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CJA eVoucher for Attorneys

Introduction

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

e Online authorization requests by attorneys for service providers.

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

e Online voucher review and submission by the attorney.

e Online submission to the court.

Attorneys are required to submit invoices for their service providers and associates 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 Requests by attorneys for interim payment

e Supporting document uploads to vouchers or authorization requests

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

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

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57, Internet Explorer 10.1 with Compatibility Mode,
Internet Explorer 11
e Apple Macintosh: Safari 10.1

Court Appointment
When a CJA attorney is appointed, the CJA Clerk will create a representation in eVoucher. The program
automatically generates an email message to the appointed attorney. The email confirms the
appointment and provides a link to the CJA eVoucher program.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020

2



CJA eVoucher for Attorneys | 3

Accessing the CJA eVoucher Program

Prior to version 6.4, if you had eVoucher accounts in multiple courts, you were required to sign out and

sign in to each individual court account in which you wanted to work. You had a separate user name and
password assigned by each individual court. Starting with version 6.4, you can now create a Single Login

Profile (SLP) with a single email address and password that can be linked to each eVoucher account you

have. You can now switch from one eVoucher account to another from within the eVoucher application

without the need to log off.

Note: Users with more than one eVoucher account must designate one account as the default account;

the court used to create your Single Login Profile (SLP) automatically becomes your default court, unless
you change it.

Single Login Profile for David D. Attorney

SLP email address
Password

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

Creating a Single Login Profile (SLP)
Creating your Single Login Profile (SLP) only has to be done once, or whenever you need to relink your
account to your default court. To create your Single Login Profile (SLP), visit the eVoucher site for the
district or circuit in which you already have an eVoucher account.

In the Email Address field, enter your email address, and then click Next.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020



CJA eVoucher for Attorneys | 4

= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

Email Address

| daviddattorney@gmail.com X I

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

Step 2

If you use more than one court account, choose one, and then click Next.

E= An offici f the United States

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Link CJA eVoucher account

Enter the username and password for your existing CJA eVoucher account to continue.

Username

‘ Dattorney ‘

Password

Forgot your password? /

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Step 3

On the Create New Single Login Profile screen, complete the First name, Middle name, Last name, and
Suffix (if applicable) fields, and then enter and confirm your email address.

E= An official website of the United States government

COURTS

“" UNITID STATES | CJA eVoucher - Train District Court
I

SDSO Training - Release 6.4.0.0

Create New Single Login Profile

You will use the email address entered below to log into all of your assigned eVoucher accounts.
If you have multiple accounts, you will be given an opportunity to link them to your single login profile.

First name Middle name Last name Suffix

David ‘ ‘D ‘ ‘Attcmey ‘ ‘JL L]

Email address

daviddattorney@gmail.com ‘

Confirm email address

daviddattorney@gmail.com ‘

Step 4

Next, answer the security questions. In the Security Questions section, select a question from each
guestion drop-down list, and then type your answer in the corresponding answer field. Click Next.

Security Questions
Select three security questions and enter your answers.

Question 1

o

In what city or town was your first job?

Answer 1

‘ Boston ‘

Question 2

»

‘ What was your childhood nickname?

Answer 2

‘ Davey ‘

Question 3

“»

‘ What was your first car?

Answer 3
Saturnl X
When you click Next, we will send an email with a lin irm your email address.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Step 5

A message appears, stating that an email was sent to the email address you provided when creating
your Single Login Profile (SLP).

E= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

0 Check your email

An email has been sent to daviddattorney@gmail.com with a link to confirm your email address. Follow the link to
continue creating your single login profile.

IMPORTANT: The link provided in the email is only valid for 30 minutes and can only be accessed one time.

Step 6

Go to your email account. Click the link in the email message to continue creating the profile.

Note: The email is valid for only 30 minutes and can be used only once. In the email message, click the
confirm your email address link.

O mbox Login Profile Email Verification - david attorney inbex = & &
% Starred cja_atty@aotx.uscourts.gov 325PM (Dminutes ago) Yy 4
tome -

© snoozed
> Sent Dear David Aftorney
B Drafts Thanks for setting up - o "

i Please click on the link 4§ confirm your email address.
v ore | I
Mast This link will be valid for 30 minutes and can only be used once.

You will use this email address and the new password you are about to set to login to eVoucher from now on.
B¢ Start a mesting
Regards,

E@  Join a meeting US Courts

Hangouts

Step 7

Enter a new password to be used for your Single Login Profile (SLP). The new password must:

e Be at least eight characters.

e Be alphanumeric.

e Contain at least one lowercase and one uppercase character.
e Contain at least one special character.

o Not be a password used in the past 365 days.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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To view current password requirements, click the plus sign (+) icon to expand the Password
Requirements section. You must change your password every 180 days. Verify the password, and then
click Next.

BE An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Enter password

Enter the password your single login profile will use to access eVoucher.

Enter password

Password Requirements

Step 8

A success message appears, and you are directed to the eVoucher home page. Your email address and
new password are now your new login credentials. You have now successfully created your Single Login
Profile (SLP), and can use the email address you entered when setting up your Single Login Profile (SLP)
to log in to all your CJA eVoucher accounts going forward.

BE i offcial website of the United States governmen t

CJA eVoucher - Texas Western District Court
TSD NV1 - Release 6.4.0.0

0 You have successfully created your eVoucher single login profile,
which you will use to log into eVoucher from now on.

Notice: This is a Restricted Web Site for Official Court Business only. Unautharized entry is prohibited and subject to discipline by the
Court and/cr prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.
Please wait ... &

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Forgotten Password — Legacy

If you have forgotten your current court password or entered it incorrectly, a login failed message
appears. To recover your password, click the Forgot your password link. Please note that you should
follow this same process if you have not reset your password in the last 180 days. If you entered your
password incorrectly more than six times and your account is locked, or if you are still unable to recover
your password, contact your court administrator.

BE An official website of the United States government

|\\' NiEDsTATS | CJA eVoucher - Train District Court

]I|CO URTS

SDSO Training - Release 6.4.0.0

Link CJA eVoucher account

Enter the username and password for your existing CJA eVoucher account to continue.

Login failed.
Invalid username or password or your account is locked.
Please contact an eVoucher Administrator for assistance.

Username

I Hattorney x I

Password

Forgot your password?

Step 1

Click the Forgot your password? link.

Username

Kattorney X

Password

Forgot your password? ===

Notice: This is a Restricted Web Site for Official Court Business only. Ur
Court and/or prosecution under Title 18 of the U.S. Code. All activities.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Step 2
In the Username and Email fields, enter your information, and then click Recover Logon.

Forgot your Login?
Please tell us your username AND email address. We will send you an email to reset your password if there is a match in our records.
Username

Email

| o

Back to sign in /

Step 3

In the email message, click the here link to create a new password.

