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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 On-line authorization requests by attorneys for service providers.

e On-line voucher completion by the service provider or by the attorney acting for the service provider.
e On-line voucher review and submission by the attorney.

e On-line 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:

User Profile Management

e Allows attorneys to manage their own account information including address, phone, firm associations and
billing information. 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 & Authorization Request Submission
e Authorization requests by attorneys for expert services
e Upload supporting documents to vouchers or authorization requests
e Reports for attorneys to take an active part in monitoring costs
e Automatic e-mail notification to attorney of approval or rejection of vouchers and authorization requests

Browser Compatibility

e Windows: Internet Explorer 8 or newer are approved.

e Apple Macintosh: Safari 5.1 or newer is approved.

e Apple Mobile: Safari is approved (with limitations)

e Chrome, Firefox and other browsers may not be used with CJA.

eVoucher Contact Information

The eVoucher help desk support can be reached via email cja_support@kyed.uscourts.gov. For immediate assistance
you may call Susan Thompson or Kelly Smith at 606-329-2465 or Lea Ann Newquist at 859-514-2240.
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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 filed for counsel to represent a defendant, 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 will
confirm the appointment and provide a link to the CJA 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 CJA 20s must be attached to the associate/partner CJA20.

Co-Counsel Appointment

In extremely difficult 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
cia 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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Accessing the CJA eVoucher Program

The Court will provide information on how to access eVoucher. The link will be located on the EDKY home page
www.kyed.uscourts.gov under the “For Attorneys” tab. Log in using your Username and Password you were provided,
and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

BExisting user? Flease log in.

Username: |

Password:

Forgot your login?

Users will be required to change their passwords within 30 days of the first time they log in to eVoucher. Passwords must
be at least eight characters in length and contain:

e One lower-case character
e One upper-case character
e One number

e One special character

Users are required to change their passwords every 180 days.

If you forget your username or password, click the Forgot your Login? Hyperlink.
Enter your Username or Email address, and click Recover Logon to retrieve your information.

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

If you incorrectly enter your username or password three times, the system will

Username: | ] andor automatically lock you out of your account for security purposes. You can email

= ! cia_support @kyed.uscourts.gov, or contact the Ashland Clerk’s Office
at 606-320-2465 and request that your account be unlocked
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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 will have access to your
information.
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My Active Documents 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 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 Contains vouchers for yourself, or for your service provider, which have been

Documents submitted to the Court for payment. Authorizations/Documents submitted to the
Court requesting expert services or interim payments will also appear in this folder.

My Service Provider’s Contains all the vouchers for your service providers.

Documents This will include:

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 Contains documents that have been paid or have been approved by the Court.
Closed documents will only be displayed for open cases. When the appointment is
completed, the closed documents will no longer be displayed on your homepage. They
are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Attorney login

Breadcrumb Navigation Menu Bar ) .
confirmation

Home Operations Reports Links Help logout

> Home Welcome Andrew Anders (Attomey)
:

T

'V
i
Welcome Andrew Anders: My Profile

ATTORNEY

My Appointments:  View

Home The eVoucher home page

Operations Allows you to search for specific appointments

Reports Selected reports you may run on your appointments

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

e Another link to your Profile
e “Contact Us” email
Privacy Notice

Logout Logs user off the eVoucher program

CM/ECF Connection

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
connction, 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

Place your mouse pointer on the top edge of the folder you wish to relocate.
A crosshair icon !ggﬂ will appear.

E Drag the folder to the new location and release the mouse.

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

Resizing of Column

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

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.

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

» Hold the cursor and drag the header to the Group by: Header bar.
Togr 3 drag the column to this area.
C
Ca nt Type v Status

E Release the cursor and all the information in that folder will be grouped and sorted by that selection.

T

Group by: Case - N
Case Defendant Type i 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, e-mail, physical address (Attorney Info section).

e Update social security number (SSN) or employee identification numbers (EIN) and any firm affiliation (Billing Info
section).

e The Holding Period and Continuing Legal Education sections will not be utilized by the KYED at this time so
completion of these sections is not necessary.

Click the My Profile link from either the Home screen or the Help menu bar to open the My Profile page.

Home Operations Reports Links Help logout

My Profile ||
- ome Contact US#,
Privacy

Welcome Andrew Anders (Attorney)

Welcome Andrew Anders: | My Profile

A | l ORNEY My Appointments:  View

Home Operations Reports Links Help logout

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

Login Info Edit
- - ) UserMame Anders
‘four Login information

Bar Number: Edit
Attorney Info Your Mame: Andrew Anders

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

Your Address:
110 Main Street
San Antonio, TX 78210

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

Under the Login Info
section, click Edit to
change your
Password.

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

To reset your password,
click reset.

Type the new
password and retype it
in the Confirm field.

Click Reset to
save.

Click Close to exit
the Login Info
section.

= Help = My Profile

Welcome Andrew Anders (Attorney)

Login Info

Your ng n informs

> Help > My Profile

Edit

Userdame Anders

Welcome Andrew Anders (Attorney)

Login Info

Your Login information

= Help = My Profile

Username Anders

change
reset

Password =zxx

Login Info

Your Login information

> Help > My Profile

Username Anders chang e

Password eeesses| = Strength:Strong

Confirm *
1

=1

Welcome Andrew Anders (Attormey)

Login Info

Your Login information

Username Anders change

Password = reset
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Under the
Attorney Info
section, click
Edit to access
your personal
information.

Verify your
information is correct
and make any
necessary changes.

Click Save.
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Your personal info

Bar Number: 12345
Your Name: Andrew Anders

Your Contact Info:

Phone: 210-833-5623 | Cell Phone: 702-555-1212

Fax:

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

Your Addrass:
110 Main Street
San Antonio, TX 78210

USA

Attorney Info

Bar Number

SSH Instructions:

If you are an appointed panel
attorney, you are required to enter
your Social Securty Number in the SSN
field.

If you are an associate only, do not
enter your Social Security Number in
the SSN field.

Tax Identfication Nummber:
SSN: | 888-44-6666 I
Confirm: | 888-44-6666 |

._Frst Name ) Midd e Last Name
_Andrew | __Anders
Main Ema
[deadmaé@support. aotx. uscourts. gov
2nd Emai
3rd Email
Phone ~ Cell Phone ~ Fax
|210-833-5623 ' |
Address 1 - Cry
_110 Main Street | |San Antonio |
Address 2 State Zip
| [Texas V| (78210 |
Address 3 Country
| [unrTED STATES v

Note:

e Each attorney (except Associates) must enter his or her social security number

into the user profile or they will not be paid.

e The Country field will automatically populate UNITED STATES unless otherwise

indicated.

