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eVoucher Contact Information

The eVoucher help desk support can be reached via email at cja_support@kyed.uscourts.gov. For immediate
assistance you may call the Ashland Clerk’s Office and speak to Susan Thompson or Kelly Smith at
606-329-2465 or Lea Ann Newquist in our Lexington office at 859-514-2240.
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Introduction

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

e Online authorization requests by attorneys for service providers.

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

e Online submission to the court.

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

Panel Management

e Allows attorneys to manage their own account information including address, phone, firm associations. IT IS
THE ATTORNEY’S RESPONSIBILITY TO KEEP ALL ACCOUNT AND BILLING INFORMATION CURRENT.
e Allows attorneys to add up to three email addresses for notification from eVoucher.

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Upload supporting documents to vouchers or authorization requests

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

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

Browser Compatibility

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

There will be no change to the Court’s process for appointing attorneys to cases. When an attorney appointment order
is entered by the Court, the appointment will also be entered in eVoucher. An email will automatically be generated by
the program, and sent to the appointed attorney. The email confirms the appointment and provides a link to the CJIA
eVoucher program.

Associate/Partner Attorney

If an appointed attorney wants an associate/partner to perform work for the appointed attorney, the attorney must
contact one of the Court’s panel managers to have the associate/partner added to the existing case representation in
eVoucher. Requests to add an associate/partner to a case should include the case name/number and the
associate/partner’s name and email address.

Appointed attorneys must review and approve of all services and expenses included on the associate/partner CJA20. The
appointed attorney’s statement approving of associate/partner CJA20s must be attached to the associate/partner CJA20.

Co-Counsel Appointment

In extremely complex cases, the attorney may request and the Court may find it in the interest of justice to appoint an
additional attorney as co-counsel. The request for the appointment of co-counsel must be done by motion filed in the
case either conventionally, if ex parte, or in CM/ECF (not eVoucher). If the motion is granted, the Court will create a new
representation/appointment for co-counsel in eVoucher and an email will automatically be sent to co-counsel confirming
the appointment.

PENDING APPOINTMENTS

Pending appointments entered in eVoucher will appear in the Appointment List box on the landing page. If you desire to
submit a voucher for prior appointments NOT appearing in this section, please contact the eVoucher Help Desk at
cja_support@kyed.uscourts.gov or call the Ashland Clerk’s Office at 606-329-2465 to have the appointment entered in
eVoucher so the appointment is available for you to input claims for services and expenses electronically
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The link to access eVoucher is located on the KYED homepage www.kyed.uscourts.gov under the “For Attorneys” tab along

the top of the page. Log on using the username and password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release
Training District 5.0

Existing user? Please login.

. E—

Log In

Forgot your login?

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

You are required to change your password within 30 days of the first time you log on to eVoucher. Passwords must be at

least eight characters in length and contain:

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

e One special character.

You are required to change your password every 180 days.

If you forget your user name or password, click Forgot your Login.

Enter your user name or email address, and click Recover Logon to retrieve your information. If you incorrectly enter
your username or password three times, the system will lock you out of your account for security purposes. Contact the

eVoucher help desk to have your account unlocked.

Forgot your Login? Please tell usyour username and/or email address. We will
send you an email to reset your password.

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

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

Username: | | and/ar

Email: | |

Recover Logon
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Home Page

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

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

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

My Proposed KYED will not be using this function of eVoucher so your folder should remain empty.

Assignments

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

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

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

Documents This includes:

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

Home Operations Reports Links Help logout

Attorney login
confirmation

= Home

Welcome Andrew Anders [Attomey)

ATTORNEY

Welcome Andrew Anders:

My Appointments:

My Profile

View

T

Home The eVoucher home page

Operations Allows you to search for specific appointments

Reports Selected reports you may run on your appointments

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

e Another link to your profile

“Contact Us” email
Privacy Notice

CM/ECF Connection

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

eVoucher can be connected to CM/ECF to all attorneys to search the docket to confirm the date of a court proceeding,
the length of time in court, the defendant number, the charge, etc. To establish the eVoucher/CM/ECF connection, the
first time the attorney logs into eVoucher, navigate to the “Login Info” in the Profile. Edit the record. In the CM/ECF
boxes enter the CM/ECF Username and Password. Click the validate button. The message will change from CM/ECF
Access is NOT validated to CM/ECF Access is linked. This validation only needs to be done once.
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Customizing the Home Page

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

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

Moving Folders

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

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

A crosshair icon !EE! appears.

Click and drag the folder to the new location.

Resizing of Column

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

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

Note: The folder size does not increase; therefore, some columns may move off the screen.
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Customizing the Home Page (continued)

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

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

E My Active Documents

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

» Click and drag the header to the Group by: header bar.
Togr 3 drag the column to this area.
C
Ca nt Type © Status
E All the information in that folder is now grouped and sorted by that selection.

o

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

In the My Profile section, the attorney may:

e Change password (Login Info section).

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

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

e The Holding Period and CLE attendance is not utilized by KYED at this time.

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

My Prof
Contact Us W

Privacy
eVoucher Documentation: Attorney and Expert Users

My Profile
ATTORNEY My Appointments:  View

Home Operations Reports Links Help logout
= Help 4 My Profile Welcome Andrew Anders (Attorney)
Login Info Edit

- S ) UserMame Anders
‘four Login information

Bar Number: Edit
Attorney Info Your Name: Andrew Anders

Your personal info
Your Contact Info:
Phone: 210-833-5623
Fax:
deadmail@support.actx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

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

= Help = My Profile Welcome Andrew Anders (Attorney)
In the Log!n Infc? Login Info Edit
section, click Edit to Your Login information Userfame Anders
change your
password.
To Change your user name, > Help > My Profile Welcome Andrew Anders (Attorney)
type the new user name
E and click the change link. It Login Info Username Anders change

will show “The Username e VR I T Password +xxx reset
has been changed.”
To reset your password,
click the reset link.

Enter the new = Help = My Profile

password and reenter )

o ) . Login Info Username Anders change

it in the Confirm field. Your Login information I E—

- Password eeesses| = Strength:Strong
Confirm =
. IResetI
Click Reset to \_‘
save.
> Help = My Profile

Click Close to exit Login Info Username Anders change

the Login Info e Passord =<+ reset

section.
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Attorney Info

Attornev Info Bar Number: 12345
; = - Your Name: Andrew Anders
In the Att Your Contact Info:
One - — one: = N
n the Attorney Phone: 210-833-5623 | Cell Phone: 702-555-1212
Info section, Fax:
click Edit to deadmail @support.aotx.uscourts.gov
deadmail @support.aotx.uscourts.gov
i . . urts.
access your deadmail @support.aotx.uscourts.gov
personal
. . Your Address:
information. 110 Main Street
San Antonio, TX 78210
Usa
Attomey Info ;Rfﬁﬂil[rfe';idds
Your personal info |
SSH Instructions:
If you are an appainted panel Tax Identification Nurrber: * (If on Pand) [ Foreign Yendor?
attorney, youare required to enter SN
your Social Seaurity Nurrber in the 55N :
field. Confirrre
If youarean assodate only, donot FirstNa'rre“ Midde Last Name *
Make any necessary enter your Sodal Security Nurrber in |'ﬂ‘“dr“"'J ” ||Ander5 |
h the 55N field.
changes. Main Erreil =
Payee Certifica tion: | dea dneil@support.a otx.uscourts.gov |
This rr%séage informs &rou thaﬁmeecl 2nd Errail
Mame and TIM entered are colled: | ,
pursuant to IRS Guidelines that govern |3clza;]n;? i:@s UppOrt.3 ot uscourts. gov |
whatinformation must be collected by
thejudiciary for payments mede to | deadreil@s upport.a o uscourts.gov |
norr_en'ploves_kds ead nd Ddtf]ger entities ftgf Phone = Cell Phane Fax
services provided and for purposes
issuinga Form1099-MISC. You have |210'833'563 | | | |
provided this informmetion under )
penalties of perjury and certify thatz Address 1= City =
. 1-The nurber enteredas my SSNor | [110 Main Strest | [san Antania |
Click Save. EIN is rry corredt taxpayer Address 2 State = (US only) Zip = (US arly)
identifiation nurmber: and . e : L
2-Tama U.5. dtzen, U.5. resident | [TBtas V| [7e2t0
alien, or ﬁther 1.S. person (3 Address 3 Courtry =
partnership, corporation, cormpany, or
assodation created or organized in the | | |UNITEDSTATES v|
U.S. or under the laws in the L. S.).