CJA - Logon Recover by Joe Attorney inbox x

cja_atty@aotx.uscourts.gov I
tome =

"0" topmargin="0" style="background-color: #ffffff, padding: 30 30 30 30"=

Dear Joe Attorney,

On 11/4/2020 11:02:20 AM we received a request to reset your Online CJA "password'
froge the CIA - district_trng site. In order to start the recovery process, please

cli m H you will be taken to the proper page.

Regards,

Us Courts

Note: The password link expires after 30 minutes and can only be used once. If you don’t reset your
password within that time, you must return to the login page and repeat the process.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Step 4

You are taken to the Reset your password page, where you must create a new password to complete

the Single Login Profile (SLP) process. Enter and confirm your new password, user name, and email, and
then click Reset.

IMPORTANT: The link provided in the password reset email is only valid for 30 minutes and can only be accessed one time.
If necessary, return to the login page and click "Forgot your login" to repeat the process.

Reset your password

New Password

Confirm Password

Username

Email

Password Requirements -—

« Password must be at least 8 characters.

+ Password must be alpha-numeric.

« Password must contain at least one lower case and one upper case character.
+ Password must contain at least one special character.

«+ Password cannot be a password used within the past 365 days.

Step 5

Your password is now reset. A success message appears, and you can either continue creating your
Single Login Profile (SLP), or if you have already created one, enter your email address and sign in to
eVoucher.

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

| o Password updated.

Your password was successfully updated

Email Address

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Signing In to eVoucher with Single Login Profile (SLP)

Step 1

From the eVoucher webpage, enter the email address you used to create your Single Login Profile (SLP),
and then click Next. If you forget this email address, contact the security administrator for your court.

E= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

Email Address

I daviddattorney@gmail.com X I

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to discipline by the
Court and/er prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

Step 2

Enter your password, and then click Sign In. You have now successfully signed in to eVoucher.

E=E An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Sign in to CJA eVoucher

Please enter your password to continue.

Password

Forgot your password?

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Forgottten or Expired Passwords
If your password is expired, entered incorrectly, or you have forgotten it, an error message appears,
stating that your password is expired, invalid, or locked.

To reset your password, click the Forgot your password? link.
Note: You should follow this same process if you have not reset your password in the last 180 days.

Sign in to CJA eVoucher

Please enter your password to continue.

Password

lFo rgot your password? ]

Step 2

On the Reset your password? page, the email address you entered for your Single Login Profile (SLP)
displays. You are prompted to reset your password by answering one of the challenge questions you
selected when creating your Single Login Profile (SLP). Enter the correct answer, and then click Reset
your password. You will receive an email notifying you that an unsuccessful attempt was made to sign in
to your account and that you must reset your password.

Reset your password?

Please answer the following challenge question to have a password reset link sent to your email.

Email
daviddattorney@®gmail.com

Question: In what city or town was your first job?

Answer

Back to sign in /
Reset your password

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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o Invalid username or password or your account is locked.
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Note: If you incorrectly answer the first security question, you must answer one of the two remaining
security questions. If you incorrectly answer all security questions, your account locks, and you must
contact your court to unlock it.

Step 3

A message appears, telling you to check your email. Go to your email account and locate the email
message containing a link to reset your password.

Note: The link expires after 30 minutes and can only be used once.

Reset your password?

Please answer the following challenge question to have a password reset link sent to your email.

o Check your email

If the information entered matches our records, we will send an email with instructions on how to
reset your password. If you do not receive this email, please check the information provided for
accuracy, or contact an eVoucher Administrator for further assistance.

IMPORTANT: The link provided in the password reset email is only valid for 30 minutes and can only
be accessed one time.

Step 4

In the email message, click the here link to create a new password. You are taken to the Reset your
password page, where you must create a new password for your Single Login Profile (SLP).

cja_atty@aotx.uscourts.gov 11:54 AM (0 minutes ago) Yy
tome -

N

e
Dear David D Attorney,

On 10/20/2020 8:39:15 AM we received a request to reset your Online CJA password
fromathe - district_trng site. In order to start the recovery process, please

clig] @ d vou will be taken to the proper page.

Regards,
Us Courts

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Step 5

Enter your new password, and then confirm it by entering it again. Enter the email address associated
with your Single Login Profile (SLP), and then click Reset.

IMPORTANT: The link provided in the password reset email is only valid for 30 minutes and can only be accessed one
time. If necessary, return to the login page and click "Forgot your password? link" to repeat the process.

Reset your password

New Password

Confirm Password

Email

| |
R

Password Requirements +

Step 6

A message appears, stating that your password was successfully updated. You can now enter your email
address, click Next, and then enter your new password to sign in.

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

Password updated.
Your password was successfully updated.

Email Address

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Locked Accounts

You can attempt to create a Single Login Profile (SLP) or sign in with an existing Single Login Profile (SLP)
a maximum of six times. If you attempt a seventh time and are unsuccessful, your account locks and you
can no longer enter a correct password at this time. You must contact your eVoucher administrator to
unlock your account. Additionally, you will receive an email notifying you that an unsuccessful attempt

was made to reset your password.

Login failed.
Invalid username or password or your account is locked.

Please contact an eVoucher Administrator for assistance.

Note: If you make fewer than seven consecutive attempts, the allowed number of unsuccessful creation

attempts resets to zero after 30 minutes.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Single Login Profile (SLP) vs. Court Profile

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

o Court account to which Single Login Profile (SLP) user
you are signed in o hame

Profile icon
B=  An official website of the Uni' d States government

>

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9
Single Login Profile
Court Profile
Operations Reports Links Accounts Help Sign out

Single Login Profile Circuit - Attorney

Attorney/expert court District - Attorney

account user name

List of linked accounts to which you have access

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

2. Single Login Profile (SLP) — This profile is attached to a person. Regardless of the court account you
are accessing, you must always be signed in to your Single Login Profile (SLP).

3. Profile icon — You can access your Single Login Profile (SLP) or court profile, or sign out from here.
You can also access these areas from the Help menu.

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

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

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020
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Home Page

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

Reports  Links

Help Signout

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

Search: |

Claimed Amount: 0.00

Paul William Clark (# 1)
Claimed Amount: 0.00

Case Defendant Type Status Date Entered
LR O8S2IL Paul Willam Clark (+ 1) AUTH Voucher Entry 03/01/2016
Stre 04042014 Claimed Amount: 1,200.00 Investigator &/ 0101.0000019
3-CR-08842-11- Paul Wiliam Clark (# 1) Qa2 01/21/2016
Claimed Amount: 0.00 Voucher Entry
enc Edit
Paul Willam Clark (# 1) AUTH24 12/02/2015

Voucher Entry
& eae

QA2 _ Voucher Entry

 Edit

01/21/2016

Page 1 of 1 (4 items)

Appointments

Defendant

Semc |

Cose: 1113-CR08842.11
Defendant #: 1

Case Title: USA v Clark
Attorney: David Attorney

Cose: 1:16-CR08642-4
Defendant #: 1

Case Title: USA v Wyatt
Attorney: David Attorney

Defendant: Paul William Clark
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 08/03/13

Pres. Judge: Ignacio Iglesias
Adm./Mag Judge:

Defendant: Daria Wyatt
Representation Type: Expert Only
Order Type: Associate

Order Date: 08/07/18

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

Page 161 (2 tems)

Folder Name

My Active Documents

This folder contains documents that you are currently working on. These documents
are waiting for you to take action.