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

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division with KYED modifications | May 2016




CJA eVouchers for Attorneys | 11

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 CJIA
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 employee 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.

Biling Info Your default biling info is: Select
9 Andrew Anders :
2 = nfo records Biling Code:0101-000001 Add
110 Main Street
Under the Billing San Antonio, TX Edit
Info section, click ?3210_‘ Us .
Add if no billing f__’:j”'?- b
information is '
available.
Click Edit if you wish to change the
information already entered.
Note:
e You must verify or add billing information before any payments can be
made.

e The SSN/EIN is used when reporting income to the IRS.
e You may use the Copy Address from Profile checkbox if your billing
address is the same as your Attorney Info address.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division with KYED modifications | May 2016



Make any
necessary
changes and
click Save.

If applicable,
add Billing Info
for a firm or an
associate by
clicking the
corresponding
radio button.

Biing Type:

CJA eVouchers for Attorneys | 12

Biling Info Save
®) sef-Enployed
Firm
Assocate
~| Copy Address from Profie
Name:
Phone Fax:
210-833-5623
Address 1:
110 Main Street
Address 2:
;\.ddress 3t
Cry: _ State: Zip Code:
San Antonio | | TEXAS V| |78210
Country:
| UNITED STATES v
Biling Info Billng Type: Save
List all available biling info records O sef-Employed N Ote:
© firm e Attorneys
() Associate with pre-
Tax Identification Nurmber: existing
EIN/TIN:
Confiim: agreements
must enter
Copy Address from Profile the flrm,s El N
[ | and name
(required).
Phone: Fax; )
| | e Associates do
Address 1: not need to
Address 2 l enter a social
| security
Address 3:
| number, but
City: State: Zip Code: they W|“ need
v
|Cuuntrv: ‘ | | ‘ to enter the
[uwrreo srares V] billing code of
Biling Info Biling Type: Save the attorney
List all available biling info records O sef-Employed to be pa|d.
i: Firm
'@' Associate
Biling Code: |0101-000001 | | Verify I

Andrew Anders

Biling Code:0101-000001

110 Main Street

San Antonio, TX
78210 - US

Phone: 210-833-5623
Fax:

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division with KYED modifications | May 2016
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Appointments’ List

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

Appointments Defendant
e Defendant: Jebediah Branson
Click th b ' : g
| number Lo ]
- C |-ekctase u the Case Title: USA v, Branson Order Type: Appointing Counsel
rlin n Homey: Andrew Anders Order Date: 03/03/14
ype . . € A Pres. Judge: Abert Abbertson
Appointments page. Adm. Mag Judge:
Case: 1:14-CR-DBS05-AA Defendant: Jebediah Branson
Defendant =: 1 Representation Type: Criminal Case
Case Title: LISA v. Branson Crder Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10
Pres. Judge: Albert Albertson
Adm. Mag Judge:
Appointment Appointment Info
Lot b L T CIR T4T TV CODE 7 FERSGN REFRISINTID GUCHER NUMBIR
View 101 llehedzah Branson
Pf L 3. MAG. DET DEF STMEER 4. DIST. DKT DEF XUMBER E AFFEALS. DT TEF XUMEER . OTHER. DKT DEF NUMBER
Representation vouch LR UGS05 LA
W TN CASEMATTER OF(Cass Namid) E PAVMENT CATECORY . TYFE FERSON REFRESENTED 18 REFRESENTATION TYFE
x UsA v Brassen :Em“’fm prestral dversion. |+ ikt Dedeadast Criminal Case
) l" 11 OFFEXSE(S) CHARCED
15:1825 F INSPECTION VIOLATION PEMALTIES
IE ATTORNEY'E NALE ANDUATLING ADDRESS 13, COURT ORDER.
Create New Voucher Andrew Anders - Bar Niamber: 12345 [ ] A Avsocian []€ Co-Comed
Attorn ey CIA 20 Create ;:: Lm’;":: . [ S S Fodarad Dufimsr [ 4]0 Appeésting Commsil
V h Busthorization for Expert and other .“t:-n: :10-533‘-5'5:3 [ Sua for Pamel Alorney [ ]2 Suls for Ratadusd Atisrney
oucner Services [T]¥ Standy Comanal
AUTH-24 Create
Template Authorizabon for payment of ransarpt mm“;:‘m
"‘H-..: A as Jokgnastune of Presiiting Jodge or By Order of the Conrt
’:‘::'D'FINF- :-L:l.-:-: ‘L.:Q RER AR L LA S AL AT mwm Nus Fro Tesc Duie
-ourt-Appointed Couns B304
CIA-21 Reparment [V [ 30

prusthorization and Vowdher for Expert
and other Servioes

Group Header Bar
Vouchers on Fle /

Expert CJA21 |

CIA-26 Create -
Voucher statenent for » Conpensaton o . I [ o group by a partada Header, drag the cokam o th rea. = Sewde| ]
L LAy Lad
Template Compersation Madmum: District Court Case Defendant Type Status
TRAVEL Create L ja-CR A8 Jebadish Branaon (= 1) CIA-20 Subrmitted to Court
usthertzation for payment of Tiavel ot MO Claimed Amount: 778,40 Andrew Anders # 11010000001
End: OGOER04 iR
4-CR-08B05-A8 - Jebedish Branson (= 1) ALTH Submitted to Court
Reports = nd.u?..':‘l:- Chaimed Amcunt: 1,000.00 Chemist, Tosicologist ;_;M&
Detailed | ’z;sm:&r:m_ s
11 T Jebedish Branson (= | AUTH-24 Voucher Closed
Payment Reports Rafancdant Datad Busige! Regort S SR Clamed Amount: 0,00 e 2101.00000¢
Detad budget info for defandant w- DAL Approved Amount: 9,00
1: 14-CR -ORRG-AA- Jebedish Brangon (= 1) ClA-21 -, Vouher
p— — o B8LS2014 Claimed Amecnt: 0,00 Luz Garca oo
Tetals enly oFbudget iy fur A ki .I
defendant _RANG-AA - F i
4 A8 Jebedish Branson (# 1) Cla-24 = Voucher Enitry
art DROVIOL4 Claimed Amount: 0.00 Teress Transcripts o it
All vouchers Astomey Time Beport Erc: DGOSR
i i ...‘ Lo 14-CR0BB0G-A8- Jebedish Branson (< | AUTH-24 Voucher Entr
associated with = i aimed Amaunt: 0.00 iy Lt ey
this case are il
. Lo L4-CR-0880E- A8 - Jebedish Branson [= | ClA-24 Submitted to Attomey
dlsplayed. Stact: D204 Claimad Amount: 14,50 Teresa Transaripts # 01010000149
Enc: DEDADM0E4
1 Page 1 of 1 (7iems)
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View Representation

The View Representation information will display:
e Default excess fee limit

Presiding judge

Magistrate judge

Co-counsel

Previous counsel

From the Appointment page, click
View Representation.

