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Introduction

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

e Online authorization requests by attorneys for service providers.

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

e Online voucher review and submission by the attorney.

e Online submission to the court.

Attorneys are required to create and 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,
firm associations, and applicable CLE credits

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
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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.

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

CJA eVoucher | Version 6.6 | AO-SDSO-Training Division | October 2021
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Creating a Single Login Profile (SLP)

You only need to create your Single Login Profile (SLP) 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.

&= 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.

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

E= An offici fthe 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.
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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.

EE An official website of the United States government

CJA eVoucher - Train District Court
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.

Firstname Middle name Last name Suffix

David ‘ ‘D ‘ ‘Attomey ‘

Email address

daviddattorney@gmail.com ‘

Confirm email address

daviddattorney@gmail.com ‘

Next, answer the security questions. In the Security Questions section, select a question from

each question 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

«

In what city or town was your first job?

Answer 1

Boston ‘

Question 2

©w

‘ 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.
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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

o 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 15 minutes and can only be accessed one time.

30

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.

g b Login Profile Email Verification - david attorney  inbox x & B
nbox
o Starred cja_atty@aotx.uscourts.gov 3:25 PM (0 minutes ago) Yy 4
© Ssnoozed tame.~
> Sent Dear David Attorne!
B Drafts Thanks for setting up - == =
Please click on the link % confirm your email address.
v More
MEst This link will be valid for 15 minutes and can only be used once.
You will use this email a--ess and the new password you are about to set to login to eVoucher from naw on.
B¢ Start ameeting e
Regards,
E  Join a meeting o

Hangouts

In the Enter password field, 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.

e Not be a password used in the past 365 days.
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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. In the Verify password
field, verify the password, and then click Next.

BE An official website of the United States government

|\' NITLD STATES CJA eVoucher - Train District Court

[IlCOURTS

SDSO Training - Release 6.4.0.0

Enter password

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

Enter password

Password Reguirements

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.

B= an official website of the Urnited States government

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

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

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entryis prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the 1.5 Code. All activities and access attempts are logged.
Please wait ... &
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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.

EE An official website of the United States government

UNITED STATES | CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

{licou

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?

Next

Click the Forgot your password? link.

Username

kattorney X

Password

Forgot vour 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 .
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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

Back to sign in /

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 N
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’
from the CI4 - district_trng site. In order to start the recovery process, please

cli @ d vou 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.
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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.

30
IMPORTANT: The link provided in the password reset email is only valid for 15 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.

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.

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.
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Signing In to eVoucher with Single Login Profile (SLP)

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

|\\“ ATts | CJA eVoucher - Train District Court

"“ COURTS 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/or prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

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

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.
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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.

Your password is expired. Login failed.
o Invalid username or password or your account is locked.
Please use the "Forgot your password?" link to reset your password. Please contact an eVoucher Administrator for assistance.

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.
Signin to CJA eVoucher

Please enter your password to continue.

Password

I Forgot your password? I

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
guestions 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 signin /
Reset your password

CJA eVoucher | Version 6.6 | AO-SDSO-Training Division | October 2021
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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.

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. 30

IMPORTANT: The link provided in the password reset email is only valid for 15 minutes and can only
be accessed one time.

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 4
tome -

N

Dear David D Attorney,

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

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

Regards,
USs Courts

CJA eVoucher | Version 6.6 | AO-SDSO-Training Division | October 2021
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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 emailis 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

| |
BT

Password Requirements +

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.

0 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.
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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. 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 6.6 | AO-SDSO-Training Division | October 2021
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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.

Court account to which Single Login Profile (SLP) user

0 you are signed in o name

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

CJA eVoucher - Train District Court \/ =
SDSO Training - Release 6.4.0.0 Welcome, David Attorney ©
Single Login Profile

Court Profile

David D Attorney (Attorney)

Operations Reports Links Accounts Help Signout

Single Login Profile Circuit - Attorney

District - Attorney

Attorney/expert court
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.
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Home Page

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

Home Operations Reports Links Help Signout _ﬂ

> Home
To group by a particular Header, drag the colum to this area. Search: | i Defendant
Defendant Type Status Date Entered All cases have been currently assigned
Paul William Clark (# 1) AUTH 03/01/2016
Claimed Amount: 1,200.00 Investigator ‘ mm No data
Li13-CR-08842-11- Paul Willam Clark (# 1 QA26 Voucher Entry 01/21/2016 T ———_
e e N gdit o group by 2 particlar Header, drag the column to this ares. Search:
: Paul Willam Clark (# 1) AUTH24 Voucher Entry /0272015 Defendant Type Status Date Entered
Claimed Amount: 0.00 i Edi Paul Willam Clark (+ 1) A20 Submitted to Court 11/09/2015
4 Claimed Amount: 204.45 David D Attorney
1:13-CR-08842-11- Paul William Clark (# 1) QA-26 01/21/2016
Sore L _ Voucher Entry . .
= Claimed Amount: 0.00 ‘ Edit }».13-01-03842 Paul William dur.kv- 1) CA-26 Submitted to Court 12/10/2015
- £dit St /25/2015 Claimed Amount: 8,800.00
E /201! #/ 0101.0000063
1 Page 1 of 1 (4 items) 1:13-CR-08842 Paul William Clark (# 1) AUTH-24 St 12/02/2015
g hy ubmitted to Court
_ ] Start: 12/02/2015 Claimed Amount: 0.00
[ e———————————————— R / dloLooe
Search: |
1 Page 1 of 1 (3 items)
Appointments Defendant
o P v T
efendant #: Representation Type: Criminal Case To Al B
" group by a particular Header, drag the column to this area. Search:
Case Title: USA v Clark Order Type: Appointing Counsel
Attorney: David Attorney Order Date: 08/03/13 Case Defendant Type Status Date Entered
Pres. Judge: Ignacio Iglesias 1113-CR-08842 Paul Willam Clark (+ 1) A2 12/07/2015
Adm./Mag Judge: Clsimed Amount: 0.00 Teresa Transcripts 'S \Elgt:cner Entry
Case: 1:16-CR-08642-A8 Defendant: Daria Wyatt o R
Defendant #: 1 Representation Type: Expert Only )
- 1:13-CR-08842 Paul William Clark (# 1) CA-24 01/28/2016
Case Title: USA v Wyatt Order Type: Associate Sar: Claimed Amount: 0.00 Teresa Transcripts = ouciedEny
Attorney: David Attorney Order Date: 08/07/18 = /| Edit
Pres. Judge: Albert Albertson
Adm./Mag Judge: 1 Page 1 of 1 (2 items)
1 Page 1 of 1 (2 items)
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 04/27/2020
Start: 1125/2015 Claimed Amount: 0.00 ™, Voucher Clgsed
Endk 0472772020 a =

Folder Name \ Contents

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

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

This folder contains vouchers for you—or your service provider—that have been

My Submitted ) . .
y submitted to the court for payment, along with documents submitted to the court

Documents . . . .
requesting expert services or interim payments.
This folder contains all the vouchers for your service providers, including:
My Service Provider’s e Vouchers in progress by the experts.
Documents 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.