Defendant

All cases have been currently assigned

1

o group by 2 particular Header, drag the column to this area. Search:
Defendant Type Status Date Entered
Paul Wiliam Clark (= 1) a2 Submitted to Court 11/09/2015
Claimed Amount: 204.45 David D Attorney /01010000020
Paul William Clark (= 1) a2 12/10/2015
> T Claimed Amount: 8,800.00 Sibmitedtojcourt
End: 12/10/2015 #/ 0101.0000063
1:13-CR-08842 Paul William Clark (= 1) AUTH24 mit 12/02/2015
£nds 120022015 0101.0000067
1 Page 10 1 (3 items)
L My Service Provider's Documents
To group by a particular Header, drag the column to this area. ™ Search:
Defendant Type Status Date Entered
Paul William Clark (= 1) 24 Voucher Entry 12/07/2015
Claimed Amount: 0.00 Teresa Transcripts J Edit
Paul Willam Clark (= 1) a2 01/28/2016
Claimed Amount: 0.00 Teresa Transcripts = gg;cher Entry

Page 10f 1 (2 items)

[ ClosedDocuments )

Contents

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entered
1:13-CR-08842-11 Paul William Clark (+ 1) AUTH-24 Voucher Ck 04/27/2020
S s Gaimed Amount 0.00 g Lot Closed
e 04272020 &, 0101

Appointments’ List

This is a quick reference to all your appointments.

My Submitted
Documents

This folder contains vouchers for you—or your service provider—that have been
submitted to the court for payment, along with documents submitted to the court

requesting expert services or interim payments.

My Service Provider’s
Documents

This folder contains all the vouchers for your service providers, including:
e Vouchers in progress by the experts.

e Vouchers submitted to the attorney for approval and submission to the court.
e Vouchers signed off by the attorney and submitted to the court for payment.

Closed Documents

This folder contains documents that have been paid or approved by the court. Closed
documents only display for open cases. Closed documents display 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

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Home Operations Reports Links Accounts Help Sign out _m

Welcome, David Attorney e

Menu Bar ltem \ Description
Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you may run on your appointments.
Links Click to access links to CJA resources such as forms, guides, publications, etc.
Accounts Click to access your different court accounts.

Click to access:
e Another link to your Single Login Profile (SLP).
e Another link to your court profile.

Help e Contact Us email.
e Privacy Notice.
e eVoucher help documentation for attorneys and experts.
Sign out Click to sign out of the eVoucher program.
Search field Use this field to look up any of your cases.

Customizing the Home Page

You can customize your home page to change the way your information displays in the folders.
Expand/Collapse a Folder: Click the plus sign (+) icon to expand a folder. Click the minus sign (-) to
collapse a folder.

Resize a Column

Along the folder headings (e.g., Case, Description, Type, etc.), point to the line between the columns
until a double arrow <= appears.

Step 2

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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Group by Column Heading: To sort all the information within a folder, you can group documents by
column header. All folders displaying the group header bar can be sorted in this manner.

Step 1

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

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

Case Defendant o Type Status Date Entered

Step 2

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

Tdgr ? drag the column to this area.
C
Ca nt Type " Status

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

B My Active Documents

Group by: Case N
Case Defendant Type T Status
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Accessing Single Login Profile (SLP)

On the Single Login Profile page, you can:

e Edit first, middle, and last name.

e Edit mail address.

e Edit Single Login Profile (SLP) password.

e  Edit security questions.

e View your linked eVoucher accounts.

e Link your eVoucher accounts to your Single Login Profile (SLP).

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

CIA eVoucher - Train District Court .
SDSO Training - Release 6.4.0.0 Welcome, David Attorney €

Single Login Profile

Court Profile

Home  Operations Reports Links Help Signout Sign out

David D Attorney [Attorney)

= Help > Single Login Profile
Court Profile

Contact Us

Privacy

eVoucher Documentation: Attorney and Expert Users

Account Information

In the account information section, you can change your name, email address, and password.

Home Operations Reports Links Help  Signout Q

> Help > Sinale Loqin brofile

Single Login Profile

Account Information =

First name Middle name Last name Suffix
David B Attorney -

Email address
attorneyl210@gmail.com

Password
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Modifying Your Name

To edit your name, click the Edit link to the right of your name.

Single Login Profile

Account Information

First name Middle name Last name Suffix
David B Attorney -

Make any necessary changes, and then click Save changes.

Account Information -—
First name Middle name Last name Suffix
I pavid x I B H Altorney H -Select-  #

Updating Your Email Address

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

Email address
attorneyl210@gmail.com Edit

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

Email address

‘ attorneyl210@gmail.com ‘

Confirm email address

‘ attorneyl210@gmail.com (]’
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Updating Your Password

Step 1

Click the Edit link to access your password.

Password

FRRRREKS

Step 2

Make any necessary changes, and then click Save changes.

Password Requirements

+ Password must be at least 8 characters.

+ Password must be alpha-numeric.

+ Password must contain at least one lower case and one upper case character.
+ Password must contain at least one special character.

« Password cannot be a password used within the past 365 days.

Password

Confirm password
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Updating Your Security Questions

Step 1

To access your security questions, click the plus sign (+) icon to expand the Security Questions section.

Single Login Profile

Account Information +
Security Questions
Linked eVoucher Accounts &=
Link your eVoucher Accounts to your Single Login Profile +

Step 2

Make any necessary changes, and then click Save changes.
Security Questions
Select three secunty questions and enter your answers.
el Show my Answers
Question 1

In what city or town was your first job?

L1

Answer 1

Question 2

‘ What street did you live on in third grade?

&

Answer 2

Question 3

In what year (YY) did you graduate from high schoal?

“«

Answer 3

Cancel Save changes

Note: The answers to the security questions are hidden. To view your answers, click the Show my
Answers link.

CJA eVoucher | Version 6.4 | AO-SDSO-Training Division | December 2020



CJA eVoucher for Attorneys | 24

Linked eVoucher Accounts

Step 1

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

Account Information +
Security Questions -+
Linked eVoucher Accounts
Link your eVoucher Accounts to your Single Login Profile +

If this is your first time in the system, your only linked account is the one with the court you just logged
in as. This is your default account.

Note: You can also change your default court from the Linked eVoucher Accounts section, but you will
always initally be logged in through your default account.

