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Introduction

The CJA eVoucher System is a web-based solution for submission, monitoring, and management of all Criminal Justice Act
(CJA) functions. The eVoucher program will allow for:

e Online authorization requests by attorneys for service providers.

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

e Online submission to the court.

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

Panel Management

e Allows attorneys to manage their own account information including address, phone, firm associations and
applicable CLE credits.
e Allows for submission of holding periods or a specific amount of time taken off for medical leave, vacation, etc.

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Upload supporting documents to vouchers or authorization requests

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

e Automatic email notification to attorney of approval or rejection of vouchers and authorization requests

Browser Compatibility

e Windows: Internet Explorer 8 or newer are approved.
e Apple Macintosh: Safari 5.1 or newer is approved.
e Chrome, Firefox, and other browsers may not be used with CJA.

Court Appointment

When you make an appointment, an email will automatically be generated by the program, and sent to the appointed
attorney. The email confirms the appointment and provides a link to the CJA eVoucher program.



Accessing the CJA eVoucher Program

Your court will provide information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log on using the user name and password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release
Training District 5.0

Existing user? Please login.

T I—

Forgot your login?

MNotice: This is a Restricted Web Site for Offidal Court
Business only. Unauthorized entry is prohibited and
subject to disdpline by the Courtand/or prosecution
under Title 18 of the U.S. Code. All actvities and acess
atterpts are logged.

You are required to change your password the first time you log on to eVoucher. Passwords must be at least eight
characters in length and contain:

e One lowercase character.
e One uppercase character.
e One number.

e One special character.
You are required to change your password every 180 days.

If you forget your user name or password, click Forgot your Login.
Enter your user name or email address, and click Recover Logon to retrieve your information.

Forgot your Login? Please tell us y our username and/or ermeil address. We wil
send you an ermail to reset your password.

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

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

Username: | | and/or

Email: | |




Home Page

Your home page provides access to all of your appointments and vouchers.
Security prohibits you from viewing information for any other attorney. Likewise, no one else has access to your
information.
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folderDescripions | ________________________________

My Active Documents This folder contains documents that you are currently working on or have been
submitted to you by an expert service provider. These documents are waiting for you
to take action.

Appointments’ List This is a quick reference to all your appointments.

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

Assignments not accepted or rejected the appointment.

My Submitted This folder contains vouchers for yourself, or your service provider, that have been

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

My Service Provider’s This folder contains all the vouchers for your service providers.

Documents This includes:

e Vouchers in progress by the experts.
e Vouchers submitted to the attorney for approval and submission to the court.
e Vouchers signed off by the attorney and submitted to the court for payment.
Closed Documents This folder contains documents that have been paid or have been approved by the
court. Closed documents are only displayed for open cases. Closed documents are
displayed until they are archived and/or for 60-90 days after the appointment is
terminated. They are still accessible through the appointment page.




Navigating in the CJA eVoucher Program

Breadcrumb Navigation Menu Bar Attorney login

confirmation

Home Operations Reports Links Help logout

> Home Welcome Andrew Anders (Attomey)
:

MenuBarttems | |

1
=

Welcome Andrew Anders: My Profile

ATTORNEY

My Appointments:  View

Home The eVoucher home page

Operations Allows you to search for specific appointments

Reports Selected reports you may run on your appointments

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

e Another link to your profile

e “Contact Us” email

e Privacy Notice

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




Customizing the Home Page

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

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

Moving Folders

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

A crosshair icon !EE! appears.

B Click and drag the folder to the new location.

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

Resizing of Column
Along the folder headings (e.g., Case, Defendant, Type, etc.), move your cursor to the line between the
columns until a double arrow <= appears.

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

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



Customizing the Home Page (continued)

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

Click the header for the column you wish to group.

I_"nul LoCuments

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

E Click and drag the header to the Group by: header bar.
Tg gr 3 drag the column to this area.
L
Ca nt Type © Status

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

Group by: Case | N

Case Defendant Type T Status




My Profile

In the My Profile section, the attorney may:

e Change password (Login Info section).

e Edit contact information, phone, email, and/or physical address (Attorney Info section).
e Add atime period in which you will be out of the office (Holding Period section).

e Document CLE Certification forms.

Click the My Profile link from either the Home page or the Help menu bar to open the My Profile page.
Home Operations Reports Links Help logout

My Pr
Contact Us 'b

Privacy

eVoucher Documentation: Attorne

My Profila
ATTORNEY My Appointments:  Mew

Home Operations Reports Links Help logout

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

- . . Userlame Anders
Your Login information

Bar Mumber: Edit
Sl Ir!fo Your Name: Andrew Anders
Your personal info
Your Contact Info:
Phone: 210-833-5623
Fax:
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aot.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us
HTH Your default biling info is:

Billing Info _ Andrew Andors

List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX z
78210 -Us Edit
Phone: 210-833-5623
Fax:

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

Continuing Legal Mo info has been stored.

Education Please click VIEW to type your info.




Changing My Profile Username and Password

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

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

To reset your password,
click the reset link.

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

Click Reset to
save.

Click Close to exit
the Login Info
section.

= Help = My Profile

Welcome Andrew Anders (Attorney)

Login Info

Your Login information

> Help > My Profile

UserMame Anders

Edit

Welcome Andrew Anders (Attorney)

Login Info

Your Login information

= Help = My Profile

Username Anders

Password =xxx

change

reset

Login Info

Your Login information

Username Anders

change

Password sessess|

= Strength:Strong

Confirm =
| —
I Reset I
> Help > My Profile Welcome Andrew Anders (Attomey)
Login Info Usemame Anders change
(O BT Password == reset



Attorney Info

Attorney Info Bar Number: 12345
. i Your Name: Andrew Anders
In the Att Your Contact Info:
n the Attorney Phone: 210-833-5623 | Cell Phone: 702-555-1212
Info section, Fax:
click Edit to deadmail @support.actc.uscourts.gov
deadmail @support.aote.uscourts.gov
access your deadmail @support.aobx.uscourts.gov
personal
. . Your Address:
information. 110 Main Street
San Antonio, TX 78210
LSA
Attomey Info ;;m:;f;idds
Your personal info |
SSH Instructions:
If you are an appointed panel Tax Identification Nurrber: * (ifon Pane) [ Foreign vendor?
attorney, you are required to enter SEN:
your Social Security Murrber in the SSN )
field. Confirme
If you are an assodate only, donot FirstNa'rre* biddie Last Narme ©
Make any necessary enter your Sodal Security Nurrber in [Andrew I ||Anders |
h the 5SS field.
changes. Main Emsil =
Payee Certification: | dea dreil@support.a ofx. uscourts.gov |
This rresilage informs srou thaﬁmeed 2nd Erail
Mame and TIN entered are collect r ,
pursuant to IRS Guidelines that govern |3c:za;]n:iil@s LppOrt.a o, Lscaurts. gov |
whatinformation rmust be collected by
thejudiciary for payments ma de to |dea dreil@support.a otk uscourts.gov |
nork_errnlwe&dc ead nd Ddti]ger entities fD;f Phone * Cell Phone Fax
services provided and for purposes
issuing a Form1099-MISC. You have |210'333'563 | | | |
provided this inforrmtion under .
peraties of perjury and certify thaty | Address 1= City =
Click Save é[hT_he nun‘berénéered asmy Ssior | [110 Main Street | [san Antonio |
. is My correct taxpayer = (U5 ol 0% (S onlv)
identification nurber - and Address 2 State = (U5 only) Zip = (U5 only)
2-Tama U.5. dtizen, U.S. resident | |TEXAS V| |?8210
alien, or other L. 5. person (a Address 3 Courtry =
partnership, corporation, company, or | | | UNITED STATES v|

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

Note:

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

indicated.