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.

Closed Documents
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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)

Welcome, David Attorney 9

Home Operations Reports Links Accounts Help Sign out _m

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.

Click and 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.

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

H My Active Documents

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

Case Defendant = Type Status Date Entered

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

Tngw drag the column to this area.
C
Ca nt Type T Status

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

Case Defendant Type T Status
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On the Single Login Profile page, you can:

Edit first, middle, and last name.

Edit email address.

Edit Single Login Profile (SLP) password.

Edit security questions.

View your linked eVoucher accounts.

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.

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney {Attorney)

Home

> Help >

Welcome, David Attorney 9

Single Login Profile

Court Profile
Operations Reports Links Help Sign out m

Single Login Profile

Account Information

Court Profile
Contact Us
Privacy

eVoucher Documentation: Attorney and Expert Users

In the Account Information section, you can change your name, email address, and password.

Home  Operations Reports Links Help  Signout Q

> Help > Sinale Loain Drofile

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

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

Email address

‘ attorneyl210@gmail.com ‘

Confirm email address

‘ attorneyl210@gmail.com (r
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Updating Your Password

Click the Edit link to the right of your password.

Password

FRRRRAXR

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

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

Make any necessary changes, and then click Save changes.

Security Questions

Select three security questions and enter your answers.

el Show my Answers

Question 1

In what dity or town was your first job?

L3

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 school?

L

Answer 3

sssane

Cancel

Save changes

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

my Answers link.
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Linked eVoucher Accounts

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 initially 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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Linking Your eVoucher Accounts to Your Single Login Profile (SLP)

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

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 >

]
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Click Link Account.

Court

@

‘ Train Circuit Court

Court login username

dattorney ‘

Court login password

l..l..l'.ll \
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.

= An official website of the United 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

Home Operations Reports Links Help Sign out

= Help = Court Profile
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In the Court Profile page 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.

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

Bar Number: TX125568

Vair Mama: Nawvid N AHarnow

Attorney Info

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 Profile

Court Profile

Attorney Info Bar Number: TX125568 [Edt |
Your ;)evso!ﬂ 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 Your default billing info is:

List all available billing info records David D Attorney
Billing Code:0101-000077
123 San Antonio Way
San Antonio, TX
78228 - US Edit
Phone: 555-555-5555
Fax:

& z No info has been stored. View
HOIdmg Period Please dick VIEW to type your info.
Continuing Legal No info has been stored. View

Please dick VIEW to type your info.

Education
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Attorney Info

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

Attorney Info

Your personal info

Bar Number:
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

Make any necessary changes,

Attorney Info

Your personal info

[55M Instructions:

[If vou are an appointed panel
attorney, you are required to enter
our Social Security Number in the

and then click Save.

* Required Fields
Bar Number

Tax Identification Number: * (If on Panel) O Foreign Vendor?
55M:

ervices provided and for purposes of
issuing a Form 1099-MISC. You have
provided this information under
penalties of perjury and certify that:

1 - The number entered as my S5M or
EIN is my correct taxpayer
identification number: and

2 - I am a U.5. citizen, U.5. resident
alien, or other LL.5. person (a
partnership, corporation, company, or
association created or organized in the

U.S. or under the laws in the U. 5.).

Notes:

210-833-5623

SSN field. Confirm: |[eessssssses
* It *
[If vou are an associate only, do not First Name Middle  Last Name
enter your Social Security Number in |Andrew ” ||Anders |
the SSN field.
Main Email *

Payee Certification: lisa_ornelas@aobx.uscourts.gov |
[This message informs you that the 2nd Email
Mame and TIN entered are collected .
pursuant to IRS Guidelines that govern| deadma.lI@supporl.acbc.uscourts‘gov |

hat information must be collected by 3rd Email
the judiciary for payments made to deadmai pport.aote.uscourts.gov |
non-employees and other entities for | phone = Cell Phone Fax

| [210-555-1234

Address 1 * =
110 Main Street | [san antonio
Address 2 State * (US onky) Zip * (US only)
| [tExas v| [78210
Address 3 Country *
| [UNITED STATES v|

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

be paid.

e The Country field is automatically set to UNITED STATES unless otherwise indicated.
e Foreign vendors should select the Foreign Vendor check box and enter the appropriate

information.

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

email addresses.
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Billing Info

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

Hilling Info Your default billing info is:
Andrew Anders a

Billing Code:0101-00002

110 Main Street

5an Antonio, TX

FB210-Us

Phone: 210-833-5623

Fax:

List all available billing info records

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: Save
List all available biling info records O Seff-Enployed cancel
@ Firm
OAssociate

Tax Identffication Number:
EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:
| I |

Address 1:

Address 2:

Address 3:

City: State: Zip Code:
| | vl|

Country:
[unrTED sTATES v|
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Rill i“g Info * Required Fields
) - o . 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, in the Appointment’s List section, locate the desired case.

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

Section Name

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 Albertson
Adm./Mag Judge:

Appointment Info
ToR PERSON COCHER NUMEER
101 cbediah Branson
B T DIST DT DEF NUMEER FAFFEALS FoTEER
[1:14 CR-05805.1-A4
2 T PAYSENT CATEGORT B T TV
[USA v. Branson [Fclony Gmeluding pre-trial diversion o g Defendant Jorirainal Case
T onE
15:1825 F INSPECTION VIOLATION PENALTIES
3 AODREST T7COURT ORDER.
AAnd ) CDFedensl O FSubsforFedensl
Create New Voucher 110 Main Street 7 A dssodiate 0 CeoComed poreger Detenter
San Antonio TX 78210 oL @ 0appoistng 0 o
AUTH Create | [Phone; 210-833-3623 (Capitl Oay) Comnsel Attomey Attorney
Authorization for Expert and other [cell phone: 210-555.1234 — O TReied 0 USsbsfrPre |y \mitesive
Services [Email: lisa_omelas(@aotx uscourts gov Attorney. se
0 ¥ Standby Counsel
AUTH-24. Create
Authorization for payment of Tmmﬂ;;n.m
poia o
onociet JSiznatereof Presding Judze or By Onder ofthe Caurt
Jalbert Albertson
BUDGETAUTH Create v ate of Order Nunc Pro Tunc Date
Authorization for Excess Attorney 14 LAW FIRM NAME AND MATLING ADDRESS 3/2014
Fees and/or Expert and other Services Repimest O ¥ES © NO
on Budgeted Case -
CIA-20 Create Vouchers on File
Appointment of and Authority to Pay
Gourt Appainted Gounsel To group by a particular Header, drag the column to this area. Search:
cIA-21 Create Case Defendant Type Status Date Entered
:;'5"335;”;’2,:.’;‘;5 Voucher for Expert Jebediah Branson (+ 1) 20 Voucher Closed 03/17/2016
‘Claimed Amount: 6,350.00 Andrew Anders \3—* 0101.0000001
ClA-24 Create Approved Amount: 6,350.00
Authorization and Voucher for MO, e AUTH . Voucher Closed 11/16/2017
Payment of Transcript - ‘Claimed Amount: 1,000.00 Chemist/Toxicologist € 0101.0000002
ORI Approved Amount: 1,000.00 5 01010000002
CIA-26 Create
Rl Claim 1:14-CR-08805-AA-  Jebediah Branson (+ 1) AUTH-24 _ Vaucher Entry 04/14/2014
in Excess of the Statutory Case Ser: Clsimed Amount: 0.00 ;_‘ Edit
Compensation Maximum: District End:
Court
LIECR06805 M 5;;“;3" ﬁz:s"ntn éa:. nlJ ©r20 - Voucher Entry 11/05/2015
TRAVEL Create Ends - | Edit
Authorization for payment of Travel
1:14-CR-08B05-AA-  Jebediah Branson (# 1) IA20 _ Voucher Entry 11/05/2015
2 = Claimed Amount: 0,00 N e
== Erc :
Appointment Report
cntment fens 1:14-CR-08B05-AA-  Jebedioh Branson (# 1) AUTH-24 @ 01/21/2016
Defendant Detail Budaet Report St OL21/2016 Claimed Amaunt: 0.00 " 0101.0000087
Detail budget info for defendant End: 01/21/2016 =
Defendant Summary fudaet Report L1308 gyzd.zh pron é:n nx) TRAVEL = Voucher Entry 01/21/2016
Tatals only of budget info for B aimed Amount: 0. i) Edic
defendant
1:14-CR-08605-A-  Jebediah Branson (# 1) a0 Ay 01/21/2016
Attorney Time = Claimed Amount: 0.00 ‘:\ Edit
Case Detsil Budget Report
1:14-CR-08805-AA-  Jebediah Branson (¥ 1) a20 _ Voucher Entry 03/22/2016
Sear 032202016 Claimed Amount: 802.75 Andrew Anders R Edit
End 03222016 =" FINAL PAYMENT
1:14-CR-08805-AA-  Jebediah Branson (# 1) AUTH-24 03/22/2016
st 03(22/2016 Claimed Amount: 0.00 I Voucher Clozed
Eok 0372319016 £, 01010000109
123455 .. lasts Page 1 of 7 (70 items)

Appointment Info

Contents
This section contains all information about the appointment.

Vouchers on File

This section contains all vouchers for the appointment.

Appointment

This section describes the information found on the page. Click the View
Representation link to open the Representation Info page.

Create New Voucher

Click the Create link next to the voucher to create a voucher for the appointment.

Reports

This section contains reports for the appointment.
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View Representation

Click the View Representation link to display the following information:
e Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

In the Appointment section, click the View Representation link.

Appointment
In this page you v

Representation Representation Info
hi < T CIUDIST DIV.CODE 7 PERSON REFRESENTED [OUCHER NUMBER
nta 101 Jebedizh Branson
3.AAG. DET/DEF NUMBER T DIST. DKI/DEE NUABER [ AFPEALS. DETDEF NUMEER | 0. OTHER DEIDEEF NUMBER
1:14-CR-03803-1-44
|7.IN CASEAIATIER OF(Case Name) | 9. PAYMENT CATEGORY | 0. TYPE PERSON REPRESENTED T0. REPRESENTATION TYPE

[USA v. Branson [Felony (including pre-trial diversion

Representation Report Jof zlleged felony) dult Defendant c Case

11 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES

EXCESS FEE LIMIT PRESIDING JUDGE IACISTRATE JUDGE DESIGNEE 1
$11,500.00 Albert Albertson
DESIGNEE 2
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornelas@aote. uscourts.gov
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Creating the CJA-20 Voucher

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

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

CIA-20 Create
Appointment of and Authority to Pay
Court-Appointed Counsel

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

|» Basic Info Services Expenses Claim Status Documents Confirmation Tab headlngs
; —— appear at the
Basic Info
1. CIR DIST/DIV.CODE 1 FERSON REFRESENTED [FOUCHER NUMBER to P Of t h e
101 Tebediah Branson
3. MAG. DKT,DEF NUMEER 4. DIST. DECT/DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEE NUMBER screen.
1:14-CR-08805-1-AA
7.IN CASEMATTER OF(CaseName) |8 PAYMENT CATEGORY 0 TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
USA v. Branson elony (including pre-trial diversion |, ) 5egengane [Criminal Case
jof alleged felony)

11 OFFENSE(S) CHARGED

6/11,
o - 15:1823 F INSPECTION VIOLATION PENALTIES
W Services: $0.00 12 ATTORNEY'S NAME ANDMATLING ADDRESS 13 COURT ORDER

Andrew Anders - Bar Number: 12343 [[]A Associate [] € Co-Counsel
110 Main Street o
- e
Prons: 210.833.5623 [|PSubs for Panel Attorney [ | R Subs for Retained Attorney
[ ¥ Standby Counsel
Reports [Erior Attorney's Name
| Appointment Dates
Defendant Detall Budget Report |siznature of Presiding Judge or By Order of the Court
Detail budget info for defendant 14, LAW FIRM NAME ANDMATIING ATORESS ﬁgﬁrsm N
) 532014
Form €420 Repayment [ | VES [v|NO
Defendant Summary Budget Report
Totals only of budget info for
bt 0 Payment Info
Preferred Payee | Andrew Anders
patlic il A progress bar
SSN/EIN: ***-**5789
123 Legal Bidl. South appears at the

AnyTown, DC /
el bottom of the

Fax: 888-555-4001
screen.
«First_| | < Previous | | Next > | | Last » | | Save | | Delete Draft Audit Assist

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

e To delete a voucher, click Delete Draft at any time prior to submitting it.