Note:

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

indicated.

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

information.

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

Payments will be mailed from the U.S. Treasury to the address listed in the attorney’s profile and W2s will be issued under
the SSN/EIN as it appears in the Profile.

Self-Employed = the panel attorney does not work for a firm and/or the taxable income associated with these CJA
payments shall be reported to the IRS and on a 1099 with the attorney’s name and SSN.

Firm = the panel attorney is performing CJA services as an employer of a firm (pre-existing agreement). All CJA payments
will be payable in the name of the appointed attorney. However, the taxable income associated with these CJA payments
shall be reported to the IRS and on a 1099 with the firm’s Name and EIN.

Associate = the attorney is not the appointed counsel in the case, but is providing services in support of appointed counsel

in the case. Work performed by the associate is claimed by and paid to the appointed counsel. The firm’s billing code will
be required to complete the billing information for the associate.

Billing Info

Biling Info Your default biling nfo is: Select
9 Andrew Anders :

Biling Code:0101-000001 Add
110 Main Street

San Antonio, TX Edit
Under the Bi"lng ;ﬁiiz:'zulsD'M}SéB
Info section, click Fax:
Add if no billing
information is
available.

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

Note:
e You must have billing information entered before any payments can be made.
e The SSN/EIN is used when reporting income to the IRS.

e You may select the Copy Address from Profile check box if your billing address is the same as your Attorney
Info address.

e Itis the attorney’s responsibility to keep all account and billing information current. Failing to do so
could delay payment and/or receipt of your 1099.
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Make any
necessary
changes and
click Save.

If applicable,
add billing
information for
afirm or an
associate by
clicking the
corresponding
radio button.

Biling Info

Biling Type:
®) sef-enployed
() Firm

\_/ Associate

v Copy Address from Profie

Name:

Phone: Fax:

CJA eVoucher for Attorneys ‘ 12

[210-833-5623

Address 1:

{110 Main Street

Address 2:

Address 3:

Cty: State:

Zip Code:

[san Antonio | [1exas

1
v ||78210

Country:
[ unTTED STATES

Biling Info

List all available biling info records

Billing Type:
O Self-Employed
®) Firm

() Associate

Tax Identification Number:

EINﬂ'IN:l

Confirm: |

Copy Address from Profile

Name:

Phone: Fax:

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

V|

Country:

| UNITED STATES

vi
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Biling Info Biling Type: =
List all available biling info records O seff-Employed
f: Firm

et .
(@) Associate

Billng Code: [0101-000001 | [verty |

Andrew Anders

Billing Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

Note:

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

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

Click the case number
hyperlink to open the
Appointments page.

View
Representation

Appointments Defendant
s 1 Defendant: Jebediah Branson
Representation Type: Criminal Case
SA . Branson ‘Order Type: Appointing Counsel
mmm Order Date: 03/03/14
Adm. Mag Judge:

. 1514 5 Defendant: Jebediah Branson
Case: 1: lt ir{::-aacs A4 Rciceachiatiin Tyae: Crisinal Cise
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10

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

Appointment Appointment Info

I CER.DHST DIV CODE 1. FERSON RITRESENTED GUCHLE NUMBIR
101 ehediah Branson
3. MAG. DET TEF NUMEER 4. DIST. DKT DEF NUMBER E AFFEALS. DET TEF NUMEER & OTHER. DKT DEF NUMBER
1:14-CR-08505-1-AA
T IN CASE MATTER OF(Cas Namid) E PAVMENT CATEGORY 5. TVFE FERSON REFRESENTED 10 REFRESENTATION TYFE
' [Felony (mchufng pre.trial diversion _
USA v. Brasuicn of alteped fetoa) Fdus Dedendast Crisminal Case
B 1L OFFEXSE(S) CHARCED

15:1825 F INSPECTION VIOLATION PENALTIES
IE ATTORNEY'E NALE ANDUATLING ADDRESS 11, COURT ORDER.

Create New Voucher [ Andrew Anders - Bar Niamber: 12343 [ A Avssciane []€ CoComa

110 Dfmin Sireet Dasenier (5] Comsd
Attorney CJA 20 avth  createlk ssonio TX 78210 [ S e =
Vouch Aushrtztin b Eertand ket [Bleony: 210-933-5523 = = U =
oucher Serices []¥ Standy Comnal
Template P O | Prior Atseney’s Xame
ALthorizab: yment of ransoipl [ree—"y,
[ | ——— [Eiguatues of Presiding Jedgy or By Ordar of the Court
Appoantment of and Authonty to Pay B LAW FIRA NAME ANDALAILING ADDRESS mw - Nus< Pre Tesc Duis
Cowrt-Appointed Counsel 332014 2
CIA-21 —
Bt A 21 A e s~ Group Header Bar
Pe i - Vouchers on File
reate {._.‘
UDUChEF EdLLl-‘-OlJI; _.»'_:I:"_'_;'ff .’-':_;' Clam in To group by a parboular Header, drag the column 1o this area, Search:
Template Compersaton Madmum: District Court Case Defendant Type Stabus
TRAVEL Create 1% -QBB0GAR- Jabwddinh Brarson (= | ClA-20 Submtted to Court
ishortzation for payment o Travel - Claimed Amount: 778,40 Ardrew Anders # QL0000
Jebedish Branson (= 1) BUTH Submitted to Court
Amporiy Clamed Amount: 1,000.00 Chemist, Toxicologist l:D_I_-';QZl'h:_::'_:
Detailed | "ch.m
: - Jebedish Brareon (= | AUTH-24 Voudher Closed
Payment Reports Detfergiant Detad Budget Regort T Claimed dmount: 0,00 M 010100000
o 01010000025
Detad budgatinfo for defandant w- DEA0LE Approved Amount: 0.00
11408 DBAHS-AA- Jebediah Bransan (# 1) Cias21 Voudher
Dafandant Summery Budas Risgart S QIR Clamed Ameunt: 0.00 Luz Garcia E S =5
Totals arly of Budget nfo for e Hair, Fiber Expert '
defendant 151400 OBRNG-A4 Jebedish Branson (= {) Cia-24 Ay Vouher Entry
o Soan DR Clamed Amount: 0,00 Teress Transtipts o it
All vouchers Aligrres T Beoart
H H Jebediah Branson (= 1 AUTH-24 -
associated with ‘-‘ ey g e
this case are
. 7088 Jebedish Branson (= | CIA-24 Submitted to Attomey
displayed. DEOL2014 Clamad Amount: 14.50 Teresa Transarpts # 00L00001%

Page 1of 1 (7items)
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View Representation

The View Representation information displays:
e Default excess fee limit

e Presiding judge
e Magistrate judge
e Co-counsel

e Previous counsel

In the Appointment section, click

View Representation. In thi |

Appointment

Home Operations Reports Links Help logout

Representation Representation Info
} 1. CIELDISTTIV.CODE 2.FERS0N REFRESENTED [VOUCHEE NUMEER
101 [Jebediah Branzon
A MAG. DET/DEFNUMBER 4. DIST. DKT/DEF NUMEBER £ AFFEALS. DKT/DEF NUMEER 6. OTHEE. DKTDEF NUMEER
) 1:14-CR-08805-1-AA
T.IN CASE/MATTER OF(Case Name) 5. PAYMENT CATEGORY 8. TYPE FERS0N FEFEESENTED 10. REFRESENTATION TYFE
Reports [USA v. Branson Felony (ncluding pre-trial diversion ), 4 ) 1y dant Criminal Case
jof allzged felony)
Representation Report 11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESITING JUDGE MAGISTRATE JUDGE DESIGNEE
50 000 00 Albert Albertzon
AppID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx. uscourts. gav

Click Home on the menu bar at the top of the page.
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CJA-20 Voucher Process Overview

Attorney enters
time/expenses Court CJA Unit Court approves or

Court processes
voucher for

and submits audits voucher. rejects voucher.
payment.

voucher.