Linked eVoucher Accounts \ -

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

Account User Type Default
Massachusetts (DDAttorney) Attorney @
Link your eVoucher Accounts to your Single Login Profile -+
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Link Your eVoucher Accounts to Your Single Login Profile (SLP)——

Step 1

If you need to sign in to other district or appellate courts, you must link to those accounts. Click the plus
sign (+) icon to expand the Link your eVoucher Accounts to your Single Login Profile section.

Account Information +
Security Questions +
Linked eVoucher Accounts +
Link your eVoucher Accounts to your Single Login Profile

Step 2

Click District or Appellate for the type of court you want to link to. From the Court drop-down list, select
your court, and then enter your user name and password for that court in the corresponding fields.

Link your eVoucher Accounts to your Single Login Profile -—

Do you have an eVoucher Account with a court that you would like to link to your Single Login
Profile? You will be able to access all your eVoucher Accounts through a Single Login Profile and
switch between accounts without having to log out.

Enter the information for the eVoucher Account to link to your Single Login Profile

District Appellate

Court

Train District Court

Court login username
Court login password >

C
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Step 3

Click Link Account.

Court

L 1]

Train Circuit Court

Court login username

dattorney

Court login password

C....l....l \
m Link Account

A success message appears, stating that your account(s) is now linked.

> Help = Single Login Profile

o Link Success!

You have successfully linked this Circuit account to your single login profile.

Court Profile

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

B=  An official website of the United States government

CJA eVoucher - Train District Court .

SDSO Training - Release 6.4.0.0 Welcome, David Attorney ©

David D Attorney (Attorney)

Single Login Profile

Court Profile

Home Operations Reports Links Help Sign out

> Help = Court Profile

In the Court Profile you can:

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

e Update the Social Security number (SSN) or employee identification number (EIN), and any firm
affiliation in the Billing Info section. Copies of a W-9 must be provided to the court, and any
changes to the SSN after the first logon must be made through the court.
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Changes made to your court profile are not applied to any of your other linked accounts. This is noted at
the top of your court profile page.

Court Profile

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

Attorney Info Bar Number: TX125568

Vaur Mama: Nawid N AHarnau

Click Edit, Select, Add, or View to the right of each section to open the section and make any edits.
Review your court profile and, if applicable, add any missing information.

> Help > Court Protile

Court Profile

Attorney Info Bar Number: TX125568
Your personal info Your Name: David D Attorney

Your Contact Info:
Phone: 555-555-5555

Fax:
deadmail@ao.uscourts.gov

Your Address:

123 San Antonio Way
San Antonio, TX 78228
us

Billing Info Yol;ra dzfa;lt billing info is:
vid D Attorney

List all available billing info records Biling Code:0101.000077
123 San Antonio Way
San Antonio, TX
78228 - US
Phone: 555-555-5555
Fax:

i 5 No info has been stored. View
Holding Period Please dlick VIEW to type your info.

Continuing Legal No info has been stored. View
Educationg =2 Please dlick VIEW to type your info.
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Attorney Info
Step 1

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

Attorney Info Bar Number:

Your personal info Your Name: Andrew Anders

Your Contact Info:

Phone: 210-833-5623 | Cell Phone: 210-555-1234
Fax:

lisa_ornelas@aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov

Your Address:

110 Main Street

San Antonio, TX 78210
us

Step 2

Make any necessary changes, and then click Save.
Attorney Info * Required Fields

Your personal info Bar Mumber
[55M Instructions:

[If you are an appu\nbe%i panel Tax Identification Number: * (If on Panel) O Foreign Vendor?
attorney, you are required to enter

our Social Security Number in the

S5N: |essssssnses

SSM field. Confirm: |[essessseses
[If you are an assodate only, do not First Name * Middle Last Name *
enter your Social Security Number in |Andrew | ||Anders |
the S50 field,
Main Email =
Payee Certification: lisa_ornelas@aot.uscourts.gov |
[This message informs you that the 2nd Email
Name and TIN entered are collected R PP — |
pursuant to IRS Guidelines that govern| Lk ourts.gav
hat information must be collected by 3rd Email
the judiciary for payments made to deadmail pport.aobe.uscourts.gov |
non-emplnyeeds :nd 3l?er entities fnr\c Phone * Cell Phone Fax
ervices provided and for purposes of
issuing a Form 1099-MISC. You have 210-833-5623 ‘ 210-555-1234 | |
provided this information under
penalties of perjury and certify that: Address 1+ City =
1 - The number entered as my 55N or | | |110 Main Street ‘ |San Antonio
EIN is my correct taxpayer Address 2 State * (US only) Zip * (US only)
identification number: and ‘ [TExas v| |732]_0
[2 - 1 am a U.5. citizen, U.5. resident <
alien, or other LS. person (a Address 3 Country
partnership, corporation, company, or ‘ UNITED STATES Vl

association created or organized in the

U.S. or under the laws in the L. 5.},

Notes:

e Each attorney (except associates) must enter their SSN into the user profile or they will not be paid.

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

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

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

Step 1

In the Billing Info section, click Add if no billing information is available. Click Edit to change the

information already entered.

Billing Info Your default billing info is:
Andrew Anders

Billing Code:0101-00002

110 Main Street

San Antonio, TX

FB210 - US

Phone: 210-833-5623

Fax:

List all available billing info records

Step 2

Make any necessary changes and click Save. If applicable, add billing information for a firm or an

associate by clicking the corresponding radio button.

Biling Info Biling Type:

List all available biling info records OSelf-Eerkvved
@ Firm
OAssociate

Tax Identification Nurrber:
ETM/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:
| | |

Address 1:

Address 2:

Address 3:

City: State: Zip Code:

Save

cancel

[ | V|

Country:
[unTTED STATES v|
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B""“g Info * Required Fields
i - . . Billing Type:
List all available billing info records ___
) Self-Employed

() Firm

®) pssociate

Billing Code: | | verify |

Notes:

e Attorneys with preexisting agreements must enter the firm’s EIN and name.

e Associates do not need to enter an SSN. When you click the Associate radio button for the
billing type, no information is required in the Billing Code field. Once you save, the screen
displays Associate- No Billing Info.

e See the Associates Functionality document to learn more about creating vouchers as an
associate.

e Billing information must be entered before any payments can be made.

e The SSN/EIN is used when reporting income to the IRS.

e Select the Copy Address from Profile check box if your billing address is the same as your
attorney info address.
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Appointments’ List

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

Step 1

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

Appointments

Defendant

Case: 1:14-CR-08805-AA

Case Title: USA v. Branson
Attorney: Andrew Anders

Defendant: Jebediah Branson
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date; 03/03/14

Pres. Judge; Albert Albertsan
Adm./Mag Judge:

Appointment Info
T FERoN CUCRERNTXEER
101 Jebediah Branson
s T DT DETDEF MR Evuan ToTER
1:14-CR-08305.1-A%
T  PATSENT CATEGORY B ™ TP
[USA v. Bransou [Felon Gncluding pre-trial dversion Ly gy Defendan Joriminal Case
TTorFE
15:1825 F INSPECTION VIOLATION PENALTIES
I SR TODRES T COURTOROER
Andrew Anders O D Federal O F Subs for Federal
Create New Voucher 110 Main Street 0 A dsecizte 0 CCoComE poener Defender
J5an Antonio TX 78210 O LLeared Comnsel 3 O Appointing 0 P Subs for Panel 0 R Subs for Retxined
AUTH Create [Phone: 210-833-3623 (Capital Oaly) Counsel Attorney Attoraey
Authorization for Expert and other |Cell phone: 210-555-1234 0 SProSe O T Retained D USwbsforPro )y o guinicirntive
i il lisg aov Atorney s
© ¥ Standby Connsel
AUTH-24
| Authorization for payment of i?l  Ataruess Name
peintmeat Dater
R [ienature of Presiing Judze or By Order of the Court
jATbert Albertson.
BUDGETAUTH Create et Orier ‘Nasc Pro Tune Dt
Authorization for Excess Attorney 14 LAWFIRM NAME AND MAILING ADDRESS 32014 maern "
Fees and/or Expert and other Services Reparment 0 ¥ES 5 X0
|on Budgeted Case

CIA-20 Create | Vouchers on File
| Appointment of and Authority to Pay
Court-Appainted Counsel To group by a particular Header, drag the column to this area. Search:
CIA-21 Geaaia) Defendant Type Status Date Entered
| Autharization and Voucher for Expert - Jebedian B 1 . /12018
and other Senvices ebediah Branson (+ 1) an2 . Voucher Ciosed 717
Claimed Amount: 6,350.00  Andrew Anders ., 21010000001
CIA-24 Geais) Approved Amount: 6,350.00
Authorization and Voucher for EOSI T CETMEe el H u Voucher Closed 11/16/2017
Payment of Transeript & Claimed Amount: 1,000.00 ‘Chemist/Toxicologist '€, 01010000002
TR Approved Amount: 1,000.00 =
CIA-26 Create
Statement for a G Gaim 1:14-CR-0B805-AA-  Jebediah Branson (+ 1) AUTH24 .. Voucher Entry 04/14/2014
in Excess of the Statutory Case San: Claimed Amount: 0.00 N o
Compensation Maximum: District Ercs -
1:14-CR-0B805-AA-  Jebediah Branson (+ 1) a2 Voucher Entry 11/05/2015
Sam s s Yo
e — = Claimed Amount: 0.00 ‘. Edit
Authorization for payment of Travel
1:14-CR-0BB0S-AA-  Jebediah Branson (# 1) a2  Voucher Entry 11/05/2015
Reports Claimed Amount: 0.00 N e
Appointment Report
N L:14-CR-08305AA-  Jebediah Branson (# 1) AUTH-24 Voucher Closed 01/21/2016
Defendant Detail Budget Report Claimed Amount: 0.00 1" 5101.0000082
Detail budget info for defendant S
Defendant Summary Budaet Repart - Jebediah Branson (% 1) TRAVEL - Voucher Entry. 01/21/2016
Totals only of budget nfo for Claimed Amount: 0.00 o Ede
1:14-CR-08B05- A% Jebediah Branson ( 1) a2  Voucher Entry 01/21/2016
Attorney Time S Claimed Amount: 0.00 ilw it
Case Detail Budget Report
1:19-CR-08805-AA-  Jebediah Branson (# 1) CA-20 . Voucher Entry 03/22/2016
Claimed Amount: 802.75 Andrew Anders X e
= FINAL PAYMENT
1:19-CR-08805-AA-  Jebediah Branson (# 1) AUTH-24 Voucher Closed 03/22/2016
wf:ﬂ';’lgfzéﬂjf Claimed Amount: 0.00 il“ﬁ. 0101,0000109
123452 . lasts Page 1 of 7 (70 items)

Appointment Info This section contains all information about the appointment.
Vouchers on File This section contains all vouchers for the appointment.
View Representation Click the View Representation link to view the Representation Info page.
Create New Voucher Click the Create link next to the voucher to create a voucher for the appointment.

Reports This section contains reports for the appointment.
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View Representation

Clicking the View Representation link displays the following information:
o Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

Step 1

In the Appointment section, click the View Representation link.

Representation Info

1. CIR/DIST/DIV.CODE 2. PERSON REFRESENTED [VOUCHER NUMBER.

101 Pebediah Branzon
3. MAG. DKTDEF NUMBER 4. DIST. DKT/DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER

1:14-CR-08803-1-44
7. IN CASE'MATTER OF(Case Name) 8 PAYMENT CATEGORY 0_TYPE FERSON REFRESENTED 10. REPRESENTATION TYPE
UsA [Felony (including pre-trial diversion fond minal
Representation Report v-B |of allezed felony) pdult De t C Caze
11. OFFENEE(S) CHARCED
15:1823.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PREEIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
1511.500.00 |Albert Albertson
DESIGNEE 1

App.ID Attorney Order Type Order Email

4 Andrew Anders Appointing Counsel 03/03/14 lisa_ormnelas@aob: uscourts. gov
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CJA eVoucher for Attorneys

The court creates the appointment. The attorney initiates the CJA-20 voucher.

Note: All voucher types and documents function in primarily the same way.

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

CIA-20

Appointment of and Authority to Fay
Court-Appointed Counsel

Create)

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

ediah Branson

Link to CM/ECF

Voucher #:

Start Dat

End Date 14

© services: $0.00
(5] Expenses: $0.00 x

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report
Totals only of budget info for
defendant

|» Basic Info

Services Expenses Claim Status Documents Confirmation
Basic Info
1. CIR/DIST/DIV.CODE 2 PERSON REFRESENTED [VOUCHER NUMBER
101 [lebediah Branson

3 MAG DET/DEF NUMBER 4 DIST DET/DEF NUMBER

1:14-CR-08803-1-A4

5 AFFFALS DET/DEF NUMBER 6. OTHER. DKT/DEF NUMBER

7. IN CASEMATTER OF(Case Name) 8 PAVMENT CATEGORY

9 TYFE FERSON REFPRESENTED 10. REFRESENTATION TYPE

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

[USA v. Branson Felony (incloding pre-trial diversion |, 3 perenguny (Criminal Case
Jof alleged felony)

11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER

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

[JF Subs for Federal Defender 7] O Appointing Counsel
[]PSubs for Panel Attorney [ | R Subs for Retained Attorney
[]¥ Staudby Counsel

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

14 LAW FIRM NAME ANDMAILING ADDRESS

|Albert Albertson
[Date of Order
3/3/2014
Repayment [_| VES [4]NO

Nunc Pro Tunc Date

Payment Info

Preferred Payee | Andrew Anders %

Andrew Anders
SSNfEIN: ***-**-5789
123 Legal Blvd. South
AnyTown, DC

12345 - USA

Phone: 888-555-4000
Fax: 883-555-4001

Tab headings
appear at the
top of the
screen.

e

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

‘ Delete Draft

Audit Assist

Notes:

e To avoid data loss, frequently save any entries made to a voucher.
e To delete a voucher, click Delete Draft at any time prior to submitting it.

e To check for warnings or errors in the document, click Audit Assist at any time.

