forget your password or lose
your authentication method. Keep your key in a secure place and do not share it with anyone.
Select the check box to confirm that you have saved your personal key, and then click Continue.

o ] (] ] o
Getting started Werify your ID Verify your Verify phone or Secure your
information address account

& We secured your verified information

Save your personal key

AR

VGCH -MCDA - CGYR -HAXS8

Your personal key was generated on January 22, 2024 at 11:33 AM

0 Copy s Download (text file) & Print

You need your personal key if yvou forget your password.
Keep it safe and don't share it with anyone.

If you reset your password without your personal key, you'll
need to verify your identity again.

Learn more about the personal key @

O I saved my personal key in a safe place.

B«
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Your Login.gov account is now verified. Next, you are asked to connect, or link, your Login.gov
account with your eVoucher account. Click Agree and continue and follow the instructions in
the next section to complete this connection.

<

Connect your verified information
to CJA eVoucher TrainingSand
District

CJA eVoucher TrainingSand District needs to know who you
are to connect your account. We'll share this information with
CJA eVoucher TrainingSand District:

@& Email address
daviddattorney210+f@gmail.com

Add a second authentication method. You will have to
delete your account and start over if you lose your only
authentication method.

Emm

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuing. Click Add a second authentication method and review the Adding an
Authentication Method section for those instructions if you wish to complete this task.
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Linking Your eVoucher Account to Your Login.gov Account ——

For NEW Login.gov accounts:

After you complete your identity verification and receive your security key, you are
automatically directed to your court’s eVoucher linking page. Note that the email address you
used to create your Login.gov account is pre-populated in the eVoucher Email Address field.

CJA eVoucher - Texas Western District Court

SDSO0 Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login, gov accoun
After completing this step, you will sign in using Login.gov going forward,

Mote: Please contact an eVoucher administrator for assistance.

eVoucher Email Address

daviddattormey@gmail.com h

Motice: This is a restricted government system for official judiciary business only. All activ
access attempts, may be recerded and monitored or reviewed by persons authorized by 1
praotection of system security, performance of maintenance, and appropriate manageme:

For EXISTING Login.gov accounts:

From your court’s eVoucher sign in page, click Sign in with LOGIN.GOV and follow the prompts

to sign in and authenticate your Login.gov account.

®= un official website of the United States government

CJA eVoucher - Texas Western District Court

TSD NV1VM IDC - Releas2 6.10.0.0

We've changed how you will login to eVoucher!

We now require users to sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will use
Login.gov for all future sign-ins.

signin with 1 LOGIN.GOV p—

Need to create a Login.gov account?
Use the Sign in button above and then use the "Create an account” button below the sign in fields.
Learn about our new login process
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Next, you are asked to connect, or link, your Login.gov account with your eVoucher account.
Click Agree and continue.

<

Connect your verified information
to CJA eVoucher TrainingSand
District

CJA eVoucher TrainingSand District needs to know who you
are to connect your account. We'll share this information with
CJA eVoucher TrainingSand District:

@ Email address
daviddattorney210+f@gmail.com

Add a second authentication method. You will have to
delete your account and start over if you lose your only
authentication method.

T

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuing. Click Add a second authentication method and review the Adding an
Authentication Method section for those instructions if you wish to complete this task.

Login.gov automatically directs you to your court’s eVoucher linking page. Note that the
eVoucher Email Address field is now pre-populated with your email address.

CJA eVoucher - Texas Western District Court

SDS0 Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login, gov accoun
After completing this step, you will sign in using Login.gov going forward.

Note: Please contact an eVoucher administrator for assistance.

eVoucher Email Address

daviddattorney@gmail.com h

Notice: This is a restricted government system for official judiciary business only. All activ
access attempts, may be recorded and monitored or reviewed by persons authorized by 1
protection of system security, performance of maintenance, and appropriate manageme
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Linking Your Accounts Using Your SLP Email Address and

Password

Existing eVoucher users who have an SLP can sign in using their SLP email address and

password.

In the eVoucher Email Address field, enter your eVoucher SLP email address, and then click

Next.

I\\,\“"‘?‘\;THT:\ xrs| - CJA eVoucher - Texas Western District Court

[H{COURTS

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account
Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Email Address /

I daviddattorney@firm.com I

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

Note: This field defaults to display your Login.gov email address. Update this field if your SLP
email address is different than what is displayed here.
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In the eVoucher Password field, enter your eVoucher SLP password (the password you
normally use to access eVoucher), and then click Connect Accounts. If you don’t remember
your password, click the Forgot your password? link and follow the security question prompts.
If you enter your password incorrectly six times or fail your security questions three times, your
account locks and you must contact your eVoucher administrator.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account
Enter the password for your eVoucher account to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Password

Forgot your password?

Connect Accounts

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher as you normally
would.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Home

I O You have successfully connected your eVoucher account to your Login.gov account, which you will use tosigninto eVoucher from now on.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.
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Linking Your Accounts by Email Invitation — New User

New eVoucher users who do not have an SLP can also link their accounts from the eVoucher

linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address
field. Click Next.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account
Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Email Address

I daviddattorney@gmail.com I

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

A message appears, prompting you to check your email and confirm that you entered the
correct email address.

S\ UNITID STATES | CJA eVoucher - Texas Western District Court

lliCOURTS

SDSO Training Sandbox - Release 6.10.0.0

0 Check your email

An email has been sentto daviddattorney@gmail.com with a link to confirm your email address. Follow the link to
continue creating your single login profile.
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Click the link in the email message to automatically link your accounts and return to your
eVoucher home page.

Dear David D Attorney,

District of Texas Western sent this link for you to connect your eVoucher Single Login Profile with Login.gov. In order to confirm this, you must click the link below to create or use an
existing Login.gov account.

PLEASE NOTE:
If you already have a different eVoucher Single Login Profile using a different email address that you would prefer be linked to this court instead, OR this email is in error and you
should not be linked to this court, please contact lisa_ornelas@ao.uscourts.gov to reach the CJA eVoucher help desk.

ICLICK HERE to connect this eVoucher Single Login Profile to Login.gov. Once connected, you will use Login.gov to sign in to eVoucher.

Regards,
District of Texas Western

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher as you normally
would.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0
Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Home

O You have successfully connected your eVoucher account to your Login.gov account, which you will use tosigninto eVoucher from now on.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.
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Linking Your Accounts by Email Invitation — Existing User

An existing eVoucher user who has an SLP but does not know their SLP credentials can also link

their accounts on the eVoucher linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address
field. Click Next.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account
Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Email Address

I daviddattorney@gmail.com I

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement

officials.

If your Login.gov email address is not the same as your SLP email address, an error message
appears, prompting you to contact your court’s help desk.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

Note: Please contact an eVoucher administrator for assistance.

I o Single Login Profile not found with that email address. Contact your local court helpdesk.

eVoucher Email Address /

Idaviddattomey@gmail.com I
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If you do this, your court then sends you an email message with a link that you can click to
automatically connect your two accounts.

Dear David D Attorney,

District of Texas Western sent this link for you to connect your eVoucher Single Login Profile with Login.gov. In order to confirm this, you must click the link below to create or use an
existing Login.gov account.

PLEASE NOTE:
If you already have a different eVoucher Single Login Profile using a different email address that you would prefer be linked to this court instead, OR this email is in error and you
should not be linked to this court, please contact lisa_ornelas@ao.uscourts.gov to reach the CJA eVoucher help desk.

ICLICK HERE to connect this eVoucher Single Login Profile to Login.gov. Once connected, you will use Login.gov to sign in to eVoucher.

Regards,
District of Texas Western

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher as you normally
would.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Home

° You have successfully connected your eVoucher account to your Login.gov account, which you will use tosigninto eVoucher from now on.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.
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Signing In to eVoucher

Once you've created your Login.gov account, linked it to eVoucher, and signed in to the
application for the first time, you will use your Login.gov credentials to access eVoucher going
forward.

To sign in to eVoucher, use any US Courts CJA eVoucher URL to access the Login.gov sign in
button. Click Sign in with LOGIN.GOV.

|\\ M CJA eVoucher - Texas Western District Court

'"" COURTS SDSO Training Sandbox - Release 6.10.0.0

We've changed how you will sign in to eVoucher!

We now require users to sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will use
Login.gov for all future sign-ins.

Signin with 't LOGIN.GOV

Need to create a Login.gov account?
Use the Sign in button above and then use the "Create an account” button below the sign in fields.
Learn about our new sign in process.

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all access
attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use, protection of system
security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this system or any connected
system, users expressly consent to system monitoring and to official access to data reviewed and created by them on the system. Any evidence of
unlawful activity, including unauthorized access attempts, may be reported to law enforcement officials.

By default, you are directed to the Login.gov sign-in page. In the Email address and Password
fields, enter the email address and password used to create your Login.gov account, and then
click Sign in.

eVoucher SDSO is using Login.gov
to allow you to sign in to your
account safely and securely.

Signin for existing users

\ Email address
\ Password

O show password
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Complete the action required by your chosen authentication method. In this example, you’ll
authenticate using a mobile device. In the One-time code field, enter the one-time code sent to
your device, and then click Submit.

Enter your one-time code

We sent a text (SMS) with a one-time code to (***) ***.5555.
This code will expire in 10 minutes.

One-time code

Example: 123ABC

‘ XXXXKX I

BN <

& Send another code ‘

Login.gov directs you to your eVoucher home page.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

David Attorney (Attorney)

Home Operations Reports Links Help Sign out

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

Case Defendant Type Status Date Entered

.47 R AaoAn Ce Pmcbmn Al P 4 P AAm AR A
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Vendor Manager System (VMS)

Beginning with release 6.11, you must create an account in the Vendor Manager System (VMS)
to manage your payment account information, including electronic file transfer (EFT) payments
for your services. This VMS account must be created and linked to your eVoucher account
before you can submit a voucher for payment.

A banner directing you to complete your vendor information in VMS displays on every page in
eVoucher until you set up at least one payment account in VMS. Click the Sign in to Vendor
Manager link to access VMS.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.11.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9

Home Operations Reports Links Help Signout _m

A Vendor Information Incomplete — Sign in to Vendor Manager

You must provide vendor and payment information in Vendor Manager before you can submit a voucher for payment. Go to Viendor Manager to
proceed.

Refresh page (F5) for latest information.

On the VMS landing page, click Sign in with LOGIN.GOV to begin creating your account.

= An official website of the United States Government.

Vendor Manager

=1 Manage your personal profile, business, and payment informatian.

Receiving payments made easier.

Vendor Manager allows individuals and business entities to register and maintain their tax and bank
information with the U.S. Courts for receiving electronic payments while maintaining proper reporting to the
IRS.

Sign in with  LOGIN.GOV

Review the VMS job aids for all the information necessary to create your VMS account.
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Single Login Profile (SLP)

An SLP allows you to link to your other court accounts and switch from one account to another
from within the eVoucher application without needing to sign out. It is set up by court staff
when your court profile is initially created in eVoucher.

Single Login Profile for David D. Attorney

SLP email address

David D. Attorney David D. Attorney David D. Expert
Account linked to Account linked to Account linked to
X District Court Y Circuit Court Z District Court

On the Single Login Profile page, you can:

e Edit your first, middle, and last name.

e Edit your email address.

e Access VMS to view and edit your payment account information.
e View your linked eVoucher accounts.

e Change your default court.

To access the Single Login Profile page, on the menu bar, click Help, and then click Single
Login Profile, or point to the profile icon, and then click Single Login Profile.

CJA eVoucher - Train District Court
SDSO Training - Rel 6.10.0.0
by = RakEE Single Login Profile

David D Attorney {Attorney)
Court Profile
Home Operations Reports Links Help Sign out m

> Help > Single Login Profile
Court Profile

Contact Us

Welcome, David Attorney 9

Privacy

eVoucher Documentation: Attormey and Expert Users
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Editing Your SLP

Your SLP information is divided into three sections: Account Information, Billing Information,
and Linked eVoucher Accounts. Click the plus (+) or minus (-) signs to expand or collapse each
section.

Note: The Account Information section automatically displays when you access your SLP

information.

Single Login Profile — David Attorney

[

Account Information  Wils——

First name Middle name Last name Suffix
David D Attorney

m
[
=

Email address
daviddattorney210@gmail.com

m
=N
=3

Password

D LOGIN.GOV

Billing Information  wii—

[+][+]

Linked eVoucher Accounts i mmeee—
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34

Modifying Your Name

To edit your name, in the Account Information section, click the Edit link to the right of your

name.