Creating the CJA-20 Voucher

The Court creates the appointment. The attorney initiates the CJA-20 Voucher.

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

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

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

| Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
1. CIR/DIST/DIV.CODE 2 FERSON REFRESENTED [VOUCHER NUMBER
101 [Jebedizh Branzon
3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER § AFFEALS DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER
1:14-CR-03803-1-A4

7. IN CASE/MATTER OF(Case Name) 8. FAYMENT CATEGORY 0_TVFE FERSON REFRESENTED 10. REFRESENTATION TVFE
Star /11/201 USA v. Branson Ffﬁygﬁl“‘i”fg pre-trial diversion |, 4t Defendant Criminal Case
End f ; jof alleg lony)

11. OFFENSE(S) CHARGED

) S - 13:1825.F INSPECTION VIOLATION PENALTIES
W Services: $0.00 12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER

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

110 Main Street F Subs for Federal Defender [#] O Appointing Counsel
9 Expenses: $0.00 b i {7 0 ; %
S Anono TX 210 R

[Phone: 210-833-3623

[]¥ Standby Counsel
Reports [Frior Attorney's Name
|Appointment Dates
Defendant Detail Budget Report |Signature of Presiding Tudge or By Order of the Court
i i Albert Albert
Detail budget info for defendant A e e s son N ——
3/3/2014
e Repayment || YES [/]|NO
Defendant Summary Budget Report
Totals only of budget info for
defondant Payment Info
Preferred Payee | Andrew Anders
Andrew Anders
SENJEIN: ***-**_5739
123 Legal Blvd. South
AnyTown, DC
12345 -USA
Phone: 888-555-4000
Fax: 888-555-4001
| =«First | | < Previous | | Next = | | Last = | | Save | | Delete Draft
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Creating the CJA-20 Voucher (cont’d)

Tab Headings appears at the top of the screen

e

CIA-20 } Basic Info Services Expenses Claim Status Documents Confirmation

Attorney Enters

| «First || < Previous || Next > ]I Last » | Save | Delete Draft | Audit Assist

//;I

Progress Bar appears at the bottom of the screen.

Notes:

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

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

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

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

Click the Services tab or click Note:
Next, located on the progress There is NOT AN AUTOSAVE function on
bar. this program. You must click Save

periodically to save your work.

Basic Info |» Services ' Expenses Claim Status Documents  Confirmation
ey Enters —_—

Services

Date =5 Description
Link to CM/ECF SorE T | Izl %
mesen [ ] e [ .
Hours l:l #  at $126.00 per hour. Add

* Required Fislds

Def.: Jebediah Branson

I Date: / 014

Service Type Date Hrs Rate Amt|

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CIAZ0

Defendant Summary Budget Report
Totals only of budget info for Mo data
defendant

[=Fist | [ <Previous |[ MNext> |[ Last» | [ save | [ Delete Draft e e

Enter the date of the service. The

default date is always the current Services
date. You may type the date or ay Description
click the calendar icon to select a i ‘ %
date from the pop-up calendar. Sevce Type A e 201%
Doc#(ECF) || = Su Mo Tu We Th Fr Sa
e [ » 1 2 3 4 5 & 7
TR ¥ 85 9 D [12] 12 13 14
= 15 1 17 1B 19 20 21 |
» 2 23 24 25 2% 27 B -
» 29 30 1 : 3 4§ 5 .
Service Type n
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Services (cont’d)

Click the Service Services
Type drop-down Date [6/11/2014 | » 28 Description
arrow and select the ServicaType | v
service type. ; =
yp Doc. # (ECF) In Court Services A
a. Arraignment and/or Plea |
Hours
Note: b. Bail and Detention Hearing
. ® Required Fieids
You may add dates in any order. You c. Motion
can sort in chronological order at any &vial

time. Service Type e, Sentencing Hearings ‘

Enter hours of Services =
icei Date shyD14 |83 b
service in tenths 8/11/2014 e
of an hour. Service Type . Arraignment and/or Plea LA arraignment of Defendant
Doc. £ (ECF) Gl — vi

Hours 0.5 at $126.00 per hour, Remave

Enter a " Tagurid Fids
description.

Note:
Click Add.

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

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

Services

Date s |28 Desarpiion

Carvice Type *la ‘
DoceEr) [ | peoms = , i
Hours | atsmoperbor. f Remave

* Requred Feds

Service Type Date Description Hrs  Rate  Amt
3. Arrwgneaet andfor Paa 06/11/2004  First appasrance and arragnewnt of Defendant 05 126,000 15!):1!]

1 Pmlefll:llbﬁl

| sFist || cPrevious || Mext> || Lasts | | Save | | Delete Craft |;“

St . . . .
P Click the Date header. This sorts services according to date.

Click Save.
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Entering Expenses

Click the Expenses tab or click Next.

|+ Basic Info Services |r Expenses Claim Status - Documents » Confirmation
Expenses
Date 6/12/2014 | * =) Description
Expense Type | w |
Miles [ ] atso.5600 per mie. :

Amount |:| | Add || Remove

* Requirad Fields
To group by a particular Header, drag the column to this area
Expense Type Date Description Mile Rate Amt
No data

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

Click the Expense Type drop-down arrow Expenses

and select the applicable expense. Date 6/12/2014 | = E
Expense Type || - |+
Miles Travel Miles
Amount Travel Misc.

* Required Fields Fax

ﬁ e i
| Photocopies
Expense T

"‘e. Postage

Other Expenses

[ «First || < Previous || Net> || Last» |
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Entering Expenses (cont’d)

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

Enter a description in the Description field.

Expenses
Date 6/12/2014 |* ﬁ Descripbion Travel to and from Court]
Expense Type  Travel Miles - =

Miles [ 20]® ats0.5600 per mile. -

Amount | Add || Remove

* Required Fields

Expense Type Date Description Mile Rate  Amt
No data
[ «First ][ <Previous |[ Net> |[ Last» | [ save | | Delete Draft | f;; |
Click Add.

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

Expenses

e [earz01+ | =38 Description i
Expense Type | .-

Miles [ |= 2t$0.5600 per mie. £
Amount | Add || Remove ]

* Rgquired Fields

Expense Type Date Description Mile Rate Amt
Trawel Miles DEI-':I.I'l'ZI] .- Travel to and from Court 20 05800 1L.20
g Page 1 of 1 (1 items)
[=rst | [<previous | [ ext> ][ tasts | [ smve | [Deleteowr] ===~ |
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Entering Expenses (cont’d)

Notes:
e If you choose photocopies or fax expenses, indicate the number of pages, and the rate charged per page, in

the description box.
Any expense over $50.00 you MUST attached a copy of the receipt.

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

Expenses

owe [opon |+ Descrpon

Expense Type ] b

Miles at $0.5600 per mile. 3

Amount | Add || Remove

* Required Fields

Photocopies 06/12/20... Copées - 100 pages & .15 per page o /] 15.00
Travel Miles DE/12/20... Travel to and from Court 20 0.5600 11.20
i Page 1 of 1 (2 ftems)

[C«First | [ < Previous | [ Next> |[ Last» | [ save | Delete Draft | ™o =

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

B Click Save.
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Claim Status

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

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

Claim Status

I StrtDate  |6/1/2014 |+ 1 End Date 612/2014 | = | |
Payment Claims
) Firal Payment

@) InterimPayment (payment #) =
) Supplerrental Payment
() Withholding Return Payment

** Reminder: Please select the appropriate daimstatus.

1. Have you previoudy applied to the court for compensation and/or reimbursement for this case? ®) Yes Mo
If Yes, were you paid? @ vYes (No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment O Yes (@ No
(compensation or anything of valse) from any other source in connection with this represent ation?
* Reguired Fields
[Crirst [ <Previous |[ Next> |[ lastw | [ save | | DeleteDraft_| [ Aud Assist_|

In the Payment Claims section, select the payment claims type.
e Final Payment is requested 45 days after all services have been completed.
e Interim Payment allows for payment throughout the appointment, by Order of the Court.
If using this type of payment, indicate the number of interim payments.