A progress bar

appears at the

bottom of the
screen.

e To navigate, click the tab headings or the navigation buttons in the progress bar.
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Entering Services

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

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

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

Basic Info Expenses Claim Status Documents Confirmation

Services
Date 4f17/2020 | =ZH] Description
Units ® *
Rate E3

* Required Fields
To group by a particular Header, drag the column to this area.
Date Description | I.lnils| Rate | Amt

(Empty)
[Cecrirst | [< previous J|[ wext> || tast»

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

Servic

E oo
Units < April 2020

Rate

= Su Mo Tu We Th Fr Sa
» 29 30 31 1 2 3 4
» 5 6 7 8 9 10 11
) » 12 13 14 15 16 17 | 18
Togroupbyaparl » 19 20 21 22 23 24 25
[ » 26 27 28 29 30 1 2

» 3 4 5 6 7 8 9

* Required Fields

Date Descy
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Click the Service Type drop-down arrow and select the service type.

Services
Date 4/17/2020 |=ZH) Description
Service Type || L]
Doc.# (ECF) In Court Services
a. Arraignment and/or Plea A
Hours
b. Bail and Detention Hearing
* Required Flekds <. Motion

To group by a pd d. Trial

e. Sentencing Hearings

Note: You can add dates in any order, or sort in chronological order at any time.

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

Services

Date 4/17/2020 | * % Description First appearance an arraignment of defendant)

Service Type la. Arraignment and/or Plea v } =

N :
|Hours * 3t $148.00 per hour.|
e P -

The entry is added to the voucher, and appears at the bottom of the Service Type column. The Date
header sorts by date. Be sure to click Save. Click an entry to edit.
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Entering Expenses

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

Basic Info " Services |D Expenses I Claim Status D Confir

Expenses
owe [som |23 bescrpton
Expense Type [ A ‘ *
Miles at $0.535 per mile. e
o ]
= Required Fields
To group by a particular Header, drag the column to this area.
Expense Type Date Description | milel Rate | Amt
(Empty)
[t [ oo | o> [ o> Come

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

Expenses
Date [4/9/2020 | =2
| Expense Type - (=
Miles Travel Milas
Amount Travel Misc.
Fax
* Required Fields Long Distance Charges
To group by a p§ Photocopies 5 area.
E Type Postage jon
Other Expenses

If Travel Miles is selected, enter the round-trip mileage, and then click in the Description field to enter a
description. Click Add.
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Expenses

Date 4/17/2020 | == Description

Expense Type l'l'rave| Miles v|=

Travel to and from court.

Miles 20/ I at $0.535 per mile.
ot [ ]

* Required Fields

II Add ||| Remove

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

Expense Type lom ll)scrlptlon

vile Rate | Amt

(Empty)

«First_| [ < Previous | [ Next> | [ Last>

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

Expenses

Date 4/17/2020 |=ZH Description

Expense Type [ v =

Miles * at $0.535 per mile.

Amount

* Required Fields

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

Travel Miles 04/17/2020 Travel to and from court. 20 $0.535 $10.70
<First_| [ <Previous | [ Next> |[ Last»
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Step 4

Click in the Date column header to sort expenses by date. Click Save.

Expenses

owe [arm |+ —

Expense Type v |

Miles [ ]*ats0.535 per mile.

Amount

* Required Fields

| Add ” Remove

To group by a particular Header, drag the column to this area.
Expense Type | Date | Description IMilq’nam|Amt
Travel Miles 04/17/2020 Travel to and from court. 20 $0.535 $10.70
Photocopies 04/17/2020 Copies- 100 pages @ .10 per page. 0 $0.000 $10.00
[_«First | [ <Previous | [ Next> |[ Last» Delete Draft
Notes:

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

per page.
e Remember to click Add after each entry.
e C(lick an entry to edit.

Claim Status

Step 1

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

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

Claim Status

P — T —
Payment Claims *
© Final Payment
© Interim Payment (payment )

O Supplemental Payment
O Withholding Return Payment

= i Please select the iate dlaim status.
1. Have you previously applied to the court for ¢ ion and/or reil for this case? * Oves Ono
If Yes, were you paid? Yes No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment Oves Ono
(compensation or anything of value) from any other source in connection with this representation?
* Required Fields
[Cerist_] [< Previous || next> | [ tast> ] [Csave ]
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Step 2

Enter the start date from the services or expenses entries, whichever date is earliest. If necessary, go
back to the Expense and Service sections and click the Date header to sort by the earliest date of
services. Answer all the questions regarding previous payments in this case, and then click Save. Click
Audit Assist at any time to view any errors or warnings regarding your document.

Basic Info Services Expenses P Claim Status Documents Confirmation

Claim Status

statpate | |« EndDate [ |7

Payment Claims *
O Final Payment

O Interim Payment (payment %)
Supplemental Payment

) Withholding Return Payment

** Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for comp ion and/or reimb for this case? * Yes LNo
If Yes, were you paid? Yes No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment _ Oves Ono
(compensation or anything of value) from any other source in connection with this representation?
* Required Fields
[C<First ] [<Previous | [(Next> ] [(Last> | [Csave ]
Notes:
.

The Payment Claims section features the following payment claims type radio buttons:

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

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

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

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

¥\ Service andfor Expenses are out of the Voucher 5tart 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 expense dates for the voucher.
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Documents
Attorneys (as well as courts) can attach documents. Attach any documentation that supports the
voucher; e.g., travel or other expense receipts, or orders from the court. All documents must be
submitted in PDF format and must be 10 MB or less.

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

. Basic Info .~ Services ~ Expenses ~ Claim Status ‘ Confirmation

Supporting Documents

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

File C:\Users\JaimeLongoria\l Browse...

Description  |Document |

Description Delete  View
Document Delete View
[<First ] [ < previous ][ next> [ Lest>

To add an attachment, click Browse to locate your file. Add a description of the attachment. Click
Upload. The attachment and description is added to the voucher and appears at the bottom of the
Description column.