Single Login Profile — David Attorney

Account Information

First name Middle name Last name Suffix
David D Attorney -

Make any necessary changes, and then click Save changes.

Single Login Profile — David Attorney

Account Information

First name Middle name Last name Suffix

I David I D Attorney H ‘

=B

Note: It is important to remember that changing your SLP name does not change the name
associated with your court profile.
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35

Updating Your SLP Email Address

Click the Edit link to the right of your email address.

Email address
daviddattorney210@gmail.com

Enter your new email address, confirm it, and then click Save changes.

m
(=X
=

Single Login Profile — David Attorney

Account Information —

A Note: This email change does not change the email associated with Login.gov

First name Middle name Last name Suffix
David D Attorney

m
=X
I~

Email address

daviddattorney@gmail.com ‘

Confirm email address

daviddattorney@gmail.com I

Note: It is important to remember that changing your SLP email address does not change the
email address associated with your Login.gov account.
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Updating Your SLP Password

After you link your Login.gov account to your eVoucher account, Login.gov handles all password
changes and forgotten password requests. The Login.gov logo is visible in the Password section
of your SLP account information, but you can’t edit your password from here.

Single Login Profile — David Attorney

Account Information

First name Middle name Last name Suffix
David D Attorney -

m
o
=3

Email address
daviddattorney@gmail.com

m
a
=3

Password

O LOGIN.GOV

Note: Login.gov is a separate application from eVoucher. For password assistance, visit their
Help center page at https://www.login.gov/help.
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Viewing Billing Information

Click the plus sign (+) to expand the Billing Information section.

Single Login Profile — David Attorney

Account Information +
Billing Information +
Linked eVoucher Accounts +

View read-only payment account information from VMS in this section. Click the go to Vendor
Manager link to go to VMS to edit your billing and payment information there.

Single Login Profile — David Attorney

Account Information +

Billing Information -—

Payment accounts that are ready to use display below. To see all payment accounts, go to Vendor Manager

David Attorney /

TIN (SSN): +e-se-2:00

Electronic payments will be sent to:
Routing Number: 121000248, FAKE BANK
A

89
38

Linked eVoucher Accounts +
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Viewing Linked eVoucher Accounts

Click the plus sign (+) to expand the Linked eVoucher Accounts section and view any accounts
that are currently linked.

Single Login Profile - David Attorney

Account Information +
Billing Information L
Linked eVoucher Accounts +

If this is your first time in the system, your only linked account is the one with the court you just
logged in as. This is your default account. Users with more than one eVoucher account have
one account designated as the default.

Your default court is the court that initially appears when you sign in to eVoucher. To change
your default court, in the Default column, click the radio button for the desired court account,
and then click Save changes.

Single Login Profile - David Attorney
Account Information +
Linked eVoucher Accounts

Multiple eVoucher accounts can be linked to a Single Login Profile. If more than one account is linked, select a default eVoucher account.
Use the Accounts menu to switch between accounts

Account User Type Default
District of Texas Western (DavidAttorney) Attorney O
Fifth Circuit Court (DavidAttorney) Attorney

m Save changes
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Accessing Multiple Accounts in eVoucher

From the Accounts menu, click the court account in which you wish to work.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

David D Attorney (Attorney)

Home Operations Reports Liniis Accounts Help Sign out
District of Texas Western - Attorney

Fifth Circuit Court - Attorney

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entered
1:14-CR-08805-AA- Jebediah Branson (# 1) AUTH-24 _ Voucher Entry 04/14/2014
Start: Claimed Amount: 0.00 Andrew Anders N Edit

Single Login Profile (SLP) vs. Court Profile

Here are some tips for viewing which court account you are in and who you are within that court.

Court account to . . .
o . . Single Login Profile (SLP) username
which you are signed e
B=  An official website of the Uni d States government 9 Profile icon

CJA eVoucher - Train District Court

SDSO Training - Release 6.10.0.0 we'°°""
David D Attorney (Attorney) plisiclozinlGaite

Court Profile
Hom Operations Reports Links Accounts Help Signout

Sinale Login Profile Circuit - Attorney

Atto rney/expert District - Attorney

court account

List of linked accounts to which you have access

1. Court account — This is the court account you selected from the Accounts menu, showing
the account to which you are signed in.

2. Single Login Profile (SLP) — This profile is attached to a person. It connects multiple eVoucher
accounts a user may have.

3. Profile icon — You can access your SLP or court profile, or sign out from here. You can also
access these options from the Help menu.

4. Court account username — This displays the court user you are signed in as, and your full
name and user role as they appear for that court profile.

5. Accounts menu — From this menu, you can access all of the court accounts to which you are
linked.
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Home Page

Your home page provides access to all of your appointments and vouchers. Security measures
prohibit you from viewing other attorneys’ information. Likewise, no one else can view your

information.

Home Operations Reports Links Help  Signout

T group by 2 particular Heades, rap the colum to this aree.

Case Defendant

Search: Appatntments
Date Entered

Defendant

Type Status

o Wilkam Cark (=
Caimed Ameunt: 1,200.00

Paul Wilam Cark (< 1
Caimed Ameunt: 0.00

Pl Wlarm Clark (2
Caimed Ameunt: 0.00

Allcases have been cumenty assgned
Voucher Entry s
Investigater [ S

Ho date

AUTH2S o120

vouchar Entry
L s

‘ayatpms To group by 3 partcular Header dra the colume ta this ares. search: |

Voucher entry
N Defendant Trpe status
Pl Wikem Gork (2 1 ren

D D Attorney

Date Entered

‘Submitted to Court 1y/0972015
040,0000020

Page 1.0f 1 (3 ems)

Paul Wikam

Clnek (4 1 ozy11/2022
Claimed Amouat: 20,009.00

™ Submitted to Court
Paralegal Services 100000

Pl Wilkam Cark (= 1| Qaze

121072035
Clsired Ameurt: 8,800.00

Submated to Court

1
‘Appointment ID: 103

Pl Wilkam Ok (= | AT 2E
i

/0272005
med Amount: 0.00

Submited to Court
0101,0000067

Page 10f 1 (4 fems)

o group by 3 partcular Heades, drag the columa to this area. Semrcn:

Case Defendant Type status Date Entered

Page 1061 (2 nems)

ol viiliam Gark [ A
0

2jezians
Claimed Amount: 9.00 Teresa Tramscripts

Vouches Eni
N "

Paol willam Ciark (2 o2
o

o1/2872018
jaimed Amount: 0.00 Teresa Transcripts A

Voucher Entry
Edit

Page 10/ 1 (2 items)

To group by & particular Heades, drag the colum to this area. Sewrch: |

Case Defendant Trpe Status Date Entered

o rows have been secoided o0 e databsse

Mo data

Section Name Contents

My Active Documents

This section contains documents that you are currently working on or that
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
Assignments

Cases appear in this section if an appointment has been proposed to you and
you have not accepted or rejected it.

My Submitted
Documents

This section contains vouchers for you—or your service provider—that have
been submitted to the court for payment, along with documents submitted to
the court requesting expert services or interim payments.

My Service Provider’s
Documents

This section contains all the vouchers for your service providers, including:
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 section contains documents that have been paid or approved by the
court. Closed documents only display for open cases until they are archived
and/or for 60 days after the appointment is terminated. They are still
accessible on the Appointment Info page.
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Navigating the CJA eVoucher Program

CJA eVoucher - Train District Court
SDSO Training - Release 6.10.0.0

David D Attorney (Attorney)

Home Operations Reports

CJA eVoucher for Attorneys

Welcome, David Attorney 9

Links Accounts Help Sign out _n

Menu Bar Item Description

Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you can run on your appointments.
Links Click to access links to CJA resources such as forms, guides,
publications, etc.
Accounts Click to access your different court accounts.
Click to access:
e Another link to your SLP.
e Another link to your court profile.
Help .
e Contact Us email.
e Privacy notice.
e eVoucher help documentation for attorneys and experts.
Sign out Click to sign out of the eVoucher program.
Search field Enter search criteria to look up any of your cases.

Customizing the Home Page

You can customize your home page to change the way your information displays in each section.

Expand/Collapse a Section: Click the plus sign (+) to expand a folder. Click the minus sign (-) to

collapse a section.

Resize a Column

Along the column headers (e.g., Case, Defendant, Type, etc.), point to the line between the
columns until a double arrow (<=>) appears.
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Click and drag the line in the desired direction to enlarge or reduce the column size.
Note: The section size does not increase; therefore, some columns may move off the screen.
Group by Column Header: To sort all the information within a section, you can group

documents by column header. All folders displaying the group header bar can be sorted in this
manner.

Step 1

Click in the header for the column by which you wish to group.

I My Active Documents

 To group by a particular Header, drag the column to this area. | Search: |

Case Defendant Type .\ Status Date Entered

Click and drag the header to the group by header bar.

E My Active Documents

eader, drag the column to this area.

endant Type

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

B My Active Documents

Group by: Case - Search: |
Case © Defendant Type Status
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Court Profile

If given access by your court, you can make changes to your eVoucher account information. On
the home page, point to your profile icon, and then click Court Profile.

B= An official website of the United States government

CJA eVoucher - Train District Court Welcome, Andrew Anders 9
SDSO Training - Release 6.10.0.0

Single Login Profile

Andrew Anders (Attorney) Court Profile

Home Operations Reports Links Help Sign out

> Help > Court Profile

On the Court Profile page you can:

e Edit contact information, phone, email, and/or physical address in the Attorney Info
section.

e Manage your payment accounts, Social Security number (SSN), and/or employee
identification number (EIN) from the VMS. Copies of a W-9 must be provided to the
court, and any changes to the SSN or EIN must be completed in VMS.

e Add a time period in which the attorney will be out of the office in the Holding Period
section.

e Document any continuing legal education (CLE) attendance.

Click Edit or View to the right of the Attorney Info, Holding Period, and Continuing Legal
Education sections to expand these sections and edit any information. Review your court profile
and add any missing information as needed.

= Help > Court Profile

Court Profile

Bar Number:

ot will  Name: Andrew Anders

appear on payment voucher
required for national mandatory
eporting.

Contact Info:
Phone: 210-555-1234
deadmail@support.aotx.uscourts.go

Address:

110 Main Street

San Antenio, TX 78210
us

L

ctronic Payment details on the
ge payment accounts at
Vendor Manager. Editing is no longer
available here.

Manage at Vendor Manager

Holding Period No Info has been stored.
Please click VIEW to type your info.
Continuing Legal No info has been stored.
- Please click VIEW to type your info.
Education . f
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Attorney Info

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

Attorney Info

This is the contact information that will
appear on payment vouchers. SSN is
required for national mandatory

reporting.

Bar Number:
Name: Andrew Anders

Contact Info:

Phone: 210-555-1234 | Cell Phone: 210-555-2400
aandersattorney@gmail.com

deadmail@support.aotx.uscourts.gov

Address:

110 Main Street

San Antonio, TX 78210
us

If you have an SLP that is linked to more than one court, certain changes made to the Attorney
Info section of your court profile are applied to any of your other linked accounts with the same
SSN/EIN after one business day. This information displays at the top of your Court Profile page
and details the sections that are affected across any of your other linked accounts:

Court Profile

For Attorney Info or Expert Info section of this court profile, changes made to Address lines, City, State, Zip, Country, Phone and Fax WILL be applied to any linked accounts with the same SSN/EIN

| after one business day.

Changes made to Name, Email, and Bar Number will NOT be applied to any other linked accounts with the same SSN/EIN.

Make any necessary changes, and then click Save.

Attorney Info

* Required Fields

This is the contact information that will | 22" Number

appear on payment vouchers. SSN is

required for national mandatory
reporting.

Tax Identification Number: * (If on Panel)
SSN: | seaseaseece

Confirm: ‘-

006-20-2024
First Name * Middle  Last Name *
{Andrew J Anders
Main Email *
aandersattorney@gmail.com
2nd Email
{deadmall@supportaotx.uscuurts.gov
3rd Email
Phone * Cell Phone

|210-555-1234 |210-555-2400

Address 1 * City *
{ 110 Main Street |San Antonio
Address 2 State * (US only)
\ [TEXAS
Address 3 Country *
| UNITED STATES

Zip * (US only)
v |78210

| Foreign Vendor?
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Notes:

e SSN/EIN information displays in the Attorney Info section for attorney accounts with this
information that were added to eVoucher prior to the 6.11 release. You cannot edit this
information in the court profile and must go to VMS to change your SSN or EIN.

e The Country field is automatically set to UNITED STATES unless otherwise indicated.

e Foreign vendors should select the Foreign Vendor? check box and enter the appropriate
information.

e You can list as many as three email addresses. Notifications from eVoucher are sent to all
email addresses.
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Billing Info

In the Billing Info section of your court profile, you can view and manage your payment account
information in one of two ways.