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

a missed or forgotten receipt.
e The attorney may submit a blank (no services or expenses) CJA-20/30/21/31 at the end

of the case, clicking the Withholding Return Payment radio button to request return payment

of withheld funds.

Answer all the questions regarding previous payments in this case.

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

:g} US Courts - CJA eVoucher - Internet Explorer d

cInfo ) Services

Vices Errors

14/15/2016 | = Na errors found
e Type
en [
Fielce
wp by a3 particular Header,
ce Type
ignment and/or Plea Warnings

A serviee and/or Expenses are out of the Voucher Start and End Dates.

7 [

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

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

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

Documents

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

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

Add a description of the attachment.
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E Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie GADeVoucher'CJA eor  Browse. .

Description [Copies of receiptq x|

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

Supporting Documents

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

File Browse...

Description [ ]

Description Delete  View

Copies of receipts Deglate  Vigw
[Temt || eneios | [ eas | [t ] |[Fee]| [foeceoam)

B Click Save.

Signing and Submitting to Court

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

E Click the Confirmation tab or click Last on the progress bar.
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The Confirmation screen appears, which reflects all ent

CJA eVoucher for Attorneys

ries from the previous screens.

Confirmation
1 CTRU/DIST/DIV.CODE 2. PERSON REFRESENTED [VOUCHER NUMBER
0101 ebediah Branson

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

1:14-CR-08805-1-AA

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

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

7.IN CASE/MATTER OF{Case Name) 8 PAYMENT CATEGORY 9 TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE
JUSA v. Branson [Felony (including pre-trial Siversion |, . nyeondant Criminal Case
of alleged felony)
11 OFFENSE(S) CHARCED
15:18235.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12343 [[] A Assodiate []€ Co-Counsel

[ ] F Subs for Federal Defender [/] O Appointing Counsel
[(]P Subs for Panel Attorney [ | R Subs for Retained Attorney
[[] ¥ Standby Counsel

14 LAW FIRM NAME ANDMAILING ADDRESS

Andrew Anders TIN: #**.#*.6780
123 Legal Blvd. South

AnyTown DC 12343 USA

[Phone: §88-355-4000

[Fax: 888-335-4001

[Prior Attorney's Name
|Appointment Dates

Signature of Presiding Judge or By Order of the Court
Albert Albertson
Iate of Order
3/3/2014
Repayment || YES [/]NO

Nunc Pro Tunc Date

‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL & t
CATECORIES HOURS f - ADJUSTED ADJUSTED =
CLAIMED ;E:};‘m-]r) HOURS AMOUNT BEVIEW
15 |2/ and'or Plea 0.5 $63.00
b. Bail and Detention Hearing 0 50.00
¢. Motion 0 50.00
d. Trial 0 $0.00
e. Sentencing Hearings 0 $0.00
£. Revocation Hearings 0 50.00
g. Appeals Court 0 50.00
h. Other 0 50.00
Totals 0.3 $63.00
16.|a Interviews and Conferences 0 $0.00
b. Obtaining and Feviewing Records 0 50.00
c. Legal Research and Brief Writing 0 50.00
d. Travel Time 0 50.00
& [nvestigative or Other Work 0 50.00
Totals 0 $0.00
17 Travel Expenses (Jodging, parking, meals, $1130
~ |mileage, etc) -
g [O0her Expenses (aiher than expert, 51500
transeripts, ete.)
GRAND TOTALS 53020
(CLAIMED AND ADJUSTED) -

19 CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE

FROM: 6122014 TO: §/122014

0. APPOINTMENT TERMINATION DATE IF OTHER

1. CASE DISPOSITION
AN CASE COMFLETION

b2 cLADgSTATUS [[] Final Payment

If yes, were you paid? ] YES ] NO
Other than from the Coutt, have you, or to your knowledge has
any other soures in connection with this representation? [
T Swear or affirm the truth or correctness of the above statements.

[ Tatetiem Payment =)

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

] Supplementz! Pzpment
] YES []NO

anyone else, received payment (compensation of arything of value) from
YES [ NO  Ifyes. pleaseattach supporting documentation

Signature of Attorney: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
;3 IN COURT COME. 4. OUT OF COURT COME. 5 TRAVEL EXPENSES 6. OTHER EXFENSES 7. TOTAL AMT. AFFR/CERT.
50.00 50.00 50.00 50.00 50.00
8 SIGNATURE OF THE PRESIDING JUDGE [DATE 82 JUDGE CODE

[29.IN COURT COMF.

50.00 50.00

|EIL OUT OF COURT COME. |E1. TRAVEL EXPENSES
50.00

|32. OTHER EXPENSES
50.00

3. TOTAL AMT. AFFR/CERT.
50.00

|exesss of the strrutory tireshold amount

|4. SIGNATURE OF THE CHIEF JUDGE, COURT OF APFEALS (OR DELEGATE) Payment approved in

[DATE |34 JUDGE CODE

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:

[ =Fist_|[ <previous |[ Mext> |[ Last» | [

save | [ DeleteDraft_|

You may include any information to the court in the Public/Attorney Notes field.
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Signing and Submitting to Court (cont’d)
Verify the information is correct.

Scroll to the bottom of the screen.

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

Attenbon: The notes you enter will be avadable to the next approval level,

Public/ Attormney
Notes Motes

] I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | ) Submit
[ «Frst ]| <previous || mnext> || Last= | | save | [ Delete Draft |

Click Submit to send to the court.

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

Success

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

0101.0000150

Back to:

Home Page
Appointment Page

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

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

To group by a partiodar Header, drag the column to this area. Search: |
Case Defendant Type Status
Li14-CR-0B805-A4- Jebediah Branson (= 1 Cla-20 Submitted to Court
St 61212004 Claimed Amount: 89.20 Andrew Anders / 01010000150
DEf12/2014
FH EEw Febedah Braneon [ ] CA20
Soe Q03014 Clamed Amount: 778,40 Anvdrew Anders
End: 04/05/2014 NIE
1 14-CR-I8805-AA- Jebediah Branson (= | ALITH Submitted to Court
St 04/0272014 Claimed Amount: 1,000,00 Chemist, Toxicologist JF 0101.0000002
End: 0L01/1900
1 Page 1of 1 (3items)
Notes:
e Ifavoucheris rejected by the court, it reappears in the My Active Documents section and is highlighted
in gold.

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

Case

Start: 06/19/2014 =
End: 06/19/2014

e An email message generated by the system is sent explaining the corrections that need to be made.

PRINTING VOUCHERS

In order to print any submitted vouchers, click on the hyperlink of the voucher you wish to print to get to the Basic
Information page of the document. On the left side you will see a list of Reports. Pick the Form CJA20, CJA21, etc., that
you wish to print. It will not print any documents which have been uploaded to the document page of the voucher. You
may also choose the print to PDF option, rather than a printer, to save to your computer. In order to print an Auth,
choose the selection called “Form Authorization” which appears further down in the list of reports.
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CJA-20 Quick Review Panel

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

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

0‘ Services: §63.00 a

e Expand the item by clicking the down I Comrt Servi
arrow (v) to reveal specifics. Sarvice Hours
(V) P ;Lnignmrt and/or 05 sea00
Bad and Detention
Hearing o s
Motion Hearings 0  $0.00
Trial "] 50.00
Sentencing Hearing 1] $0.00
Revocation Hearings ] 50.00
Appeals Court 0 $0.00
Other 1] £0.00
Totals 0.5 $63.00

Out of Court Services
Service Hours Amt.
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Reports and Case Management

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

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

e  Viewable reports appear on the left review panel.

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

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

e  The two main reports are the Defendant Detail Form CIAZ0
Budget Report and the Defendant Summary
Budget Report.

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Report

Totals only of budget info for
defendant

You can find other accessible reports on the menu bar.