Appointment

Help logout

Representation Info

1. CIELDIST.TIV.CODE 2.FERS0N REFRESENTED [VOUCHEE NUMEER

101 [Jebadiah 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 when viewing is complete.
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CJA 20 Voucher Process Overview

Attorney enters
time/expenses

and submits
voucher

Court CJA Unit
audits voucher

CJA eVouchers for Attorneys | 15

Court approves or
rejects voucher

Court processes
voucher for
payment

Creating the CJA 20 Voucher

The Court creates the appointment. The Attorney will initiate the CJA 20 voucher.

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

From the Appointment page, click Create

from the CJA-20 Voucher template. CJA-20

Appointment of
Court-Appointe

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

g CIA-20 I Basic Info Services Expenses Claim Status Documents Confirmation
d Atto —
Def.: Jebedizh Bra BaSIc Info
1. CIR DIST/DHV.CODE 2. FERSON REPRESENTED [VOUCHER NUMBER
101 Jebedizh Branzon
Link to CM/ECF 3. MAG. DKT/DEF NUMBER 4.DIST. DKT/DEF NUMEER 5. APFEALS DKT/DEF NUMEER 6. OTHER DKT/DEF NUMBER
1:14-CR-08805-1-AA
Voucher #: 7. IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9.TVFE FERSON REFRESENTED 10. REFRESENTATION TVFE
[USA v. Branson Felony (including pre-trial diversion [, . g gan Criminal Case
e Jof alleged felony)
i 3 11. OFFENSE(S) CHARGED
o K - 15:1823 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel

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

DFﬁh&mF&dﬂﬂm OAp])ndnﬁngCo’nM
[P Subs for Fanel Attorney [ | R Subs for Retained Attorney

(5] Expenses: $0.00 »

[[]¥ Standby Counsel
Reports [Frior Attorney's Name
|Appointment Dates
Defendant Detail Budget Report |siznature of Presiding Judze or By Order of the Court
Dietail budget info for defendant T A R Mx Albertzon ——
3/3/2014
L Repayment || YES [J]NO
Defendant Summary Budget Report
Totals only of budget info for
i s Payment Info
Preferred Payee | Andrew Anders
Andrew Anders
SSNJEIN: =**-**-6739
123 Legal Blvd. South
AnyTown, DC
12345 -USA
Phone: §38-555-4000
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

——

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

Attomey Enters

«First < Previous Next > Last » Save Delete Draft

/I/ﬂ

Progress Bar appears at the bottom of the screen.

Notes:

e The user should save any entries made to a voucher often to avoid data loss.

e At any time prior to submitting the voucher, the user may delete the voucher by clicking Delete Draft.
e The user may navigate using 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 I Confirmation

Services
Date * % Description
Service Type | IZ| =
Doc#ECF) | |  Pages ] -
Hours l:l #  at $126.00 per hour, Add

* Required Fields

particular Header, drag the column to this area.

Service Type Date Description Hrs Rate Amt|

Reports

Defendant Detail Budget Repart
Detail budget info for defendant

Form CJA20

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

| «First || < Previous H MNext = || Last » | | Save | | Delete Draft

Enter the date of the service. The

default date is always the current Services
date. You may type in the date or Date ‘ = 3 Description
click the calendar icon to select a
date from the pop-up calendar. SetVce Type . Ame 2014
Doc. 2 (ECF) |: = Su Mo Tu We Th Fr Sa
[ » 1 2 3 4 § & 7
i 1> 8 9 w[m]1 1B
euure s
& +» 15 16 17 18 19 20 21 .
» 2 23 24 25 2% 27 B -
» 29 30 1 : 3 4 5 .
Service Type 2 i :
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Services (cont’d)

Select Service Type Services
from the drop-down Date [6/11/2014 | B Description
menu. senvice Type || BEL

Doc. # (ECF) In Court Services

a. Arraignment andfor Plea
Hours

Note: b. Bail and Detention Hearing
. ® Required Felds

You may add dates in any order. You c. Motion

can sort in chronological order at any d. Trial

time. Service Type e, Sentencing Hearings

Enter hours of Services -
icei Date §f11/2014 |w=h Deccrob
service in tenths 6/11/20: e
of an hour. Service Type & Arraignment and/or Plea L arraignment of Defendant.
Doc.# (ECF) | Pages ' Y]

Hours . 0.5 at $126.00 per hour, Remave

Enter a " Facured P
description.

Note:
Click ADD.

e You may add time in any order.
e Double-click an entry to edit.

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

Services

Dats siye |=28 Desabton. T =
Service Type v . ‘
DocsEr) | | pages = . i
Hours [ | atssooperbor. ’ T

Service Type Date Description Hrs  Rate  Amt
&, Arrwgneaet andfor Paa 06/11/2004  First appasrance and armign=wnt of Defendant 05 126,000 Ei.u!]

1 Pmldi{llbﬁ)‘

| «Fist || cPrevious || Mext> || Lasts | | save | | DeleteCraft |

St . S . .
P Click the Date header. This will sort services according to date.

Click Save.
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Entering Expenses

Click the Expenses tab or

click Next.
> Basic Info Services |» Expenses Claim Status » Documents » Confirmation
Expenses
Date §/12/2014 | * =) Description
Expense Type | w |*
Miles [ ] atso.5600 per mile. .
Amount I:l | Add || Remove
* Required Fields
To group by 3 particilar Header, drag the column to this area
Expense Type Date Description Mile Rate Amt
Mo data
«First || < Previous || Mext> |[ Last» | [ save | [ Delete Draft |
From the Expense Type drop-down Expenses
menu, select the applicable expense. Dats 6/12/2014 | = E
Expense Type || - |+
Miles Travel Miles
Amount Travel Misc.

* Required Fields Fax

ﬁ Lnng o Chargeg i
| Photocopies !
Expense T |

"H; 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 detailed description in the Description field.