Note: Beginning with release 6.11, you can no longer add or edit your billing information on

eVoucher’s Court Profile page. Additionally, read-only billing information displays in the Billing
Info section if your account included billing information prior to the 6.11 release.

Click View SLP to access your SLP section in eVoucher.

Billing Info

View Electronic Payment details on the
SLP. Manage payment accounts at
Vendor Manager. Editing is no longer
available here.

View SLP

Manage at Vendor Manager

Payment account(s) you have set up in VMS display in the Billing Information section. Click the
go to Vendor Manager link to view and edit your payment information there.

Home Operations Reports Links Help Sign out _n

> Help > single Login Profile

Single Login Profile - Andrew Anders

Account Information +

Billing Information

Payment accounts that are ready to use display below. To see all payment accounts, go to Vendor Manager

Andrew Anders
TIN (SSN): ss-00-0020

Electronic payments will be sent to:
Routing Number: 121000248, FAKE BANK
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Click the Manage at Vendor Manager link to access VMS.

Billing Info :
View Electronic Payment details on the e
SLP. Manage payment accounts at
Vendor Manager. Editing is no longer
available here.

Manage at Vendor Manager

Click Sign in with LOGIN.GOV to view and edit your payment account information there.

= An official website of the United States Government.

Vendor Manager

Manage your personal profile, business, and payment information.

Receiving payments made easier.

Vendor Manager allows individuals and business entities to register and maintain their tax and bank
information with the U.S. Courts for receiving electronic payments while maintaining proper reporting to the

IRS.

Sign in with @ LOGIN.GOV

Note: Payment account information must be entered in VMS before any payments can be
made.
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Holding Period

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

Changes made in this section are not applied to any of your other linked accounts. This
information is noted at the top of your Court Profile page.

Court Profile

Changes made to this court profile will not be applied to any other linked accounts.
Use the Accounts menu to switch to other linked accounts and make changes to each court profile separately.

In the Holding Period section, click View.

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

Click Add.

Holding Period Back | | “

Starting Ending Notes

Search:

No Holding Period

No data
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In the corresponding fields, enter the starting and ending dates, along with any applicable
notes. Click Save.

Holding Period [Back ] [ save |

Starting Date Ending Date
l09/02/2024 |7 [09/13/2024 T
Notes

Vacation
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Continuing Legal Education (CLE)

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

Continuing Legal No info has been stored. . View
Education Please click VIEW to type your info.

Changes made in this section are not applied to any of your other linked accounts. This
information is noted at the top of your Court Profile page.

Court Profile

Changes made to this court profile will not be applied to any other linked accounts.

Use the Accounts menu to switch to other linked accounts and make changes to each court profile separately.

To add CLE information, click Add.

Continuing Legal (B ] | |
Education

Add ||

Files Credit Date Hours Subject

No Continuing Legal Education

No data

Click the Credit drop-down arrow to select CLE categories. In the corresponding fields, enter the
date, the number of hours, and a description. Click Save.

Continuing Legal

Education

Credit | Criminal Law v |

Date | 05/15/2024 %

Hours \ﬁ\

Description

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

Note: After you save information, you can upload related PDF documents.
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Click Browse to upload and attach a PDF document. Once the document is uploaded, click Save.

| Back | || save |

Credit \ Criminal Law v ‘
Date \05/15}2024 =5
Hours ‘£|

Description

Documentl \ Browse... | No file selected.

Continuing Legal

Back Edit Add Delete
S [ | [ 1] aad ) [Coome ]
Search
Files Credit Date Hours Subject
8 1 Criminal L... 05/15/2024 3

L. CLE Documentation.pdf

Page 1 of 1 (1 items)

Note: All entries appear in the grid. To access, edit, or delete an entry, click the entry and then

click Edit or Delete.
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Appointments’ List

On your home page, in the Appointments’ List section, locate the desired case.

Click the case number link to open the Appointment Info page.

Search: |
Appointments Defendant
I Caze: 1:14-CR-08805-AA I Defendant: Jebediah Branson
ET o Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Reprasentation ID: 2 Pres. Judge: Albert Albertson
Appointment ID: 4 Adm./Mag Judge:
e e Appointment Info
I e e S DETHIV CobE VGUCHER RUMELE
s ebedsah Branson
© DIST. DS DS NERGEE CAFFEALE BETEES o
|1:14.CR-08805.1.A4
LLLLLL T TYFTPERSON L3 To°E
[Felony (mch re-trial diversion
7SA v, Branson g |adust Defendant [crisainal Case:
[T OTT e CHED
[15:1825 F INSPECTION VIOLATION PENALTIES
T T TORNEY S NAKE KD AL, T COTRT GRER
e A o A Auecne [ O DFedesl O FSebofor Fedenal
[San Amtonic TX 78210 O LLarssClmd @ O Appistisg  © PSebferPisal O RSebs Ror RusBH
|AUTH Create [Phone- 210-833-5623 (Capial Ouly) Coumal Amsener Asrney
| ttorization for Expert and other foel phone: 2105551234 , O TRetisd 0 USBBCP (%
Services Eenail- eSS g e
2 ¥ Sumdhy Conmsat
AUTH-24 Create
| uthorization for payment of fPrise Asommers Name
tramscript frzvomment Dute:
FiEhatrs o resdin Jud or By Orde athe Conrt
JAlbert Albertson
T PO VANE A VATING AOORESS ol e Tane D
Rapayment c ¥ES & 30
0 Create |l Vouchers on File
| Appaintment of and Authority to Pay
Court-Appointed Counsel To group by a particular Header, drag the column to this area, search: ||
Case Defendant Type Status Date Entered
[13-CR-08805-AA  Jebediah Branson (= 1 aum " Voucher Entry O]
sa Caimed Amount: 1,000.00 Andrew Anders ‘ Edit
Chemist/Taricalugist 5
«  Jebediah Branson (= 1 AUTH 07j28/2022
Chaimed Amount: 500,00 Andrew Anders E 5 mxnusm
Chamist/Tenieslogist
e «  Jebedish Branson (= 1 [=re Ty Submitted to Court o1/25/2022
in Excess of the Statutory Case Galmed Amount: 0.00 Pk —
Chemist/Toxicologist FINAL PAYMENT
Jebediah Branson (= 1] AUTH 01/25/2022
Claimed Amount: 400.00 Andrew Anders L
WEL Ci Approved Amount: 400.00 ChemistToricologist =
Authorization for payment of Travel
c  Jebedish Branson (= 1 AUTH Voucher Closed o1/25/2022
Caimed Amount: 300,00 indrew Anders 1, a0
" 500,00 h T
Jebediah Branson (= 1 AUTH Voucher Closed oyj15/2022
Defendant Detail Budgst Report Caimed Amount: 750.00 Andrew Anders i ¥
De:d n:"a;u.:fu (arqdde::mr. Approved Amout: 750,00 Chemist/Toxicologist f"
c  Jebedish Branson (= 1) [=r% 1 _ Voucher Entry 12/14/2021
ot Summary Budget R Caimed Amount: 0.00 Lucy Hall N et
Tatals only of budget infa for Litigation Support Senvces
deendunt Ak Jebedioh Branson (= 1) ATH Vewdhar Gocad 12/14/2021
Claimed Amount: 10,500.00 Andrew Anders. " 0101 0000920
Appreved Ameunt: 10,000.00  Paychologist L]
. Jehedish Branson (2 1) AT Vaucher Closed 2ihwan
Caimed Amount: 1,200.00 Andrew Anders Vi, Lo
“Approved Amount: 1,200.00 Chemist/Tomicolegist
. Jebedish Branson (= 1) an2 mit 12/14/2021
Claimed Amount: 1,050.00 Rick Astiey G _m oot
ChemisyTanicolugiet FINAL PAYMENT
122852 . lat= Page 1.0f 18 (176 tems)

Section Name Contents

Appointment Info This section contains all information about the appointment.
Vouchers on File This section contains all vouchers for the appointment.

Appointment This section describes the information found on the page. Click the View
Representation link to open the Representation Info page.
Create New Voucher | Click the Create link next to the voucher to create a voucher for the
appointment.
Reports This section contains reports for the appointment.
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View Representation

CJA eVoucher for Attorneys

Click the View Representation link to display the following information:

Default excess fee limit

Presiding judge
Magistrate judge
Co-counsel
Previous counsel

In the Appointment section, click the View Representation link.

The Representation Info page appears.

Representation

an view or

Representation Report

Appointment

In this page you will find a
summary about this
appointment, including a list of

vouchers related to this
appointment and links to create
new vouchers

[ ]

Representation Info

1. CIRLDIST/DIV.CODE 3. PERSON REPRESENTED [VOUCHER NUMBER
Jlebediah Branson

3 MAG. DKT/DEF NUMBER 1 DIST. DET/DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6 OTHER DKT/DEF NUMBER
1:14-CR-08805-1-A4

7. IN CASE'MATTER OF(Case Name) E.PA\]D'_.NT C.-\_TEGOR.Y . . 0_TYPE PERSON REPRESENTED 10 REFRESENTATION TYPE

JUSA v. Branson Felony (including pre-trial diversion ), 4 yopondane |Criminal Case
Jof zlleged felony)

T1. OFFENSE(S) CHARGED

15:1823F INSPECTION VIOLATION PENALTIES

EXCESSFEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1

$11.500.00 Albert Albertson

DESIGNEE I
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornelas@aotx. uscourts.gov
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Creating a CJA-20 Voucher

The court creates the appointment. The attorney initiates the CJA-20 voucher.
Note: All voucher types and documents function in primarily the same way.

In the Create New Voucher section, from the CJA-20 voucher template, click the Create link.

CIA-20 Create)
Appointment of and Authority to Fay
Court-Appointed Counszel

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

CJA-20 I Basic Info Services Expenses claim Status Documents Confirmation
Attorney Enters —m
Voucher . \ T b
Basic Info abs appear
1. CIR.DISTDIV.CODE 7, PERSON REPRESENTED "OUCHER NUMBER
ef - Jebe. T 0542 Tebediah Branson
Def.: Jebediah Bransor Pese 000 pebedwmbramson | ]
e ensen 3. MAC. DK1/DEF NUNBER T DIST. DK I/DEF NUMBER T APPEALS. DKTDEFNUMBER %, OTHER. DKT/DEF NUMBER. at th e tO p Of
5:78-CR-00210-88-AA
Link to CM/ECF 7.IN CASENATTER OF(Case Name) 8. PAYAIENT CATEGORY S TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
. [USA v. Bransen Felony (including pre-trial diversion | g, pefondant |Criminal Case t h e screen.
of alleged felony)
Voucher #: 11 OFFENSE(S) CHARCED
Start Date: 12:1457.M PENALTIES - PROHIBITED ACTIVITIES
End Date: T xj;mlém:\"s TAME AND )L«\[Lbl,\'(; SDDRESS 13. COURT ORDER
. [David Dd Attorney - Bar Number: 1234123
bsooMains: U asoctae e crcomsna 05 ESebebrTated

San Antonio TX 78209

@ services: $0.00 -

h _ ()1 Learned Conmrel  EB0 Appointing [P Subs for Panel LR Subs for Retained.
[Phone: 2105552500 - Fax: 210-265-1185 (Capital Only) Counzel 1 At

[Email: daviddattorney@gmail.com ;
© Expenses: $0.00 - SR oeRE DsProse Q:';:mma 91 Subs forPro (] y 4 i

[+ Staudby Counsel

Representation Fee Limit:
[Prior Attorney's Name
$10,300.00 |Appo ates

Signa siding Judge or By Order of the Court
p— Albert Albertson

;Fﬁﬁf»'é':é’iﬁﬁ: After A d 14, LAY FIRM NAME AND MAILING ADDRESS I;T:'Bg;d“ Nunc Pro Tune Date

$10,300.00 Repayment [ yes B o
Tasks Payment Details

Link To Appointment Select the payment details. Payment accounts that are ready to use display below. To see all payment

Link To Representation accounts, go to Vendor Manager
SIS ‘ David D Attorney s

Import Service Entries (.csv)
Reports David D Attorney A rogress ba r
Defendar sunmary oudoet Regort || | TIN (SSN): +ee-ve-2+00 prog

Totals only of budget info for

defendant . ; appea rs at the

Electronic payments will be sent to:

Defendant Detail Budgget Report Routing Number: 121000248, FAKE BANK

Detail budget info for defendant Account Numbers: seeserses 89 bOtto m Of th e
CIAZ0 - Attorney

screen.
CIA20 - Rejected
CIA20 - Transfer «rirst ][ < Previous | [ Next> ][ Last» Save

Notes:
e To avoid data loss, frequently save any entries made to a voucher.
e To delete a voucher, click Delete Draft at any time prior to submitting it.
e To check for warnings or errors in the document, click Audit Assist at any time.
e To navigate, click the tabs or the navigation buttons in the progress bar.
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Entering Services

Line-item time entries should be entered on the Services page. Both in-court and out-of-court
time should be recorded here.

