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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.

Attorneys are required to submit bills for their service providers to the CJA Clerk in their division.

The program includes the following modules:

Panel Management

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

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

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 an appointment is made, 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.
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Accessing the CJA eVoucher Program

Your court will provide information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log 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.

R E—

Forgotyour login?

HNotice: This is a Restricced Web Site for Offidal Court
Business onfy. Unauthorized entry is prohibited and
subject to disdpline by the Court and/or proseastion
under Title 18 of the U.5. Code. All activities and access
atterpis are logged.

You are required to change your password within 30 days of the first time you log on to eVoucher. Passwords must be
at least eight characters in length and contain:

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

e One special character.

You are required to change your password every 180 days.
If you forget your user name or password, click the Forgot your Login? hyperlink.

Enter your user name or email address, and click Recover Logon to retrieve your information.

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

Uisername: || J and/or

Email:

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

information.
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My Active Documents

Appointments’ List

My Submitted
Documents

My Service Provider’s
Documents

Closed Documents

Folder Descriptions | |

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.

Quick reference to all your appointments.

Contains vouchers for yourself, or your service provider, that have been submitted to
the court for payment. Documents submitted to the court requesting expert services
also appear in this folder.

Contains all the vouchers for your service providers.

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.
Contains documents that have been paid or have been approved by the court. Closed
documents are only displayed for open cases. Closed documents are displayed until
they are archived and/or for 60-90 days after the appointment is terminated. They are
still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation

Home Operations Reports Links Help

Attorney login

Menu Bar " .
confirmation

logout

> Home

Welcome Andrew Anders (Attomey)

—
b ATTORNEY My Appointments:  View

1
=

Welcome Andrew Anders: My Profile

T

Home The eVoucher home page

Operations Contains “My Appointments” which lists all of the cases that an attorney has ever
been appointed to

Reports Selected reports you may run on your appointments

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

Help Provides:

Logout Logs user off the eVoucher program

Another link to your profile

“Contact Us” email

Privacy Notice

eVoucher help documentation for attorneys and experts
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Customizing the Home Page

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

Expanding/Collapsing Folders: Click the plus sign = 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 HEE! 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.
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Customizing the Home Page (continued)

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

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

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

B Click and drag the header to the Group by: header bar.
B o i
C
Ca nt Type v Status

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

Group by: Case - N
Case Defendant Type T Status
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My Profile

In the My Profile section, the attorney may:

e Change password (Login Info section).

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

e Update Social Security number (SSN) or employee identification number (EIN), and any firm affiliation (Billing
Info section). Any changes to SSN after the first login must be made through the court.

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 Profi
Contact Us 'h

Privacy
eVoucher Documentation: Attorne d Expert Users
E Anarew Anaers: | My Profile

ATTORNEY My Appointments:  Miew

Home Operations Reports Links Help logout

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

Login Info Edit
o _ UserMame Anders
Your Login information

Bar Number: Edit
Attorney Ir!fo Your Name: Andrew Anders
Your personal info

Your Contact Info:

Phone: 210-833-5623

Fax:

deadmail@support.aotx.uscourts.gov
deadmail@support.aot.uscourts.gov
deadmail@support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

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

> Help = My Profile Welcome Andrew Anders (Attorney

In th'e Log!n Infc? Login Info Edit
section, click Edit to Your Loain information Userliame Anders
change your
password.
To change your user name, R Welcome Andrew Anders (Attorney)
type the new user name :
and click the change link. It Login Info Username Anders change
will show “The Username HOUEL0gi K¥Ormaton Pacsword sk st |
has been changed.”
To reset your password,
click the reset link.

Enter the new | > Help > My Profile

password and reenter ‘ ;

he Conf field Login Info Username Anders change
it in the Confirm field. e e
Password eeesess| « Strength:Strong
Confirm =
. Reset
Click Reset to L]
save.
> Help > My Profile Welcome Andrew Anders (Attomey

Click Close to exit Login Info Usemame Anders change

the Login Info . Password =2+ reset

section.