Expenses
Date 612720014 | = Zoa) Description 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 | |
Click Add.

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

Expenses

Date -2 Description "
Expense Type | .-

Miles [ ]* at$0.5600 per mile. -
Amount | Add || Remove ]

* Rpquired Fields

Expense Type Date Description Mile Rate Amt
Travel Miles 06/12/20. Travel to and from Court 20 0.5600 11.20
g Page 1 of 1 (1 items)

[rt ] [cprevous | [ het> |[ s> | [ ]
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Entering Expenses (cont’d)

Notes:

o If photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per page in
the description field.
e Remember to click Add after each entry.

Expenses

rzanis |28

Date

Expense Type
Mibes

Amount

* Required Fields

- =

at £0.5600 per mile.

LB

| Add |] Remove

Expense Type Mile Rate Amt
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)

[ «First |[ < Previous |[ Next> |[ Last= | [ save Delete Draft

Click the Date column header. This will sort expenses according to date.

Click Save.
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Claim Status

Once you begin entering data on the Service and/or Expenses tab, you may receive what looks like an error message:

¥, Service andor Expenses are out of the Voucher Start and End Dates,

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

Click the Claim Status tab or click Next option 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.

[0s/23/2004 | = 20 EndDate 5122004 | = 2H

Payment Claims
Final Payment ]
®) Interim Payment 2 | (pmpment £)3

Supplemental Payment

1. Have you previousty applied to the court for compensation and/or reimbursement for this? # Yes

If Yes, were you paid? ® yes
2, Other than from the Court, have you, of to your knowledge has anyone else, recetved payment 'Yes %N
{rompensation or amything of valus) from any other source in connection with this representation?

[ «First ][ <Previous |[ Net> |[ Last= | [ Delete Draft |

Indicate payment type.

Note:

¢ Final Payment is to be requested forty-five (45) days after all services have been completed.

e Interim Payment allows for payment in segments, but Order of the Court is required. Indicate the interim
payment number.

e After the Final Payment number has been submitted, a Supplemental Payment may be requested.

Answer all the questions regarding previous payments in this case.

Click Save.
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Documents

Attorneys (as well as the Court) may attach documents.

Attach any documentation that supports the voucher, i.e., travel or other expense receipts, orders from the Court.

An Associate/Partner must attach a statement signed by the appointed attorney that confirms the appointed attorney
has reviewed and approved all services and expenses shown on CJA20

To add an attachment, click Browse to locate your file. Note:
All documents must be submitted in PDF

format, and must be 10 MB or less.

Add a description of the attachment.

Click Upload.

Supporting Documents

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

Fie GAO\eVouchenCJA eNor  Browse. .

Description [Copies of receiptq x

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

Supporting Documents

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

File Browse...
Description | ]
Description Delete  View
Copies of receipts Deigte Migw
| «Frst || <Previous || Next> || Last» | [ save | | DeleteDraft |

B Click Save.
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Signing and Submitting to Court

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

CJA eVouchers for Attorneys

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

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

Confirmation

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

0101 zbadiah Branson

3 MAC DKT/DEF NUMBER 4 DAST DKT/DEF NUMBER £ APPEALS DKT/DEF NUMBER 6 OTHER DKT.DEF NUMBER
1:14-CR-08803-1-A4

7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY $. TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE

[USA v. Branson [Felony (inchuding pre-trial diversion |, 1 pyrengon Criminal Case
of alleged felony)

11. OFFENSE(S) CHARGED

15:1823.F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER

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

110 Main Street [ Subs for Federal Defender [7] 0 Appointing Counsel

San Antonio TX 78210

b b F Subs for Fanel Attorney R Subs for Retained Attorney
[Phone: 210-833-3623 O v [ 2

[[]¥ Standby Counsel

14 LAW FIRM NAME ANDMAILING ADDRESS
[Prior Attorney's Name

Andrew Anders TIN: ***-**_6789 [Appointment Dates
123 Legal Blvd. South Signature of Presiding Judge or By Order of the Court

! outh Afbert Albertson
AayTown DC 12345 USA [Date of Graer Nunc Bro Tunc Date
[Phone: 888-335-4000 3/32014

[Fax: §88-535-4001 Repapment []YES (70

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS 'ro'u: ADIUSTED | ADJUSTED :
BAEN canep | DU | movms | asovst e
15.|a Arraignment and'or Plea 03 563.00
b. Bail and Detention Hearing 0 $0.00
¢. Motion 0 50.00
d. Trial 0 50.00
e. Sentencing Hearings 0 50.00
f. Revocation Hearings 0 50.00
g. Appeals Court 0 $0.00
h. Other 0 50.00
Totals 0.5 563.00
16. | 2. Interviews and Conferences 0 50.00
b Obtaining and Reviewing Records 0 50.00
. Legal Research and Brief Writing 0 $0.00
d. Travel Time 0 50.00
e. Investigative or Other Work 0 50.00
Totals 0 50.00
17 [Travel Expenses (lodging, parking, meals, $1120
pmilzags, eic.) -
I F)[hx E.xl?m%:s (other than expert, $15.00
|"" Yranscripis, etc.)
GRAND TOTALS 53020
(CLAIMED AND ADJUSTED) -

AN CASE COMPLETION

19. CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE [20. APPOINTMENT TERMINATION DATE IF OTHER 1. CASE DISPOSITION
FROM: 6:12/2014  TO- 61272014

b2 CLADMSTATUS ] Final Payment [ Supplemental Payment

Have you Previously applied to the court for compensation and/or reimbursement for this? [ YES [ NO

Ifyes, wereyoupaid? [ ] YES [ NO

Other than from the Court, have you, or to your knowledge has anyone else, received payment (conipensation of anything of value) from
any other sovrce in connection with this representation? [] YES [ NO  Ifyes, please attach supporting documentation

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

Signature of Attorney: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY

[23.IN COURT COMF. 4. OUT OF COURT COMF. & TRAVEL EXFENSES |26. OTHER EXFENSES [27. TOTAL AMT. AFFR/CERT.
30.00 50.00 50.00 50.00 30.00
|28 SICNATURE OF THE FRESIDING JUDGE jpATE |22 TUDCE CODE
|25 IN COURT COMP. 0. OUT OF COURT COMP. 1 TRAVEL EXPENSES 2. OTHER EXPENSES 33, TOTAL AMT. APPRUCERT.
50.00 50.00 50.00 50.00 50.00
34 SIGNATURE OF THE CHIEF JUDGE, COURT OF AFPEALS (OR DELEGATE) Paymient approved in
lexcess of the starasory dureshold amount rare [péa: AORGE.CONE

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: 0y

[=Fist ][ <Previous |[ Mext> |[ Last» | I [ Delete Draft
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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 Note:
of the voucher. The voucher will automatically be time You may include any information to the Court
stamped. in the Public/Attorney Notes section.