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

information.

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




Billing Info

All changes need to be submitted to the CJA clerk by email at CJA@ared.uscourts.gov.

Holding Period

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

E In the Holding Period section, click View.

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

Click Add.
Holding Period = A
: e ]
Starting Ending Hotes
Fia Holding Period

o data

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

Starting Date Ending Date
0712014 | [ogforzore |
Notes

Vacation Cru'rse.|

B Click Save.



Continuing Legal Education

Attaching your CLE Certification Forms.

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

Continuing Legal No info has been stored,
Education Please dick VIEW to type your info.

To add CLE information, click Add.

Continuing Legal
S e (=] || ] adi | | [

Files

Salject

—
!ﬂ.‘ld‘|:"
Credit

Ha Comineng Lega! Dducanos

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

Continuing Legal =] [Sme |
Education

| Credit ;5¢nbe1r:r\-:|-rel b |
Date [05012004 |25
Hoirs |0

Descoriphon

Doasment After you save the informabon about e Conbruing Education, you will be able to upload related documents

In the corresponding fields, enter the date, and a description.

Click Save.

Py s




Note: After you save information, you can upload related PDF documents.

Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

[ Back | | save |

Date |05/15/2014 | )
Hours |0

Description

—
Document Il srowse... |

E Click Save.

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

Edocation. T [ o P o

Fikes Credit Date Houwrs. Subject
o Santemdan... 051572014 i}

1 Page 1 af 1 (1 items)




Appointments’ List

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

Click the case number
hyperlink to open the
Appointments page.

Appointments Defendant

s 4 Defendant: Jebediah Branson
Sl Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attormey: Andrew Anders mn'd’ D"”.:WH

Adm. Mag Judge:

: 1:14 05-A Defendant: Jebediah Branson
E:se. i: 1It :;R::naars AA R aaeniaton T et il o
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10

2 Pres. Judge: Albert Albertson
Adm. Mag Judge:

Appointment Appointment Info
f - R b CTR. TEST 0V COD 1 FERSON RITRESENTID OLCIER NUMILR
View 101 ebedesh Branson
1. MAG. DT/ DEF NUMEBER 4 THST. KT DEF NUMBER £ AFFEALS. DT DEF NUMBER i OTHER. DT DEF NUMBER
Representation e CE DR AL
h ant TN CASEAMATTER OFiCaseName) | & FAVAENT CATEGORY . TVFE FERSON REFRESENTED 10 REFRESENTATION TVFE
y [Felony (mchideng pre-trial dnversion
K JUSA v Boasen ot  feloay) [Adult Defendast Crizminal Case
- B 11 GFTENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEV'S MAME ANDAMATLING ADDRESS 13. COTRT ORDER
Create New Voucher | Andrew: Andery . Bar Number: 12343 [ A Auscias []€ Co-Comt
110 Main Sareet = o
Attorney CJA 20 AUTH ) create Mk et T 76210 17O e Pt et 70 Apptatig e
usthorisation for Expert and other Phone: 210-833-5623 [ ] Sl for Famal Amarwry [ | R Suba for Rietained Atiorwey
V'D'ucher Sarvices g = o []¥ Standhy Conaral
Template ;,A'Er'm.-:.‘y A :f‘ﬂain IPrics Atismmey's Xame
LAnariIahan far panmmerit of rarsret AP it Dvies
‘-""\: m-:u swnm’:.wurﬂsummcm
Sppaindment of and Authonty to Pay Bt LAW FTRAI NAME AND MAILING ADCRESS A — y Sune Fre Tume Diie
Court-Aapoenbed Coursed 32014
CIA-21 Create Reparmet [ ] VES [ N0
Ex C]A 21 / PAuthorization ard Voucher for Expert Gn}up H.Eader Bar
[]E'I"t CIA-26 Vouchers on File &
Voucher 57 2 Comperaetin G Y | T group by 8 parbadar Header, drag the colmn b this area, = Search:
Template Compersation Muamun: Disirict Court Case Defendant Type Status
TRAVEL Creak LILR-OBE0G-AA - Jebedish Branson |2 | ClA-20 Subrmitted to Court
e o e s 1y MOV Clamed Amcont: 778.40 Ardrew Anders # 1101,0000001
Erc: DROSR0I4 INTERIM PAYMENT 1
L 14-CR Q880588 Jebediah Branson (= | ALITH Submitted to Court
Reports Sy (U004 Claimed Amount: 1,000.00 Chemizt, Toscoiogist » i bk
Detailed & oy
=l YRy L 14-CR-0BB05-AA Jebediah Branson [+ ALITH-24 Voucher Closed
. A {1 -
Pa\rment R‘EFIDI'T.S Defercians Detal Guciget Beport Sren DEOLTON Clarsed Amccnt: 0,00 'f.‘.-nr- R
Detad budget info for defendant ~t DEDLLE Approrved Amount: 0,00
L14-CR-ORB0G-A8- Jebwdish Branson |2 © CiA-21 Voucher
Deferdant Summary Budge Report oy Clamad Amconts 0,00 Lz Gavcin N Entry
Totals only of budget info for oo i e Har, Fibes Expert >
defendant Lo I4-CR-OBADS A8 - Jebedish Branson (s | ClA24 — Voucher Entry
A" V‘DUChE‘TS ot DR Claimed Amount: 0,00 Teresa Transcaripts L it
Encl RO
. - R -OBEOE-AA - B =g 24
associated with LR 0ms0: Mbedah Sanwon (4 | AUTH g Loy
. End: DUDLNS0L =
this case are
= L R+-CR-0BB05-AR- Jebedish Brareon (= | Cl4-24 Submitted to Attomey
dl5p|a)‘E{:|. Sewen DB Claimed Amort: 14.50 Teresa Transaripis F 0101.000014
Erct: DRTATHI
| Page 1 of 1 (7iems)




View Representation

The View Representation information displays:
e Default excess fee limit

e Presiding judge
e Magistrate judge
e Co-counsel

e Previous counsel

In the Appointment section, click
View Representation.

Home Operations Reports Links Help logout

Representation Representation Info
g Ll L CIR/DIST/DIV-CODE 2.PERSON REFRESENTED [VOUCHER NUMBER
101 Jebedizh Branson
3 MAG. DKT/DEF NUMEER 4 DIST. DKT/DEF NUMBER & APPEALS DKT/DEF NUMBER 6. OTHEE. DET.DEF NUMBER
. 1:14-CR-08803-1-A4
7.IN CASEMATTER OF(Case Name) B PAYMENT CATEGORY 9 TYFE FERS0ON REFRESENTED 10. REFRESENTATION TYFE
) [Felony (including pre-trial diversion .
[USA v Branzon of alleged felomy) |Adult Defendant [Criminal Case
Representation Report 11 OFFENSE(S) CHARGED
13:1823.F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
59.200.00 Albert Albertson
AppID Attorney Order Type Order Email
2 Andrew Anders Appainting Counsel 03/03/14 deadmail @support.aotx, uscourts. gov

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




CJA-20 Voucher Process Overview

Attorney enters
time/expenses

Court CJA Unit

and submits audits voucher.

voucher.