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016



CJA eVoucher for Attorneys | 9

Attorney Info

Attornev Info Bar Number: 12345
. E\\'. x 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.aotx.uscourts.gov
G deadmail @support.aotx.uscourts.gov
access your deadmail @support. aotx.uscourts.gov
personal
. . Your Address:
information. 110 Main Street
San Antonio, TX 78210
USA
Attomey Info %Rfﬁﬂi;rfe':idds
Your personal info |
SSN Instructions:
If you are an appointed panel Tax Identification Nurrber: = (Ifor Panel)
attorney, youare reguired to enter Sl
your Social Security Nurrber in the 55N :
field. Confirme
If youare an assodate only, do not FirstNa'rre* Middie Last Narme =
Make any necessary snter your Sodal Security Nuber in || |Andrew I |[Anders |
h the SSM field.
changes. Main Email =
Payee Certification: | deadneil@support.a otx.uscourts.gov |
E’Ls rressdage inform;gou ti'naﬁmeed 2nd Ervail
me and TIM entered are collect | ,
pursuant to IRS Guidelines that govern Lﬂ?;}::l@s UppOIt:3 . LSCourts. gov |
whatinformation rrust be collected by
thejudiciary for payments mede to |dea drreil@support.a obx.uscourts. gov |
non-enploye eg ead nd Ddtf]ger entities foéf Phone = Cell Phane Fax
services provided and for purposes
issuing a Form1099-MISC. You have |210'333'56B | | | |
provided this informetion under )
penalties of perjury and certify thatz Address 1+ City =
. 1-The number entered asmy SSNor | (110 Main Street | [San Antonio |
Click Save. EIM is rmy correct taxpayer Address 2 State = (US only) Zip= (US only)
identification nurber: and : 4 : "‘
2-Iama U.5. dtizen, U.S. resident | | | TEXAS V| |?8210
alien, or ﬁther U.S. person (3 Address 3 Country =
partnership, corporation, company, or
assodation created or organized in the | | |UNITED STATES v|
.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 You may list as many as three email addresses. Notifications from eVoucher will
be sent to all email addresses.
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Billing Info

Under the Billing
Info section, click

Add if no billing
information is
available.

Biling Info

CJA eVoucher for Attorneys

Your default biling info is:

Andrew Anders

- : Biling Code:0101-000001
110 Main Street
San Antonio, TX
78210 - US
Phone: 210-833-5623
Fax:

Select

i

Add

Edit

Click Edit if you wish to change the
information already entered.

Note:

e You must have billing information entered before any payments can be made.
e The SSN/EIN is used when reporting income to the IRS.
e You may select the Copy Address from Profile check box if your billing address is the same as your Attorney

Info address.

Biling Info

Make any
necessary
changes and
click Save.

)

Billing Type:
®) sef-Enployed
Firm

| Associate

[v] copy Address from Profile

Name:

Phone: Fax:
‘210-833-5623

Address 1:
110 Main Street
Address 2:

Address 3:

Cty: ) State:

_San Antonio TEXAS

Country: )

UNITED STATES v/

~Zip Code:
V_: l?BZlU

Save

10
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Biling Info

List all available biling info records

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

Biling Info

List all available biling info records

Note:

Billing Type:
Ty
L/ Sef-Employed
C.: Firm

) .
) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:

CJA eVoucher for Attorneys ‘ 11

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V||

Country:

| UNITED STATES

vi

Billing Type:
O se f-Employed
O Firm

Fa .
®) Associate

Save

Biling Code: |0101-000001

| | Verify I

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fanx:

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

attorney to be paid.
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Appointments’ List
Locate the Appointments section under the Appointments’ List on your home page.
=l FUEHPH ILITHCILS LIS
Appointments Defendant
Click th b Representation Type: Criminal Case
IC e case number . nrh‘l'ﬁ::mm
hvoerlink t th Cage Title: USA v. Branson Order Date: 03/03/14
eriink to open e mr. Andrew Anders &
ypP . P A ; Pres. Judge: Albert Albertson
Appointments page. Adm, Mag Judge:
Case: 1:14-CR-08805-AA Defendant: Jebedish Branson
Daferdant = 1 - Representation Type: Criminal Case
Cace Title: USA v. Branson Qrder Type: Apponting Counsel
Attorney: Andrew Anders Order Date: 12/21/10
Pres. Judge: Albert Albertson
Adm. Mag Judge:
Appointment Appointment Info
S o T CTIL TE3T TV COM T FERSON RATRISIRTID L CHER NUMITR
View 101 ebedaal: Brason
3. MAG. DKT EF STMEER 4 THST. DKT DEF XUMBER E AFFEALS. DKT TEF XNUMEER § OTHER. DKT DEF NUMBER
Representation 1:14-CR-08505-1-A4
: ant T, ¥ CASE MATTER OF(Cass Nimi) & PAYVMENT CATECORY P TYFEFERSON REFRESENTED 10 REFRESENTATION TYTE
K USA v. Brason [l (o odmg prtral ivenion | st Defeodint Criemioa Case
-3 o 11 OFFENSE(S) CHARGED
15:1825.F [NSPECTION VIOLATION PENALTIES
L ATTORNEY 'S NALE ANDUATLING ADDRESS 13, COURT ORDER.
Create New Voucher Andrew Anders - Bar Nimber: 12345 [ A Auscian []€ Co-Comad
Attﬂrne”f CIA 20 ;:::2:;’;; it [ Sk for Fodiara Dufimsr [5]0 Appeiating Commsal
: '-'hn;n 210-833-5623 [P Suls for Famel Amarnay [ | R Saba far Reizined Ativrmey
V{}u{:her Sarues B = z [7]¥ Standby Consaal
T'Emplate AUTH-24 Create [Prios Anarmer's Xame
Autreriaten far naytmerl of trarsorot ¥
L pp=a imtemamt Dley
s an Jigaaarues af Prexidieng Fodgn or B Ondar of the Comt
!;)p-n‘r:'d-"': of ard -\u-'.'-:-' T B4 LAWFIRAI NAME ANDUAILING ADDRESS mwm e Pro Tmc Diuts
Court-Apponted Courasl B4
Reparment [ VIS [/ X0
' Group Header Bar
Expert CJA 21 € Vouchers on File /
A
V{}UChEF S To group by a particular Header, drag the column o this area, il Search:
Template Compersation Maamum: Disirict Court Case Defendant Type Status
TRAVEL Creat JeI4-H-08E05-23 Tebediah Branson (= | CIA-20 Submitted 1o Court
AR St o T T Clamed Amcunt: 778.40 Ardrew Arders & 1101,0000001
Ere BRSO INTERIM PAYMENT 1
1 4-CRQBR05 A8 Sebediah Br 2 AUTH Subritted
= o s Clamed Amount; 1,000.00 Chemist, Tasicobogist V4 et
Detaile ! =
L~ 1 14-CR 08805 48 Jebediah Brarson (= AUTH-24 Voucher Chosed
Payment Reports Deferedans Datal Budost iepert o OG/OATOL4 Claimed Ameunt: 0,00 M 0101000002
Detad busdget info for defendant o DL Approved Amount: 9,00 -
Li14CR-ORR05-AA- Jebedish # .
Defendant Summary Budge Report -fﬁﬁjj’_ (Chaimeat] m&ﬂ'ﬂ:‘o 1] Lc:';:'m ‘ i‘“‘fhﬂ s
Tatals only of budget info for By SO Hair, Fiber Expert =
defudari 114 -OBR05-A8- b Branson ClA24 _ Voucher Entry
All vouchers o DUOA14 Clamed Amount: 0.00 Teress Transerpts N
Ercr DT
H " 121 ORAHE- . 3 -
associated with Sl R et X ALITH-24 b
this case are Fisded
; L B4R -0BB05-AA - Sebedish Branson (= | 24 Submitted tn Atipmey
displayed. Seser, DEOYTOM4 Clairsad] m:..-:r:nu.su Teresa Tr ts 0310106 *m-f
play anscp A 101000014
Eret: DRI
| Page 1 of 1 (7vems)

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016




CJA eVoucher for Attorneys | 13

View Representation

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

In the Appointment section, click
View Representation.

Appointment

Help logout

Representation Info

1. CTELTIST.TIV.CODE 2_FERS0N REFRESENTED [(VOUCHER NUMEER

101 [Jebadiah Branzon
A MAG. DETDEFNUMEBER 4. DIST. DKT.DEF NUMEER £ AFFEALS. DKT/DEF NUMEER 6. OTHEE. DKT.DEF NUMEER

) 1:14-CR-08805-1-AA
7.IN CASE/MATTER OF(Case Name) B PAYMENT CATEGORY 0. TYFE FERE0N FEFRESENTED 10. REFRESENTATION TYFE
Reports [USA v. Branson Felonry (including pre-trial diversion [, 1 1y fondant Criminal Case
jof allegzd felony)
Representation Report 11. OFFENSE(S) CHARGED

15:1823 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESITING JUDGE MAGISTRATE JUDGE DESIGNEE
50000 00 Albert Albertzon
AppID Attorney Order Type Order Email

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

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

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016



CJA-20 Voucher Process Overview

Attorney enters
time/expenses

Court CJA Unit
and submits audits voucher.

voucher.

Creating the CJA-20 Voucher

Court approves or
rejects voucher.

CJA eVoucher for Attorneys | 14

Court processes
voucher for
payment.

The court creates the appointment. The attorney initiates the CJIA-20 Voucher.

Note:

All voucher types and documents function primarily the same.

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.