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

Public/ Attomey
Notes Motes

| I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | A Submit
[ <Fest ]| <Previous || mext> || Last= | | save | [ Delete Draft |

Click Submit to send to the Court.

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

Success

Your voucher has besn submitted for payment. You will receive a notification if we need more detalls.
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.

T group by & partiouar Header, drag the column to this area. Seerd-u::.
Case Defendant Type Status
1:14-CR-08505-A4 Jebediah Branson (= | Cla-20 Submitted to Court
Suer: 061272014 Claimed Amount: 89,20 Andrew Anders A 01010000150
061212014
T 1SLRB805-AA- Tebedah Brason (= | CIA-20 Submi
S oAz Clamed Amount: 778.40 Andrew Anders LI e Coe
End: 06/05/2014 I T
1;14-CR-0BB05-AA- Jebadiah Branson (= | ALTH Submitted to Court
Suat: D4/02/2014 Claimed Amount: 1,000,00 Chemist, Toxicologist A 0101.0000002
End: 01011900
1 Page 1of 1 (3items)
Notes:
e Ifavoucherisrejected by the Court, it will reappear in the My Documents section and will be highlighted
in gold.

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

Case

Seart: 06/19/2014
End: 06/19/2014

e An email message generated by the system will be sent explaining what corrections 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 hand side you will see a list of Reports. Pick the Form CJA20 (or Form
CJA21; Form CJA26) that you wish to print. It will not print any documents which have been uploaded to the document
page of the voucher. If you want an electronic copy of the file, follow the above steps, but simply print to a PDF, rather
than a printer, and 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 will tally as
entries are entered into the voucher.

© services: $53.00 ol

e Expand the item by clicking the down S Coudt Sart

arrow (v) to reveal specifics. Service Hours
;;::.gnmd and/or 05 $61.00
Bad and Datenticn
Haaring o| so0.00
Mation Hearings 0 $0.00
Trial 1] 50.00
Sertencing Hearing 0 $0.00
Revocation Hearings ] 50.00
Appeals Court o $0.00
Other 1] £0.00
Totals 0.5 $63.00

Out of Court Services
Sarvice Hours Aumt.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division with KYED modifications | May 2016



CJA eVouchers for Attorneys | 28

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 as well as 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

Other accessible reports can be found 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 will reflect the total amount authorized for this representation, any excess payment allowed, the vouchers
submitted against those authorizations, and the remaining balances.

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

Type of Represantation: Criminal Cass
Budget Amount Reguasted: $0.00
Budgst Amount &pproved: $3.500.00

penaing S mpews . cmountremaimng
Time Parlod Wouchar
For Vouchsr Wumbsr Faag Expensss Total Fags Expanses Tokal After Approved | After Approved
Trawsl Crthar Trawel Other 4nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
022372015 to 00232015 | 0101.0000001 F0.00 30.00 #0.00 S0.00 ¥5,350.00 .00 =000 36.350.00 33.550.00 $3.550.00
0140171801 to D180 $0.00 s0.00 $0.00 £0.00 $0.00 .00 £0.00 £0.00 5$3,550.00 $3.550.00
0140171801 to 01/D1A 50 30.00 30.00 +0.00 S0.00 .00 .00 000 %0.00 33,550.00 $3,550.00
Total Panding: $0.00 Total Approved: $6.350000 43550000 $3.550000
Panding Amaunt Remalning
Time Pericd Wouchar
For Vouct Humbsr Faes Expenzss Toal Fags Expanzas Total After Approved | Afber Approved
Trawsl Orthar Trawel Other And Pending
Authorzation Humber: 01010000002 . -
Specialty: Chamist, Ti " amount Requested: $1,000.00 Amount Authorized: $0.00 attomey: Andraw Andars

m' ""“m' 'H,m"'l;_-,m Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $6.350.00 $6.350.00 $8.350.00
Thursaay, November 05, 2015 - Ver. 1.1 Fage 101
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Defendant Summary Report

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

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

Typs of Repressntation: criminal Caae
Budgst Amount Requested: .00
Budgst Amount Approved: £9,500.00

Panding © Approwa  amountRsmaining
mm m; Feas Expanses Total Feas Expenass Tuoital After Approwed | After Approved
Traved Other Trawal Other And Pending
attomay: Andrew Andsre  [Appointing Counaal) Active
Total Pending: $0.00 Total Approved: $£,350.00 £3,550.00 $3,550.00
Panding
mm m Faes Expenass Total Fess Expansas Total After Approved | After Approved
Travel Othar Trawel Other And Panding
A Humiber: 01010000002 " t R I $1,000.00
HOTE: The Grand Totals iIncluds Panding
Counsel CJA20 or CJA3D
vouchars ag well 38 vouchsers for Faes Expenass Todal Faas Expensas Total Approved and Pending
Expart or Services on CJAM or
CJA31. They repressnt tha total Travel Other Travel othar Fogs Exm. and
submitied sxpenditures for this penzes
'n‘ﬂ“m“ taticn. je Travel Auth $0.00 $0.00 $0.00 $0.00 $E.350,00 $0.00 $0.00 $E5.350.00 $E6,350,00 46350000
Trursday, Movember 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. Vouchers
exceeding the statutory maximum require
preauthorization.

The voucher opens to the Basic Info page.