Creating the CJA-20 Voucher

The court creates the appointment. The attorney initiates the CJA-20 Vo
Note:

All voucher types and documents function primarily the same.

Court approves or
rejects voucher.

Court processes
voucher for
payment.

ucher.

From the Appointment section, click Create
from the CJA-20 Voucher template.

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

Create |
Appointment of and Authority To Pay
Court-Appointed Counsel

CIJA-20

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

Reports

Defendant Detail Budget Report

|+ Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
1. CIR.DIST/DIV.CODE 2.FERS0N REPRESENTED [VOUCHER NUMEER
101 [Jebediah Branzon
3. MAG.DKT/DEF NUMBER 4. DIST. DKT/DEFNUMEER S.APFEALS. DKT/DEF NUMBER ‘6. OTHER. DKTDEF NUMBER
1:14-CR-08805-1-AA
T.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE FERS0N REFRESENTED 10. REFRESENTATION TYPE
6/11/201¢ [USA v. Branson Felony (mcloding pre-trial diversion [, 1 pefengant Criminal Case
End Date: G/ 014 Jof alleged felony)
. 11. OFFENSE(S) CHARGED
- i 15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
| Andrew Anders - Bar Number: 12343 [[] A Associate []€ Co-Counsel

DFS‘RMMF&&{EJM OAp])mﬁ.lgCu'md
[] P Subs for Panel Attorney [ | R Subs for Retained Attorney
[[]¥ Standby Counsel

[Prior Attorney's Name
|Appointment Dates
|Signature of Presiding Judge or By Order of the Court

Detail budget info for defendant 14 LA FIRM NAME ANDMAILING ADDRESS

Form CIAZ20

Albert Albertson
te of Order
3/3/2014

Repayment [ | YES [/]|NO

Nunc Fro Tunc Date

Defendant Summary Budget Repart
Totals only of budget info for

defendant Payment Info

Preferred Payee | Andrew Anders

Andrew Anders
SENJEIN: ***-**_57539
123 Legal Bivd. South
AnyTown, DC

12345 -USA

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

[ =First ][ <Previous |[ Mext> |[ Last= | Save

| Delete Draft




Creating the CJA-20 Voucher (cont’d)

Tab Headings appears at the top of the screen

T

| Basic Info Services Expenses Claim Status Documents Confirmation

| «First || <Previous || Next> |[ Last» | Save | DeleteDraft | [ Audit Assist

//’/’a

Progress Bar appears at the bottom of the screen.

Notes:

e To avoid data loss, frequently save any entries made to a voucher.

e To delete the voucher, click Delete Draft at any time prior to submitting the voucher.
e To check for warnings or errors in the document, click Audit Assist at any time.

e To navigate, use the tab headings or progress bar.



Entering Services

Line-item time entries should be entered on the Services tab.
Both in-court and out-of-court time should be recorded on this screen.

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

Note:

There is NOT AN AUTOSAVE function on

this program. You must click Save
periodically to save your work.

Attorney Enters

CJA-20 | Basic Info | Services |

Expenses ! Claim Status

Documents

|» Confirmation

Services

e [sumn |+

o CMIEC
k to CM/EI s ] yne |

[~]-

Doc#Ech) [ |
.

* Required Fislds

@ services: $0.00 i
-

Service Type
(5] Expenses: $0.00

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budaet Report
Totals only of budget info for
defendant

e [ |

at §126.00 per hour,

Description

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

Service Type

Date Description Rate Amt]
No data
[ =First ][ <Previous |[ Next> |[ Last» | [ save | [ Delete Draft !‘Tif"": S ;ﬁ
Services
Date ‘ 6112014 * E Desaipbon
Service Type 4 June 2014
Doc.# (ECF) | | Su Mo Tu We Th Fr Sa
1 2 3 4 5 <] 7
Hours [
8 9 10[11] 12 13 14
* Required Felds
15 16 17 18 19 20 21
2 23 M 35 % 27 B8 i
29 30




Services (cont’d)

Click the Service Services
Type drop-down Date (61120104 | =28 Description
arrow and select the Servica Type || vl
service type. : ,
yp Doc. # (ECF) In Court Services A
a. Arraignment and for Plea
Hours
NOte: b. Bail and Detention Hearing
. * Regusred Feds
You may add dates in any order. You c. Motion
can sort in chronological order at any d. Trial

time. Service Type e. Sentencing Hearings

Enter hours of Services -
icei Date 5112014 | == =
service in tenths i DeaEr  —
of an hour. Service Type & Arralgnment andlor Plea L arraignment of Defendant.
Doc. # (ECF) Pages | o

Hours *  at $126.00 per hour, Remaove

Enter a Tequred FEdE
description.

Note:
Click Add.

e You may add time in any order.
e C(lick an entry to edit.

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

Services

Dete s =28 Desoiption | =

Service Type i \

boce®) [ | pes [ | - !

Hous _ * &t §126.00 per how. : Remave

Service Type Date Description Hrs  Rate  Amt
5. Arrugneaet and)ar Paa 06/11/2004  First sppaarance nd srmigneand of Defendant 05  §26,0000 lsl.ml
I Pmlnfmm)‘
[Pt | [ <rreviem |[ Mets |[ tasts | | [Seve | —
Ste . . . .
3 P Click the Date header. This sorts services according to date.

Click Save.



Entering Expenses

Click the Expenses tab or click Next.

. Basic Info - Services |» Expenses | Claim Status + Documents + Confirmation
Expenses
Date 6/12/2014 | =2 Description
Expensze Type | = [
Miles [ ] ats0.5600 per mile. =

Amount I:l | Add || Remove

* Required Fields
To group by a particular Header, drag the column to this area
Expense Type Date Description Mile Rate Amt
Mo data
«First || < Previous |[ Next> || Last» | [ save | [ Delete Draft |® —

Click the Expense Type drop-down arrow Expenses

and select the applicable expense. Date |5}12;2014 = E
Expense Type |||
Miles Travel Miles
Amount Travel Misc.

* Required Figlds Fax

ﬁ Long Distance Charges

Photocopies

Expense T |
"H- Postage

Other Expenses

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




Entering Expenses (cont’d)

If Travel Miles is selected, enter the round trip mileage. Airline travel requires a Travel Authorization.

Enter a description in the Description field.

Expenses

Date 611272004 | =28) Description Travel to and from Court]

Expense Type  Travel Miles - |=

Miles * 3t $0.5600 per mile. . &
Amount | Add || Remove

* Required Fields

Expense Type Date  Description Mile Rate  Amt
Mo data
[«Frst |[ <Previous |[ Next> |[ Last» | [ save | [(Delete Draft | S
Click Add.