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

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

Basic Info ) Services Expenses Claim Status Documents Confirmation
Services
Date = E—m Description 'y
Service Type - |=
bocren || e[| ar
bous | |- ats1sz00 perhour
* Required Fields
To group by a particular Header, drag the column to this area.
Service Type | Date =« | Description ‘ Hrs‘ Rate | Amt
(Empty)
No data to paginate Go to page: \:\ View items per page: 10 25 50 100
—
[ «First || <Previous || Next> || Last» Delete Draft Audit Assist
 S— |

Enter the date of the service. The default date is always the current date. You can either type
the date in the Date field or click the calendar icon and select a date from the pop-up calendar.

Services
Date -z | Descri
Service Type | | July 2024 »

Dc#EF (|« su Mo Tu we Th Fr sa
Hours [l » 30 2 3 4 5 6

» 7 8 9 10 11 12 13
* Reqred Pl » 14 15 16 17 18 19 20
» 21 22 23 24 25 26 27 |
» 28 29 30 31 1 2

To group by a parf]

2w

[1s]

Service Type » - 5 6 7 8
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Click the Service Type drop-down arrow and select the service type.

Date

Services

07/01/2024 | = 14

Description

Service Type

Doc.# (ECF)

Hours

* Required Fields

To group by a pa

In Court Services
a. Arraignment and/or Plea
b. Bail and Detention Hearings
c. Motion Hearings
d. Trial

e. Sentencing Hearings

Service Type

Note: You can add dates in any order;

newest, as they are entered.

they automatically sort in chronological order, oldest to

Enter your hours of service in tenths of an hour, enter a description, and then click Add.

Date 07/01/2024 | = 1)

Description First appearance an arraignment of defendant. a

Service Type |a. Arraignment and/or Plea

v|’=

Doc.# (ECF) Pages
rHours 5.0[* at$152.00 per hour.

* Reguired Figlds

Add | Remove
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The entry is added to the voucher and appears at the bottom of the Service Type column. The

default sort for services is chronological by date, oldest to newest. Click an entry to edit and
then click Save to save your changes.

Basic Info I Services Expenses Claim Status Documents Confirmation
Services
Date 07/01/2024 |~ E Description a
Senice Type v -
bt || e [ | -
Hours : * at $152.00 per hour.
* Requirzd Felds
To group by a particular Header, drag the column to this area.
Service Type ‘ Date = ‘ Description ‘ Hrs‘ Rate ‘ Amt
a. Arraignment and/or Plea 07/01/2024 First appearance an arraignment of defendant. 5.0 $152.00 5760.00
Page 1 of 1 (1 items) 1] Go to page: || | View items per page: 10 25 50 100
«First_|[ < Previous |[ Next> |[ Last» Delete Draft Audit Assist
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Importing Service Entries

Attorneys using commercially available timekeeping and billing systems can directly import
multiple service entries into a CJA-20/30 voucher from a file saved in comma-separated value
(.csv) format.

As a best practice, the Import Service Entries feature should be started on a new or empty CJA-
20 voucher. If you have service lines already entered on a voucher, they will be overwritten
with the data imported from the .csv file.

Note: If you have an associate on your voucher and want to use the import service entry
function, the lead attorney MUST import their entries first or they will overwrite the associate
attorney's entries. Review the Importing Time job aid on the eVoucher training website for
more detailed instructions for importing service entries with associates.

Select the appropriate appointment and click the Create link for the CJA-20 voucher to open
the document. In the Actions section on the left side of the page, click the Import Service
Entries (.csv) link.

CJA-20 b Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters —_—
Voucher . p
T CIR/DISTDIV.CODE T PERSON REPRESENTED FOUCHER NUMBER
Def.: Jebediah Branson 0542 Jebediah Branson
3 MAC. DKTDEFNUMBER 1 DIST, DKTDEFNUMBER . APPEALS. DKTDEFNUMBER 6. OTHER. DKT DEF.NCMBER
5:78-CR-00210-88-AA
Link to CM/FCF 7.IN CASEALATIER OF (Caze Name) 8 PAYMENT CATEGORY 2. TYPE PERSON REPRESENTED 10. REPRESENTATION IYPE
JUSA v Branson Felony (including pre-tral diversion Adult Defendant [Criminal Case
of alleged felony)
L OFTENSE(S) CHARCED
12:1457 M PENALTIES - PROHIBITED ACTIVITIES
T2 ATTORNEY 'S NANE AND MAILING ADDRESS T3, COURT ORDER
[p500 Main st I Occocumn plomt Dlrsorrecs

& Sservices: $0.00 [San Antonio TX 78209 (1 Learned Councel EB0 Appointing [

bs for Panel [
IPhone: 2105552500 - Fax: 210-265-1185 (Capical Ouly) Counsel Attorney e

[Email: daviddatiorey @email.com s
© Expenses: $0.00 = Oserose 9;}‘;‘"“" E]" Sabs forPro () x g dministraive

Oyst

End Date: [David Dd Attorney - Bar Number: 1234123

Representation Fee Limit
$10,300.00

Fee Amount Remaining After Approved - -
and Pending: 14. LAW FIRM NAME AND MAILING ADDRESS [Dat

e Judze or By Order of the Court

Nune Pro Tunc Date

71
$10,300.00 Repavment [ ves Exo
Tasks Payment Details
Link To Appointment Select the payment details. Payment accounts that are ready to use display below. To see all payment
Link To Representation accounts, go to Vendor Manager
Actions David D Attorney s
Import Service Entries (.csv)
Reports David D Attorney
Defendant Summary Budget Report TIN (SSN): see-ve-200
Totals only of budget info for
defendant
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The Services page appears. To download and view a sample .csv file, click the sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click Additional Information to expand the section and view instructions for importing time
from a .csv file.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing system and saved in Comma Separated Values [C5V)
format. The CSV file must contain all required column headings and data types. Please download ou for the correct column headings
and service type values,

IMPORTAMNT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the
contents of the imported C5V file.

- Additicnal Information

Each service line entry must have data in the following columns:

Date

Hours

Description

Service Type (EXAMPLES: "15b" or "(30) 15b. Interviews and Conferences with Client”™)

The following columns do not require data, but should be included in the header rowr:

s [DocE
= Pages

For additional information refer to the eVoucher Online Halp.

A SV file when opened in a text editor might look like this:

Date, Hours, Description, Service Type, Doc=, Pages

1/4/2021,1.0,Met with client,(30) 15b. Interviews and Conferences with Client,,
1/4/2021,.5,Reviewed Indictment,15f,4,25

1/5/2021,1.2,"Hearing on Motion to Dismiss, induding wait time”,15a,,

Import Service Entries (.csv) |

Date 9/3/2021 | =2 Description -

Service Type =

Doc.# (ECF) I:I Pages : -
Hours I:I“ at £197.00 per hour.

* Requirad Fields
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

Basic Info b Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing system and saved in Comma Separated Values (CSV)

format. The CSV file must centain all required column headings and data types. Please download our sample spreadsheet for the correct column headings
and service type values.

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the contents
of the imported CSV file.

+ Additicnal Information

| Import Service Entries (.csv) |
Date 932021 | == Description "

Service Type | = | -
Doc.# (ECF) Pages [ v
Hours E *  at $152.00 per hour.

= Requred Falds

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

Service Type | Date =« ‘ Description | Hrs ‘ Rate ‘ Amt
(Empty)
No data to paginate l:l View items per page: 10 25 50 100

Note: The service types for the CJA-30 sample spreadsheet differ slightly to match the
information needed for that document type.

Your file directory browser opens. Click the correct .csv file, and then click Open.

e Open = o x
I R < External Users » time import v O Searchtime import P w n % -~ @
| I
| Organize New folder =- 0 @
Name Date modified Type
il Desktop ~ # B UA-20 Service Time Import 8/9/2021 10:01 AM Microsoft Excel Comma Separat

& Documents # \
A Downloads #

ma Separated Values (CSV)
A Pictures »

for the correct column headings

| be overwritten with the contents

File name:

¥ | Microsoft Excel Comma Separat ~ |

Upload from mobile m Cancel

y I
$10,300.00 Doc.# (ECF) | Pages I hdl

% I 3 Add || Remove
oy ——y— - B R =

and Pending:
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A success message appears, indicating the number of entries that were imported and saved to
the services table.

Basic Info p Services Expenses Claim Status Documents Confirmation

o Service entries have been updated!
13 entries have been successfully added from CJA-20 Service Time Import_correct.csv and saved to the services table below.
/ Click here to view a report for the entries imported.

Services
Date 9/3/2021 * EE Description a
Service Type = *

Doc.# (ECF) | | Pages [ ] v,
Hours :] *at $152.00 per hour.

* Required Fields

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

Service Type ‘ Date =« ‘ Description ‘ Hrs‘ Rate ‘ Amt
e. Investigative and Other Work 07/01/2021 Test 0.1 $152.00 $15.20
b. Obtaini d Reviewi

ning and Reviewing 07/01/2021 Test 04 $152.00 $60.80
Records
a. Arraignment and/or Plea 07/02/2021 Test 0.2 $152.00 $30.40
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Importing Service Entries on Previously Created CJA-20s

While it is recommended to start the Import Service Entries feature on a new or empty CJA-20
voucher, you can add time to the services table of an existing voucher.

On the home page, in the My Active Documents section, click the Edit link for the appropriate
CJA-20.

'&'jAndrew Anders (Attorney)

Operations Reports Links Help Signout

To group by a particular Header, drag the column to this area. Search: [
Case Defendant Type Status Date Entered
5:78-CR-00210-AA-  Jebediah Branson (# 88) CIA-20 ] VOUCintrv 08/13/2024
Start: Claimed Amount: 760.00 David Dd Attorney N e
End: -
5:08-CR-00806-AA- Thomas Watson (# 14) CIA-20 _ Voucher Entry 06/10/2024
?ﬂdm Claimed Amount: 0.00 David Dd Attorney ‘ Edit
nd: ~ =
5:08-CR-00806-AA- Thomas Watson (# 14) CIA-20 = Voucher Entry 06/06/2024

When the document opens, in the Actions section on the left side of the page, click the Import
Service Entries (.csv) link.

A CIA-20 b Basic Info | Services | Expenses | Claim Status Documents | Confirmation
[ Attorney Enters —_—
Voucher .
Basic Info
T_CIR DISTDIV.CODE T PERSON REPRESENTED FOUCHER NUMBER
o542 [Tebediah Branson
T.NAC. DKT/DEF NUNBER T DIST DK DEFNCVBER T APPEALS DKTDEFNCMBER & OTHER DRI DEFNCAGER
5.78-CR-00210-88-A4
7. IN CASEMATTER OF (Caze Name) §. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
[USA v. Branson Felony (including pre-trial diversion | g efendant |criminal Case
of alleged felony)
foucher #: T1. OFFENSE(S) CHARGED
Start Date: 12:1457 M PENALTIES - PROHIBITED ACTIVITIES
17 ATTORNEY'S NAME AND MAILING ADDRESS T3 COURT ORDER

[David Dd Attorney - Bar Number: 1234123

End Date:
. . b300 Main 51 () 2 Associate O cocommsa 5 DEeder

[San Antenio TX 78209

[Phone: 2105552500 - Fax: 210-265-1185 (Capial Only) Counsel
[Email: daviddattomey @ gmail.com o
© Expenses: $0.00 SProSe

Oy Suanaby

()L Learned Connzel 0 Appointing
At

E]':Subsﬁul’m Ox Admi

Representation Fee Limit:
$10,300.00

Judge or By Order of the Court

Fee Amount ing After Approved

and pending: 14, LAY FIRM NAME AND \AILING ADDRESS Nune Pro Tunc Date
$9,540.00
Tasks Payment Details

Link To Appointment Selgf the payment details. Payment accounts that are ready to use display below. To see all payment
Link To Representation ounts, go to Vendor Manager
LELIIE David D Attorney :

Import Service Entries (.csv]
Reports David D Attorney

Defendant Summary._Budget Report TIN (SSN); see-se-ee((

Totals only of budget info for

defendant
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The Services page appears. To download and view a sample .csv file, click the sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click Additional Information to expand the section and view instructions for importing time
from a .csv file.