Note:

CJA eVouchers for Attorneys ‘ 31

CIA-21

Authorization and Voucher for
and other Services

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

'r; # Basic Info

Basic Info
[T CIR st oh Lot T FERGEN RIFRISENELD F GLCILR NUMEER
N i W endy Wilsee
Link to CM/ECF 1 MAG. DT DEF NUMBER L DU5T. DRT DEF SUMBER, # AFFLALS. DKT TRF ¥UMBER W OTHER DRT TRT NUMBER
|:14-CR06502-2- A8
7. I% CASEAIATTER OF(Case Namey |5 FAVMENT CATEGORY %, TYPE FERSCOY REPRESENTED 18 REFRESENTATION TYFE
J5A v. Wikson ot al dmu lm;rm ppec-trial diversice Lodali Dwefendant K- riminal Case
L1 CRTENSLE; CHARCED
7] 18:13 4530 F INCOME TAN FAILURE TOFILE
Enmarmrys .00 EXCESS I8 LT PRESIANG JLOGE \AGITRATE JUDGT EE
Ji 0 800,00 ket Albertson
Totals Fo.00
E Authorization Selection
Eupense Types Amaunt i £ skt & Previous Authorzaton Reqguest, request s New Authorzation o did ﬁ-hmﬂlwnmm-bﬂ[ﬁﬁl'm“
Tegosl biles s | statutory bit.
Tewosl Mase ol
Totals $0.00 No Authorization Required
Expenses
Expanas Tips Armount
FaxX §o.00
Lawey Diatwenca Churges ot
Photocopes 1000
Postage

Reports
-

Toani enly of busost info for
defiendant

it D ! ]
Detal budget info for defendant

[Cefst ][ <Previous |[ Mest> |[ nasts [[Deeteprat |

When submitting a CJA-21 voucher, you’ll have two options from which to choose under Authorization Selection.

If the request does not require advance
authorization, click No Authorization
Required.

If you have a previous authorization received
through an order from the Court, click Use
Previous Authorization.

No Authorization Required

It your
the statutory limit and do
prior authorization.

oucher compensation is under

oL require

Use Previous Authorization

Select
previous authorizations and requests in
this appointment.

this option to display a list of
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Creating a CJA-21 Voucher (cont’d)

If you click Use Previous Authorization a list of Existing Requests for Authorization will appear.

Select the authorization you wish to use.
The selected authorization will highlight
in yellow. You will not be able to
continue until it is highlighted.

The service type will roll over from the
authorization selected. If no authorization
is being used, use the Service Type drop-
down list to select the service type.

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

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

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

If the expert you selected is
authorized to use eVoucher, the
Voucher Assignment field will unlock
for you indicating the expert will be
responsible for filling in the voucher
claim part.

Note:
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Existing Requests for Authorization
ID Number: 155 Service Type: Weapons Frearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000
Requested Provider: Robert Arms
New Voucher Information
Service Type W
Description

Voucher Assignment  *
This indicates who wil be responsible for filing the voudher daim part

Service Provider

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

Expert Gabriel, Gina K4
Expert Info Gina Gabriel
Details 110 Main Street

San Antonio TX 78210 USA
Phone: 210-593-3340

Create Voucher

Voucher Assignment *
This indicates who wil he responsibie for fling the voucher olsim part

Voucher Assignment () Attorney @ Expert
Thiz indicates who will be responsible for ling the voucher claim part

Only experts registered with the service type selected will appear in the drop-down list. If the expert is not listed in
the drop-down menu, STOP and contact the Court to add the expert to eVoucher before continuing. 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.

Click Create Voucher.
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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 you may click
Home or Logout. Official Court Reporters and Interpreters will be authorized to use eVoucher.

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

Documents” section.

If you wish to submit a person as an expert, follow the steps below:

From the Expert drop-down list, select
the empty (null) value. Voucher
Assignment should be on the Attorney
option.

Fill in all required information on the
person you wish to submit for
approval.

Click Create Voucher

Note: To print a copy of your
voucher after it is created see
Page 26 of this manual.
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Existing Requests for Authorization
ID Number: 155 Service Type: Weapons Frearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amounit: 1000
Requested Provider: Robert Arms
New Voucher Information
Service Type L
Description

Voucher Assignment  ®
This indicates who will be responsible for filing the voucher daim part

Service Provider

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

=y ©

LT T |
SSH/EIN: * Ermail = :
Phone = Fax
| ] |
Address 1 * City *
| | |
Address 2 _ Shate - Zip =
|
Address 3 Country
1 i

Craate Voucher
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Creating a CJA-21 Voucher (cont’d)

After Create Voucher has been selected, you’ll proceed with similar steps mentioned on the CJA 20 Voucher adding

Services, Expenses, Claim Status, and Documents.

Note:

If you have submitted the voucher for the expert, you’ll 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.

Description.

Click Add.

The item will appear at the bottom of the
Services section.

Click Save.

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

Enter the Date, Expense Type,
Description and Miles.

Click Add.

The item will appear at the bottom of the
Expense Type section.

Click Save.

Click the Services tab or click Next

Basic Info  F Services Fxpenses Claim Stakus Docments Confirmation

Services
Ciate .t O . _,- Desorgten
Wows | _I‘!'
Ryt .
Add || Remow

Enter the Date, Hours, Rate, and

M data
afrat || <Prevos [ mests || Lests | [ Debete oraft |
Basic Info Services | Expenses Claim Status Documents Confirmation
Xpenses
[-"13 611514 . _4-' Eeserption
Experie Type o L -
Mies ® 8% §0.5500 por rabe.
= (e
Exprone Type Date rscrption Hie  Hate N-?
e BTN Triew oy tecom ot et hobarcare Mo oS0 i
| |
1 Pige 1 0f 1{1 Hems)|
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Creating a CJA-21 Voucher (cont’d)

CI'Ck the CIaim Status tab or CIiCk Bazic Info Bervices Expenses ¢ Claim Status Docummemnts Confirmation
Next.. -
Claim Status
Start Date D& 122004 _ _j End Date {6/ 153014 - j

Enter the Start and End Date,

making sure to select the B

earliest date of services and e

% Final Payment
expenses as the Start Date. s P foayment )
Supplemenial Payment
Select an option under the
Payment Claims section.
B Click save. [ | [ oo |[fot> | o= | | oo || [osewoon ]
Click the Documents tab or click Basic Info Services Expenses Claim Status.  F Documents Canfirmation
Next.. Supporting Documents
Fibe Upload (Only Pdf fles of 10MB size or kesst)
Click Browse to select a PDF file o Burice.
to attach. oo
Upload

Click Upload. S—— e g
Note:
All documents must be submitted in PDF
format and must be 10 MB or less.

[ =rrst ][ <5re\.no|.=_Jr et > [ Lasts ] [ 5ave ] | ]

The document will appear in the bottom of the Description section.

Click Save.
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Creating a CJA-21 Voucher (cont’d)

A confirmation page will appear.

Attertion: The notes you ender will be avaldable to the mext aporoval level,

. . . . Publc/Attormey [ ==
Verify all information is Notes
correct.
Select the affirmation = 1 swear and affirm the truth or comectness of the above statements 5 b 't
check box. This will D © =ubmit
automatically time stamp
the voucher. [ «Frst |[ <rrevious [ Mext> |[ Lests | [ save ] [ peeteoaf |

B Click Submit.