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

Expenses

Date [en2r2014 | =2 Descrption

Expense Type | - =

Miles [ | ats0.5600 per mile. I
Amount ] Add H Hemova]

* Required Fields

Expense Type Date Description Mile Rate Amt
Travel Miles 06/12/20_. Travel to and from Court 20 0.5800 11.20
: Page 1of 1 (1 items)

[rint | [<rmiow | (o> 1[Gz ] [ om | [oossown] E———




Entering Expenses (cont’d)

Notes:

e If you choose photocopies or fax expenses, indicate the number of pages, and the rate of $.15 per page.

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

Expenses

Date 611212014 | = Description
Expense Type . |-

Miles at £0.5600 par mile.

ot [

* Required Fields

| Add “ Remove

Mile Rate Amt

Expense Type
Photocopies 06/12/20... Copées - 100 pages & .15 per page o o 15.00
Travel Miles DE/12/20... Travel to and from Court 20 0.5:500 1120
1 Page 1 of 1 (2 items)
\[C=rirst | [ < previous | [ Next> ][ Last» ] [ save | Delete Draft | ™= =~

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

» Click Save.




Claim Status

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

Enter the start date from the services or expenses entries, whichever date is earliest. If need be, go back
to the Expense and Service sections, and click the Date header to sort showing the earliest date of

services.
Claim Status
I StartDate  [s/1y/2014 | = ] End Date 6122014 | = I
Payment Claims
() Final Payment

@) InterimPayment (payment #) =
() supplerrental Payrrent
) withholding Return Payment

** Reminder: Please select the appropriate daimstatus.

1. Have you previousy applied to the court for compensation and/or reimbursement for this case? ® Yes No
If Yes, were you paid? ®) Yes Mo
2. Other than from the Court, have you, orto your knowledge has anyone else, received payment Yes (8 No

(compensation or anything of vale ) from any other source in connection with this represent ation?

* Required Fields

[ «First ” < Previous H Next > || Last » | | Save | | Delete Draft } | Audit Assist

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

[ ]

e Interim Payment allows for payment throughout the appointment, but each court’s practice
may differ. If using this type of payment, indicate the number of interim payments.

o After the final payment has been submitted, Supplemental Payment may be requested due to

a missed or forgotten receipt.

Answer all the questions regarding previous payments in this case.

Click Save.



At any point while creating services or expense, click Audit Assist to view any errors or warnings regarding your document.

(2 US Courts - CJA eVoucher - Internet Explorer =[BT &

cInfo | Services

‘vices Errors

11/15/2016 | = Mo errors Tound
e Type
w [
Felts
wp by a3 particular Header,
e Type
ignment and/or Plea Warnings

_f'\ Service and/or Bxpenses are out of the Voucher Start and End Dates.

7 e

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

_§\, Service andfor Expenses are out of the Voucher Start and End Dates,

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

Documents

Attorneys (as well as courts) may attach documents. Attach any documentation that supports the voucher, i.e., travel or
other expense receipts, or orders from the court. All documents must be submitted in PDF format and must be 10 MB or
less.

To add an attachment, click Browse to locate your file.

Add a description of the attachment.

Click Upload.



File

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
GADeVouchenCJA & oi Browse...

Description [Copies of receiptd

The attachment and description is added to the voucher and appears in the bottom of the Description section.

Supporting Documents

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

File Browse. .

Description | |
Description Delete  View
Copies of receipts Delate  Vigw

e | ovoms | s |fomr] |[Low || [oeeoar)
Click Save.

Signing and Submitting to

Court

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

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




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

Confirmation
L. CIR/DIST/DIV.CODE 2. FERSON REFRESENTED
0101 ebediah Branson

[FOUCHER NUMBER

3 MAG. DKT/DEF NUMBER 4. DIST_ DET/DEF NUMEER

1:14-CR-08805-1-AA

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

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

7.IN CASE'MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE FERSON REFRESENTED 10.REFRESENTATION TYFE
JUSA v. Branson [Felony (iacluding pre-trial diversion |, 4y b pon gan Criminal Case
of atleged felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOL ATION PENALTIES
12 ATTORNEY'S NAME ANDMATLING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12345 [[]A Associate []¢€ Co-Counsel

[]E Subs for Federal Defender [/] O Appointing Counsel
[]®Subs for Panel Attorney [ ] R Subs for Retained Attoruey
[[]¥ Standby Counsel

14 LAW FIRM NAME ANDMAILING ADDRESS

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

[Prior Attorney's Name

|sppointment Dates

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

Phone: 885-555-4000 ];a;e;é?;ﬂer Nunc Pro Tuac Date
[Fax: 888-533-4001 Repayment [ VES [7]NO
‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS 'rm,-\:: ADJUSTED | ADJUSTED -
BARGESE cianmn | AMOME | movms | awoust e
15.|a and'or Plea 0.5 563.00
b. Bail and Detention Hearing 0 $0.00
¢. Motion 0 $0.00
d. Trial 0 50.00
e. Sentencing Hearings 0 50.00
f Revocation Hearings 0 30.00
g Appeals Court 0 $0.00
h. Other 0 $0.00
Totals 0.3 563.00
16. | 2. Interviews and Conferences 0 50.00
b. Obtaining and Reviewing Records 0 30.00
¢. Legal Research and Brief Writing 0 $0.00
d. Travel Time 0 50.00
e. Investigative or Other Work 0 50.00
Totals 0 50.00
17 [Travel Expenses (lodging. parking, meals, $1120
milzags, efc.) -
18 f)lhx E.x{;m%:s (other than expert, $15.00
ranserips, eic.)
GRAND TOTALS 53030
(CLAIMED AND ADJUSTED) -

19. CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE

FROM: 6122014 TO: 6/122014

0. AFFOINTMENT TERMINATION DATE IF OTHER

1. CASE DISPOSITION
AN CASE COMFLETION

[2 CLADMSTATUS [] Final Payment [] Intsriz Paymen

Ifyes, were you paid? [] YES [] NO

Other than from the Court, have you, or to your knowledge has
any other source in connection with this representation? [
1 Swear or affirm the truth or correctness of the above statements.

Signature of Attorney:

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

[] Supplementz! Payment
[]YES []NO

anyone else, raceived payment (compensation of anything of value) from
YES [ NO  Ifyes, please attach supporting documentation

Date Signed:

APFROVED FOR PAYMENT - COURT USE ONLY

231N COURT COMP. 4. OUT OF COURT COME. 5. TRAVEL EXPENSES |26. OTHER EXPENSES 7. TOTAL AMT. APPR/CERT.
50.00 50.00 50.00 50.00 50.00
[:8 SIGNATURE OF THE PRESIDING JUDGE [paTE ;82 TUDGE ConE

[25.IN COURT COMP.

0. OUT OF COURT COMP.
50.00

30.00

(1 TRAVEL EXPENSES
50.00

[r2 OTHER EXPENSES
50.00

;3 TOTAL AMT APPR/CERT.
50,00

levcess of the statutory threshold amount

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

IDATE |42 JUDGE CODE

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

Public/ Attorney
Notes

Date:

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

[CsFist_ ][ =previous |[ Mext> |[ Last» | [

Save | [ Delete Draft

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




Signing and Submitting to Court (cont’d)
Verify the information is correct.