CIA-20

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

g CIA-20

b Basic Info Services Expenses Claim Status Doc ts Confirmati
Basic Info
1. CIR/DIST/DIV.CODE 2. FERSON REFRESENTED 'OUCHER NUMBER

0101 Pebediah Branson

Link to CM/ECF

3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER

1:14-CR-08803-1-A4

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

\,ro u[;he[ #: - 7.IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE
- aRiAn [Felony (including pre-trial diversion 5 %
1 [USA v. Branson bof alleged felony) Adult Defendant [Criminal Case
: 11. OFFENSE(S) CHARGED
o ) - 15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12345 [[]A Associate [[]€ Co-Counsel
110 Main Street inth
© oo -] bkt T E et e
e: 210-833-5623 CIFShe R TuntAtvers: It e et
[]¥ Standby Counsel
Reports [Prior Attorney's Name
App Dates
Defendant Detail Budget Report of Presiding Judge or By Order of the Court
Detail budget info for defendant " = = Albert Albertson
xig 14 LAW FIRM NAME ANDMAILING ADDRESS Ioate of Order anc oo Tuss Dak
3/32014
Form CJA20 Repayment [_| VES [v]NO
Defendant Summary Budget Report
Totals only of et info for
i A Payment Info
Preferred Payee | Andrew Anders W

Andrew Anders
SSNJEIN: *==-**.5739
123 Legal Bivd, South
AnyTown, DC

12345 - USA

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

[ =Frst ][ <Previous |[ Next> |[ Last» | | save

| Delete Draft I
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Creating the CJA-20 Voucher (continued)

Tab Headings appears at the top of the screen

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

/’/2

Progress Bar appears at the bottom of the screen.

Notes:

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

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

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

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

Click the Services tab or click Note:
Next, located on the progress

periodically to save your work.

There is NOT AN AUTOSAVE function on
bar. this program. You must click Save

Basic Info | Services Expenses Claim Status Documents Confirmation
Services

Date - 28 Desaripton

ServiceType | [~]-

boceEn [ ] pwem [

Hours [ ]+ ats1zs.00perhour.
* Required Felds
Service Type Date Description Hrs Rate Amt
Defendant Detail Budget Report
Detail budget info for defendant
Form CJA20
Defendant Summary Budget Report
Totals only of budget info for No datal
defendant
|_«First |[ <Previous || Mext> || Last= | | save | [ DeleteDraft | [ Audit Assist
Enter the date of the service. The .
default date is always the current Services
date. You may type the date or Date ‘ 6/11/2014 | = % Description
click the calendar icon to select a _
date from the pop-up calendar. = 3 June 2014
Doc.#(ECF) || = Su Mo Tu We Th Fr Sa
1 2 3 4 5 -] 7
Hours [: "
» 8 9 10[1m]12 13 14
* Required Felds
* 15 16 17 18 19 20 21
»222324252&2?28i
» 29 30 1 i 5
Service Type :
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Services (continued)

Click the Service Services
Type drop-down Date 612014 | =8 Description

arrow and select the Servica Type | v ]
service type. i ,
Doc. # (ECF) In Court Services d
a. Arraignment andfor Plea
Hours
Note: b. Bail and Detention Hearing
. " Required Faids
You may add dates in any order. You c. Motion
can sort in chronological order at any doTvid

time. Service Type e, Sentencing Hearings

Enter hours of Services -
icei Date 6112014 |3 =
service in tenths f1y e e —

of an hour. Service Type  a. Arraignment and/or Plea LA arraignment of Defendant.

Dox. # (ECF) Pages | y
E Hours « at$126.00 per hour, Remove

Enter a e FEE
description.

Note:
e You may add time in any order.
e Click an entry to edit.

Click Add.

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

Services

Date s =28 Descipton | —

Service Type * \
Doc. (ECF) | | roges ] = :

Hous . *  at§136.00 per hour. : Remave

Service Type Date Description Hrs  Rate  Amt

&, Arrwgneand and/or Paa 06/11/2004  First appaarance and armignewnt of Defendant 05 126,0000 ELEBI

1 PMH‘FHHBQ)‘
[<Frst | [ <Prevous | Next> [ tasts | | [Save | | [Oeetetrok | [ AudtAssist

Step Click the Date header. This sorts services according to date.

8
B Click Save.
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Entering Expenses
B Click the Expenses tab or click Next.
. Basic Info . Services ) Expenses - Claim Status . Documents - Confirmation
Expenses
owe (s |40 C ouaten
Expense Type >
Miles [ ] ats0.5600 per mile. %
Amount I:] | Add || Remove
* Required Fields
Expense Type Date Description Mile Rate Amt
No data
[ «First ][ < Previous ][ Next> ][ Last» | [ save | [ Delete Draft | | Audit Assist
Click the Expense Type drop-down arrow Expenses
and select the applicable expense. Date 6/12/2014 | * ﬁ
Expense Type ||| v |
Miles Travel Miles
Amount Travel Misc.