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

Click Home Page to return to the

home page. Click Appomtment four voucher has been submitted for payment. You wil recerce a natificaton if we need more detals,

Pag_e .if you wish to create a.n s b e e
additional document for this
0101.0000154

appointment.

Home Page
Appointment Page

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

. | T group by & particulsr Header, deag the coben to this scea, Search:
Select the file. - : :
Case Defendant Type Status
2 1R -0RS0 T A0 Wendy Wilson (= J CIa-21 & bmitted to Attome
DELT2014 Chamad Amount: 165,80 i Gabris "' Q108 000 154 ¥
SE/TE 0 Weapons Firearms Explosi. ... AL PA MR

Navigate to the Confirmation tab.

Verify all information is

Aot The notet vou eriter wil be avalabie 1o Bw rext aoorovel level

correct. Pk Attomey
Mozes
Certify the information by
selecting the certification = e
check box. This will ] i i Approve 0 ject
automatically time stamp Date: BI04 9:43:24 e T

the voucher.
Step G Creen e e ] [one ] | ]

Click Approve.
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Submitting an Authorization Request for Expert Services - AUTH

Open the Appointment record.

Create New Voucher

Click Create from the Authorization template. AUTH

Authorization for

Expert and T

The Basic Info screen will open.

Note:
There is NOT AN AUTOSAVE function on this program. You
work.

must click Save periodically to save your

|» Basic Info Documents Confirmation

Basic Info

1 CTRTAST/TV CODE
0101

2. PERSON EEPRESENTED
Tebedish Branzon

[VOUCHER NUMEER

3. MAG. DEKT/DEF NUMBER

4 DIST. DT/ TEF NUMBER.
1:14-CR-08803-1-AA

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

T.IN CASE/MATTER OF{Case Name)

8 PAYMENT CATEGORY

9 TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE

[USA . Branson el {sncuctng: poe omll USNENIT. vl Dt Criminal Case
of alleped felony)

11 OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'§ NAME ANDMATIING ADDRESS 13 COURT ORDER

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

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

[]¥ Subs for Federal Defender [/ O Appointing Counsel
[C]® Subs for Panel Attorney [ | R Subs for Retaived Attorney

[C]¥ standby Counsel

[Prior Attorney's Name

Appointment Dates
Siznature of Presiding Judge or By Order of the Court
- = - |Albert Albertson

14 LAW FIEM NAME ANDMATLING ADDRESS oate of Order Nunc Fro Tunc Date
3/372014
Repayment || YES [/]NO

Order Date

Nunc Pro Tunc Date

Repayment |:|

S —

Authorized Amount 3

Basis of Estimate |

Description

Service Type | W=

Requested Provider | |

| «First | | < Previous | | Next > | | Last = | | Save | | Delete Draft
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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 Requested Provider include their email address in
this field

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 'V| x

Requested Provider |J|:|hn Dioe |

o> [ > |

[ «First ]| <Previous |

Click Save.

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

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

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

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

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 1L0MB size or less!)
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 LOMB sire or less!)

Fie Browse. ..

Description Delete  View
Propoied onder Dalete  Wigw
Affidavit in Support of Expert Service Requast Dalata Wi
Expart's Cursisulum Vitse Calute Migw

[=Frst )| <Previcus |[ 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 voucher. The voucher will automatically be time You may include any notes to the court in the
stamped. Public/Attorney Notes section.

Attention: The notes you enter will be avadahle to the next approval leved,
Public/Attomey |
Notes |

[+] T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | ~ Submit
| =mrst ]| <Previous || mMest> || Last= | | save | [ Delete Oraft |

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.
Flaase kmep the following voucher 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 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 Authorization for Transcripts (AUTH-24)

The following instructions are to be used in order to

create an Auth-24 for a transcript request. Go to the My
Appointment list, click on the case hyperlink to get to AUTH-24 Create
the Appointment page, click Create AUTH-24. Authorization for payment of TanEaDT

For a transcript request for an electronically recorded
proceeding you must first file a form AO-435 into the

record and then proceed with these instructions. Note:
o . There is NOT AN AUTOSAVE function on
The Authorization opens to the Basic Info page. this program. You must click Save
}._; ALTH-24 b Basic Infs | Documents  Confirmation

Basic Info
1 CEK 25T [ ol 1 FERIGEN RIFRIRINTID L CHER MUUBER
SH Ik Bemson
3 ALAG DKT ONT NUMEIR ::E‘;ﬁ:ﬂu £ AFFEALS DKT TNT NULEER £ OTEIR DKT DIF NUMETR

B REFRESEST ATRON TV

3dult Diefemdarn I rameral Case

"IN O AR LA TTER OF fC wee Namd)

vioucher #:

54 v. Brassoa

11 SITENEET) CHARGED
L3:1EXLF INSPECTION VEOLATION FENALTIES

13 ATIORNTY 3 NAME ANTMARING ADCRT & 1 OOURT ORIIR
Andres Anden « Bar Nomber 12343 | & Amiaisn [} Ca-Commnal
| 1D Pl Street [ 7 ks o Fosdoral Dufomdar [ ] © Appaiasing Commsl

5-!14!'::51:_"5':‘::-;-' |9 Sk o Pt sty || ks o Rtinod Anirnes

1 Honeliy o

Fries Alorsn ) Neme

LYSS N P The TN

fiapnatus af Froiiing Judgs i By Cred 6t C ot
JARoert Altwriion

14 LA ITRM XAUE ANDATLING ADDKLSS S St Fre Tame Dute
Uy L]

Rapwrmans || V13 ] NG

Sepcial Transcript I |
M .Iaor# |

| Prededuben Oy Dlatermert | Preeeantn de et | Prggecuten Aebuttsl
| | Defersme Cpening Siabement | | Dafenoe b pument [ aury instruchions [ v e

Wuine: Pro Tune Dakes

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

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

Click Save.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division with KYED modifications | May 2016



CJA eVouchers for Attorneys | 42
Creating an Authorization for AUTH-24 Transcripts (cont’d)

If you have documents to attach,

Basic Info F Documents Confirmation
click the Documents tab or click
Next. If not, proceed to Step 5. Supporting Documents
File pload (Only Pdf files of 10MB skze or lesst)
Click Browse to select a PDF file File Brawsa
to attach if applicable. LaREpS.
LUpdaad
Click Upload. D ription Delele  View
Note:
All documents must be submitted in PDF
format and must be 10 MB or less.
| =Fest || <Previos || Mext> || Lasis | ETE | Delete Dvaft |
The Document will appear at the bottom of the Description section.
B Click Save.
The Confirmation page will appear.
B Attention: The notes you enter will be available to the next approval level.
Public/ Attorney
Motes
Verify all information is correct.
Select the aff|rmat|on check bOX 1 swear and affirm the truth or correctness of the above statements B
Date: 6/19/2014 0:28:36 (1) Submit
» Click Submit. [erst || <Previnus-|-i Next > || Last » | | Save | | D oot |

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

Your voucher has been mbmitted &t paymens. You sl recse 8 roSfcaton @ we need more detals.