e To check for warnings or errors in the document, click Audit Assist at any time.
e To navigate, click the 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 4/17/2020 | = ZH] Description
Units = .
Rate =
* Required Fields
To group by a particular Header, drag the column to this area.
Date Description | Unils| Rate | Amt
(Empty)
< First ] [ < Previous | [ Mext> |[ Last

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
Date 4/17/2020 |=*ZH| Des|
Units 4 April 2020
Rat
€ [n Su Mo Tu We Th Fr Sa
» 29 30 31 1 2 3 B

» 5 6 7 8 9 10 11
v » 12 13 14 15 16 17| 18
Togroupbyaparl » 19 20 21 22 23 24 25

T » 26 27 28 29 30 1

» 3 4 5 6 7 8 9

* Required Fields

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

Services

Date 4/17/2020 | ==

Service Type

Doc.# (ECF)

Hours

* Roguired Flekds

To group by a pd

In Court Services

a. Arraignment and/or Plea

b. Bail and Detention Hearing

<. Motion
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.

Service Type

Hours

Services
owe (oo ]+

a. Arraignment and/or Plea

Description

v |*

S R —

*  at $148.00 per hour.

* Roquired Flekds

First appearance an arraignment of defendant,

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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Importing Service Entries

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

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

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

After you select the appropriate appointment and click the Create link for the CJA-20 voucher,
the document opens. In the Actions menu on the left side of the page, click the Import Service
Entries (.csv) link.

CIA-20 | Basic Info Services Expenses. Claim Status Documents Confirmation
Attorney Enters
Basic Info
1 CIR.DISTDIV.CODE 2. PERSON REFRESENTED VOUCHER NUMBER
e : _ o101 Jebe diah E:
Def.: Jebediah Branson 7.MAC. DETDEF NUMEBER 3 DIST. DT DEENUABER. T APPEALS DRI DEFNUMEIR € OTEER DETDEFNCMEER
114-CR-08805-1-A4
TN CASE AT TER OF(Cane Name] | PAVALZNT CATEGORY 5 TTPE PERSON REPRESENTED T7 REFPRESERTATION TVPE
Link to CM/ECF ™ el Tod al dis
e <lony (inchuding pre-trial diversion !
) [USA . Branson 2 Selony) Adult Defendant [Criminzl Case
T T OFFENSEr CHARGED.
Voucher 15:1825 F INSPECTION VIOLATION PENALTIES
. 12, ATTORNEY'S NAME AND MAILING ADDRESS 13. COURT ORKDER.
. | Andrew Anders — —
Start 110 hisin Sreet ] Occocmmn poiies  Clrsren
ata- San Antonia TX 78210 D . D
" L Ly d ol 043 17
Date: Pinone: 210 (Copion Oay) T Comd T Artorasy
End Date: Cell phone=: 210 OrResisd U sab: forPro
Email: lisz omelss@aots nscourts zov O se et = % Admisistrative
12 LAW FIRM NAME AND MAILING ADDRESS et ons
Repsyment [ yrs Evo

Tasks
Link To Appointment Payment Info
Link To Representation Preferre |Andrew Anders - Andrew Anders v |
Andrew Anders - Andrew Anders
Billing Code:0101-00002
110 Main Street
P
78210 - US
Reports Phone: 210-833-5623
Form CIA20 Fax:

Defendant Detail Budget
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The Services page appears. To view a sample .csv file, click the downloadable sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click the Additional Information link to view instructions for importing time from a .csv file.

Basic Info [+ Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing s i a Separated Values (C5V)
farmat. The C5V file must contain all required column headings and data types. Please download ofir sample spreadshest ffir the correct column headings

and service type values.

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

contents of the imgorled SV file.

- Additional Information

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

Date

Hours

Description

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

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

n DocE
= Pages

For additional information refer to the eVoucher Online Help.

C5V file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc#, Pages
1/4/2021,1.0,Met with dient,16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment,16b,4,25

1/5/2021,1.2,"Hearing on Motion to Dismiss, incduding wait time",15¢,,
—

Import Service Entries (.csv) |

Date 9/3/2021 | =24 Description -

Service Type bl

s [ | mew [ -J.
Hours : *  at $155.00 per hour.
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

Basic Info I Services Expenses Claim Status Documents Confirmation

Services

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

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

+ Additional Information

Date 8/6/2021 | == Description "

Service Type ‘ - | #
Doc.# (ECF) Pages il %
Hours \:I * 3t $152.00 per hour.

* Razurea Pk

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

Service Type | Date | Description ‘ Hrs‘ Rate ‘ Amt

(Empty)

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

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

4[] « External Users > timeimport v o O Search time import DENIE LOGOUT Stock Phatos, Stock 6Sinternal @Y 6.5ext
Confirmation
Organize *  New folder > M @
[ Desktop A Mame Date modified Type
Documents 39 CIA-20 Service Time Import.csv 8/9/2021 10:01 AM Microsoft Excel
& Downloads lsystem and saved in Comma Separated Values (CSV) format. The CSV file must ¢
ke type values.
D Music
ntries on the voucher will be overwritten with the contents of the imported Cv fil
&) Pictures.
B Videos

5 Local Disk (C) mport Service Entries (.csv)

= TempShare (\\ac

= common (\\lynx A
= work (\\jungle\a

= software (Yjung

= windev ingl, ;

File name: || Microsoft Excel Comma Separa

‘I ‘Hls‘l\ate‘.hnt

\ (Empty)

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

Basic Info I Services Expenses Claim Status Documents Confirmation

Service entries have been updated!
13 entries have been successfully added from CJ4-20 Service Time Import_correct.csv and saved to the services table below. Click here to view a report for the entries imported.

