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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:

Panel Management

e Allows attorneys to manage their own account information including address, phone and firm associations.
o The Holding Period panel should not be used, as information entered there will not be considered by this court
when making appointments.

Voucher & 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 e-mail notification to attorney of approval or rejection of vouchers and authorization requests

Browser Compatibility

e Windows: Internet Explorer 8 or newer can be used.
e Apple Macintosh: Safari 5.1 or newer can be used.
e Chrome, Firefox and other browsers can not be used with CJA eVoucher.

Court Appointment

When an appointment is made, 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.
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Accessing the CJA eVoucher Program

Your court will provide information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log in using your Username and Password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

Existing user? Please 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 periodically.
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.

Username: [ | andjor
Email: |
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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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Folder Descriptions | |

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 Cases will appear in this folder if an appointment has been proposed to you and you

Assignments have not accepted or rejected the appointment.

My Submitted Contains vouchers for yourself, or for your service provider, which have been

Documents submitted to the court for payment. 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 2 :
confirmation

Home Operations Reports Links Help logout

> Home Welcome Andrew Anders (Attomey)

7

Welcome Andrew Anders: My Profile

ATTORNEY

My Appointments:  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
e “Contact Us” email
Privacy Notice

Logout Logs user off the eVoucher program
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Customizing the Home Page

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

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

Moving Folders

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

A crosshair icon "Q'I;"I‘ will appear.

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.

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.

Click the header for the column you wish to group.

Yy ACtIve Document:

To group by a particular Header, drag the column to thisareai
Case Defendant Type © Status

» Hold the cursor and drag the header to the Group by: Header bar.
s e —
C
Ca nt Type * Status

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

H_

Group by: Case - N
Case Defendant Type

¢
:
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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 panel should not be used, as information entered there will not be considered by this court
when making appointments.

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 ||
Contact UM,
Privacy

= Home Welcome Andrew Anders (Attorney)

Welcome Andrew Anders: | My Profile

| ORNEY My Appointments:  View

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

o S - UserName Anders
Your Login information

Bar Number: Edit
Attorney quo Your Name: Andrew Anders
Your personal info

Your Contact Info:

Phone: 210-833-5623

Fax:

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

Your Address:
110 Main Street
San Antonio, TX 78210

us
ATH Your default biling info is:
Billing Info 7 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 Login information

> Help > My Profile

UserName Anders

Welcome Andrew Anders (Attomey),

Login Info Username Anders change
Your Logn Information =
Password s reset
> Help > My Profile
Login Info Username Anders change
Y Lo o
our Login information i o 0"“"' - Strength:St
Confirm S
|
> Help > My Profile Wekome Andrew Anders (Attomey)
Login Info Userame Anders change
Your Login information Py resel

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Attorney Info

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

Info

arceonal n

Att

[
[=
o
(

5

£

c

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 Address:
110 Main Street

San Antonio, TX 78210

USA

Attorney Info

(

SSN Instructions:

Bar Number

Tax Identfication Number:
SSN: | 888-44-6666

|

If you are an appointed panel

Confirm: | 88844-6666 |
attorney, you are required to enter
Make any necessary your Social Securty Number in the SSN | First Name Middle  Last Name
changes. field. Andrew Anders
If you are an associate only, do not
enter your Social Security Number in Main Enil
the SSN field. deadmail@support. aotx. uscourts. gov ]
2nd Email
3rd Email
Phone ) Cell Phone
Click Save. 210-833-5623 |
Address 1 - Cry
110 Main Street San Antonio ]
Address 2 State
, | [Texas v| [78210
Address 3 Country
|1 UNITED STATES
Note:

indicated.

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

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

£

Andrew Anders

Biling Code:0101-000001 Add
110 Main Street

8.'9 Info Your default biling info is: Select |

|
Under the Billing San Antonio, TX edit | ||
Info section, click 78210 - US ’
Add if no billing Phone: 210-833-5623
. .. Fax:
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 use the Copy Address from Profile checkbox if your billing address is the same as your Attorney
Info address.

Biling Info Biling Type: Save
ist all available b nf L Sef-Erwbyed
) Firm
_) Associate
Make any -
necessary =
|¥| Copy Address from Profile
changes and
click Save. Name:

Phone: Fax:
210-833-5623

Address 1:
110 Main Street
Address 2:

Address 3:

Cty: State: _ Zip Code:
San Antonio ] | TEXAS V| |78210
Country:

UNITED STATES NE

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Biling Info Biling Type:
List all available biling info records QSef-Eerbyed
@’Firm

O Associate
If applicable, ‘
add Billing Info Tax Identfication Number:
for a firm or an EIN/TIN: | |
associate by | Confim: [ |
clicking the '
corresponding
radio button. o

I I

IF‘hone: ] [Fax: ]

Address 1:

Copy Address from Profile

Address 2:

I |

Address 3:

City: State: Zip Code:

I I M|

Country:
| UNITED STATES v

Biling Info Biling Type: Save
List all available billing info records QSef-Errployed cancel

O 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:

Note:

e Attorneys with a pre-existing agreements must enter the firm’s EIN and name
(required).

e Associates do not need to enter a social security number, but they will need to
ender 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.