Basic Info ) Services Expenses Claim Status Documents Confirmation
Services
eVioucher now provides the ability to import service time entries exported from a law firm billing system.and savedlin Comma Separated Values (CSV)

format. The CSV file must contain all required column headings and data types. Please download oursample spreadsheet
and service type values.
IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the contents
of the imported CSV file.

or the correct column headings

- Additional Information

Each service line entry must have data in the following columns:

= Date

= Hours

» Description

= Service Type (EXAMPLES: "16b" or "16b. Obtaining and Reviewing Records™)

The following columns do not require data, but should be included in the header row:

= Doc#
= Pages

For additional information refer to the eVoucher Online Help.

CSV file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc#, Pages
1/4/2021,1.0,Met with client, 16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment, 16b,4,25

1/5/2021,1.2,"Hearing on Motion to Dismiss, including wait time",15c,,

Import Service Entries (.csv) |

Date 7/15/2021 | =4 Description a

Service Type w (*

Doc#(ECH [ | pages ] 7l
Hours I:I *  at$152.00 per hour.

* Required Felds

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

Service Type ‘ Date = ‘ Description ‘ Hrs‘ Rate ‘ Amt
3. Arraignment and/or Plea 07/02/2021 Test 0.2 | $152.00 $30.40
. Motion Hearings 07/12/2021 Test 0.9 $152.00 5136.80
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

|* Basic Info b services " Expenses | Claim Status | Doc I+ Confir

Services

eVioucher now provides the ability to import service time entries exported from a law firm billing system and saved in Comma Separated Values (CSV)
format. The CSV file must contain all required column headings and data types. Please download our sample spreadsheet for the correct column headings
and service type values.

TMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the contents
of the imported CSV file.

+ Additional Information

ll Import Service Entries (.csv) Il

Date 7/15/2021 *@ Description a
Service Type | = ‘ =
Doc.# (ECF) Pages -
Hours E * at $152.00 per hour.

* Required Felds
To group by a particular Header, drag the column to this area.
Service Type |Da‘ha A‘D&sa'iptiun |Hrs|llale ‘Amt
a. Arraignment andj/or Plea 07/02/2021 Test 0.2 $152.00 $30.40
€. Motion Hearings 07/12/2021 Test 0.9  $152.00 $136.80
a. Interviews and Conferances 07/14/2021 Test 1.1 $152.00 $167.20
Page 1 of 1 (3 items) [1] Go to page: I:I View items per page: 10 25 50 100

A dialog box appears, stating that the existing time entries on your current voucher will be
overwritten when you upload your .csv file.

Note: To include any existing entries, you must manually enter them in your .csv file.

Click Proceed and continue by following steps 3-5 in the Importing Service Entries section
above.

Upload Spreadsheet

Warning Message

Uploading a new .csv file will
overwrite your existing time entries

on this voucher.
Are you sure you want to proceed?
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Entering Expenses

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

Basic Info Services I Expenses I Claim Status Documents Confirmation
Expenses
Date 07/01/2024 | * =i} Description -
Expense Type | - | *
Miles at $0.545 per mile. V=
* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type | Date = ‘ Description | Mile| Rate ‘ Amt
(Empty)
No data to paginate Go to page: E View items per page: 10 25 50 100
—
[_«First ][ <Previous || Next> || Last» Save Delete Draft Audit Assist
 I— |

Click the Expense Type drop-down arrow and select the applicable expense.

Expenses

Date 07/01/2024
Expense Type
Miles

I Travel Miles

Amount Travel Misc.

Fax

*Required Fields | | ong Distance Charges

To group by a pa Photocopies area.

Postage
Expense Type ion
Other Expenses —

No data to pag
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If Travel Miles is selected, in the Miles field, enter the round-trip mileage, and then click in the

Description field to enter a description. Click Add.

Expenses
Date 07/01/2024 | = E Description Travel to and from court.
)
Expense Type |Trave| Miles - | *
Miles 20|* at $0.545 per mile.
" Amount !
* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type | Date = | Description | Mile| Rate | Amt
(Empty)
No data to paginate Go to page: \:\ View items per page: 10 25 50 10
[ «rirst |[ <Previous |[ Next> |[ Last» Delete Draft Audit Assist

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

Expenses
Date 07/01/2024 | = =)

Description

Expense Type ‘

Miles * at $0.545 per mile.

Amount

* Required Fields

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

Expense Type | Date = | Description | Mile| Rate ‘ Amt

Travel Miles 07/01/2024 Travel to and from court. 20  s50.545 $10.90

Page 1 of 1 (1 items) [1] Go to page: I:I View items per page: 10 25 50 100
« First | [ <Previous |[ Next> |[ Last» Delete Draft Audit Assist
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Expenses are sorted chronologically by date, oldest to newest. Click Save.

Claim Status

Expenses

Date [07/08/2024 | = =5 Description a
Expense Type | - |*

Miles at $0.545 per mile. il S

* Required Fields

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

Photocaopies 07/08/2024 Copies - 100 pages @ .10 per page.

Page 1 of 1 (2 items) [1]

Expense Type | Date = |D$cription | Mile| Rate | Amt
Travel Miles 07/01/2024  Travel to and from court. 20 | $0.545  $10.90
0 s$0.000 $10.00

[ «First |[ <Previous || mext> ][ Last»

Notes:

Delete Draft

Audit Assist

If you choose photocopies or fax expenses, indicate the number of pages and the rate

charged per page.
Remember to click Add after each entry.
Click an entry to edit.

Click the Claim Status tab, or click Next on the progress bar.

Basic Info Services Expenses || I Claim Status Documents Confirmation

Claim Status
-3

T —-

Start Date

Payment Claims =
O Final Payment
O Interim Payment
O supplemental Payment
O withhelding Return Payment

(payment #)

** Reminder: Please select the appropriate claim status.

1. Have you previously applied to the court for compensation and/or reimbursement for this case? *
If Yes, were you paid?

2. Other than from the Court, have you, or to your knowledge has anyone else, received payment

(compensation or anything of value) from any other source in connection with this representation?

* Required Fields

[ «rirst_|[ <Previous || Next> J[ Last> |

Oves Ono
Yes No
Oves Ono
[ sae ] Delete Draft Audit Assist
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In the Start Date field, enter the start date from the services or expenses entry, whichever date
is earliest. If necessary, go back to the Expense and Service sections and click the Date header
to sort by the earliest date of services. Answer all the questions regarding previous payments in
this case, and then click Save. Click Audit Assist at any time to view any errors or warnings
regarding your document.

Basic Info Services Expenses P Claim Status Documents Confirmation

Claim Status

Payment Claims *
';:' Final Payment (payment £)
. Interim Payment
O Supplemental Payment
O Withhelding Return Payment
** Reminder: Please select the appropriate claim status.
) ) ] Cyes Ono
1. Have you previously applied to the court for compensation and/or reimbursement for this case? *
If Yes, were you paid? Yes No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment | Oves Ono
(compensation or anything of value) from any other source in connection with this representation?
* Required Fields
| « First H < Previous H Next > H Last » ‘ ‘ Save ‘ Delete Draft Audit Assist

Notes:
In the Payment Claims section, click one of the following radio buttons:

¢ Final Payment to request payment after all services have been completed.

e Interim Payment to allow for payment throughout the appointment, but each court’s
practice may differ. If using this type of payment, in the (payment #) field, indicate the
number of interim payments.

e Supplemental Payment to request payment due to a missed or forgotten receipt after
the final payment has been submitted.

e Withholding Return Payment for an attorney to request return payment of withheld
funds. The attorney can submit a blank (no services or expenses) CJA-20/30/21/31 at
the end of the case.

If you try to submit with errors, including incomplete dates, the following pink error message
may appear:

¥\ Service and/for Expenses are out of the Voucher Start and End Dates.

The message disappears when you complete the Claim Status section with correct start and end
dates that include all service and expense dates for the voucher.
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Documents

Attorneys (as well as courts) can attach documents. Attach any documentation that supports
the voucher, e.g., 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.

Click the Documents tab, or click Next on the progress bar.

Basic Info Services Expenses Claim Status } Documents " Confirmation

Supporting Documents

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

File Choose File | No file chosen

To add an attachment, click Choose File to locate your file. In the Description field, enter a
description of the attachment. Click Upload. The attachment and description are added to the

voucher and appear at the bottom of the Description column.

Basic Info Services Expenses Claim Status } Documents Confirmation

Supporting Documents

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

File Choose File | No file chosen

Description ‘ Document

Description Delete  View
Document Delete  View
[ «First |[ <Previous ][ Next> |[ Last»
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Signing and Submitting to Court

When you have added all voucher entries, you are ready to sign and submit your voucher to the
court. Click the Confirmation tab, or click Next on the progress bar. The Confirmation page
appears, reflecting all entries from the previous screens. Verify the information is correct. Scroll
to the bottom of the screen.

Basic Info Services Expenses Claim Status Documents
T CICDISTDIVCODE T FERSON REPRESENTED FOUCHER NUSEER
0542 Jebediah Branson
TNAC DRTDEFNUNBER T DIST DETDEF NUNBER T APPEALS DRI DEFNTNBER ¥ OTHER DKTDEFRUNBER
5:78-CR-00210-88-AA
7 TN CASEATATTER OF(Cams Name) |3, PAVMENT CATECORY T TTPE FERSON REFRESENTED TOREPRESENTATIONTTPE
JSA . Branson [Felony (including pre-trial diversiot | 4.1t pefendant riminal Case
lof alleged felony)
1T OFFENSE() CHARGED
12:1457 M PENALTIES - PROHIBITED ACTIVITIES
12 ATTORNEY'S NAME AND MAILING ADDRESS T3, COURT ORDER
[David Dd Attomey - Bar Number: 1234123 o O
¥ DFederal  Subs for Federal
2500 Main St (s asocine Dlecocomaa p 200! Defender
[San Antonio TX 78209 o UL Learned Counsel 80 Appoiating [ PSubs for Panel ()R Subs for Retained
[Phore: 210: 0- Fax: 210-555-1183 (Capial Ou) Counsel Atoraer Titorney
[Email: daviddattorn mail.com v

) Standby Connsel

[Prios Attorney's Name
[Appointument Dates

[Signature of Presiding Judge or By Order of the Court
Albert Albertson

[Date of Order Nune Bro Tunc Date
[7/1/2024
Reparment [Jves Evo
CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL -
camcons Joms | gt | s | po—
5 = andlor Plea SO $760.00
. Bail and Detention Hearing: 0.0 50.00
c. Motion Hearings 10 $152.00
d. Trial 0.0 $0.00
 Sentencing Hearings 00 5000
£ Revocation Hearings 0.0 $0.00
o Appeals Court 00 50.00
b Other 00 50.00
Totals 50| S92
16 |a Ttervicws and Conferences T0] sa08
. Obtaining and Reviewing Records 00 S0
c Legal Research and Brief Writing 00 S0
d. Travel Time 0.0 $0.00
e Investigative and Other Work 0.0 $0.00
Totals 4.0 $608.00
|+ [Teavel Expenscs Todging. parking. meals, 10590
mileage, eic.)
B ther Expenses (other than expert, $10.00
loanscripis, etc)
GRAND TOTALS -
(CLAIMED AND ADJUSTED) $1.540.90

[I5 CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE I;o., PPOINTMENT TERMINATION DATE IF OTHER nu'rl CAGE DISPOSITION
N

CASE COMPLETIO
FROM: 07/01/2024  TO: 07082024
T2 LAW FIRM NAME AND MAILING ADDRESS

David D Attorney
TIN (SSN): 00

Electronic payments will be sent to:
Routing Number: 121000248, FAKE BANK
Account Number; ssss+22++89

2 CLADMSTATUS Final Pament I P I——" [E—— [J Witkoliieg Prymaent () (Totl =

Have you previously applied to the court for compensation and/or reimbursement for this case? () YES NO

Ifyes. were youpaid? [ YES [ NO
Other than from the Court, have you, or to your knowledge has anyone else. received payment (campensation or anything of value) from

any other source in connection with this representation? ) YES NO  Ifyes, please attach supporting documentation

1 Stwear or affirm the truth oF coreectaess of the abore statements.

Signature of Attorney: Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY

3 IN COURT COMP. 4. 0UT OF COUKT COMP. |:§ TRAVEL EXPENSES 16 OTHER EXPENSES [27- TOTAL ANIT. APPR./CEKT.
S SICRATORE OF THE PRESIDING JUDCE [PATE [F6= JUDCE CODE

5 TN COURT CON. [0 GUT OF COURT CONE, T TRATEL EPENSES = GTREREXPENSES 53 TOTAL AT, APPR/CERT
[F3 SICR ATCRE OF THE CHIET JUDGE, COURT OF AFPEALS (OR |DATE 2. TCDCE CODE TOTAL ANIT, CERTIFIED FOR
[DELECATE) Payment approved in excess of the statutory threshold AYMENT
——

Attention: The notes you enter will be available to the next approval level.
Public/Attorney al
Notes

1 swear and affirm the truth or correctness of the above statements and the payment

account selected is accurate. H
o Submit

Date: !