Supporting Documents

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

File C:\Users\JaimeLongori a\l

Description | Document |

Description Delete View
Document Delete View
« First | | < Previous | | Next > | | Last = | Save |
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Signing and Submitting to Court
Step 1

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

Basic Info Services Expenses Claim Status Documents [» Confirmation
Confirmation
1. CIR/DIST/DIV.CODE 2. PERSON REFRESENTED VOUCHER NUMEER
101 lebediah Branson
3.MAG. DKTDEF NUMBER 4. DIST. DKT/DEF NUMEBER 5. AFPEALS. DKT/'DEF NUMEBER 6. OTHER. DKT/DEF NUMBER
[1:14-CR-08805-1-AA
T.IN CASEMATTER OF(Case Name) 3 PAYMENT CATEGORY 9. TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE
_ [Felony (including pre-trial diversion -
[USA v. Branson Jof alleged felomy) Adult Defendant [Criminal Case
11 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
T ATTORNEY 'S NAME AND MAILING ADDRESS T3. COURT ORDER
Andrew Anders 1 D Federal 1 F Subs for Federsl
110 Main Strest o A Asodiate O COrComE pteger Defeer
San Antonio TX 78210 O LLearned Counsel @ O Appoimting O P Subs for Panel O R Subs for Retained
[Phone: 210-833-3623 (Capital Ozly) Counsel Attorney Atforney
Cell phone: 210-353-1234 O SFroge 0 T Retained O USsbsforPro |y yuoeicerasive
[Email: lisa_omelas@aotx nscourts gov Attarnzy Se
O ¥ Standby Counsel
- IPrior Attornev's Name
14 LAW FIRM NAME AND MAILING ADDRESS |Appointment Date:
|andrew Anders TIN: XX-30000000 DR o fudgeor By Qrder af e Canrt
110 Main Street [Date of Order Nuc Pro Tunc Date
San Antonio TX 78210 US 332014
[Phone: 210-833.5623 Repayment 01 YES @ NO
‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL " -
CATEGORIES Jovks, | avount | ADISTED | AD-LSTED REVIEW
CLAIMED
15. | & Arraignment and/or Plea 0 $0.00
b. Bail and Detention Hearing [] I
¢ Motion [] 000
d. Trial a 0.00
. Sentencing Hearings [] 0.00
. Revocation Hearings [1] 0.00
g. Appeals Court [ $0.00
h. Other 1] $0.00
Totals [1] $0.00
16. | =. Interviews and Conferences 0 $0.00
b. Obtaining and Reviewing Records [ $0.00
c. Legal Research and Brief Writing [ §0.00
d. Travel Time 0 $0.00
e. Investigative or Other Work 0 $0.00
Totals 0 $0.00
[[ravel Expenses (Jodging, parking, meais,
17 riicage, etc) $0.00
m [Other E.xpenses (other than expert, $0.00
ranserives, etc)
GRAND TOTALS $0.00
(CLAIMED AND ADJUSTED)
N CASE COMPLETION
FROM: TO:
[22. CLAIM STATUS O Funal Peymest O Ioterim Paymest (#) 0 Supplensentz] Pryment 0 Withholding Payment (~--) (Total
Have you previcusly applied to the court for compensation and/or reimbursement for this case? o YES o NO
Ifyes, wereyoupaid? o YES o NO
Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation or anyihing of vaiue) from
any other source in connection with this representation? o YES o NO  Ifyes, please attach supporting documentation
1 Swear or sffirms the truth or correctaess of the sbove statements.
Signature of Attomey: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
31N COURT COME. 1_0UT OF COURT COMP- Iz_- TRAVEL EXPENSES 6 OTHER EXPENSES 77 TOTAL AMT APPRICERT.
Ea SICNATURE OF THE PRESIDING JUDGE [DATE 7 TUDGE CODE
9. TN COURT COMF. . OUT OF COURT COAF. T TRAVEL EXPENSES 2. OTHER EXFENSES |73 TOTAL AMT, AFPRUCERT.
1 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR [DATE 13, JUDGE CODE [TOTAL AMT. CERTIFIED FOR
IDELEGATE) Payment approved in axcess of the stamrary threshold [PAVMENT
|amonne

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

Public/Attorney
Notes

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

Date: @ Su bm-t

«First || < Previous |[ Next> |[ Last» Save
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Step 2

In the Public/Attorney Notes field, you can include any notes to the court. Select the check box to swear
and affirm to the accuracy of the authorization, which automatically time stamps it. Click Submit.

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

Public/ Attorney
Notes Notes

[v! Iswear and affirm the truth or correctness of the above statements
© Submit
[«Frst || <Previous ][ mext> |[ Lasts | | save | | Delete Draft |

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

four voucher payn

Piease keep the foloing voucher number for your om records:
0101.0000150

Back to:
Home Page
Appointment P:

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

= Iy Submitica LS

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status
1:14-CR-08805-AA- Jebediah Branson (= 1) ClA-20 Submitted to Court
S 061212014 Claimed Amount: 89.20 Andrew Anders 4 01010000150
End: 0812/2014
TSR Jaa0s-AR- Jebediah Branzon (= 1) CIA-20 Submitted to Court
St @ 014 Amount: 101
o2 s b e s
1:14-CR-03805-A4- Jebediah Branson (= 1) AUTH Submitted to Court
Seer: Q4022014 Claimed Amount: 1,000.00 Chemist, Toxicologst / 01010000002
End: 01/01/1900

1 Page 10f 1 (3 items)

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

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

Case

1:14CR -AA
Start: 06/19/2014
Enc: 06/19/2014
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CJA-20 Quick Review Panel

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

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

9 Expenses §26.20 =

I

Expand the item by clicking the drop-down arrow to reveal specifics.

o Services: $63.00

In Court Services
Service Hours Amt,
Arraignment andor

Plsa 05 $E3.00

Bad and Detention

Hearing 0 $om
Motion Hearings 0 £0.00
Trial 0 £0.00
Sentencing Hearing 0  s0.00
Revocation Hearings Q $0.00
Appeals Court o $0.00
Other 0 £0.00
Totals 0.5  S$E3.00
Out of Court Services
Service Hours  Amt.
Interviews and
Conferences o Fo0
Obtaining and

Reviewing Records s WG]
Legal Research and

Erief Writing e
Travel Time Q S$0.00
Investigative and

Other Work ol s

Totals

© Expenses: 526.20

Travel
Expense Type Amount
Travel Miss $11.20
Travel Misc 50.00
Totals $11.20
Expenses
Expense Type Amount
Fax $0.00
Long Distance Charges £0.00
Photocopies £15.00
Postage $0.00
Other Expenses 50.00
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whether a case has the
potential to exceed the statutory maximum allowed for representation.

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

e  Viewable reports appear in the left review panel.

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

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

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

Reports

Defendant Detail Budget Repart
Detail budget info for defendant

Form CJAZ0

Defendant Summary Budget Repaort

Totals only of budget info for
defendant

You can find other accessible reports by clicking Reports on the menu bar.