Home Operations Reports Links Help logout

> Reports

Internal |

Appointment Report

Attorney Time
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Defendant Detailed Budget Report

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

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

Type of Repreasntation: Criminal Cags
Budget Amount Requested: $0.00
Budgst Amount Approved: $9.900.00

ponding o mpews  amountRemaning
Time Parlod Vouchar
FDT:'MW Wumbar Faes Expenzss Toal Fags Expanzas Total After Approved | Afber Approved
Trawsl Crbhar Trawel Other &nd Panding
Attorney: Andrew Andars  (Appolnfing Counssl) tiva
0972372015 to 097232015 | D101 0000001 30.00 50,00 50.00/ s0.00 $6,350.00 S0.00 s0.00 36,350.00 33,550.00 $3,550.00
0140171901 o 0101120 S0.00 50.00 50.00 s0.Aa0 0.00 s0.00 0.0 s0.00 5355000 $3,550.00
010171201 to 01011201 F0.00 30.00 #0.00 S0.00 #0.00 .00 000 =0.00 33.550.00 33,550.00
Total Panding: $0.00 Total Approved: $6.350000 43550000 $3.550000
Panding Amaunt Remalning
Time Perlod Vouchsr
For Voue! Humbsr Faes Expenzss Toal Fags Expanzas Total After Approved | Afber Approved
Traval Othar Travel Other &nd Panding
Authorzation Humber: 01010000002 . 2
Specialty: Chamist, T . amount Requaated: $1,000.00 Amount Authorzed: $0000 attomey: Andraw Andars

M e o P I
Counsel CJA20 or CJASD

vouchsars as well 38 vouchsrs for Fags Expenses Total Faas Expenass Total Approved and Pending
%tm“ammc.ﬁ?ﬁ Travsl other Traval other Faes Faas and
submitied sxpenditures for this Expanzea
“Diges not Includs Travel Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $6.350.00 $6.350.00 $6.350.00
Thursday, Movember 0S5, 2015 - Ver, 1.1 Page 1071
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Defendant Summary Budget Report

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

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

Typs of Repressntation: Criminal Caze
Budgst Amount Requested: $0.00
Budgst Amount Approved: £3,300.00

Panding © #pprowa  amountRemaining
mm m; Feas Expanszes Total Feas Expenass Total After Approwed | After Approved
Traved Other Trawal Othar And Pending
attomay: Andrew Andsrs  [Sppointing Counaal) Active
Total Pending: $0.00 Total Approved: $£,350.00 £3,550.00 £3,550.00
Panding Zmount Remalning
mm m Fasg Expenass Total Fegs Expansas Total After Approved | After Approved
Travel Othar Trawel Other and Panding
Spacialty LR Amount Requested: $1,000.00 Amount Authorized: $0.00 Atiorney: Andrew Andsrs
Tt Pes T e e
Counsel CJA20 or CJA3D
vouchars a8 well 38 vouchsrs for Faes Expenass Todal Faas Expensas Total Approved and Pending
Expart or Ssrvices on CJAM or
CJA31. They repressnt th total Traval Other Travel Othar Facs FE:-anm
submitied sxpenditures for this penses
II:IIF'“rIEt“ tation. & Travel Auth $0.00 $0.00 $0.00 0,00 $6.350000 $0.00 $0.00 $5.350.00 $6.350000 $6.350.00
Thursday, Hovember 05, 2015 - ver. 1.1 Page 101
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Creating a CJA-21 Voucher

From the Appointment page, click Create from
the CJA-21 Voucher template. NOTE: CIA-21
VOUCHERS EXCEEDING THE STATUTORY

Authorization and Voucher for
MAXIMUM REQUIRE PREAUTHORIZATION BY and other Services

CREATING AN AUTH (Page 40)

The voucher opens the Basic Info page.

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

 Basic Info

Basic Info

1. CIR./DIST/DIV.CODE 1. FERSON REPRESENTED (VOUCHER NUMBER
0101 [lebediah Branson
3.MAG. DKT/DEF.NUMBER 4. DISI. DKIT/DEF.NUMBER 5. APPEALS, DKT/DEF.NUMBER 6. OTHER. DKT/DEF.NUMBER
z 1:14-CR-08805-1-A4
7.IN CASEMATLIER OF(Case Name) S PAYMENT CAIEGORY 5. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
O er # JUSA v. Branson Felony (including pre-trial diversion |Adult Defendant Criminal Case
jof alleged felony)
11. OFFENSE(S) CHARGED
15:1825F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
Q Summary: $0.00 - 510.300.00 [Albert Albertson
Services DESIGNEE 2
Totals $0.00
Travel
Ex| T Amount — : 3
e Ype so00 | | Authorization Selection
Travel Misc £0.00 | || You can click the Use Existing Authorization button to select from a list of approved authorizations, or click the No Authorization Required button
Totals $0.00 | || if under the statutory limit.
Expenses No Authorization Required
EK;G"SE Type A'T'OOUE'; If your voucher compensation is under
Lona Distance Chan :OIDD the statutory limit and does not require
Ph;?ocopies 0es $0'DO prior authorization.
Postage $0.00 — o
Other Expensss £0.00 Use Existing Authorization
Totals $0.00 Select this option to display and select

from a list of approved authorizations
for this appointment.

Tasks

Link To Appointment
Link To Representation

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

0

If the request does not require advance No Authorization Required

authorization, click No Authorization If your voucher compensation is under
Required. the statutory limit and does not require
prior authorization.

If you have a previously approved — - -

authorization, click Use Existing Authorization. Use Existing Authorization
Select this option to display and select
from a list of approved authorizations
for this appointment.
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Creating a CJA-21 Voucher (cont’d)

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

Select the authorization you wish to use.

It will turn beige when selected. You Please Select the Associated Authorization

cannot continue until it is highlighted. I[L Number: 186 S
Czr e GEIE ik Estimated Amount: $5,000,000.00
Authorized Amount: $100.00 Notes:

The service type automatically fills in Grand Total Amount: §100.00

based on the authorization selected. If no g%;%‘:@%;ﬁ;m Service Type: Chemist/Toxicologist

authorization is being used, click the Authorized Amount: $800.00 fgt'g”s?ted Amount: $800.00

. Grand Total Amount: $0.00 .

Service Type drop-down arrow and select

the service type. New Voucher Information
Service Type Interpreter/Translator V=

Enter a description of the service to be

provided in the Description field. Description

. Voucher Assignment @ Attorney O Expert
From the Expert drop-down list,

select the expert.
If the expert you select is not

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

Service Provider

You can search one of the service providers already in the system

authorized to use eVoucher, the OR. you can enter the required information for another provider
Voucher Assignment buttons remain Expert

locked, indicating the attorney will be Expert Info Charlene Campos
responsible for filling the voucher Details 110 Main Street

claim part. See note below if expert San Antonio TX 78210 US

. . . Phone: 210-477-2344
Is not listed in drop-down list.
I Create Voucher

IMPORTANT NOTE: If the expert

selected is authorized to enter

expenses on their own behalf, the

Voucher Assignment buttons unlock, Voucher Assignment  *®

indicating the expert can be selected This indicates who will e responsible for filing e voudher daim part
and can then fill in their own services

and expenses on the voucher.

Voucher Assignment () Attorney @ Expert
This indicates wiho wil he resoonsiie for Mling e voucher olsim oart

Note:

Only experts registered with the service type selected appear in the drop-down list. If the expert is not listed in the
drop-down menu, STOP and follow Steps 1-3 on Page 36 to submit a person as an expert . Also contact CJA
Support to receive further documentation needed to add the expert to eVoucher. Once the person you submit is
approved, an email will be sent to you. At that point you will be able to select the person from the Expert drop-
down list and all their information will populate.
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Creating a CJA-21 Voucher (cont’d)

E Click Create Voucher.

Notes:

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

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

e |If the expert you selected is not authorized to use eVoucher, you must file the voucher on behalf of the
expert. The voucher appears in the My Active Documents section as submitted to attorney. You will
perform the second level of approval/submission by clicking the voucher, navigating to the
Confirmation page, and approving the voucher. The voucher then moves to the My Submitted
Documents section.
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Creating a CJA-21 Voucher (cont’d)

If you wish to submit a person as an expert, follow the steps below and also contact CJA Support for further
documentation needed from the expert.