«First_|[ < Previous || Next> || Lest» Save
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In the Public/Attorney Notes field, you can include any notes to the court. Select the check box
to swear to and affirm the accuracy of the authorization, which automatically time stamps it.
Click Submit.

Aftention: The notes you enter will be available fo the next approval level
Notes a

Public/Attorney
Notes

I swear and affirm the truth or correctness of the above statements and the payment
account selected is accurate.

() Submit
Submit

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

A confirmation screen appears, indicating the previous action was successful and the voucher
has been submitted for payment. Click the Home Page link to return to the home page. Click
the Appointment Page link if you wish to create an additional document for this appointment.

This document has been submitted.

Please keep the following document number for your own records:

1010.0000150

Back to:
Home Page
Appointment Page

The active voucher is removed from the My Active Documents section and now appears in the
My Submitted Documents section.

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entered
5:78-CR-00210 Jebediah Branson (# 88) CIA-20 Submitted to Court 08/13/2024
Start: 07/01/2024 Claimed Amount: 1,540.90 David D Attorney 0542.0592905
End: 07/08/2024 FINAL PAYMENT
5:02-CR-01533  Jessica Hall (7 1) CIA-20 Submitted to Court 07/03/2024
Start: 06/19/2024 i . i
E“ad: e Claimed Amount: 3,968.35 David D Attorney 0542,0592841
FINAL PAYMENT
1 Page 1 of 1 (2 items)

Note: If a voucher is rejected by the court, it reappears in the My Documents section
highlighted in gold. The system generates an email message explaining the corrections that
must be made.

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

Case

1:14-CR-08802-AA-
Start: D6/19/2014
Enc: D6/15/2014
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CJA-20 Quick Review Panel

When entering time and expenses in a CJA-20 voucher, the attorney can monitor the voucher
totals using the quick review panel on the left side of the screen.

CJA-20
Attorney Enters
.4 Elizabeth Waverly
Link to CM{ECF

Start Date:
End Date:

& Sservices: $9,400.00

€) Expenses: $215.42

Representation Fee Linnit:
£11,500.00
Fee Amount Remaining After Approved

and Pending:
£2,100.00
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The Services and Expenses fields tally services and expenses as those entries are entered in the
voucher. Expand either item by clicking the drop-down arrow to reveal specifics about the
services or the expenses.

@ Sservices: 59.400.00 -
In Court Services
Service Hours Amt.
Arraignment andor Plea 5.0/ $1,200.00
Bail E_md Dietenticn 0 =0.00
Hearing
Motion Haarings 2.0 =400.00
Trial ] 50.00
Sentencing Hearing a S0.00
Revoration Hearings a S0.00
Appeals Court ] S0.,00
Cther ] 50.00
Totals 8.0| £1,600.00
Out of Court Services
Service Hours Amt.
Intarviewws and -
Canfarences 13.0) £2,600.00
Obtaining and Reviewing
Records 8.0 £1,600.00
Lagz_:l Fessarch and Brief 20 £1.300.00
Wiritimg
Trawel Time 4.0 £B00.00
Investigative and Other 5.0 £1.£00.00
Work
Totals 33.0| 57,800.00

€) Expenses: $215.42

Trawvel
Expense Type Amount
Trawel Miles £50.42
Trawal Misc =0.00
Totzls £50.42
Expenses
Expense Type Amount
Fax =0.00
Long Distance Charges S0.,00
Photocopies £100.00
Postage 50.00
Other Expenses £25.00
Totzls £125.00
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The Representation Fee Limit field displays the current available funding for the defendant. The
Fee Amount Remaining After Approved and Pending field displays a real-time tally of the fee
amount remaining as services and expenses are being entered in the voucher and saved. If

there is a negative amount, it shows in red.

ClA-20
Attormey Enters

Def.: Elizabeth Waverly

Link to CM/ECE

Voucher #:
Start Date:
End Date:

@ services: $9,400.00

€) Expenses: $§215.42

Representation Fee Limit:
511,500.00

Fee Amount Remaining After Approved
and Pending:

§2,100.00

A Cl1A-20
! Attormey Enters

Start Date:
End Date:

@ services: $12,600.00

€) Expenses: $215.42

Representation Fee Limit:
£11,500.00
Fee Amount Remaining After Approved

and Pending:
(51,100.00)
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know 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. ltems to remember:

e Viewable reports appear in the left review panel.

e Each panel, depending on the document you are viewing, can have different
reports available.

e Each report can have a short description of the information received when viewing
that report.

e The two main reports are the Defendant Detail Budget Report and the Defendant
Summary Budget Report.

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJAZ0

Defendant Summary Budget Repart

Totals only of budget info for
defendant

To find other accessible reports, from the menu bar at the top of the screen, click Reports.

Home Operations Reports Links Help Sign out

> Reports

[ 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.

It 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 Cass
Budget Amount Requested: $0.00
Budget Amount Approved: $5,500,00

pending DU Mpowd 0 amount Remaining
P::m :Dm Fasg Expeness Tiotal Fess Expenzes Total After Approved | After Approved
Traval Othar Travel Othier And Panding
Attorney: Andrew Andsrs  (Appolnting Counssl) Active
02372015 to 09232015 | 0101.0000001 F0.00 30.00 =0.00 000  §56.350.00 .00 0.00 ¥6.350.00 33.550.00 33.550.00
010171801 to 01D1A9M $0.00 $0.00 50.00 £0.00 50.00 .00 £0.00 £0.00 §3,550.00 $3,550.00
010171801 to 01D1As0 F0.00 30.00 0.00 000 0.00 .00 0.00 s0.00 33,550.00 33,550.00
Total Panding: 0000 Total Approved: $E6.350.00 $3.550.00 $3.550.00
Pending Amount Remalning
Time Period Wouchsr
For Vouct Humbsr 5 Expenzss Total Feses Expanzas Total Aftar approved | Afber Approved
Traval Orthar Travel Othar &nd Panding
Authorization Humbar: 0101.0000002 . 2
Spacialty: Chamist, Ti - amount Requestsd: $1,000000 amount Authorzed: $0.00 Attomey: Andraw Andars

KT et P I R
Counsel CJEA20 or CJAID

a8 well ag Tor Fass Expenass Tota| Faas Expenasss Total approved and Pending
wu“smmc.ﬁ:;; Trawal Other Travel other Faes Feas and
submtteg axpenditures for this Expanzss
*Doaz not le'_ Travel Auth $0.00° $0.00 $0.00 $0.00 $6,350.00 $0.00 $0.00 $6.350000 $E6,350.00 $E6.350.00

Thursday, November 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

Typs of Repreasntation: criminal Case
Budgst Amount Requested: $0.00
Budget Amount Approved: $3.500.00

Pending I Apprved | AmountRemaining
mm m: Foos Expansas Total Feas Expengss Total After Approved | After Approved
Travel Othigr Travel Othar And Pendaing
Attormey: Andrew Anders  [Appointing Coungsl) Active
Total Penaing: $0.00 Total Approved: $6,350.00 $3,550.00 $3,550.00
Panding Amount Remalning
mm m Foes Expensss Total Fees Expensas Total After Approved | After Approved
Travel oOthar Travel Ofthar and Panding
T T Amount Requested: $1,000.00 Amount Authorized: $0.00 Atiorney: Andrew Andsrs

vouchers 38 well 38 vouchsrs for Faes Expansss Total Faas Expengss Total Approved and Pending
Expart or Senvices on CJAZT or

Travel Other Travel other Faes Fees and
CJA31. They repressnt the total Ex
aubmitted sxpenditures for this pensea
*Doss not Includs Travel 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
Trursaay, Nowember DS, 2015 - Ver. 1.1 Page 1071
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Creating a CJA-21 Voucher

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

On the Appointment Info page, in the Create New Voucher section, click the Create link next to
CJA-21 to open the Basic Info page.

CJA-21
Authorization and Voucher for Expe

and other Services

When submitting a CJA-21 voucher, the Authorization Selection section displays in one of two
ways, depending on the availability of associated authorizations.

Associated Authorizations Available
If associated authorizations are available, they display in ascending order by ID number.

Basic Info

1. CIR/DIST/DIV.CODE 2. PERSON REPRESENTED VOUCHER NUMBER
0542 Jebediah Branson
|3 MAG. DKTDEFNUMBER |4 DIST. DKI/DEENUMBER 5. APPEALS. DKT/DEENUMBER 6. OTHER. DKT/DEENUMBER
5:12-CR-00210-14-AA
7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
[USA v. Branson [Felony (including pre-trial diversion |Adult Defendant (Criminal Case
lof alleged felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
$10,300.00 |Albert Albertson
DESIGNEE 2

Authorization Selection

Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

1D Number: 917

Order Date: 12/14/2021
Authorized Amount: $1,000.00
Grand Total Amount: $2,200.00

1D Number: 920

Service Type: Chemist/Toxicologist
Estimated Amount: $1,000.00
Notes:

Service Type: Psychologist

Order Date: 12/14/2021 !
Authorized Amount: $10,000.00 Fatmated Amount: $10,500.00

Grand Total Amount: $10,000.00
1D Number: 955 Service Type: Chemist/Toxicologist

Order Date: 01/25/2022 N
Authorized Amount: $900.00 Eﬁ::md Amount: $900.00

Grand Total Amount: $1,300.00

No Authorization Required

If your voucher compensation is unde
the statutory limit and does not require
prior authorization.

Note: The No Authorization Required link is located below the authorization choices.
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If you are using an approved authorization, click the desired authorization, which is then
highlighted in blue. You cannot continue until the authorization is highlighted.

Please Select the Associated Authorization

ID Number: 4

Order Date: 03/04/2014
Authorized Amount: 51,000.00
Grand Total Amount: $1,500.00

Service Type: Chemist/Toxicologist
Estimated Amount: 51,000.00
Motes: Abraham Astley

ID Number: 186

Order Date: 02/01/2017
Authorized Amount: $100,00
Grand Total Amount: $100.00

Service Type: Interpreter/Translator
Estimated Amount: 55,000,000.00
MNotes:

If the voucher does not require advance authorization, click the No Authorization Required
link.

[No Authorization Required |

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

Associated Authorizations Unavailable

If there are no associated authorizations available, a message appears stating that no
authorization requests were found, and you must click the No Authorization Required link to
proceed.

Basic Info

1. CIR.DIST/DIV.CODE 2. PERSON REPRESENTED [FOUCHER NUMBER
0542 Jebediah Branson
3.MAG. DKT/DEF.NUMBER 4. DIST. DKT/DEENUMBER 5. APPEALS. DKT/DEENUMBER 6. OTHER. DKT/DEENUMBER
5:12-CR-00210-14-AA
7.IN CASE/MATTER OF(Case Name) 8_PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
[USA v. Branson Felony (including pre-trial diversion |Adult Defendant Criminal Case
lof alleged felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
$10,300.00 |Albert Albertson
DESIGNEE 2

Authorization Selection

Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

No Authorization Requests Found

No Authorization Required

If your voucher compensation is under
the statutory limit and does not require
prior authorization.
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The service type auto-populates based on the authorization selected. If no authorization is
being used, click the Service Type drop-down arrow and select the service type. In the
Description field, enter a description of the service to be provided.

New Voucher Information

Service Type [ Investigator v

Research O
Description

From the Expert drop-down list, select the expert. If the service providers or experts have rights
to enter their own expenses, the Voucher Assignment radio buttons become active. Click the
appropriate radio button to indicate whether you or the expert will enter the service fees on
the voucher, and then click Create Voucher.