Services
Date 9/2/2021 | =24 ription N
Senice Type | =

2
Doc.# (ECF) Pages i
Haurs [ ]* atsisso0perhour.

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

Service Type ‘ Date ‘ Description ‘ Hrs| Rate ‘ Amt
&. Investigative or Other Work

07/01/2021 Test

01 $155.00 $15.50

a. Arraignment and/or Plea 02 515500 £31.00

d. Travel Time. 07/02/2021 Test 03 515500 $46.50

b. Gbtsining and Reviewina
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Importing Service Entries on Previously Created CJA-20s

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

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

Andrew Anders (Attorney)

Home Operations Reports Links Help Signout

To group by a particular Header, drag the column to this area. Search:|
Case Defendant Type Status Date Entered v
2:18-M]1-07088— Person201853 (# 1) CIA-20 Vau ntr\f 09/03/2021
Start Claimed Amount: 852,50 Andrew Anders B=r
End: ; Edit
2:18-M]-07088— Person201853 (# 1) CIA-20 09/02/2021
Stare Claimed Amount: 1,441.50 Andrew Anders - VO_UCher Entry
End: - Edit
2:18-M]1-07088— Person201853 (# 1) BUDGETAUTH Voucher Entr\f 09/02/2021
Start Claimed Amount: 0.00 L R

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

A CIA-20 } Basic Info Services Expenses Claim Status Documents. Confirmation
. Attorney Enters
Basic Info
1. CIR.DISTDIV.CODE 1 PERSON N VOUCHER NUABER
D o101 ebediah Branson
FRELEEETE Sy 3.MAG. DKT/DEF.NUMEER 4.DIST. DKT DEFNUMBER 5. APPEALS. DKT'DEF.NUMBER. € OTHER. DET DEF.NUMEER
L14-CR-08505-1.44
. TRCTTACTTER ORG S |3 PAAENT CATE GORY B TETRTENIED w TRTION TTEE
Link to CM/ECF . 0 . ersic .
— TR — [lony (ineloding predtrial dersion |y ok Defandant Joriminal Case
" FFE! D
51825 F INSPECTION VIOLATION PENALTIES
# 12, ATTOENEY'S NAME AND MAILING ADDRESS 13. COURT ORDEK.
[Andraw Anders D) a scoce 0 Cpragerst 7 subs far Federat
110 Wlsin Strast ] Hecetomn gl Deteaer

San Antonio TX 7821
Phone: 210-833.
Call phone: 210
Email: liza omelss@actx.uscourts. zgov

L Lesrusd comeel 02
(Capins] Ouly) Cona

Dsprse Orhesined Dvsabordro [yyuin o

Atoeney s

'oucher
Start
Date:

End Date:

14. LAW FIRM NAME AND MAILING ADDEESS

Repavment [ yrs B vo

Tasks

Link To Appointment Payment Info

Link To Representation Preferrey | Andrew Anders - Andrew Anders v |
Andrew Anders - Andrew Anders

Biling Code:0101-00002
o o 110 Main Street

Import Service Entries (.csv) San Antonio, TX
78210 - Us

Reports Phone: 210-833-5623

Form CJA20 Fax:

__| Defendant Detail Budget | |
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The Services page appears. To view a sample .csv file, click the downloadable sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click the Additional Information link to view instructions for importing time from a .csv file.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

evoucher now provides the ability to import service time entries exported from a law firm billing sysjEmraTrTTTelTEwga Separated Values (C5V)
format. The CSV file must contain all required column headings and data types. Please download ol sample spreadshest ffir the correct column headings
and service type values. —_—

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be ovenwritten with the

contents of the imgorted CSV file.

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

n Date

= Hours

= Description

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

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

n Docz
= Pages

For additional information refer to the eVoucher Online Help.

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

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

Import Service Entries (.csv) |

Date 9/3/2021 | =4 Description —

=

Service Type | i

e - -
Hours : *  at §155.00 per hour.

¥ Recuired Fields

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

Service Type Date | Description | Hrs ‘ Rate ‘ Amt
a. Arraignment and/or Plea 09/03/2021| Plea in court 0.5 | $155.00 £77.50
. Motion 0%/03/2021 in court 1.0 | 5155.00 $155.00
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

|+ Basic Info |r Services * Expenses » Claim Status " Documents » Confirmation

Services

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

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be ovenwritten with the

contents of the imported CSV file.
| Import Service Entries (.csv) |

Date 9/3/2021 | = = Description ‘ R

+ Additional Infarmation

Service Type | =

Doc.# (ECF) Pages =
b [ |+ ssissonperhon

* Recuired Pkt

-

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

Service Type |Date |D5t:|phon |Hrs|lla‘le |Amt
&. Arraignment and/or Flea 09/03/2021| Plea in court 0.5 | 515500 $77.50
£ Mction 09/03/2021 in court 1.0 | $155.00 $155.00
2. Interviews and Conferences 03/03/2021 interview with dient 4.0 515500 s820.00

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

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

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

Upload Spreadsheet

Warning Message

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

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

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

Basic Info Services Claim Status Doc Confir

Expenses
owe [ |28 escripion
Expense Type M| =
Miles [ ] ats0.535 per mile. =
L
* Required Fields
| To group by a particular Header, drag the column to this area.
Expense Type J Date Description Mile Rate | Amt
(Empty)
<Pt ] [ previows | o> | o> ] o]

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

Expenses
Date af9/2020 | ==
| Expense Type - |*
Miles Travel Miles
Amount Travel Misc.
Fax
*Required Fields |, o Distance Charges
To group by a p§ Photocopies 5 area.
Expense Type | °st20¢ ion

Other Expenses

If Travel Miles is selected, in the Miles field, enter the round-trip mileage, and then click in the
Description field to enter a description. Click Add.
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Expenses
Date 4/17/2020 | =25 Description  [Travel to and from court.
Expense Type [Tuvel Miles v |=

Miles | 20-| at $0.535 per mile.
Amount |:| || Add ||| Remove

* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type Iom Ioscnphon lniqmte[m
(Empty)
<First_| [ < Previous | [ Next> |[ Last> [Csave |

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

Expenses
Date [4/17/2020 | =Z Description
Expense Type x|
Miles [ ] ats0.535 per mile.
s

* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type lDate loscnphon ]Mil%kate IAmt
Travel Miles 04/17/2020 Travel to and from court. 20 $0.535 $10.70
<Fist_| [<Previows | [ ei> | [ ] Delete Drak
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Click in the Date column header to sort expenses by date. Click Save.

Expenses
Date -8 Description

Expense Type v
*

Miles [:] * at $0.535 per mile.

Amount

l Add || Remove

* Required Fields

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

Description lMile;Rate;Amt

{ Expense Type
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

o] (v | (o> | (s

Notes:
e |f 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 Click an entry to edit.

Claim Status

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

Basic Info Services Expenses | ) Claim Status Documents Confirmation

Claim Status

P - S
Payment Claims =
© Final Payment
) Interim Payment (payment #)

O Supplemental Payment
O Withholding Return Payment

** Reminder: Please select the appropriate daim 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
it ] [<previows | [ et [ o> Save
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In the Start Date field, 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 ) Claim Status Documents Confirmation

Claim Status

statpate | [«7f EndDate [ |7

Payment Claims *

O Final Payment

{ Interim Payment (payment #)
O Supplemental Payment

() withholding Return Payment

** Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for ¢ ion and/or reimb for this case? * PN BLY
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» | [ save | Delete Draft Audit Assist

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

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

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

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

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

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

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

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

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

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

Supporting Documents

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

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

Description | Document |

Upload
Description Delete  View
Document Delete View
[erist ][ <Pprevious [ next> [ tast» ]

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\JaimeLongoriall Browse..
Description | Document |
Upload
Description Delete View
Document Delete View
|
<] [<rrvons ][> ] [ =T
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Signing and Submitting to Court

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

to the bottom of the screen.