From the Expert drop-down list, select Please Select the Associated Authorization

the empty value. In the Voucher ID Number: 186 i . ,
pty Order Date: 03/03/2014 Service Type: Inkerpreter/Translator

Assignment group, the Attorney radio Authorized Amount: $100.00 e
Grand Total Amount: $100.00 )
button should be selected.

ID Number: 223

Service Type: Chemist/ Toxicologist
Order Date: 03/03/2014 ervice Type: Chamist/Taxicologis

Fill in all required information on the Authorized Amount: $800.00 Estimatad Amount; $800.00
. . Grand Total & t: 50,00 :
person you wish to submit for rand Tots] Amount: £
approval. New Voucher Information
Service Type Interpreter/Translator W=

Click Create Voucher.

Description

Voucher Assignment ® Attomey  Expert
This indicates who will be responsible for flling the voucher claim paré

Service Provider

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

Last Name *
| | | | l
Email =
Phone = Fax
|Address 1* | |City * |
Address 2 State (U.5. Only=) Zip
| | v] | |
Address 3 Country®
| | [UNITED STATES v]
Note:
e The person you submitted goes through an approval process. Once that person is approved, an email is sent
to you.
e You can now select the person from the Expert drop-down list, and all their information will automatically
populate.
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Creating a CJA-21 Voucher (cont’d)

After Create Voucher has been selected, proceed with similar steps mentioned on the CJA-20 Voucher adding services,

expenses, claim status, and documents.

Note:

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

on the progress bar.

In the corresponding fields,

description.

Click Add.

The item appears at the bottom of the
Services section.

Click Save.

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

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

Click Add.

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

Click Save.

2
(]
[l
i E

Click the Services tab or click Next

Bazic Info  F Services Expanses Claim Status Documents. Confirmation
Services
Dot i D ' _.-' Dsoripien
Hours 1
Rt .
Add || Remove

enter the date, hours, rate, and

Fg G
afryt ][ < Frevos Mexts || Lasts | [ | [ Debetmoraft | .
Basic Info Services ¥ Expenses Claim Status Documents Confirmation
Xpenses
Dute ML= brsomian
Experie Type LA
My &% 501 5600 0 ol
A Reninve
Expermie Type Bate  Description Hlle Rate  Amt|
e bl SRR Triredl iflros raating i debidis) o RS L
1 Page 1of 1.1 hems)|

Cre [ ereme s JLoee )| =] | (=] f = ]

At any point, click Audit Assist and the system will search for any warnings or errors.
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Creating a CJA-21 Voucher (cont’d)

Click the Claim Status tab or click
Next.

Enter the START and END
DATES, making sure to select the
earliest date of services and
expenses as the START date.

B Select an option in the Payment

Claims section.

Click Save.

Note:

Basic Info Services Expenses b Claim Status Documents Confirmation

Claim Status

[saroae G -3 | [endoate  Twien - 3]

Payment Clims
® Fral Payment

[rter mPgyment.
Supplemertal Paymant
Wihhokding R etum Paymant

(paymert #)

** Rernder: Please select the appropriste daim s s,

[(Osee0at ]

ISJ-vI

LR

—=fre ][ <provows |[(mec> [ Lst» ]

Final payment is requested after all services have been completed.
e Interim payment allows for payment in segments. If using this type of payment, indicate the number of this

request payment.

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

forgotten receipt.

e At the end of the case, to request return payment of withheld funds, click Withholding Return Payment on a

blank CJA-21.

Click the Documents tab or click
Next.

Click Browse to select a PDF file
to attach.

Click Upload.

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

Confirmation

Basic Info Services Expenses Claim Status b Documents

Supporting Documents

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

Fia Browsa.

Descrption

D& scHEkRem Delete  View

Iinwalce from Expert

= First EE -:Plewntf_] riexl_:-__“ last-J I’_'S-a-.'e ] |_ ]

The document appears at the bottom of the Description section. Click Save.
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Creating a CJA-21 Voucher (cont’d)

A confirmation page appears.

Attention: The notes you ender will be avaldable to the next approval level,

. . . . Public/Attomey [
Verify all information is Hotes
correct.
Select the affirmation | 1 swear and affirm the truth or comectness of the above statements -
. Date: 6/19/2014 9:28:36 ~ Submit
check box. This w
automatically time stamps
the voucher. [C=prst [ <Prevous [ Met> [ Last= | [ ] [(edetepnaft |
B Click Submit.

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

Click Home Page to return to the

home. page. C.IICk Appomtment four voudcher has been submitted for payment. You wil recerce a natificaton if we need more detals,
Page if you wish to create an

additional document for this
appointment.

Pleaze keep the followng voucher number for your oven records:

0101.0000154

Home Page
Appointment Page

The case file appears in the My Active Documents section.

. | Te by & particulsr Header, driag the column to this area, -
Click the case Eismidatid s BEr ]
. Case Defendant Type Status
hyperlink to
. {2 14-CR -08807-A WeEndy Wi ¥i CI4-21 b ¥
select the file. DE/LT 2004 mﬁgpﬁd; 16580 ‘&J:iabnd e I“;}:‘;?ﬁ.mv
CEIAT0H Weapons Frearms Explosi.... 'r_ﬂ T o =

Navigate to the Confirmation tab.

Verify all information is -
AYlprtor: Thee rabes oy erter mall b arcadadir 1 Bue rerst appeerel bresd
correct. Publkc/Attomey
Hiotes
Certify the information by
B selecting the certification = o
. 1 Ncertafy that | have reviewed T

Check bO.X. ThIS. nformation / I_App_rgv_-_e 0 __]_e“c_t
automatically time stamps Datac IS2014 9:43:24
the voucher. :

Step [t |[ cPovos [ meet> |[ e | [ Se | | ]

8 Click Approve.
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Submitting an Authorization Request for Expert Services

Open the Appointment record.

Click Create next to AUTH.

The Basic Info screen will open.

Note:

Create New Voucher

AUTH

Authorization for Expert an

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

work.

|+ Basic Info Documents

Basic Info

Confirmation

1 CTR/DIST/TAV CODE
0101

2. PERS0N EEFRESENTED
Tebedizh Branzon

[VOUCHER NUMEER

3. MAG. DET/DEF NUMBER

4 DIST. DKCT/DEF NUMBER.
1:14-CR-08803-1-AA

S AFFEALS DKT/DEF NUMBER

6. OTHER. DEKT.DEF NUMBER

7.IN CASE/MATTER OF{Case Name)

8 PAYMENT CATEGORY
[Felony (including pre-trial diversion

9 TYPE PERSON REFRESENTED

10. REPRESENTATION TYPE

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

[USA v. Branzon % |4 dult Defendant (Criminal Caze
of alleped felony)

11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12. ATTORNEY'S NAME ANDMATLING ADDRESS 13. COURT ORDER

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

[]® Subs for Panel Attorney
[V Standby Counsel

[Prior Attorney's Name
Appointment Dates

14 LAW FIRM NAME ANDMATLING ADDRESS

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

[]¥ Subs for Federal Defender [/ O Appointing Counsel
[C] R Subs for Retained Attorney

Eiznature of Presiding Judze or By Order of the Court

INunc Pro Tunc Date

Order Date

Nunc Pro Tunc Date
Repayment |:|
Estimated Amount
Authorized Amount $

Basis of Estimate |

Description

Service Type |

Requested Provider |

[ =First ][ <Previous |[ mext>

|| Last = | | Save

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

Complete the information in the blue section at the
. bottom of the screen. This includes the following fields:
e Estimated Amount
e Basis of Estimate

e Service Type drop-down list
e Request Provider drop-down list

Order Date
Nunc Pro Tunc Date

Repayment |:|

Estimated Amount $ 8000.00 | 4

Authorized Amount $

Basis of Estimate | 100 hours at $30,/hour
Description
Service Type | Investigator Vl =

Requested Provider |Jn:-hn Dioe |

o> [ |

| « First || < Previous |

Click Save.