Scroll to the bottom of the screen.

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

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

Public/Attomey
Notes Motes

| I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | () Submit
N
[ «Frst || <Previous || mext> || Last» | | save | | Delete Draft |

Click Submit to send to the court.

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

Success

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

0101.0000150

Back to:

Home Page
Appointment Page

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



Signing and Submitting to Court (cont’d)

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

To group by & partiodar Header, drag the column to this anea. m:[
Case Defendant Type Status
1:14-CR-0BANS-A4- Jebediah Branson (= 1) ClA-20 .o Subitted to Court
F—r Claimed Amount: 89.20 Andrew Anders & 1101.0000150
Enc: 08/12/2014

: AR~ Jebediah Branson (= 1] CIA-20 Submitted to Court

Sar 1 Claimed Amount: 778,40 Andrew Anders 7 01010000001
End: (BRS04 T INTERIM PAYMENT 1
1: 14-CR-08A05-A4 - Jehediah Branson (& 1) AUTH .o Submitted to Court
Srarm: QA/02120M4 Clamed Amount: 1,000.00 Chemist, Toxicologist / 02020000002
Ered: 010111900 3

1 Page 1of 1 (3items)




CJA-20 Quick Review Panel

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

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

Voucher #: 0101.0000150

ﬂ E:pensu 5: §26.20

0' Services: §63.00 -

e Expand the item by clicking the down h Cout Sarvt

arrow (v) to reveal specifics. e LD
Arraignment and/or
plas 0.5
Bad and Datention P
Hearing
Motion Hearings ]
Trial 1]
Sentencing Hearing (]
Revocation Hearings o
Appeals Court 0
Other 1]
5

Totals 0.

Out of Court Services
Service Hours
Interviews and o
Conferences |
QObtaining and o
Reviewing Records
Legal Research and
Brief Writing
Travel Tima
Investigative and o
Other Work

Totals 0.0

0 Expenses: $26.20

Travel
Expense Type
Travel Miles
Travel Misc
Totals




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. Items to remember:

e  Viewable reports appear on the left review panel.

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

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

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

You can find other accessible reports on the menu bar.

Home Operations Reports Links Help

* Reports

logout

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJAZ0

Defendant Summary Budaet Report

Totals only of budget info for
defendant

Internal

Appointment Report

Attorney Time




Defendant Detailed Budget Report

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

The report provides the information in two sections: attorney appointment and authorized expert service.
Defendant Detail Budget Report - Attorney
1:14-CR-08805-1-AA

Type of Repreasntation: Criminal Cags
Budget Amount Requested: $0.00
Budget Amount Approved: $9.500.00

ponding o mpews  amountRemaning
Time Partod Vouchsr
FDT:‘MW Humbsr Faes Expenzss Toal Faas Expanzas Total After Approved | Afber Approved
Trawsl Crbhar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) ntive
0972372015 to 097232015 | D101 0000001 30.00 50,00 $0.00 s0.00 $5,350.00 S0.00 s0.00 36,350.00 33,550.00 $3,550.00
01/0171901 o 0101120 30.00 30.00 +0.00 S0.00 0.00 .00 s0.00 s0.00 33,550.00 $3,550.00
010171201 to 01011201 30.00 30.00 +0.00 S0.00 0.00 .00 000 =0.00 33.550.00 $3.550.00
Total Panding: $0.00 Total Approved: $6.350000 $3.550000 $3.550000
Panding Amaunt Remalning
Time Perlod Vouchsr
For Viouct Numbar Faes Expenass Todal Faas Expansss Total After Approved | After Approved
Trawsl Crthar Trawel Other 4nd Panding
Authorization Humber: 01010000002 . .
Spacialty: Chamist, T ; amount Requested: $1,000.00 Amount Authorzed: $0.00 attomey: Andraw Anders

AT o 1ot o P D oo
Counsel CJA20 or

vouchars a8 well 38 vouchsrs for Faes Expenzes Total Faas Expenass Total spproved and Pending
Elputmnsmmc.ﬁ?m Travel Other Travel Other Feea Feag and
submified sxpenditures for this Expenzea
“Dges not Includs Travel Auth $0.00 $0.00 $0.00 $0.00 $£,350.00 $0.00 $0.00 $6.350.00 $£,350.00 $6.350.00

Thursday, Movember 05, 2015 - Ver. 1.1




Defendant Summary Budget Report

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

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

Typs of Repressntation: Criminal Case
Budgst Amount Requested: 0,00
Budgset amount Approved: $3,500.00

me m Fogs Expanses Total | Fess Expanass Total After Approwsd | After Approved
o - — o i
R T e T s g a |

vouchars a8 well a8 vouchsrs for Fass Expenass Todal Faas Expensss Tatal Approved and Pending
Expart or Ssrvices on CJAZ or | P BT [ e +m =1 s T = =
CJA31. They represent tha total Traval Other Trawvel Othar Faes ExF“.m
submitisd sxpenditures for this | Ponnen
"P"":t“’“'l i $0.00 $0.00 $0.00 $000,  $6.350.00 $0.00 $0.00

$5.350.00 $6.350.00 $6.350.00

Thursday, November 05, 2015 - Vier. 1.1 Page 101



Creating a CJA-21 Voucher

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

CIA-21
Authorization and Voucher for
and other Services

The voucher opens the Basic Info page.

Note:

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

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

section. ,
If the request does not require advance No Authorization Required
authorization ($800 or less), click No If your voucher compensation is under
Authorization Required. the statutory limit and does not require

If you have a previously approved
authorization, click Use Existing Authorization.

prior authorization.

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

© Summary: $0.00

[ Basic Info

Services
Totals

Travel
Expense Type
Travel Miles
Travel Misc
Totals

Expenses
Expense Type
FAX
Long Distance Charges
Photocopies
Postage
Other Expenses
Totals

Tasks

Link To Appointment
Link To Representation

$0.00

Amount
$0.00
$0.00
£0.00

Amount
$0.00
£0.00
$0.00
$0.00
£0.00
$0.00

Basic Info

1. CIR.DIST/DIV.CODE 2. PERSON REPRESENTED VOUCHER NUMBER

0101 lebediah Branson

3. MAG. DKT/DEF.NUMBER 4. DIST. DKT/DEF.NUMBER 5. APPEALS. DKI/DEF.NUMBER 6. OTHER. DKT/DEF.NUMBER
1:14-CR-08805-1-AA

T.IN CASEAIATTER OF(Case Name) |5 PAVAIENT CAIEGORY |9 IVPE PERSON REPRESENIED | 10, REPRESENTATION TYPE

[Felony (including pre-trial diversion

JUSA v. Branson falleged felony) Adult Defendant Criminal Case
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
You can click the Use Existing Authorization button to select from a list of approved authorizations, or click the No Authorization Required button
if under the statutory limit.

No Authorization Required

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

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




Creating a CJA-21 Voucher (cont’d)

If you click Use Existing Authorization, an Associated Authorization list appears.

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

The service type automatically fills in
based on the authorization selected. If no
authorization is being used, click the
Service Type drop-down arrow and select
the service type.

Enter a description of the service to be
provided in the Description field.

From the Expert drop-down list,
select the expert.