Basic Info Services Expenses Claim Status Documents [ Confirmation
Confirmation
T CIRDIST/DIV CODE 7 PERSON REPRESENTED TOUCHER NUMBER

Jebediah Branson

3. MAG. DKTDEF.NUMEER 4. DIST. DKT/DEF NUMEBER

1:14-CR-08805-1-AA

71N CASEMATTER OF|Case Nams) B PAVAENT CATEGORY

[Felony (including pre-trial diversion

§ APPEALS. DKTDEF NUMEER

6. OTHER. DKTDEF.NUMEER.

U TYPE PERSON REPRESENTED

0. REPRESENTATION TYPE

[Email: lisa_omelas@aotx.uscourts. gov

14 LAW FIRM NAME AND MAILING ADDRESS
Andrew Anders TIN: XX-J0000000

[Phone: 210-833.5623

O ¥ Standby Counsel

[Prior Attorney's Name
[Appointment Dates

Repayment O YES @ NO

[USA v. Branson Jof alleged felomy) Adult Defendant [Criminal Case

1L OFFENSE(S) CHARGED

[15:1825 F INSFECTION VIOLATION PENALTIES

T ATTORNEY S NAME AND MAILING ADDRESS T3, COURT ORDER

Andrew Anders O D Federal O F Subs for Federal

10 Niain Strest 0 A Amodiate O CCo-Commsel o0 o Defeader

San Antonio TX 78210 O L Learned Counsel [ O Appoinfing O P Subsfor Panel O R Subs for Retsined

[Phone: 210-833-3623 (Capital Only) Counsel Attoraey ttorney

Cell phone: 210-335-1234 O SProSe O T Retained O USabsforPre |y qaneiceie
Attorney Se -

|signature of Presiding Judge or By Order of the Court

Albert Albertson
110 Main Street [Date of Order Nuac Peo Tunc Date
[San Antenio TX 78210 US 332014

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY

CATEGORIES s éﬁﬁﬁ ADJUSTED | ADILSTED REVIEW
15. |a_ Amaignment and/or Plea 1] 50.00

b. Bail and Detention Hearing (] $0.00

¢ Motion 1] $0.00

d. Trial 1] 0.00

& Sentencing Hearings [1] (.00

f. Revocation Hearings 0 .00

£ Appeals Court [ $0.00

h. Other 1] $0.00

Totals 1] 50.00

[16. | 2 Interviews and Conferences 0 50.00

b. Obtaining and Reviewing Records 0 $0.00

. Legal Research and Brief Writing [ S0.00

d. Travel Time 0 $0.00

e. Investigative or Other Work [}] 50.00

Totals [1] 50.00

[[ravel Expenses (lodging, parking, meals,
7 mn’eage,xe';s ) o < 50.00
n Other E.xpanses (ther than expert, $0.00

ramscripts, ete )
GRAND TOTALS $0.00

(CLAIMED AND ADJUSTED) )
15 CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE [0, APFOINTAIENT TERMINATION DATE IT OTHER rl. TASE DISPOSITION
N CASE COMPLETION
FROM: TO:

7. CLAIM STATUS T Fimal Payment T Interi Payment (%) T Supplemental Prymert T WHEnoIding Payment () (Total )
Have you previously applied to the court for compensation and/or reimbursement for this case? o YES o NO
Ifyves, were youpaid? o YES8 o NO
Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation or anything of vaiue) from
any other source in connection with this representation? o YES o NO  Ifyes, please attach supporting documentation
1 Svear or affirm the truth or correctness of the sbove statements
Signature of Attorney Date Signed

APPROVED FOR PAYMENT - COURT USE ONLY
4. OUT OF COURT COMP. F TRAVEL EXPENSES 6. OTHER EXFENSES

IDATE

OUT OF COURT COMP._ L TRAVEL EXPENSES 7 OTHER EXPENSES 33 TOTAL AMT. APPRICERT.

1 SICRATURE OF THE CHIEF JUDGE, COURT OF APFEALS (OR
IDELECATE) Paymene pproved in excess of the statutory threskold
Jomouns

[DATE da. JUDCE CODE [TOTAL AMT. CERTIFIED FOR

[PAVMENT

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

Public/Attorney
Notes

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

Date: ) Submit
« First ]| < Previous || Next> || Last» Save
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In the Public/Attorney Notes field, you can include any notes to the court. Select the check box

to swear and affirm to the accuracy of the authorization, which automatically time stamps it.
Click Submit.

Attention: The notes you enter wil be available to the next approval level,
Public/Attomney

Notes MNotes

[v] I swear and affirm the truth or correctness of the above statements
© Submit
[ «Frst ][ <Previous |[ Next> |[ Lasts | [ save | [ Delete praft |

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.

payment.
Flease keep the falowing voucher rumber for your own records:
0101.0000150

Back to:
Home Page
Appointment Page

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

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
1:14-CR-08805-AA- Jebediah Branson (= 1 Cla-20 Submitted to Court
Scart: DG/12/2084 Claimed Amount: §9.20 Andrew Anders # 01010000150
End: DEA22014
(AR SAA- Jebedah Branson (= 1 CIA-20 Submitted to Court
St 03032014 Clamed Amount: 773.40 Andrew Anders # 01
et T
1:14-CR-08805-AA- Jebediah Branson (= 1 AUTH Submitted to Court
Seen 4022008 Clamed Amount: 1,000.00 Chemist, Toxicologist F 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

H -AA-
Start: 06/19/2014
End: 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 Expenscs §26.20 =

I

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

Q Services: $63.00 =

In Court Services

Service Hours Aumt.

Arraignment and/or

Plea 0.5 $63.00

Bad and Detention

Hearing 0 .0

Motion Hearings 1] $0.00

Tirial 1] £0.00

Sentencing Hearing 0 s0.00

Revocation Hearings 0 $0.00

Appeals Court 1] £0.00

Other 0 $0.00
Totals 0.5  $63.00

Out of Court Services

Service Hours Amt.