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 | Jennings, Julie v
Expert Info Julie Jennings
Details

110 Main Street
San Antonio TX 78210 US
Phone: 210-452-5512

Voucher Assignment = @ Attorney O Expert

This indicates who will be responsible for filling the voucher claim part

“ Create Voucher ]l

Notes:

e Only experts assigned with the service type selected appear in the drop-down list.

e Allinformation must be entered to advance to the next screen.

e [f the expert selected is authorized to use eVoucher, you are done at this point and can
click Home or Sign out.

e If the expert selected is not authorized to use eVoucher, the attorney must file the
voucher on behalf of the expert. The voucher appears in the My Active Documents
section as submitted to the attorney. They must perform the second-level
approval/submission by clicking the voucher, navigating to the Confirmation page, and
approving the voucher, which then moves to the My Submitted Documents section.

CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024

80



CJA eVoucher for Attorneys

If the expert does not have an eVoucher account and profile, you must contact an eVoucher
administrator to add a new provider.

New Voucher Information

Service Type [ Investigator

Description

Service Provider

Search for a service provider. If you do not find who you are looking for, contact an eVoucher
administrator to add a new provider.

ot || gl '\
Voucher Assignment * Attorney Expert
This indicates who will be responsible for filling the voucher claim part

Create Voucher

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

If the service providers or experts have rights to enter their own expenses, the Voucher
Assignment radio buttons become active. Click the appropriate radio button to indicate
whether you or the expert will enter the service fees on the voucher.

New Voucher Information

Service Type [Investigator

Description

Service Provider

Search for a service provider. If you do not find who you are looking for, contact an eVoucher
administrator to add a new provider.

Expert [Campos, Charlene

Expert Info Charlene Campos
2ot 110 Main Street
San Antonio TX 78210 US
Phone: 210-555-5900

Voucher Assignment * OAttorney@Expert

This indicates who will be responsible for filling the voucher claim part

Create Voucher
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Step 7

Click Create Voucher.

110 Main Street
San Antonio TX 78210 US
Phone: 210-555-5900

Voucher Assignment *  OAttorney® Expert

This indicates who will be responsible for filling the voucher claim part

Create Voucher

Notes:

e The expert goes through an approval process. Once approved, an email is sent to the
attorney.

e When you select the expert from the Expert drop-down list, their information
automatically populates.

e |f the attorney submitted the voucher for the expert, they must approve the voucher
twice—once while sending it for the expert, and again 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, units, rate, and description. Click Add. The entry appears at the bottom of the Services
section. Click Save.

Basic Info b Services Expenses Claim Status Documents Confirmation
Services
Date 04/17/2024 | = :‘m Description a
wes ..
e [
* Required Fields
To group by a particular Header, drag the column to this area.
Date =+  Description ‘ Units| Rate | Amt
(Empty)
No data to paginate Go to page: \:I View items per page: 10 25 50 100
| « First || < Previous || Next = || Last » Delete Draft Audit Assist

CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024

82



CJA eVoucher for Attorneys

83

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 entry now appears in the Expense
Type column. Click Save.

Basic Info Services |ir Expenses Claim Status Documents Confirmation

Expenses
Date 04/17/2024 | = E Description a
Expense Type | v« v
Miles at $0.545 per mile.
* Required Felds
To group by a particular Header, drag the column to this area.
Expense Type | Date = ‘ Description | Mile‘ Rate | Amt
(Empty)
No data to paginate I:] View items per page: 10 25 50 100
(st ] (< mrevous | o> [ wst>

Click the Claim Status tab, or click Next on the progress bar. Enter the start and end dates,
making sure to select the earliest date of services and expenses as the start date. In the
Payment Claims section, click the appropriate radio button, and then click Save.

Basic Info Services Expenses b Claim Status Documents Confirmation

Claim Status
StartDate | |+ EndDate | [+ 2H

Payment Claims =
O Final Payment
O Interim Payment
O Supplemental Payment
O withholding Return Payment

(payment #)

*# Reminder: Please select the appropriate claim status.

* Required Felds

<t [ prevous | o> | ez
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Final payment is requested after all services have been completed.

Interim payment allows for payment in segments, but each court’s practice may differ. If
using this type of payment, indicate the payment number for this request.

After the final payment number has been submitted, supplemental pay may be
requested due to a missed or forgotten receipt.

At the end of the case, to request return payment of withheld funds, click the
Withholding Return Payment radio button on a blank CJA-21.

Click the Documents tab, or click Next on the progress bar. To add an attachment, click Choose

File to
attach

locate your file, and then enter a description of the attachment. Click Upload. The
ment and description are added to the voucher and appear in the Description column.

Click Save.

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

Note:

Supporting Documents

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

File Choose File | No file chosen

Description I

Description Delete  View
Document Delete View
<Fist_] [ < provious | o> ]| Lests

All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.

Confirmation

T CIR DISTDICODE 7 PERGON REPRESENTED FOUCHER NOVBER
= [Tcbediah Branson
3-NAG. DT DEFNUNBER 3-DIST. DKT DEFNUMBER T APPEALS. DKTDEFNUMBER ¥ GTHER DETDEFNUNBER
5:12-CR-00210-14-44
7. IN CASEMATTER OF(Case Name) . PAVYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
[USA v. Branson Felony (including pre-trial diversion |y g1 pegen gans riminal Case
of alleged felony)

11 OFTENSE(3) CHARCED
15:1825 F INSPECTION VIOLATION PENALTIES

T2 ATTORNEY 'S STATENENT

1< the Attomey for the person represented above, T hereby affin that the services requested are necessary for adequate sepresentation. I hereby request:

Jotain the Estimated 3

9. pprovat of sarvicss siraséy cbtsinad to ba paid for by s Uitsd Statss rom the Dafandr Servicss Appropristion

[siemature of Attorney
Andrew Anders
110 Main Street
[San Antonio TX 78210
[Phone: 210-555-1234
[Cell phone: 210-555-240(
[Email: aandersattorn

T5. DESCRIPTION AND JUSTIFICATION FOR SERVICES(Ses istractions) T3 TYPE OF SERVICE PROVIDER

01 Investigator ()12 Other Medical

(o2 Interpreter Transdacor ()16 VoicerAudio Analyst
1% COURT ORDER (o3 Peyetologist (17 HairFiber Expert
[Fssacial shigiilty o e : blised by he court’s sait o
buthorizstion requested i ke 12 1 haveby zravted 04 Peychiatrist )18 Computer

Oes @ardwars Sofiwars Syatems)
[Signaturs of Presiding Judge or By Order of the Court 05 Polygraph

()15 Paralegal Servicss

(006 Documents Examiner
N T S [ P
07 Fingerprint Auslyst P
21 Jury Consultant
Repayment " (08 Accountant
perment (ves @xo g ()22 Mfcigation Specialist
09 CALR (Westlaw Lexis, te) a
23 Duplicaton Services
(10 Chemist Toxicolosist plicas
Ot sete (24 Other (Specity
28 Litigation Support Services
()13 Woapons Firearms Explosive teation Supe
Expert () 26 Computer Forensies Expert
()14 PathologistMedical Examminer
NOTES

CLATVE FOR SERVICES AND EXPENSES FOR COURT USE ORLY.
S

REVIEW

. Travel Expens
Inileage, et
 Other Expenses

GRAND TOTALS

(CLAIMED AND ADJUSTED)
17, PAYEE'S NAME

= (lodging, parking, medk,

Charlene Campos
TIN (SSN): ses-ss-000

Electronic payments will be sent to:
Routing Number: 121000248, FAKE BANK.
Account Number: ssssesses2?

(JFinal Payment [ Interim Payment (8} [ P: ¢ (Jwi ing Pay (Total -

LAIMANT'S CERTIFICATION FOR PERIOD OF SERVICE: FROMTO
eroby cemty th comest and i

Signature of Claimant Payee Date:

T8 CERTIFICATION OF ATTORNEY Thersby corffy that the services mere remdered for (b cave
Signature of Attorney:
[Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY
T5. TOTAL COMNE. 0. TRAVEL EXPENSES |:1 OTHER EXPENSES I::. TOTAL AMT. APPRCERT.

25 (tter the cost (excluding expenses) ofthese services doss ot exceed the statutory masimun, o prior suthorizstion was obteined
[Prior auhorization was ot cbtsined. bt in the mterestof justicethe Gourt finds that timely proctzement of these necessary serices could not wait picr amhorization. even houzh the cost
excluding expenses) sxceeds the satwory maximurs.

Signaturs of Presiding Judge Date Judge Code

4. TOTAL COMP. 25 TRAVEL EXPENSES |:6 OTHER EXPENSES |:7.IOI,&L,\\IDU\T

5. PAYNENT APPROVED IN EXCESS OF THE STATUTORY THRESHOLD

Sigasturs of Chief Judge, Court of Appeals (or Delegate) Date Judge Code Total Amt. Certified For Payment

Attention: The notes you enter will be avallable o the next approval level
Public/Attorney a
Notes

1 swear and affirm the truth or correctness of the above statements and the payment
account selected is accurate. H

~ Submit

y submit

Date: 8/14/2024 12:54:10

[C<rirst ][ previous | [ Next> || Lest> Save
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A confirmation screen appears, indicating the previous action was successful and the voucher
has been submitted. Click the Home Page link to return to the home page. Click the
Appointment Page link to create an additional document for this appointment.

Success

This document has been submitted.

Please keep the following document number for your own records:

0542.0592907

Back to:
Home Page
Appointment Page

Submitting an Authorization Request for Expert Services

Note: You must file a motion with the court to receive authorization for expert services that
exceed $1,000 (excludes expenses).
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Creating an Authorization for Transcripts (AUTH-24)

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

On the Appointment Info page, in the Create New Voucher section, click the Create link next to
AUTH-24.

AUTH-24

Authorization for payment of
transcript

On the Basic Info page, enter the details for the required transcript. Click Save.

}p Basic Info Documents Confirmation

Basic Info

1. CIR./DISTDIV.CODE 2. PERSON REFRESENTED [VOUCHER NUMEBER
0342 Jebediah Branson
3 MAG. DKT/DEF.NUMBER 4 DIST. DKT/DEF.NUMBER 5 APPEALS DKTDEF.NUMBER 6 OTHER DKT/DEFNUMBER,
5:78-CR-00210-88-AA
7.IN CASENATTER OF(Caze Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
. [Feloay (including pre-trial diversion .
[USA v. Branson ¥ ( 2 Ppr |Adult Defendant (Criminal Caze
f alleged felony)
11. OFFENSE(S) CHARGED
12:1457 M PENALTIES - PROHIBITED ACTIVITIES
12 ATTORNEY'S NAME AND MATLING ADDRESS 13 COURT ORDER.
David Dd Attormey - Bar Number: 1234123
. o ¥ () 4 Asseciate O ¢ Co-Counsel O prederar () ¥ subs for Federal
2300 Main St Defender Defender
San Antonio TX 78209 [ L Learned Counsel 0O Appointing ) PSubs for Panel [ R Subs for Retained
Phone: 2105332300 (Capital Ouly) Counzel Aftormey Attorney
[Email: daviddattorney@zmail com O sprose P'Jmlh;‘_lahui E USubs farPro [y o e

[ ¥ Standby Counsel

[Brior Attorney's Name
Appointment Dates

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

14. LAW FIRM NAME AND MATLING ADDRESS l_hie f{ﬁzﬂer Nunc Pro Tunc Date
Repayment [ yes @ wo

PROCEEDING IN WHICH TRANSCRIPT IS TO BE USED (Describe briefly)
Sentencing hearing scheduled for 10/25/2024 a

v

PROCEEDINGS TO BE TRANSCRIBED (Descnbe specifically). NOTE: For trial transcripts, specify, e.g., voir dire,

prosecution openi t, defe D g statement, witness testimony, prosecution argument, defense
argument, pmsecutmn rebuttal, jury ms!mctmns and/or miscellaneous conferences.
Trial days 1-3, []91'16,!2024 09/17/2024, and 09/13/2024, |nclud|ng voir dire, witness testimony, a
prosecution arg t, arg , prosecution rebuttal, jury instructions, and/or miscellaneous
conferences.

v

Apportioned Cost (%) I:I

Apportioned Case and |
Defendant

B
Handling 3-Day il

[ «rirst |[<previous |[ Next> |[ Last» | [ save |
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Click the Documents tab, or click Next on the progress bar. To add an attachment, click Choose
File to locate your file, and then add a description of the attachment. Click Upload. The
attachment and description are added to the voucher and appear in the Description column.
Click Save.