If the expert you select is not
authorized to use eVoucher, the
Voucher Assignment buttons remain
locked, indicating the attorney will be
responsible for filling the voucher
claim part.

If the expert selected is authorized to
enter expenses on their own voucher,
the Voucher Assignment buttons
unlock, indicating the expert can be
selected and can then fill in their own
services and expenses on the
voucher.

Note:

Please Select the Associated Authorization

ID Number: 186

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

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

ID Number: 223
Order Date: 03/03/2014
Authorized Amount: $800.00

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

Grand Total Amount: $0.00

New Voucher Information

Service Type Interpreter/Translator V*

Description

Voucher Assignment @ Attorney O Expert

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

Service Provider

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

Bxpert  ([EHIHCETE v

Charlene Campos

Expert Info

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

I Create Voucher I

Voucher Assignment *
This indicates who will be responsible for fling the voucher daim part

Voucher Assignment (" Attorney @ Expert
This indicates who wil be responsbie for ling the voucher osim oart

Only experts registered with the service type selected appear in the drop-down list. If you wish to submit a person
for approval, a motion and order are required. If the order is granted the CJA clerk will enter the expert into the

system.




Creating a CJA-21 Voucher (cont’d)

Click Create Voucher.

Notes:

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

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

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



Creating a CJA-21 Voucher (cont’d)

If you are entering a CJA 21 on behalf of an expert, after Create Voucher has been selected, you’ll proceed with similar
steps mentioned on the CJA-20 Voucher adding services, expenses, claim status, and documents.

Note:

If you have submitted the voucher for the expert, you need to approve the voucher twice; once while sending it for
the expert, and a second time after it appears in the My Active Documents section.

on the progress bar.

In the corresponding fields,

description.

Click Add.

The item appears at the bottom of the
Services section.

Click Save.

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

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

Click Add.

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

Click Save.

Note:

Click the Services tab or click Next

Baszic Info  F Services Cxpenses Claim Stabus Docwments Confirmation

enter the date, hours, rate, and

Services =
Date samn == Desar grten
P —
e :
Add || Remove

Hasis
afrst || [ < Previos mext> || Lest= | e |
Basic Info Services Expenses Claim Status Documents Confirmation
Xpenses
o M == Descripaon
Experne Type . .
Hebdry ® % 0. 5600 per iy
= e
Exprane Typo Datre rscription Hile  Hate  Ami |
el Wi SR Trrew bl Feabeg ol bt T b
1 Pmlounfuw:

i | [crevon |[rest> |[ taste | [Cooe | [Goemtnan | F = |
—

At any point, click Audit Assist and the system will search for any warnings or errors.



Creating a CJA-21 Voucher (cont’d)

Click the Claim Status tab or click
Next.

Enter the start and end dates,
making sure to select the
earliest date of services and
expenses as the start date.

Select an option in the Payment
Claims section.

Click Save.

Note:

Basic Info Services Expenses b Claim Status Documents Conlirmation
Claim Status
lﬂmﬂbﬁ &122014 | = 2 ] Ilnﬂ‘.htc 142014 |= _:I
Payment Clims
® Fral Puyment
Irter P ayment. (paymert &)
Supplermertal Payment
Wihhoding R etum Paymert
** Rernder: Please select the aporopr ate damista s
][ <prevow |[ tets [ Ges | DoeOaRt | [ AudtAme |

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

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

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

FAavmnttan vAamAin +

Click the Documents tab or click
Next.

Click Browse to select a PDF file
to attach.

Click Upload.

Note:
Invoices for expert services are REQUIRED.

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

Basic Info Services Expenses Claim Status  F Documents Canfirmation

Supporting Documents

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

Filz Browse
DMescription ]
Upload
DhessAptham Delets  View
inwaica from Expart Raluty Ny
=Frst ][ <Previos [ Mext> |[ Lests | [ 5ae ] | ]

The document appears at the bottom of the Description section. Click Save.



Creating a CJA-21 Voucher (cont’d)

A confirmation page appears.

Attention: The notes you ender wil be avalable to the next spproval level,

. X X X Publc/Attormey
Verify all information is Notes
correct.
Select the affirmation ] Iﬂrinrwidaiﬂ'mﬂmhuﬂlmmuf the above statements Submit
check box. This oo o et ¢ Submi
automatically time stamps
the voucher. [Fst |[<povom |[Next> |[laste | [Swe |  [odemiaf |
B Click Submit.

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

Click Home Page to return to the
home page. Click Appointment

Page if you wish to create an
additional document for this
appointment.

Yeour voucher has been submitted for payment. You will recerve a notification if we need more detals,
Flease keep the folowing voucher number for your own records:

0101.0000154

Home Page
Appointment Page

The case file appears in the My Active Documents section.

. ETlu- by & parbouler Header, drig the column to s area, 3 :
Click the case RS it o l
. Case Defendant Type Status
hyperlink to
X 2 J4-CR EB0 AN Wendy Wi & Cla-21 Eabwil ¥
select the file. | 06/ 122004 uﬁﬁmﬁﬂm 165.80 —:J:.I.:.ah-d g thciin Stimey
| [ e Weapons Frearms Explos. .. T AT

Navigate to the Confirmation tab.

Verify all information is e e
correct. — : phen v v el v vl 1 -
Certify the information by
selecting the certification ~on o
check box. This D oy, / Approve 0 Reject
automatically time stamps Ltk ot Ty - -
the voucher.
Step [fent ][ <Pevon [hewt> J[late | [ ] | ]
8 Click Approve.



Submitting an Authorization Request for Expert Services

Open the Appointment record.

Create New Voucher

Click Create next to AUTH. AUTH Create

Authorization

Services

Next, click Create New Authorization.

L e |

Authorization Type Selection

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

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

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

The Basic Info screen will open.

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




| Basic Info Documents Confirmation

Basic Info

1. CIR/DIST/DIV.CODE 1 PERSON REFRESENTED [ OUCHER NUMEER
0101 JJebedizh Branson
3.MAG. DKT/DEF NUMBER 4 DIST. DKT/DEF.NUMBER 5. APFEALS. DKT/DEF NUMEER 6. OTHER. DKT.DEF NUMEER
1:14-CR-08803-1-AA
7.IN CASEMATTER OF(CaseName) |5 PAVMENT CATEGORY 0. TVPE FERSON REFRESENTED 10. REPRESENTATION TVPE
[USA v. Branson [Felony (including pre-trial diversion |, ;1\ pyofen un Criminal Case
of alleped fzlonvy)
11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY 'S NAME ANDMATLING ADDRESS 13 COURT ORDER
| Andraw Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel
110 Main Street []F Subs for Federal Defender [7] O Appointing Counsel

San Antonio T 73210

[Phons: 210-833-3623 [P Subs for Panel Attorney [ | R Subs for Retained Attorney
£. L1U-0133-204

[[]¥ Standby Counsel

[Frior Attorney’s Name

Appointment Dates
Siznature of Presiding Judze or By Order of the Court
14. LAW FIRM NAME ANDMAILING ADDRESS L
e Z = [Date of Order INunc Pro Tunc Date
3/32014

Repayment [ | VES [/|NO

Order Date
HNunc Pro Tunc Date

Repayment |:|

S —

Authorized Amount %

Basis of Estimate |

Description

Service Type | Vl *

Reguested Provider | |

= First || < Previous || Mext = || Last = | | Save | | Delete Draft

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

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

e Estimated Amount

e Basis of Estimate

e Service Type drop-down list



Order Date

Nunc Pro Tunc Date
Repayment [ ]
Estimated Amount g 8000.00 | 4
Authorized Amount $
Basis of Estimate | 100 hours at $30/hour
Description
Service Type | Investigator V| x
Requested Provider |Jr:|hn Doe |
[ «First ]| <Previous || mext> || Lasts |

Click Save.