Interviews and

Conferences o o0

Obtaining and

Reviewing Records ] i

Legal Research and

Brief Writing e

Travel Time (1] S0.00

Investigative and

Cther Work o e

Totals 0.0 £0.00

© Expenses: $26.20 ¥

Travel
Expense Type Amount
Travel Miles $11.20
Travel Misc $0.00
Totals $11.20
Expenses
Expanse Type Amount
Fax $0.00
Long Distance Charges £0.00
Photooopies $15.00
Postage £0.00
Other Expenses $0.00

Totals $15.00
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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 Report

Totals only of budaget info for
defendant

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

Home Operations Reports Links Help Sign out

> Reports

" Internal |

Appointment Report

Attorney Time ‘
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Defendant Detailed Budget Report

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

It provides the information in two sections: attorney appointment and authorized expert
service.

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

Type of Repressntation: Criminal Case
Budgst amount Requasted: $0.00
Budget amount &pprovad: $3.300.00

panaing S smms ot
Time Pariod Vouchs
FDT:‘D{.I{H‘H’ Hmm: Faeg Expenzss Total Fass Expanses Total After Approved | After Approved
| Trawel | otner | | Trave | oOther | And Pending
| - 1 P | | | ! | |
|09r232015 to DZAR01S | 0101.0000001 | S0.00 50.00 50.00| s000)  55.350.00 50.00| S0.00| 56.,350.00 53,550.00 53.550.00/
|0101/1501 o owDInEm | | 50,00 5000 50,00/ s0.00 | 50.00/ s0.00| s0.00| s0.00| 53.550.00 53,550.00
01011801 to D1DING0T | | S0.00] 5000 50.00/ 000 50.00| 50.00 | S0.00| S0.00| $3,550.00 53,550.00/
) ) [ Total Pending: | $0.00| | Total Approved: | $6.350.00 $3.550.00 $3.550.00/
Time Period Voucher
For Vouch Humbsr Faeg Expenass Tiotal Fesa Expanses Total After Approved | After Approved
Traval othar | Travel | Ofher 4nd Panding
autnorization Numbsr: 0101.0000002 ; ' . o ' ' ' |
specialty: Chemist, T pot. amount Requested: $1.000.00 amount Authorized: $0.00 Attomey: Andrew Andars

o o e P I
Counsel CJA20 or CJAI0 . .

a8 wall ag for Faas Expensss Tota| Fass Expensss Total Appmié&f and Pending
www;ﬂz Traval Other Travel other Faes Faas and
submifted sxpenditures for thiz Expanzas
e s et Tervat i | $0.00  $0.00 $0.00| $0.00)  $6350.00)  $0.00 $000)  $6.350.00] $6:350.00| $6.350.00
Thursday, November DS, 2015 - Ver. 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

Typs of Repressntation: criminal Cass
Budget Amount Requestsd: $0.00
Budget Amount &pproved: $9,500.00

Fn(vm “"““,::: Feas Expanzas Taotal Faas Expenass Total After Approved | After Approved
| Travel | oOfher | | Travel | oOther | And Pending
Total Pending:| $0.00 Total Approved:| $6,350.00 $3,550.00 $3,550.00
"~ amount Remaining
pmm \.'a'mwar Faea Expenzes Total Fesa Expanses Total Atter Approved | After Approved

And Panding

vouchers a8 well a8 vouchers for Faes Expensss Total Feas Expensss Total Approved and Pending
mnmcﬂﬂhz Trawsl Other Trawed Othar Faea Feas and
expenditurss for this | | | | | | | | | Erpamsos |
0 ‘ot Inciuds Travel Auth $0.00 0,00 £0.00 0,00 $E.350.00 $0.00 000 $5.350.00 $6,350.00 $E.350.00
Trarssay, November 05, 2015 - var. 1.1 Page1of1
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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

Authorization and Youcher for Expert
and other Services

An email is automatically generated to the attorney notifying them what there is a voucher to
review. The voucher will appear in the “My Active Documents section for review. .

Click the voucher number hyperlink to review the voucher and navigate to the Confirmation

Tab. p f,!j',',l',‘ ‘,—, —_—  —— — ——— - |
| jroguw-umm,annmnu-u Search: ”
Case Defendant Type Status
14CR Q3802-AA Wendy Wison Qa1 A
06122014 Camed Amount: 166.80 Gna Gabred F r\wgmbgm'
06192084 Weapons Frearms Explos. ..
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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. e Atterior. The rotes vou e sl be #valatie 1 e rest mErove eved

. 1certity that 1 have reviewed the above
o /App_ov_ €D Reject

Date: 6/19/2014 9434

[ .-m”][ <mevous | [ et > ][ Lot » ]7 [,w ] [ ‘]7

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

b BasicInfo | Documents

o

Basic Info
ST oD
101

ebeciah Branson

e

PECTION VIOLATION PENALTIES
SDYAILING ADDRESS

YO

0
[Pione: 210-833-5633

1 phone: 210.555.1234
[Fenal: lisa_omelas @aotx uscourts gov

T4 LA FIROI NANE AND MATLING ADDRESS

Proceeding Transcript
To Be Used

Proceeding To Be
Transcribed

Apportioned Cost (%)

[l [
Defendant

m P
O Sotement Ll 0

Transcripts

[Jefense Opening Statement [oefense Argument [ 3ury tnstructions

[voir ire.

oo ]

Click the Documents tab or click Next on the
progress bar. To add an attachment, click
Browse to locate your file, and then add a
description of the attachment. Click Upload. The
attachment and description are added to the
voucher and appear in the Description column.
Click Save.

Basic Info | b Documents Confirmation

Supporting Documents

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

File Browse. ..

Description | |

Description

Proposed Order.pdf Delete  View
< First_| [ < Previous |[ Next> |[ Last» [[save |

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

Basic Info Documents | ) Confirmation

Confirmation

1. CIR/DISTDIV.CODE 2. PERSON REPRESENTED VOUCHER NUMBER
ebediah Branson

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

7. IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE

oA v [Felony (including pre-trial diversion .
JUSA v. Branson Jof alleged felony) |Adult Defendant ICriminal Case

11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES

REQUEST AND AUTHORIZATION FOR TRANSCRIPT
12. PROCEEDING IN WHICH TRANSCRIFT IS TO BE USED

T3, PROCEEDING TO BE TRANSCRIBED (Deseribe specifcall). NOTE: The Gial Ganseripts & not o Duclade prosecauton opening

T4 SPECIAL AUTHORIZATIONS JUDGE'S INITIALS.