Plasce kewp e following voucher rumber for your ten recorde:

Click Home Page to return to the 0101.0000148
Step home page. Click Appointment Page if
8 you wish to create additional m;%uge
document for this appointment. Apgointment Page

The AUTH-24 will now appear in the My Submitted Documents section on the Attorney home page. The CJA-24 voucher
is created by CJA staff after an AUTH-24 has been approved by the Court, after which it is available for the court reporter
to complete, and then, the attorney to review and submit to the Court.
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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.

CJA-26 Request Form

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. It is 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.

Click the Documents tab or
click Next.

B Supporting Documents

Basie Info Authoriration Request  » Documents Confirmation

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

Click Browse to select a
PDF file to attach.

Note:
Diens gt iinn Drelwie Weww
All documents must be submitted in PDF Cocsmanta :

format, and must be 10 MB or less.

B Click Upload. o<t ] [C<Preveus ] [Mext> ] [tst>>] | [Seve]

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

B Click Save.
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Creating a Travel Voucher

From the Appointment page, click Create from the
Travel Voucher template.

TRAVEL

Create

Authorization for payment of Travel

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

The Basic Info screen will open.

e =
g TRAVEL b Basic Info | Authorization Request  Documents  Confirmation
ot Basic Info
Link o CHIECE | CIR. HST DOV.CODE 1 FERS0N REFRESENTED FOTCHER NLMBER
101 [Wendyw Wilson
W ALAC, DR INF NUMBER L THST. DRCT TNF NTAIER £ AFPLALS DT TET NUABIR € OTHIR DT DEF NULEIR
Vioucher #: I-14-CR-08802-2-44
1/1/1901 D% CASL ALATTER OF(Cans Nama) |3 PAVAIENT CATEGORY ¥ TYPL PERSON REFRESENTED 18 REFRESENTATECN THFE
ke 111 1 L o [Felomy (mchading pre-trial diversion
JUSA v. Wilson et al - fidom) lidali Dedendant Ceiminal Case
@ Amecunt Clasmed: $0.00 1L OFFENSER) CHARGED
_ 18:13-4530 F INCOMLE TANM, FAILURE TOFILE
1L ATTORNEY 5 NAME AND UAILTNC ADDRESS 13 COURT ORDER
Andrew Anders - Bar Number: 12345 [ A Asseaiae []€ CoCommal
110 Main Street [T Suka for Federa] Cufenser [0 Cramnad
K Antouss TX TE10 = :".';:;“
Ehons: 210.53.3623 - Aoy ] Retsized Amermey
[]¥ Senady Comal
IPrise Amarner's Name
| \ppeinament Duter
Figuatery of Frmiding fodge or By Ordar of te Comrt
14 LAY FIRM % AME AND MAILIS G ADDRESS .ime:rnm S e
2014
Reparment [ ] VES [ N0
Travel Agency to be Useds bl
Global Travel
1234 Travel Lane
Suite 200
Second Flaor
Los Angeles, CA 93765

Fhone: 1-800-444-7800
Faoz 1-BO0-555-7777

Email:  mail@support.acbx uscourts.gov
[c<hrst || <previos |[mexts | [ Lasts> |

The Travel Agency to be Used section will automatically populate.

Click the Authorization Request tab or click Next.
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Creating a Travel Voucher (cont’d)

Fill out all required

fields marked with a red

asterisk.

Click Add.

The information will appear in the
bottom section.

Click Save.

Basic Info F Authorization Reguest Documents Confirmation

Request For Travel*®

* Required Flelds
Hame and Tithe of Person Traveling:

Address of Person Traveling:

Purpase ol Travek
Travel From locaticn: L
Travel Ta Location: |
Estimated Dates of Travek

Travel Requested Estimated Cost

[ ] nirline Tickets via 1A Government
Travel Agency =

|
[ Ground Transportation |
|
|

|| Per Diem (Hotel & Meals)™ ™

Total Estimated Cost: [ [=

Justification for Request: |

* All traved e expenses must be in compliance with government tranel reguistions.
== Achul ot of hotel and meals up 10 the establshed per dem rate. Experges for Tavel for one day or st day s up 1o the MIE rate.

1 Pﬂlﬂf!{llﬁlﬂﬂ:

[zt || <Previus || Nexts || Lasts> |
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Creating a Travel Voucher (cont’d)

Click the Documents tab or
click Next.

Basic Infs Authsrizalion Request b Documens Confirmation

Supporting Documents

Flle: Uipload [Ony Pdf files of 10MB sire or lesst)

Click Browse to select a
PDF file to attach.

Uptaad
Note: S Dalete  Yiew
All documents must be submitted in PDF Emcurmasts
format, and must be 10 MB or less.

B Click Upload. b | <Peimn |[Bet J[wes] | [Ene] | [(odeoet]

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

E Click Save.

The Confirmation tab will appear.

Verify a“ information is Artenbans TRe Hsted v aled vl e Boalahls B2 o Reat Bpeoal ke

Publcf Attomey
correct. Hotes
Select the affirmation
check box. This will | I swogar and affirm the truth or cormectness of the above statements ]
automatically time stamp e e R IR0 Boean (4 Submit
the voucher.

E Click Submit. | =Frst ][ <Prevoes |[ st > _H_ '.u':-__I | seve | L :-Hf':l:u'tJ

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

Click Home Page to return to the home
B page. Click Appointment Page if you Vour voucher hass besn mbmitted for payment, You vl recetee & notficston # we need mere detals.
wish to create additional document for Fiete keep P foerwrsy viucher rumber o your s recersc
this appointment. 0101.0000162
Back to:
Home Page

Appointment Page

The Travel Voucher will now appear in the My Submitted Documents section.
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