Home Operations Reports Links Help Sign out

> Reports

[ Internal |

Attorney Time
Appointment Report
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Defendant Detailed Budget Report

The 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 Repressntation: Criminal Cass
Budget Amount Requasted: $0.00
Budget Amount Approved: $3.900.00

pandng S smeme smountnmanng
ng ‘;‘m Faag Expenass Tl Faas Expanses Total Aftar approved | After Approved
| Travel | other | | Travel | Other | 2nd Panding
| - 1 o | | | e | |
09232015 to 09232015 | 0101.0000001 | 50.00 5000 50,00/ 5000  56,350.00 50.00| S0.00| 56,350.00 $3,550.00 53,550.00|
01011901 to 0UDTNeET | [ $0.00| 5000 50.00/ S0.00)| 50.00/ 50.00 | S0.00 | 50.00| $3,550.00 53.550.00|
01011901 to 01D B0 | | 50.00] 5000 50.00/ 0.0/ 50.00/ 50.00 | S0.00| 50.00| $3,550.00 $3,550.00|
' ' | Total Fending:| $0.00 | | Total Approved: | $6,350.00 | $3.550.00 $3.550.00
Time Period Vouchar
For Vouct Numbar Faas Expenass Tiotal Faaa Expanses Total Aftar Approved | After Approved
Traval other | | Travel | oOfher | and Panding
AU Humber: 0107.0000002 amaount Requested: $1,000.00 amount Authorized: $0.00 Attomey: Andrew Andsrs

o, o e Fner T
Coungel CJA20 or CJA3D . .

=8 wall 38 for Faas Expanzes Tota] Feag Expensss Total .ﬂ.pprm'fad.snu Pending
mt ".'I.:;m m‘:& Traval Dthier Travel other Faes Feas and
mﬁdmﬁm for this Expanzoa
e R T e f000)  $000 20.00 $0.00  $£350.00 $0.00] $000)  $£.350.00 $£,350.00 $£.350.00
Thursday, Movember 5, 2015 - Wer. 1.1 Page 1011
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Defendant Summary Budget Report

The 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

Type of Repressntation: Criminal Caee
Budgst Amount Requeated: $0.00
Budgst Amount Approvad: $3,300.00

;:’:,m m Feas Expanzas Taotal Faes Expengss Total After Approwed | Afber Approved
| Travel | oOfher | | Travel | oOther | And Panding

s . N ] | — | | ] | | |
T Total Pending: | $0.00 I Total Approved:| $£,350.00 $3.550.00] $3,550.00

Trawel | Other | | Travel | Ofher And Panding

Amount Requested: $1,000.00 Amount Authorized: $0.00 Attorney: Andraw Andars

vouchers 38 well 38 WOUCNSrs for Foss Expensss Total Feas Expensss Total Approved and Pending
Expert or Services on CJA21 or I T r I T 1 I E T

They repreasnt Trawal other Travel Othar Faoes Feas and
Mmhw | | | | | | | | | | Crposace |
ebsincl ; $0.00 $0.00/ .00 $000]  $5350.00 $0.00 s000  $535000 $6.350.00 $6.350.00

Trurseay, Novemiber B35, 2015 - ver. 1.1 Page 1071
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Creating a CJA-21 Voucher

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

Clerk’s Office staff receives an expert invoice from the service provider or attorney. The CJA Clerk will
create the CJA-21 voucher and enter information based on the expert’s invoice.

CIA-21 Create

Autharization and Voucher for Expert
and other Services

An email is automatically generated to the attorney notifying them that there is a voucher to review.

The voucher will appear in the My Active Documents section for review.

Click the voucher number hyperlink to select review the voucher and navigate to the Confirmation Tab.

| B My Active Documents

To group by a particuler Header, drag the colummn to this area, Search: ‘
Case Defendant Type Status
1:14-CR03502-AA - Wendy Wison (= 0 Ca-21 Submitted to Attorne:!
Suart: 0R/12/2014 Clamed Amount: 166.80 Gna Gabried 01010000154 ¥
End 0E192084 Weapons Frearms Explos.. FINAL PAYMENT
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Verify all information is correct and Certify the information by selecting the certification check box
(this automatically time stamps the voucher).

Click Approve.

Attertior: The notes vou erter il be avadatie 1 the nest mxroval level

;IIMMIMMI&“ / Q =
Date: 6/19/2014 9:43:24 Approve M |
|
it JCcmemon J[(hot> J[tms ] [oe ] [ ] ‘

Creating an Authorization for Transcripts (AUTH-24)

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

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

AUTH-24
Authorization for payment of
transcript

The authorization opens to the Basic Info page. Click the No Authorization Required link.

No Authorization Required

If your voucher compensation is under
the statutory limit and does not require
prior authorization.
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Step 3

I o

. . e o eevemms 2R 3 Egmieracn

On the Basic Info page, enter the details for et P ocoom S Sl
b o s - L]

the required transcript. Click Save.

Click the Documents tab or click Next

) Basic Info Documents Confirmatior
Basic Info
TSI TONCooE
101 cbedih Branson
B o T S

o i e

T OFFESSES CHARCED
/15:1825 F INSPECTION VIOLATION PENALTIES
DRESS

Cell phone: 2105551234 o SProse © T Rewned
[Emmai: isa_omelas @aot uscourts gov Atorney
© ¥ Stndby Counal

FLE

frior Atoraey's Name
pratuca Date
areof Prsiding Tudge o By Order o the Coust.
[sTbert Albertson
11 LAW FIRM NAME AND MAILING ADDRESS ot Orer Nanc ProTuac Date
Repaymat 0 15 @ YO
Proceeding Transcript
To Be Used
Proceeding To Be
Transcribed

Apportioned Cost (%)

Defendant [

oy T [None V]
Handling Hone ~
Transcripts = = s
m] [ pefens [ sury Instructions [ voir Dire
T

Basic Info | [ Documents Confirmation

on the progress bar. To add an Supporting Documents

attachment, click Browse to locate your

file, and then add a description of the 'e e e sg)

attachment. Click Upload. The Desption |

attachment and description are added

to the voucher and appear in the o =
Description column. Click Save. Fropesed Order.pst —
Note: All documents must be

submitted in PDF format and must be | e S s e ]

10 MB or less.
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Basicinfo  Documents | » Confirmation
Confirmation
Step 5 :
[ P
et A vioL

Click the Confirmation tab or click Next on the progress bar. In the
Public/Attorney Notes field, you can include any notes to the court. — i
Select the check box to swear and affirm to the accuracy of the =5
authorization, which automatically time stamps it. Click Submit.

Siguame of Presiing Joige cr By Orbe of the ot

Dt £ Order ‘e oo Tom: Date

“
s

A confirmation screen appears, indicating that the previous

action was successful, and the authorization request has been
submitted. Click the Home Page link to return to the home
page. Click the Appointment Page link if you wish to create an
additional document for this appointment.

This document has been submitted.

Please keep the following document number for your own records:

0101.0000626

Back to:

Home Page
Appointment Page

CJA-24 Voucher Attorney Steps

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

After submission and approval of AUTH-24, the CJA Clerk will create the CJA-24 for payment. The
Court Reporter will be notified and will fill out the required information. The CJA-24 is electronically sent
to the attorney for verification.

Under “My Active Documents”, click on the voucher number
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Basic Information Tab will contain the information 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.

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

Public/Attorney
Notes

[v! 1 swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 ) Submit
[rot ][ <Peves |[Met> J[mts ] [Soe ] [ Deewoer ]
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