* Required Fields

Expeme‘lypel

Fax

Long Distance Charges
Photocopies

Postage

Other Expenses

[ «First || < Previous || Next> ||

Last» |
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Entering Expenses (continued)

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

Enter a description in the Description field.

Expenses
Date 6/12/2014 | * ﬁ Description Travel to and from Court]
Expense Type | Travel Miles - =
Miles * at$0.5600 per mile. s
Amount | Add || Remove

* Required Fields

Expense Type Date  Description Mile Rate  Amt

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

B Click Add.

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

Expenses

Date [er122014 | =30 _ Descrption l
Expense Type | w =

Miles [ | ats0.5600 per mile. ¥
Amount ] Add H Hemuva]

* Required Fislds

Expense Type Date Description Mile Rate Amt
Travel Mibes 06/12/20.. Travel to and froem Court 0 0.5600 11.20
: Page 1 of 1 (1 items)
. — |
[ =Frst || <Previous |[ Next> |[ Last» | [ save | [ Delete Draft | | Audit Assist
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Entering Expenses (continued)

Notes:
Expenses
Date - | Description
Expense Type 7] i
Miles at $0.5600 per mile. :
Amount |:| . | Add H Remove
* Required Fialds

Expense Type Mile Rate Amt
Photocopies 06/12/20... Copées - 100 pages & .15 per page 0 o 15.00
Travel Miles DE/12/20... Travel to and from Court 20 05600 1120

1 Page 1 of 1 (2 items)

[ «<rist_] [ <Previous | [ Next> ][ Last» | [ save | Delete Draft | | _Audit Assist
E Click the Date column header. This sorts expenses according to date.
» Click Save.
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Claim Status

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

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

services.
Claim Status
I SmrtDate  |6/11/2014 | = 4] End Date 6/12/2014 | = 2 I
Payment Claims
) Final Payrment

®) InterimPayment (payment #) =
(O Supplerrental Payrrent
() withholding Return Payrment

** Reminder: Flease select the appropriate daimstatus.

1. Have you previoudy applied to the court for compensation andfor reimbursement for this case? ®) Yes No
If Yes, were you paid? ®) Yas No
2. Other than from the Court, have you, orto your knowledge has anyone else, received payment Yes (®)No
(compensation or anything of valie) from any other source in connection with this represent ation?
* Required Figlds
st [ <Previous |[ nmext= ][ Last» | [ save | | DeleteDraft_| [ Audt Assist

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

[ ]

¢ 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.

e 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.
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Claim Status (continued)

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 = =

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

l\. 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:

1\ Service and/or Expenses are outof 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.
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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.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie GAO\eVouchenCJA eNor  Browse. ..

Description [Copies of receiptq x|

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

Supporting Documents

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

Fiz Browse. ..
Description | |
Description Delete  View
Copies of receipts Delate Vigwy
[ <Fist ][ <Previos |[ Next> | tast» | | [ Save | [ DeleteDratt |

B Click Save.
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Signing and Submitting to Court

CJA eVoucher for Attorneys

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

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

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

Confirmation

1 CIR/DIST/DIV.CODE 2 FERSON REFRESENTED [FOUCHER NUMBER

[0101 ebedizh Branson

3 MAG. DT DEF NUMBER 4 DIST. DECT/DEF NUMBER 5 APPEALS. D T/DEF NUMBER s OTHER DK T/DEF NUMBER
1:14-CR-08803-1-AA

7 INCASEMIATTER OF(CaseName) |8 PAYMENT CATEGORY 5. TVPE FERSON REFRESENTED 10, REFRESENTATION TVFE

[USA . Bransen o Crenadag pre e 6Ve0ion | gu Defendant (Crssins! Case

TL OFFENSE(S) CHARGED

15:1825.F INSPECTION VIOLATION PENALTIES

12 ATTORNEY 'S NAME ANDMAILING ADDRESS 13 COURT ORDER

Andrew Anders - Bar Number: 12345 A Associate []C Co-Coussel

110 Main Street []¥ Subs for Federal Defender [7] O Appointing Counsel

[San Antemo TX 78210

[Phone: 210-833-5623 []PSubs for Pamel Attorney || R Subs for Retained Attorney

[C]¥ Standby Coansel

14 LAWFIRM NAME ANDMAILING ADDRESS
[Prior Attorney's Name

Andrew Anders TIN: ***.#*.§780 |Appaiatment Dates

123 Legal Blivd. South [Signature of Presidiag Judge or By Order of the Court

AmyTown DC 12345 USA ;Jbe';m e

[Phone: $88-555-4000 332014 itmnc re o el

[Fax: 888-555-4001 g

Repayesent [ ]VES [7]NO
‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS TOTARL ADJUSTED ADJUSTED "