A Apportioned Cost % of transcript with

B. o0 14Day 0o Expedited 03-Day o©Daly oHowly o RealtimeUnedited

C. o Prosecution Opening Statement © Prosecution Argument o Prosecution Rebuttal

o Defense Opening Statement 0 Defense Argument o Voir Dire 0 Jury Instructions
D. In this multi-defendant case, of transcripts will impede the delivery of accelerated
transcript services to persons proceeding under the Criminal Justice Act.
T8 ATTORNEY S STATEMENT T8 COURT ORDER

As the attomey for the person represented who is managed above,I | Financial eligibility of the person represented having been established to
hereby affirm that the transcript requested is necessary for adequate the Court’s satisfaction the authorization requested in Item 15 is hereby
representation. I, therefore, request authorization to obtain the transcript granted.
services at the expense of the United States pursuant to the Criminal
Justice Act.

Signature of Presiding Judge or By Order of the Court

Signature of Attomey Date
Andrew Anders Date of Order Nunc Pro Tunc Date

Printed Name
Telephone Number: 210-833-5623

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

Public/Attorney =
Notes
lv| 1 swear and affirm the truth or of the above R
Date: 4/20/2020 21:49:45 (%) Submit
«First ] [ < Previous | Next> ]|[ Last» Save Delete Draft Audit Assist

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

Success

This document has been submitted.

Flease keep the following document number for your own records:

0101.0000626

Back to:

Home Page
Appointment Page
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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 CJA Clerk for verification.

Appendix A: Correcting Errors in Your .csv File

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

A message appears at the top of the page, indicating the number of errors found.

Basic Info | Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in (J4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors and try again.

Services

e 3 - -
Service Type - ¥

Doc.# (ECF) Pages ad

Click the View Report link to view errors.

Basic Info I Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in CJ4-20 Service Time Import. csv during import process. No data was updated, View Report. Korrect errors and try again.

Services
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The default Errors Only report opens, highlighting the errors in the file. Review the error report
and correct the original .csv file.

® Errors Only O Full Report

Person Rep: d: Jebediah =]
Row Errors late Hours Description [Service Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arraignment and/or Plea
Row & Hours is missing; 11/2021 |Test 16¢c. Legal research and brief writing
Row 10 mgégf]?m";‘fvba‘fu'yu"mc value only; Pages 115 305, oo ITest 15c. Motion Hearings I s
Row 11 J |Date is missing; 1 |Test; 16d. Travel time
Row 12 | |Description has invalid character(s); 14/2021 1.1 [Test<z= 16a. Interviews and Conferences

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

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

Basic Info | Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in (I4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors ang

Services

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

Appendix B: Creating the Excel File for Import

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

Basic Info I Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to impert service time entries exported from a law firm billing systam omma Separated Values (C5V)
format. The CSV file must contain all required column headings and data types. Please download cu amp1e spreadsheet or the correct column headings

and service type values.
IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the
contents of the imported CSV file.
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For the .csv file to be successfully uploaded into and accepted by eVoucher, it must contain a
header row with specific column headings, as seen below. The header row contains four
mandatory column headings (Date, Hours, Description, Service Type) and two optional column
headings (Doc. #, Pages). The Doc. # and Pages fields may be included in the header row;
however, they are not required unless data is provided.

If the first row contains service entry information instead of headings, the data in row 1 will be
ignored and won’t be imported into your voucher. Sample spreadsheets containing the correct
column headings and service type values for each voucher type are available in the online help.

A B C D E F

1_IIDatE Hours Description Service Type Doc.# Pages _I
297272091 0.1 Email to/from co-def Iayer re: visit with Client and need Tar preliminary Rearing 16e. INVestigative and Other work T

3 9/3/2021 0.2 Attend Arraignment, etc via Zoom 15a. Arraignment and/or Plea

4 9/4/2021 0.3 Travel time from Other to Newtown to SA forinitial appearance and conference 16d. Travel time 3 10
5 9/5/2021 0.4 Review of court filings as a result of prelim hearing; Copy to Client 16b. Obtaining and reviewing records 6 12
6 9/6/2021 0.5 Receiving, reviewing and copying to client all paperwork as a result of arraignme 16b. Obtaining and reviewing records 5

7 9/7/2021 0.6 Receive & review order scheduling preliminary hearing; Copy to Client 16e. Investigative and other work

8 9/8/2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16c. Legal research and brief writing

9 9/9/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.5.C. §2251, 2252, 16c. Legal research and brief writing

10 9/11/2021 1 Travel from Pgh to SSJ (no return travel due to travel to IC) on CJA | 16d. Travel time

1 9/12/2021 1.1 Call to codef lawyer X and AUSA re: status of cases and plea deal 16a. Interviews and Conferences

12 9/14/2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1

Note: Time entries containing values greater than a single decimal place are automatically
rounded up or down to the nearest tenth. For example, .125 is rounded down to .1, and .75 is
rounded up to .8.

Appendix C: Converting the Excel File to .csv Format

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

In your Excel file, click the File tab.
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AutoSave (@ ) - Copy of CJA-20_Service_Time_Importxlsk - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

% Cut Calibri 1WA A E == ® Bbwmp et Text
Paste Copy ~ I A [
B I U-~ . . - |l === == . . 9 <
- Format Painter = — = ==|== Merge & Center $ % 9 S
Clipboard ] Font ] Alignment ] MNumber
Fl4 7 5
A | B | < |
1 |Date Hours Description Service Ty
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
L] alninnna AR A AnAd Acrnimmmnnnd Adnia Tanms ACA Avenio

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

Good morning

Blank workbook

Save As

Save as Adobe O Search
PDF

Print Recent  Pinned Shared wi

Share [ Name

On the Save As page, click the drop-down arrow and select CSV (Comma delimited) (*.csv).
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’]‘ [ T: » FS > CJA = 6.6 > Job Aids > External Users = time import
‘ CIA-20_Service_Time_lmport

Exccel Workbook (*.xlsx) - [ save

Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*xIsh)

Excel 97-2003 Workbook (*xls)

CSV UTF-8 (Comma delimited) (*.csv)
AML Data (*axml)

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

Excel Template (*xltx)

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

Text (Tab delimited) (*.bxt)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*.xml)

ik Erndiogmis alaundand “ 5]
C5V (Comma delimited) (*.csv)

.prn)
Text (Macintosh) (*.txt)
Text (MS-DOS) (*.txt)

Your Excel file has now been converted to a .csv file and can be imported into the Services page
of your CJA-20 or CJA-30 voucher.

G MName ’ Date modified Type Size
# Quick access

o @ CJA-20 Service Time Import.csv 8/9/2021 10:01 AM Microsoft Excel C... 1KB
£ Documents *

@ CJA-20 Service Time Import.xlsx Microsoft Bxcel W... 12KB
4 Downloads * = ppep—— - . . . (- r——
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