Click the Supporting Documents tab or click Next.
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Submitting an Authorization Request for Expert Services (cont’d)

To add the attachment such as an Expert’s Invoice, excess fee memorandum, or
an Ex Parte Motion that was filed in CM/ECF. click Browse to locate vour file.

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

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

Click Upload.

Supporting Documents

File Upload (Only Pdf files of LOMB size or lesst)
Fi Browse
| Dascription | ! |

Upload

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

Supporting Documents

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

Fie Browse. ..

Description I

Description Delete  View

Propoged ohder Ca'ate Wigw

Affidavit in Support of Expert Senvice Reguest Ealatg Wi

Expart's Curfigulum Vitee DBalste Miew
[=Fmst [ <Previeus |[ mext> Laste | [ save | [ Delete Draft |

B Click Save.
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Submitting an Authorization Request for Expert Services (cont’d)

Click Next.

The Confirmation screen will open.

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

Attention: The notes you enter will be avadable to te next approval level,
Publc/ Attomey |
Notes |

[+] T swear and affirm the truth or correctness of the above statements
[ ate: 6/16/2014 15:53:48 | ~ Submit
| =rrst ]| <Previous || mext> || Last= | | save | | DeleteDraft |

Click Submit to send to the court.

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

Success

Your voucher has been submitted for payment. You will recene & notification if we need more detals.
Plaage keap the followang vouwdher number for your own reconds:

101.0000152

Back to:

Home Page
Appointment Page

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

The Authorization Request will now appear in the My Submitted Documents section on the Attorney home page.
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Creating an Authorizations for Transcripts (AUTH-24)

For ALL transcript requests you must FIRST file Form AO-435
into the CM/ECF record and then proceed to create the AUTH-24
AUTH-24 in eVoucher. In order to create an AUTH-24 for a Authorization for payment o

transcript request; go to your Appointment page, click on the
case hvnerlink and click Create next to AUTH-24.

The Authorization opens to the Basic Info page. Select No Authorization Required.

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

rg AUTH-24 ¥ Basic Info Documents Canfirmation

Basic Info

e ———————————————————————
1 CER ST IR Cofa 1 FERION RIFRISINTLD O CHER SUURER
PEoL Bewmson

[Iebacial
4 DNST. OKT TN ST UBEE

& OTHEIR. OKT SNF NUMETR

3 MLAG DKT ONT NUMEIR

B8 REPRETLNT ATECH TVIT,
3dult Diefemdarn I roveral Case

"IN O AR ALK TTER OF fC wee Namd)

54 v. Bramsoa

11 OFTENSES) CHARGED
15: 1621 F INSPECTIORN VEOLATION PENALTIES

13 ATTORNEY § NARME ANTUNIRIN G ADISRT E B R oRIIR
Andrre: Anden - Bar Nember 12343 | A Aiscian []€ Ca-Comnal
10 Dl Stet |17 Skt Fikorad Dfonader |1 Agpaiamng Cosmsad
[iam Astomia TX TE21E |1 Skt o P A :f::u-n-n--q-u-m-
Fhsese: 110-853-38623
| Sty o

Fries Alorsn ) Neme

LYSS N P The TN

Fispuarers of Frosbling Juigs s By vliar of i Cvan

|3 Bt Alwrieon
14 LA TIRM X UME AND AT NG ADDRTSS SR —— St Fre Tame Dl

L

Rapwrmans || V13 ] NG

P'Wimm

Tix B &

Progesding To Be

Transcribed L L]
Casar amdl

Apportionsd

WM'“"UI :Iaor# v:a

| Prededuben Oy Dlatemert | Preeeantn de et | Prgseuten Rebauttsl
| | Deferne Cpesning Siabement | | Dafenoe b pument ] dury instruciions [ v e

Muine: Pro Tune Dakes

[CaFrst ][ <previoss |[ et > ][ wast= | [ Deete praft |

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

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

Click the Documents tab or click
Next.

Basic Info  * Decuments Confirmation

Supporting Documents
File Upload (Only Pdf files of 10MB skze or kesst)

Click Browse to select a PDF file File Browss
to attach. R

Click Save. Upiead

Click Upload. B i plisen Delels  View

Documastakon

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

| «Frst |[ <Previoss || Mext» |[ Lasts | | save | | Delete ovaft |

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

Click Save.

A confirmation page will appear.

Ve r|fy a I | | nfo rm atIO n |S co I’I’ect . o Attention: The notes you enter wil be available to the next approval level,

Motes

Select the afﬁrm ation Check bOX. I swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 (4] Submit
Click Submit. «First |[ <Previous |[ Mext> |[ Lssts | [ save | [ Delete Draft

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

submitted.

Yo woucher has beer submitted o payment. Vou will recmae 8 noSicaton & we reed mone detals,

Click Home Page to return to the e e S v S LR

) . . 0101.0000148
Step home page. Click Appointment Page if
8 you wish to create an additional P——
document for this appointment. tome Page

Appointment Page

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

After submission and approval of AUTH-24, the CJA-24 will be created by CJA Staff for the court reporter.
The Court Reporter will complete the billing information in regards to the transcript and then the voucher
will be forwarded to the attorney for final review (see below) and then be submitted to the Court.

APPROVING THE CJA-24 VOUCHER

Once the court reporter has completed the CJA-24 it will appear in the My Active Documents section on the
Attorney home page. To approve the voucher click the hyperlink to get to the Basic Info page and review
the voucher. Click on the Confirmed tab at the top to certify and approve the voucher for payment.

A confirmation screen will appear indicating the previous action was successful and the voucher has been
submitted to the Court for final approval and payment.
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Creating a Travel Voucher

From the Appointment page, click Create next to
TRAVEL.

TRAVEL Create

Authorization for payment of

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

The Basic Info screen opens.

g TRAVEL ¥ Basic Info Request Confirmation

Basic Info
Link to CMIECE 1 CIR.DAST DIV.CODE 1 FERS0N REFRESENTED OUCHIR NUMBIR
101 ‘endy Wilson
[T M\ DT DRF NUMBER 4 DHST DWT. 06F NUABER & APPEALS DAT DEF NUMBIR (¢ OTHER. 08T DEF NUMEER,
1-14-CR-D8802-2-AA
1 7 INCASTAATTER OF(Can Name) | & PAYMENT CATEGORY B TNPE FERSON REPRISENTED 18 REFRESENTATION TVFE
3 : : IFetomy (inctuding pre-trial diversi
& USA v. Wilson et al e:l:i:d’;bm—j pre-ingl et lndoh Defeadast orminal Cane
@ Amount Claimed: $0.00 1L DFTENSES) CHARGED
DTSN (| e —
12 ATTORNEY § NAME ANDMAILING ADDRESS 13 COURT ORDER.
Andrew Anders . Bar Number: 12145 [ A Assecinte [ cecoma
110 Main Strest e ey
FSuba for Fedaral Dufander [0 Appesinting Cosnsel
[fan Antoes TX TE2I0 = :!swm!nn r '.llhnﬂw
rhome: 210.833.9623 - gt K .
¥ Sty Commsal
[Price Amseners Name
{hpinoment Dates
iigaatare af Frmiding Juige ox By Oudar of the Comrt
14 LW FIRM NAME ANDUAILING ADDRESS am&.irﬂm e e
BT
Rapaymant [ | VES [ B0
Travel Agency to be Used: bl
Global Travel
1234 Travel Lane
Suite 200
Second Flaor
Loz Angeles, CA 93765
Phone: 1-800-444-7800
Faxe 1-B00-555-7777
Email: il support sob USCOUrts. gov

[Cesht] [<prevos Last>>

The Travel Agency to be Used: section automatically populates.
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Creating a Travel Voucher (cont’d)
Click the Authorization Request tab or click Next.

Fill out all required fields marked with a red
asterisk. Fill out the estimated cost for
airline ticket, ground transportation, per
diem. Contact CJA-Support for current
government travel regulations.

Click Add.