CATEGORIES CLAMMED AMOUNT HOURS AMOUNT REVIEW
15. |2 A and'or Plea 05 §63.00

b. Bail and Detention Hearing 0 0.00

¢ Motion 0 0.00

d. Trial 0 0.00

&. Sentencing Hearings 0 $0.00

1. Revocation Heanngs 0 $0.00

| 2. Appeals Court 0 $0.00

h. Other [] $0.00

Totals 05 $63.00

16. | 2 Interviews and Conferences 0 $0.00

b. Obtaining and Reviewing Records 0 $0.00

¢ Legal Research and Brief Writing Q $0.00

d. Travel Time 0 $0.00

& Investigative or Other Work [1] $0.00

Totals 0 $0.00

7 [Travel Expenses (lodging, parking, meals, $11.20
I prieage tc) !
18 Other Expenses (other than expert, $15.00

ranseripis, etc)
GRAND TOTALS $39.20
(CLATMED AND ADJUSTED) -
15. CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE [20. APPOINTMENT TERMINATION DATE IF OTHER |3| CASE DISPOSITION

AN CASE COMPLETION
FROM: §122014 TO: 6122014

[22. CLAIM STATUS [] Fisal Payment [ Interiz Payment (=) [] Suppiemental Payment

Have you Previously applied to the court for compensation and'or reimbursement for this? [] YE§ [ NO

If yes, were youpaid? [ YES§ [] NO

‘Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation of amything of value) from
any other souree in connection with this representation” [ YES [ NO  Ifyes, please attach supporting documentation

1 Swear or affirm the truth or correctmess of the above statements.

Signature of Attorey: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
3. IN COURT COME. 4. OUT OF COURT COMF. Es.mm:l.mws:s [16. OTHER EXPENSES 7. TOTAL AMT. AFFR.CERT.
[50.00 0.00 150.00 50.00
6 SIGNATURE OF THE PRESIDING JUDGE DATE 252 JUDGE CODE
|26 IN COURT COMP. OUT OF COURT COMP. 1. TRAVEL EXPENSES 2 OTHER EXPENSES 33 TOTAL AMT. APPR/CERT.
[50.00 0.00 0.00 150.00 50.00
P4 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR DELEGATE) Paymnt approved in T
poxcess of the stanutory chreshold amount PATE e

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

Public/Attorney
Notes

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

Date: () Submit

[First ][ <Previous |[ Next> |[ Last» | [[(save ] [ Délete Draft
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Signing and Submitting to Court (continued)

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

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 avalable to the next approval level,

Public/Attomey
Notes Motes

[+] 1 swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | (4] Submit
[ «Fest ]| <previous || mext> |[ Last» | | save | | Delete raft |

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 besn submitted for payment. You will receive a notification if we need more detalls.
Flease keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page
Appointment Page

Click Home Page to return to the home page. Click Appointment Page if you wish to create an additional
document for this appointment.
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Signing and Submitting to Court (continued)

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

To group by a partiouar Header, drag the column to this area. Sﬂrda:[
Case Defendant Type Status
Li19-CR-0BA05-AA- Jebediah Branson (= 1) ClA-20 Submitted to Court
St OR/12/2014 Claimed Amount: §9.20 Andrew Anders J D101.0000150
End: 0GM12/2014
1 15CR (EB05-AR- Jebediah Branson (= 1] CIA-20 Submitted to Court
S OHUH2014 Claimed Amount: 773.40 Andrew Anders 21010000001
End: 060572014 s INTERIM PAYMENT 1
1: 14-CR 0380544 - Jebediah Branson (= 1) AUTH Submitted to Court
Searn DAO22014 Clamed Amount: 1,000,00 Chemist, Toxcologist / 01010000002
End: 01/04/1900
1 Page 1of 1 (3items)
Notes:

e If a voucher is rejected by the court, it reappears in the My Active Documents section and is
highlighted in gold.