Click the Supporting Documents tab or click Next.




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

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

Note:

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

In the Descrintion field. add a description of the attachment.

Click Upload.

Supporting Documents

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

Fla Browse
| Dascription | | |

|

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

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

i Browse. ..
Description Delete  View
Proposed ohdar Calntg Wig

Affidavit in Support of Expert Sarvdos Request

Expart's Curficulum Vitse

i

| =Frst || <Previeus || Hext> Laste | | save | | Delete Draft |

B Click Save.




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

Click Next.

The Confirmation screen will open.

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

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

Public/ Attomaey
Hotes

[+] I swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | ~ Submit
w =
| «First ” < Previous “ Mext > || Last = | | Save | |Dele'beDraFt |

Click Submit to send to the court.

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

SuCCess

our voudher has been submitted for payment. You wil receive a notification if we nesd more detals.
Flaage kmep the folowing voudher number for your own reconds:

101.0000152

Back to:

Home Page
Appointment Page

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

The Authorization Request will now appear in the My Submitted Documents section on the Attorney home page.



Creating an Authorizations for Transcripts (AUTH-24)

Authorization for payment of Tansaipt

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

No Authorization Required
The Authorization opens to the Basic Info page. Select No Authorization If your voucher compensation is under
R ired the statutory limit and does not require
equired. prior authorization.
Note:

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

{: ALITH-24 ¥ Basic Infe Oocuments. Confirmation
Basic Info I
1 CER SR I Cofm 1 FEEISN RIFREEINTID b CHER VEUDTR |
- AH letastab Bruvacn
Lk Lo CH/TCH AL DT ONT NUURIR i DIST. CMCT T XTURIE A AFPEALS DKT/INT NUMIEE £ OTETR. KT SHF NTMEIR
1-14-CR G800 1-AA

T — ¥ D% CLGL WLATTUR CfiCase Name |8 FANURNT CATEGOHN § TUPE FRESCK RATRTCENTTO TE REFREENT ATBO0 TVIT
b ol | ey Docleling potril Svisiica
LA v. Bramson alhepesd Belomyh Al Dedrdarn I rameral Case
11 CITENIEE| CHARGED
15: 1631 F INSPECTRON VIOL A TION PEMAL TIES
13 ATEORNEY 1§ NAME ANDAAEING A00RT 12 Co R CRER
Pndre: Anders « Bar Nomber 12183 1A it [ € Co-Commal
i:’r‘"'_r‘:: b [ ks Frad Dfomder [ O Appaiasing Conmant
e 2108535623 M Ay T o M A
1 Bl ¢ el

Frise Rorneys Nuame
st Dares

Fagmatnes s Frosiiing Juigs o0 By Gvil of it Evan
A B Airiion
14 LAT TR XAME ANDMASLENG ADORESS i it W P T B
L1
Eparrmens || VER ) NG
varml‘m |
To Be |s
Proceeding To Be |
Transcribied ¥
WMM_
mﬂmm
Sgweital Transcrpt [re— e
T ke Bitr®, Clpprardy L airert i eerien e i pumers e men Nektlsl
|, | peferne Operang Saterent || Defense Arpument ||y Instruciions LI e
Order Date

Manc Pro Tunc Date

[Corms [ <prevom [ téect> J[ Last= | [ cetete peaft

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

Click Save.



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

Click the Documents tab or click
Next.

Basic Info F Decuments Confirmation

Supporting Documents
File Upload (Only Pdf fles of TOMB size or hesst)

Click Browse to select a PDF file File Browsa
to attach. DRpe.

Click Save. Upioad

Click Upload. Description Dulele  View

s ]

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

| =First || « Presaous || Miexdt = || Lask = | i Save | | Dielefe Draft |

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

Click Save.

A confirmation page will appear.

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

Public/ Attorney
Notes

Verify all information is correct.

Select the afﬁrmation check box. 1 swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 0:28:36 (4] Submit
Click Submit. «First |[ <Previous |[ Mext> |[ Last» | [ save ] [ Delete Draft

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

submitted
Vour woucher has beer mbmitSed for parymers. Vo vl recesve & roSicaton i we reed mone detals.
Click Home Page to return to the S
) . . 0101.0000148
Step home page. Click Appointment Page if
8 you wish to create an additional

Home Page

document for this appointment. :
Appointment Page

The AUTH-24 will now appear in the My Submitted Documents section on the Attorney home page.



Creating an Airline Travel Authorization

From the Appointment page, click Create next to

TRAVEL. TRAVEL

Authorization for payment of

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

The Basic Info screen opens.

g TRAVEL b Basic Info | Authorization Request Dacuments - Confirmation
Basic Info
L TR G ST BV OO0E 1 FERSON REFRESENTED [WOUCHER NTABIR
1101 W enchy Wilson
3 MAC OKT IEF STAMEER £ DST. DKT DEF STMEER B AFFLALS IKT TEF NULEER & OTHIR. DET DEF NULMEER
1:14.CR 09502 2-A3,
] 1/1f1 1 TN CASE LA TTER OF s Kasa) E FAYMENT CATECDRY B TYFE FERSON REFRESENTED L& REFRESTNTATION TYFE
111501 | g [Feleny | teial div
Lf1/1901 FISA v. Wikson ot Frioay (achadag pos-trul doersion | soh Dedeadant Crimina Case
0 Amcunt Clsmed: 50.00 1L (FFENSE) CHARGED
_ |5:134530.F INCOME TAX, FALLURE TOFILE
1L ATTORNEY 5 NAME ANDUMAILING ADDRFTS 1X COURT GREER
4 ndnro: Andery - Bar Number 12345 [ A Asswcixie [] € Co-Commsal
110 MLain Strest : =
|| F St for Fasfiral Defumdar [o| 00 [ LAY
fian Antoms TX TE10 Pk s "::“
B 210-433-5623 Ci* s [ il Ao
K _'l Seandin Commal
Prasr hsarme's Nama
A inmmint Duie
Figmainry of Frmidag fodg ox By Gordlar of e Eonnt
14 LAWY FIRM ¥AME ANTVUAILING ADDRESS Am;rﬂw P T e
10
Raparoand “IVES [F X0
Travel Agency to be Used: W
Global Travel
1234 Travel Lane
Suite 200
Second Floor
Los Angeles, CA 93765

Fhone: 1-800-444- 7590
Faz 1-B00-555-F777

Email:  mail@eupport sobe LsCoUrtL gov
Ce=ret] [ crrevos | [Hets | [Last>> |

The Travel Agency to be Used: section automatically populates.

Click the Authorization Request tab or click Next.