Basic Info F Authorization Request D Conifir

The information will appear in the | Request For Travel*
* Required Flelds

bottom section. Rasee aud Tithe of Pevaon Trawrelng.

Address of Person Traweling:
Purpose of Travek: -,
Click Save. Travel From location: E

Travel Ta Location:
Estienated Dates of Travek

Travel Requested Estimabed Cost

[ mirline Tickets via £ Government |
Travel Agency =
|| Groand Transportation

|| Per Diem (Hobel & Meal)*™

_other

Total Estimated Cost: | |=

Justification for Request:

o

= Al el ared Eapensss must be i corplanoe with povermment el ¢

Epuistions.
== Achual cost of hotel and meal up 10 the establshed per dem rate. Experses foe travel for one day or Bst day 5 up 10 the MIE rate.

Hame Furpose Travel To Travel Date  Reguested
Waendy Wilson Agure doDuTenT Lot Angee CA R LN Rt
1 Page 10f 1 {1 tems]

[eerm | [ <revos | [ | [ie55 |
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Click Browse to select a
PDF file to attach.

Click the Documents tab or
click Next.

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

E Click Upload.

The document appears at the bottom of the Description section.

Click Save.
Baic fnle Autherization Bequest P Documents Conlirmation

Supporting Documents

File: Upload {Onty Pf files of 10MB size or lesst)

Denurrei=ty Latpis i

[ cxhrt || <Previous ][H‘-n]l[:.lstn | E' | Delete raft

CJA eVoucher | Version 5.1 | AO-DTS-SDSO-Training Division with EDKY modifications | January 2018



CJA eVoucher for Attorneys | 50

The Confirmation tab appears.

Verify a“ information is Attenben: The ot yow eater wil be Svadabie b 2w next appeoal e
Pubbc/ Attomey
correct. Hotes
Select the affirmation
check box. This <1 1 swear and affirm the truth or cormectness of the above statements ;
automatically time stamps ENC EDSE NN 2606 ¢ Submit
the voucher.
. . L aFrst | [ <Previous | [ meext > _J_L_'.u'.- _J_ [_save | | DeleszDraft |
B Click Submit.

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

Click Home Page to return to the home s
B page. Click Appointment Page if you Yo veticher s been s bmmitted or oot You il recebve 3. noliicalion i we nesd mere detale.
wish to create an additional document Plesse koep the following voucher number for vour o recordsc
for this appointment. 0101.0000162
Back to-
Home Page

Appointment Page

The travel voucher now appears in the My Submitted Documents section.
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Located on the home page is a pdf fillable CJA-26 Form which can be used as a request and justification for expenses
outside the statutory limits. After completing the form, it should be attached to your voucher under the Supporting
Documents tab as described below. Itis very important you clearly state the amount of compensation that is being sought.

The Judge may also request a further explanation in the form of a Memorandum in Support

Creating a CJA-26 Voucher

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

From the Appointment page, click Create next to CJA-

26.

The voucher opens the Basic Info page.

CIA-26

'-'r "C. i a-g--.-.- .‘.'
Excess of

Compensaton Max

_: l.'_I-ﬁL ZIJ ¥ Basic Info Justification Dot Conll
Basic Info
T IR G5T D07 COM T LRGN REFRLILNTID
gy Pebsadul BErsnssa

FOUCHIR SUMBER

Link 5o CMIECE

A ALAG. DT THF NUMETR

TN CASLALATIER OF(Cine Nami)

Vioucher #;
F a5 [USA v. Brases

4 TN5T. OKT DNT NTARER
L14.CRO8E05.1. A4
A FAVMENT CATE CORY
[ eloery (includeny pre-iriad diveriasn

ol allagnd feloery)

& AFFEALS TRT INF XULEER

& OTHIR IKT INF XULRER

& TVFE FERSON REFRISENTID
Al Dedencdarn

15 REFREISENTATION TYFE
I riran] Caae

L OFTENSLLE) CHARCGID

DMDEnNsa0on
the Statutory Case

drmum: District Cowrt

Beparts

Refengant Sommpry (udget Report

Tolals oy of budcet info for
S fEriany

Ceterlant Detad

Diefad buscget nfn 1’:-' defe'-d.vn

e CIATS

Note:

151815 F INSFECTION VIOLATION PENALTIES

L2 ATTORNTY S MAME ANDULAIL NG ADDRTSS
cnderar Aaden - Bar Nember 11343

110 Ml Servet

[fan Amtosse TX TAIL0

Fhene J10-333- 1627

13 COURE ORDER.
(] A Amsiate )€ Co-Commal
F Suk i Fosersd Dafonder [ 0 Appoiuting Counsal
(] Sels s Pamal Anrnay [ ] Subs Bor Botmined Amsrs
¥ Brandes Comaal

rice Ansrme’s Mam
N ppetentment Db
fiaguarsse o f Foeveiag Jndps on By Oviar of the Cooan

B4 LAW FTRAL SAME ANDUAILING ADDRESS

Albert Alberison
Nwid Fra Tuied Date

o Orar !
3004
Regryment [ ] VI3 [ N0

Amount Riequested o Ameunt Appreed
' r . 7 5 Other In-Court Out-Of-Court

PreTrislbours | 0|  TriHows | 0| SentencrgMours [ 0] LT ) vous| 0|

Hurber of Counts: [ o Pusber of Co-Defendants | 0

Manclatory Mrimus Fourd |

ahrmt | [<Previos | [ hext> ][ Lt | | [Csoe ]| [ iete peart ]

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

save your work.

Click Save.

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

CJA eVoucher | Version 5.1 | AO-DTS-SDSO-Training Division with EDKY modifications | January 2018



CJA eVoucher for Attorneys | 52

Creating a CJA-26 Voucher (cont’d)

Click the Justification tab or
click Next.

Fill out the justification text
fields.

Click Save.

Basic Info ¢ Justificati Do L Conl

Justification

1. Destrbe decovery materal (rature and wolume) ed/or decovery practices which & & noteworthy factor in the rumber of
ety climad.

5. SUMManTe mwstgaton and cise preparaton (e.g., number and acoesmsbity of witnesses ntervewed, record colection,
dequment organgation] which ane 3 neteworthy facter n the numbes of hours climed,

&, Explain, f notemorthy, mpact on the mamber of hours climed of Festigatace, exgert, o other serices used (04 21 voucher]

T. Descrbe whether afy of the folowng chent consdarytions 3ne 3 noteworthy factor in the sumber of hours cimed Jnd splin
#ach: comrrunication wih dest/famy, Bnguage dfference, accessbity of clent, of other

& Bxplain any wapanis (Bems 17 and 18 of the CIA 20 voucher) greater than $500

!,Eﬂﬁwwwnmdwmﬂmm-mtmmm poovided to SUpPOT ths Compendaton

M-"’M nepodators nwm hm m Aovelty oflepal soer and it

<Fa || <Pevos [[Meas J[ e | | [ Sme | | [ Deeeresn
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Creating a CJA-26 Voucher (cont’d)

Click the Documents tab or click

Next.

Click Browse to select a PDF file
to attach.

Click Upload.

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

The document appears at the bottom of
the Supporting Documents section.

Click Save.

A confirmation page appears.

Verify all information is correct.

Select the affirmation
check box.

Click Submit.

Bamic Info Justification ¥ Documsents Confirmation

Supporting Documents

File Uplioad (Only Pl files of 10MB sire or lesst)

Fia Berane
Descripton
[ Culate  Vies]
W ARporiancy
Rt |[zrewsa |[(heats || eme ] [ Dete eait |
Atsprter: The neted vou enler wil be roalabie 3 Be At gy ool vl
Puble/ Attonney
Notes
~ 1 wvear and affim the truth or correctness of the above statements
Date: 732004 14:53:34 O Submit
A —

[=Fst || < Previous “ Hewt > || Last = | | Serve |

| Deleteraft |

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

submitted.

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

ooI

Yiour voacher has been submithed for payment, You wil receree & noSficaton i we need mone detals,
Plegds kpep the followang vaucher rumiser for your own neconds:

0101.0000167

Back to:
Home Page
Appointment Page

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