Basic Info | ) Documents Confirmation

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

. File Choose File | No file chosen

Description l Proposed Order

Upload
Description Delete View
Proposed Order.pdf Delete View
« First | \ < Previous H\ Next > H\ Last » Save Delete Draft Audit Assist

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.

Basic Info Documents. | b Confirmation

Confirmation

T.CIK DISTDIV.CODE T FERSON REFRESENTED
0542

Uebediak Branson

[VOUCHER NUMEER

T MAG. DETDEENUABER I DIST_DKTDEENUABER

5:75-CR-00210-88-AA

5 APPEALS. DETDEFNUABER 5 OTHER DKIDEENUMBER

7IN CASEANIATIER OF (Caze Name)

JUSA v. Branson

T PAVAENT CATEGORY
[Felony (including pre-trial diversion
T alleged feloay)

S TVPE PERSON REPRESENTED

Adult Defendant

T0 REPRESENTATION TYPE

Criminal Case

11 OFFENSE(S) CHARGED.
12:1457.M PENALTIES - PROHIBITED ACTIVITIES

REQUEST AND AUTHORIZATION FOR TRANSCRIPT

12 PROCEEDING IN WHICH TRANSCRIPL IS TO BE USED (Descride briafhs)
Sentencing hearing scheduled for 10/25:2024

TO BE TRANSCRIBED (D:

pening ez

argumens, defense ar onferences.
9/16/2024, 09/17 stimony, prosecution argument, defense argument, prosecution
rebuttal, jury . and/or

14 SPECIAL AL JUDGE S INITIALS

A. Apportioned Cost % of transcript with

B O 14.Day Transeript O 7-Day & 3Day O Newt-Day O 2Hour O Reattime Unedited

€. In this multi-defendant case, ion of transcripts will impede the delivery of accelerated
transcript services to persons proceeding under the Criminal Justice Act

15, ATTORNEY § STATEMENT 16. COURT ORDER.

As the attoraey for the person sepresented who is managed above, I | Financial eligibility of the person represented having been established to

hereby affirm that the transcript requested is necessary for adequate | the Court's satisfaction the avthorization requested in ltem 15 is hereby
1, therefore, request to obtain the transeript granted
services at the expense of the United States pursuant to the Crimizal
Justice Act.
Signature of Presiding Judge or By Order of the Court
Signature of Attorney Date
David Dd Attorney Date of Order Nuae Pro Tunc Date
Printed Name
Telephone Number: 2105552500
Attention: The notes you enter will be available to the next approval level.
Public/Attomey a
Notes
v
I swear and affirm the truth or correctness of the above statements
Date: 10/25/2024 9:57:49 ~ Submit
|
«rirst | [ < Previous |[ Next> || Last» Save Delete Draft Audit Assist

A confirmation screen appears, indicating that the previous action was successful, and the
authorization request has been submitted. Click the Home Page link to return to the home
page. Click the Appointment Page link if you wish to create an additional document for this

appointment.

Success
This document has been submitted.

Please keep the following document number for your own records:

0542.0593051

Back to:
Home Page
Appointment Page
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Appendix A: Correcting Errors in Your .csv File

If your import fails, you must correct errors in the original .csv file before attempting another
import.

A message appears at the top of the page, indicating the number of errors found. Click the View
Report link to view errors.

Import failed.
I I o _5 errors were found in CJ4-20 Service Time Import.csv during import process. No data was updated. port.|Correct errors and try again.

The Errors Only report opens by default, with the errors in the file highlighted. Review the error
report and correct the original .csv file.

@ Errors Only O Full Report

Person Rep d: Jebediah o
Row Errors late Hours Description Service Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arraignment and/or Plea
Row 9 Hours is missing; 11/2021 Test 16¢. Legal research and brief writing
Row 10 | [P0CF éﬁ?m“;:fvﬁul“m;‘f value only; Pages b 152071 0.9 Test 15c. Motion Hearings I s
Row 11 ¥ |Date is missing; 1 Test; 16d. Travel time
Row 12 § |Description has invalid character(s); 14/2021 11 Test<> 16a. Interviews and Conferences

Note: Click the Full Report radio button to view an error report that includes all imported
service lines.

Return to the Services page, click the try again link, and then follow steps 4-5 in the Importing
Service Entries on Previously Created CJA-20s section to attempt the import again.

Basic Info D Services Expenses Claim Status Documents Confirmation
Import failed.
5 errors were found in CZ4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors ang

Attorneys should still review the voucher to ensure that entries are correct prior to submission
to the court. For the remaining tabs of the CJA-20 or CJA-30 voucher, please see instructions for
those documents.
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Appendix B: Creating the Excel File for Import

Once you begin the process of importing your service entries to a CJA-20 or CJA-30 voucher,
sample spreadsheets are available to download on the Services page. These sample
spreadsheets are in Excel format that must be saved in .csv format.

Basic Info P Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing system d in Comma Separated Values (C5V)
format. The CSV file must contain all required column headings and data types. Please download ou sarr-p1e spreadshee't or the correct column headings

and service type values.
IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the
contents of the imported CSV file.

For the .csv file to be successfully uploaded into and accepted by eVoucher, it must contain a
header row with specific column headers, as seen below. The header row contains four
mandatory column headers (Date, Hours, Description, Service Type) and two optional column
headers (Doc. #, Pages). The Doc. # and Pages fields may be included in the header row;
however, they are not required unless data is provided.

If the header row contains service entry information instead of headers, the data in that row
will be ignored and won’t import into your voucher. Sample spreadsheets containing the
correct column headers and service type values for each voucher type are available in the
online help.

A B [ D E F
1jlﬂate Hours Description Service Type Doc.# Pages _I
57272021 0.1 Email to/from co-def Iayer re: visit with Client and need for preliminary Rearing 16e. Investigative and other Work T
3 9/3/2021 0.2 Attend Arraignment, etc via Zoom 15a. Arraignment and/or Plea
4 9/4/2021 0.3 Travel time from Other to Newtown to SA forinitial appearance and conference 16d. Travel time 3 10
5 9/5/2021 0.4 Review of court filings as a result of prelim hearing; Copy to Client 16b. Obtaining and reviewing records 6 12
6 9/6/2021 0.5 Receiving, reviewing and copying to client all paperwork as a result of arraignme 16b. Obtaining and reviewing records 5
7 9/7/2021 0.6 Receive & review order scheduling preliminary hearing; Copy to Client 16e. Investigative and other work
8 9/8/2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16c. Legal research and brief writing
9 9/9/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.5.C. §2251, 2252, 16c. Legal research and brief writing
10 9/11/2021 1 Travel from Pgh to SSJ (no return travel due to travel to IC) on CJA | 16d. Travel time
1 9/12/2021 1.1 Call to codef lawyer X and AUSA re: status of cases and plea deal 16a. Interviews and Conferences
12 9/14/2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1

Note: Time entries containing values greater than a single decimal place are automatically
rounded up or down to the nearest tenth. For example, 0.125 is rounded down to 0.1, and 0.75
is rounded up to 0.8.
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Appendix C: Converting the Excel File to .csv Format

Most commercially available spreadsheet applications allow you to save in .csv format. For a file
saved in Excel format, follow these steps to create your .csv import file.

In your Excel file, click the File tab.

AutaSave (@ off) 2~ = Copy of CJA-20_Service_Time_|lmportxlsk - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

% Cut Calibri 1A A === $ bwmp et Text
Past Copy ~
aste == = = [
I U~ & v A . = = = | &= a= ~ ~ 9 €
v Format Painter = — = == =3 B Merge&Center $ % 9 S
Clipboard ] Font ] Alignment ] Mumber
F14 & F
A 1 B 1 C 1
1 |Date Hours Description Service Tyg
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
L] Al ianna M Adbmem A A rrni e mimd s sim T e AC~ A remia

From the navigation menu on the left, click Save As.

Good morning

~ New
D New
A 3
]
= Open 2
a
Infa 7
Elank workbook
Save
Save As
Save as Adobe | p Search

PDF

Print Recent Pinned Shared wi

Share D Mame
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On the Save As page, click the drop-down arrow and select CSV (Comma delimited) (*.csv).

T = T:»FS = CA » 6.6 > Job Aids > External Users > time import

‘ CJA-20 Service_Time_lmport

Excel Workbook (*.xIsx) - [ save

Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*.xIsb)

Excel 97-2003 Workbook (*xls)

SV UTF-8 (Comma delimited) (*.csv)
AML Data (*xml)

Single File Web Page (".mht, *.mhtml)
Web Page (*.htm, *.html)

Excel Template (*xhx)

Excel Macro-Enabled Template (*xltm)
Excel 97-2003 Template (*xIt)

Text (Tab delimited) (*.txt)

Unicode Text (".txt)

XML Spreadsheet 2003 ("xml)

s PSR bt 1<)
CSV (Comma delimited) (*.csv)

o -prn)
Text (Macintosh) (%)
Text (MS-DOSY (% txet)

Your Excel file has now been converted to a .csv file and can be imported into the Services page

of your CJA-20 or CJA-30 voucher.

~ Name ’

@ CJA-20 Service Time Import.csv

@ CJA-20 Service Time Importxlsx
[I= [P .

Date modified

3+ Quick access

Documents -+
4 Downloads . -

Type Size
Microsoft Excel C... TKE
Microsoft Excel W... 12 KB
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	 Edit your first, middle, and last name.
	 Edit your email address.
	 Access VMS to view and edit your payment account information.
	 View your linked eVoucher accounts.
	 Change your default court.
	1. Court account – This is the court account you selected from the Accounts menu, showing the account to which you are signed in.
	2. Single Login Profile (SLP) – This profile is attached to a person. It connects multiple eVoucher accounts a user may have.
	3. Profile icon – You can access your SLP or court profile, or sign out from here. You can also access these options from the Help menu.
	4. Court account username – This displays the court user you are signed in as, and your full name and user role as they appear for that court profile.
	5. Accounts menu – From this menu, you can access all of the court accounts to which you are linked.
	 Vouchers in progress by the experts.
	 Vouchers submitted to the attorney for approval and submission to the court.
	 Vouchers signed off by the attorney and submitted to the court for payment.
	 Edit contact information, phone, email, and/or physical address in the Attorney Info section.
	 Manage your payment accounts, Social Security number (SSN), and/or employee identification number (EIN) from the VMS. Copies of a W-9 must be provided to the court, and any changes to the SSN or EIN must be completed in VMS.
	 Add a time period in which the attorney will be out of the office in the Holding Period section.
	 Document any continuing legal education (CLE) attendance.
	 To avoid data loss, frequently save any entries made to a voucher.
	 To delete a voucher, click Delete Draft at any time prior to submitting it.
	 To check for warnings or errors in the document, click Audit Assist at any time.
	 To navigate, click the tabs or the navigation buttons in the progress bar.
	 If you choose photocopies or fax expenses, indicate the number of pages and the rate charged per page.
	 Remember to click Add after each entry.
	 Click an entry to edit.
	 Final Payment to request payment after all services have been completed.
	 Interim Payment to allow for payment throughout the appointment, but each court’s practice may differ. If using this type of payment, in the (payment #) field, indicate the number of interim payments.
	 Supplemental Payment to request payment due to a missed or forgotten receipt after the final payment has been submitted.
	 Withholding Return Payment for an attorney to request return payment of withheld funds. The attorney can submit a blank (no services or expenses) CJA-20/30/21/31 at the end of the case.
	 Only experts assigned with the service type selected appear in the drop-down list.
	 All information must be entered to advance to the next screen.
	 If the expert selected is authorized to use eVoucher, you are done at this point and can click Home or Sign out.
	 If the expert selected is not authorized to use eVoucher, the attorney must file the voucher on behalf of the expert. The voucher appears in the My Active Documents section as submitted to the attorney. They must perform the second-level approval/submission by clicking the voucher, navigating to the Confirmation page, and approving the voucher, which then moves to the My Submitted Documents section.
	 The expert goes through an approval process. Once approved, an email is sent to the attorney.
	 When you select the expert from the Expert drop-down list, their information automatically populates.
	 If the attorney submitted the voucher for the expert, they must approve the voucher twice—once while sending it for the expert, and again after it appears in the My Active Documents section.
	 Final payment is requested after all services have been completed.
	 Interim payment allows for payment in segments, but each court’s practice may differ. If using this type of payment, indicate the payment number for this request.
	 After the final payment number has been submitted, supplemental pay may be requested due to a missed or forgotten receipt.
	 At the end of the case, to request return payment of withheld funds, click the Withholding Return Payment radio button on a blank CJA-21.
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