Creating an Airline Travel Authorization (cont’d)

Fill out all required
fields marked with a red
asterisk.

Click Add.

The information will appear in the
bottom section.

Click Save.

| Basic Info  F Authorization Request Documents

Request For Travel*
* Required Fields

Confirmation

Harme and Tithe of Person Traveling:

ddress of Person Tr 1i

Purpose of Travek

Travel From location:

Travel Ta Location:

Estimated Dates of Travek

Travel Requested

|| Mirbine Thckets via €A Government ]
Travel Agency

[ Ground Transpartation |
|| Per Diem (Hotel & Meals)*™
[ other| | |

Total Estimated Cost: B |=

Tustifscation lor Request:

* Al travvel and expenses must be in comphance with poverrment travel r

(s ]| Remone |

eguisbons,
== actual cost of hotel and meals up 1o the establshed per dem rate. Experses for ravel for one day or last day s up 1o the MIE rabe.

Lo Angeles, C&

Travel Date  Reguested |
IR LS .0

Piﬂ!li[l{l“]:

e e ]




Creating an Airline Travel Authorization (cont’d)

Click the Documents tab or
click Next.

Banic [nde Autharization Beguest b Dcuments Conlirmation

Supporting Documents

File Updoad [Only Pdf files of 10MB size or lesst)

Click Browse to select a
PDF file to attach.

LUptaisd
Note:
Dot et i Delete  Wiew
All documents must be submitted in PDF Decumests
format, and must be 10 MB or less.
The document appears at the bottom of the Description section.
D Click Save.
The Confirmation tab appears.
Verify all information is ATteniter THe fotes you ete wil b Soalshee 5 = neat Boorol e
Publcf Attomey
correct. Hotes
Select the affirmation
check box. This 7| 1 swear and affim the truth or comectniess of the above statements ]
automatically time stamps b b ¢ Submit
the voucher.
E Click Submit. [ =Frst ][ <Previos || pext> |[ Lasz= | | seve | [ Deleze Drait
A confirmation screen appears, indicating the previous action was successful and the voucher has been submitted.
Click Home Page to return to the home
page. Click Appointment Page if you Fiour voucher bis besn submithed for payment, You il receive a notfication f we need mare detals,
wish to create an additional document Piesse keep the foleing voucher number fia your swe recorch:
for this appointment. 0101.0000162
Back ta:
Home Page

Appointment Page

The travel voucher now appears in the My Submitted Documents section.



Creating a CJA-26 Voucher

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

CIA-26
Statement for a Compensabon Claim in
Excess of the Statutory Case

Compensation Masimum: District Court

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

The voucher opens the Basic Info page.

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

F Basic Info Tustification Do 1 Confirmati
Basic Info
L CIR.DHST 00 CODL T PRS0 KIFRLIENTID FOUCHIR NUMBER
lerot T
1 AAC DKT TR NUMRIR A DRST. DKT DT NTARIR # AFFEALE KT TEF NTLMNIR £ OTRIR. DKT TEF XTUMECR
| 14-CROER)S. 1. AN _
TN CABLALATTER COfCimes Samal|& PAVMISNT EATLCORY ¥ T1PL FERSS BIFRTIESTID T8 REFRESENT ATI05 170
. 2 7
[L'54 v Brmsos oo o] PP RS it Dedendane Crimmer Cne
¥E CHTEE{E) CHARGID
151825 F INSFECTION VIOLATION PENALTIES _
12 ATTORNEY S NAME ANDAMAILING ADORTES T3 COUKET ORIER
[indoew Anders . Bar Namber 123588 (1A Ausssiain []€ Casommal
ey e ;:ﬁ:’“‘_l'f" i L L o Ty r—_—
bk iy & bt i i TX TR i} c
ool o 08835 4573 P fos Panal Antprney [ Seis for Botbied Asvmrnes
| Sewadis Conmial
Cpferitant Dutal Burkess Foepert Pries ' N
Alimraa's
Deetml bosdget o for e fencient ol
igmarers s Primskiag Judgs se By Ovber o1 tha Count
14 LA IR SAME ANDMATLTN: ABCRESS g tregt W
§ 32014
Regrvmen | (VI3 [ N0
Sement Fiesuesied o= Amcunt Agroved
P - . Crther inCourt Out-Cf Court
Pre: Trisl Hours: | | sl Hours o Sentenorg Hoss oy | 0 [ 1
tmber of Counts "0 | Mumberof CoDcfendanis 0
Oty P Cases
Serterong Gusdeine fangs |
Manclatory M Fourd |
=t ][ cPrevna |[ Bent> ][ wemt= | | [[oeteoran |

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

Click Save.



Creating a CJA-26 Voucher (cont’d)

Click the Justification tab or
click Next.

Fill out the justification text
fields.

Click Save.

. Basic Info P Justification Documents Confirmation

Justification

I, Descrbse dscoverny materals (rature and volume) Jedlor decovery pracices which e 3 noteworthy factor n the mumber of
Patnary .

5. SUmmanTe mesigaton preparabon (e, number and acosssbity of wiknasmses nterdawed, recced cobection,
MW}M“iW{;‘ﬁ e numiber of hours chamad.

£ Explain, f notewsrthy, mpact on the mumbeer of hours climesd of Fvestigatand, expert, o other seraces used (C4 21 voudher)
7. Descrbe whethes any of the chent consderations ane 3 noteworthy factor in the pumber of hours cimed and &axplin
gach: corrunication with of of othes

& Explan any wxpanse {Roms 17 and 18 of the O 20 woucher) greater than $500

S, Explain any other nolewertiy Croumstances regandng the cse and the representation provded to suppo the compensstion

réguest.
Hﬂ. aplcabie: (] neposators me (LE sbormeyh offcr o compkaly o ey of lepel e and fecia!
Femtrg Fom P reresenisiory;: arwd 1) sy eriaordriry presnre of Bre o other i wicke wisch servaces e revclered,

~rs | [crwom s [t ]| | [ o= ] | [ooe=oan]




Creating a CJA-26 Voucher (cont’d)

Click the Documents tab or click fasic info Justification  F Doc Confirmati

Next. Supporting Documents

Flle Upload (Oisly P Mles of 10MB siee oF lesst)

Click Browse to select a PDF file Fis Betririe
to attach. S
Uglaad
Click Upload. LS , —
Note:
All documents must be submitted in PDF
format, and must be 10 MB or less.
The document appears at the bottom of
the Supporting Documents section. | T | T | e | T [(osee o |
B Click Save.
A confirmation page appears.
B b AL Amerrbor: The nates pou entter will be auslabie B3 = Fra? aigeorenl vl
Notes
Verify all information is correct.
Select the affirmation + I swear and affiem the truth or cormectness of the above statemsnts :
CheCk bOX Dati 2014 14:5334 ':} Submlt
m Click Submit, s e = (e

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

submitted.

Your wiacher has been submitted for payment. You wil recsve 8 nobficaton & we need more detals.

Step Click Home Page to return to Please kineos the Folmineg voucher rurber o our o, ressord:
8 the home page. Click 0101.0000167

Appointment Page if you wish

to create an additional iill‘ach: E::;

document for this appointment. Wlfﬂ Pac

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