=i Documents

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

o e

End: 06/19/2014

e An email message generated by the system is sent explaining the corrections that need to be made.
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CJA-20 Quick Review Panel

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

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

ﬂ E:pen:u 5: §26.20

O services: $63.00 -

e Expand the item by clicking the down I Couit Servioes

arrow (v) to reveal specifics. Service Hours
Arraignment and/or
Plea

o
L]

Bad and Detenticn
Haaring

Muotion Hearings
Trial

Sentencing Hearing
Revocation Hearings
Appeals Court
Other

wooo o oS o

Totals

Out of Court Services
Sarvice Hours
Interviews and o
Conferences
Obtaining and
Reviewing Records
Legal Ressarch and

o

o

Brief Writing
Travel Tima o
Investigative and o
Other Work

Totals 0.0

o Expenses: $26.20

Travel

Taotals
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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. Items to remember:

e  Viewable reports appear on the left review panel.

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

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 Form CIA20
Budget Report and the Defendant Summary
Budget Report.

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Report

Totals only of budget info for
defendant

You can find other accessible reports on the menu bar.

Home Operations Reports Links Help logout

> Reports

Internal |

Appointment Report

Attorney Time
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Defendant Detailed Budget Report

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

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

Type of Represantation: Criminal Cags
Budgst Amount Requasted: $0.00
Budgst Amount Approved: $3.500.00

pendng F g amount Remaining
&m m Faag Expenzss Tiotal Faas Expansss Total Arter approved | After Approved
Trawal Crthar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
02372015 to 0232015 | 0101.0000001 30.00 30.00 +0.00 000 $5,350.00 .00 000 36,350.00 33,550.00 $3,550.00
010171801 to 017011590 30.00 50,00 $0.00 s0.00 $0.00 S0.00 s0.00 S0L00 33,550.00 $3,550.00
0140171801 to D180 $0.00 s0.00 #0.00 £0.00 $1.00 .00 £0.00 £0.00 5$3,550.00 $3.550.00
Total Panding: $0.00 Total Approved: $6.350.00 $3.550000 $3.550000
Panding amaunt Remalning
Time Pericd WVouchar
For Vouct Wumbar Faas Expenass Tiotal Faasa Expanses Total After Approved | After Approved
Trawal Othar Trawel Other and Panding
Authorzation Number: 0101.0000002 . .
Spacialty: Chamist, Ti ; amount Requested: $1,000.00 Amount Authorzed: $0.00 attomey: Andraw Andsrs

e — I
Coungel CJA20 or

vouchars 3z well 38 vouchsrs for Faas Expenzes Total Faag Expangss Total Approved and Pending
E""""t“'““""“"““m‘ = Travsl other Traval Other Foes Fess and
submitied sxpenditures for this Expansea
*Doas not Inﬂﬂ.Tm‘ll Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 40.00 $0.00 $6.350.00 $6,350.00 $E.350.00
Thursday, Movember 5, 2015 - Ver. 1.1 Page 1011
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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 Repressntation: Criminal Caae

Budgst Amount Requested: .00
Budgset amount Approved: $3,900.00

: — . = = Pt
me m Fooga Expanses Total Feas Expenass Total After Approwed | After Approved
Travel Other | Travel | other | &nd Pending
T = e | | g | | | | | |
[ Total Penaing:| $0.00 Total Approved:| $5,350.00 $3,550.00| £3,550.00

And Panding

Attorney: Andrew Andsrs

CJA31. They repreaent tha total
axpendituras for thia | | Expenszes
0 ot Includs Ti 1 Anth $0.00 $0.00 0,00 $0.00 $6.350000 $0.00 $0.00 $E5.350.00 | $6,350.00 $6.350.00
Thursday, November 05, 2015 - Wer. 1.1 Page 101
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CJA-21 Vouchers

The Clerk’s Office Staff receives an invoice from
the Expert.

The Clerk’s Office Staff will create a CJIA 21
Voucher and enter information from the
Expert’s Invoice

An email is automatically generated to the
Attorney notifying them that there is a
voucher to review and submit.

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

Select the file.

CJA eVoucher for Attorneys

31

To group by a particular Header, drag the coluen to this area, Search:
Case Detendant Type Status
: 14-CR -03502-AA Wendy Wilson CIA-21 Submitted to Attormey
06122014 Claimed Amount: 166.80 Gna Gabred F 01010000154
s Weapons Frearms Expios..., T

Documents Tab: The expert invoice/bill will be attached here

Confirmation Tab:

Verify all information is correct.

Certify the information by selecting the
certification check box. This will
automatically time stamp the voucher.
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CJA-21 Vouchers (continued)

E Click “Approve”

Pubhc/ Attornaey
Notes

Atterdor: The rotes you eriler sl be svadabie to Pw res? aooroval evel

5+ 1 cartify that | have reviewed the above
Sh / Approve 0 Reject

Date: 6/19/2014 §:43:24

G e (e ] [ ] | )
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Creating an Authorizations for Transcripts (AUTH-24)

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

Authorization for payment o

The Authorization opens to the Basic Info page.

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

g AUTH-24 ¥ Basic Infio Documents Confirmaticn
Basic Info
1 TR ST D Cofm 1 FECISN RITREEENTLD G CHER NUUBIR
R0l |rbadial Brmaon
L ALAG DT DT NLMRIR i DINT. CMCT O %L MALE & AFFEALY DKT DN NUMBER © OTRIK. KT CNT NCABIR
|- 14-CR 08500 1-AA
T LN AL ALKTTUR Of(Cave Namsi |8 FAVUENT CATUGORY § TUPE PUAcHCs RATRTEENTID B RIFRETLNTATEON TVIT
L slooy (melndng pro-trisl doveries
L75A v. Brasaca alkepesd felosrh 3l Defendarn I ramerial Case
19 CTINERE| CHARGED
13:EF INSPECTRON VIOLATION PENMAL TTES
13 ATTORNEY 1 NAME ANDLUNEING ADDRT T 1) COURT CRIIR
JAndre: Ander - Bar Nombar 12183 | A Ansscimis [ € Ca-Cmmual
E:;L-“‘“"T‘:: A |7 Bk fim Fisdarad Dmfomdder |10 Agpaisning Commend
Phocs: 110335473 S it g% i ey
T Ml el

Frioe kitornan's Mams
LRI TR THY

fiapnatess nf Frmadag Julgn o By Cviles of i [ wnst
|4 Bt Albirion

14 LAT MR XUMT AND WATLING AIOKE S5 s o8 Civi [y e N —
LR34

Eparrman || VT3 900

Tﬂﬁlm I_

Proceeding To Be |
Transeribved

une Pro Tunc Daks

[Corme [ <prevom ][ teect> J[ Lasts | [ Cetete el |

Enter the details for the transcript required on the Basic Info screen.
Required fields are marked with a red asterisk.

NOTE: If more than one court reporter is used for a case, separate
Auth-24s must be used for each court reporter.

Click Save.
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Creating an Authorization for AUTH-24 Transcripts (continued)

Click Submit. <First |[ <Previous |[ Mext> ][ Last» | [ save | [ Delete Draft |

Click the Documents tab or click s S e
Next.
Supporting Documents
Fiie Upload {Only Pdf flles of 10MB size or kesst)
Click Browse to select a PDF file File Browsa
to attach. L.
Click Save. Upkoad
B Click Upload Daneripiion Dalsds  View
Note:
All documents must be submitted in PDF
format and must be 10 MB or less.
| =Frst || <Prevos || Mexts || Leste | | swe | | Deleteorafi |
The Document will appear at the bottom of the Description section.
m Click Save.
A confirmation page will appear.
E Verlfy a” information |S COFreCt. BBy Attention: The notes you enter will be avaiable to the next approval level,
Motes
Select the affirmation check box. v] I swear and affirm the truth or correctness of the above statements ]
Date: 6/19/2014 8:28:36 @ Submit

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

submitted.

| ===

o wuches haw bever mismitsed for parment. Yoy vl reopeer & rotfcaton f v reed mone detals.

Plaace keeg S followng voucher numbser for your ome necordh:

Click Home Page to return to the
01010000148

Step home page. Click Appointment Page if
you wish to create an additional

document for this appointment. Home Page
Appointment Page

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

ooI
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CJA-24 Vouchers

After submission and approval of the AUTH-24, Clerk’s Office Staff will create the CJA-24 voucher for payment.
The Court Reporter is electronically notified and will fill out the required expense information.

CJA-24 is electronically sent to the Attorney for verification.

Under “My Active Documents”, Click on the Voucher
number.

Basic Info Tab will contain the info from the
previously submitted Auth-24 to request the transcript.

Click Next at the bottom of the page to view services,
expenses, and documents.

In the Confirmation Tab, after verifying all information is
correct, click the box Certifying that the information has
been reviewed and Click Approve.

Aiengers Tha robin vou enber wil b svadable b3 B miad spereval kvl
Publc/Attomay
Hotes

4 1 swear and affirm the truth or cormectness of the above statements
Data: 7/1/2014 15:53:57

O
£
2

[ =Frst ][ <Preves [ mesti> ][ Lasts | [ s=e | [ Celeserealt |

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

Click Home Page to return to the home

page. Click Appointment Page if you Sucress

wish to create an additional document i o s B el o sl et ot I s it il
for this appointment. Plese e e Folwrsy youcher umbes for your e resoeds;

0101.0000165

Back to:
Home Page
Appointment Page

CJA eVoucher | Version 5.0 | AO-DTS-SDSO-Training Division | November 2016