Appointments Defendant
RepreamalbnTwe Criminal Case
N -~ . T I
mmm Order Date: 03/03/14
2 Pres. Judge: Abert Abertson
Adm. Mag Judge:
se: 1:14 : Defendant: Jebediah Branson
g:,c. 1: 1t iRl-OBSOS AA Racessiation Type: Cviakial Casa
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10

Pres. Judge: Albert Abbertson
Adm. Mag Judge:

Appointment

Appointment Info

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015

T CIR, DAST DXV CODE 3 PERSON RITRESENTED FOUCHER NUMBIR
View 101 e ediah Brasson
3 MAG. DT DEF NUMBER L DRST DT DEF NUMBER & APPEALS. DKT DEF NUMBER S OTHER DRT DEF NUMBER
Representation . : JIECROEMNLAR
= IN CASEAATTER OF (Cast Name) I:».mm-r CATEGORY 9. TVFE FERSON REPRESENTED 10 REPRESENTATION TVFE
lony (mcludmg pre.trial diversion
USA v. Brasson - Adult Defeodast Crizninal Case
of alleped feloary)
¥ 11 OFFENSE(S)
15:1825.F L\'SPECTIO\ VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13, COURT ORDER
Create New Voucher Andrew Anders . Bar Number: 12345 [T1A Avsociate []€ CoCommt
i P | [ ]
Attorney CJA 20 AUTH e i (17 5o for Fotara D (4]0 Appesatiag Coumsed
Authonzaten for Expert and other hone 210-833.5623 [7]7 Subs for Panel Amorney || R Sabs far Retained Atiorney
Voucher Services 2 ;. i s
AUTH-24
Template Authorization for payment of transcrot mmh'::.'
[~  Presiding Jodge or By Order of the Conrt
Foa-20 Create : Albert Albertson
Appantment of and Authonty o Pay 14 LAW FIRM NAME ANDMAILING ADORESS IDate of Ovéer Nusc Pro Twsc Date
Court-Apponted Counsel 332014 ¢
CIA- 21 ggg_[g Reparment [ ]VES [7NO
s 4 s Yorcker e P Group Header Bar
pe
OA 26 Crea_(e Vouchers on File &
VOUCher rent for & Compersation Clam ¢ To group by a particular Header, drag the column to this area, mm:[l
Template Compensation Maimur: District Coxrt Case Defendant Type Status
TRAVEL Create L 14CR QBENS-AA- Jebediah Branson (= 1 ClA-20 Submitted to Court
Autherizaton foe payment of Trave » 0JON014 Claimed Amount: 778.40 Andrew Anders S/ 01010000001
i 06052014 N
L 14-CR-08805-AA- Jebediah Brangon (= § AUTH
S Mxﬁ‘ Claimed Amount: 100000 Chemist, Toxdcologist Vd W}s mmt?fan
Detailed ) e
L14CR-08805-AA- Jebedish Branson (= 1 AUTH-24 . Voucher Closed
Payment Reports Defandant Detad Budoet Reoort Sta; 0642014 Clamed Amount: 0,00 '?“;-q 0000026
Detad budget nfo for defendant ne 06042084 Approved Amount: 0.00
LISCRO8305-AA- Jebadiah Branson (2 1 CIA-21 . Voucher Entr
Defendant Summary Budge Report S Wi V014 Clined Mant: 0,00 B Gueh W ea '
Totals only of budget info for Sk LT Hawr, Fber Expert
fendant 1: 140 OB305-AA- Jebediah Branson (# CIA-24 ‘ vm Entry
at OBOK2014 Clamed Amount: 0, 00 Teress Transcripts
Allvouchers | | ..o o i
i i L:14-CR O8805-AA- Jebediah Branson (= | AUTH-24
associated with () o
this case are
¢ Jebediah Branson (= | CIA-24 Submitted to Atlomey
dlsplayed. Claimed Amount: 14,50 Teresa Transcripts J 0101.000014

Page 10of 1 (7 items)
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View Representation

The View Representation information will display:

Default excess fee limit
Presiding judge
Magistrate judge
Co-counsel

Previous counsel

From the Appointment page, click
View Representation.

Home Operations

Reports

Links Help logout

Appointment

Ir U

Representation

Representation Report

Representation Info

1. CIR/DIST/DIV.CODE
0101

2.PERSON REPRESENTED
Jebediah Branson

[VOUCHER NUMBER

3. MAG.DKT/DEFNUMBER

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

3. APPEALS. DKT/DEF NUMBER

6. OTHER. DKT'DEF NUMBER

7.IN CASE/MATTER OF(Case Name)

8. PAYMENT CATEGORY
[Felony (including pre-trial diversion

9_TYPE PERSON REFRESENTED

10. REFRESENTATION TYFE

[USA v. Branson Jof alleged felony) A dult Defendant Criminal Case
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
159.900.00 Albert Albertson
App.ID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx.uscourts.gov

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

The voucher opens to 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/DIY CODE 2 PERSON REFRESENTED FOUCHER NUMBER

0101 Jebediah Branson
Link to CM/ECF 3 MAG. DKT/DEF NUMBER 4 DIST. DKT/DEF NUMBER 5 APPEALS. DKT/DEF NUMBER 6 OTHER DKT/DEF NUMBER

: 2 2 s 1:14-CR-08803-1-AA
voucher #: TINCASEMATTER OF(CaseName) |8 PAVMENT CATEGORY |9, TVPE PERSON REFRESENTED 10. REPRESENTATION TYPE
Srlids 5 1 [USA v. Branson Felony (including pre-trial diversion |, 4 . 1y fordant Criminal Case
Jof alleged felony)

11. OFFENSE(S) CHARGED

End Da 6/11/2014
© - - 15:1825.F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER

Andrew Anders - Bar Number: 12345 []A Associate [[]€ Co-Counsel
110 Main Street inti
F Subs for Federal Defeader [7]0 Counsel
® exponses: $0.00 " J | [San Antonio TX 78210 Drsmro’rud\ mxr;lmxamo Atto
Phone: 210-833-5623 [ 8eheforPanct Atiorngy [ S tor =
[]¥ Standby Couasel
Reports [Prior Attorney's Name
i Dates
Defendant Detad Budget Report [Signature of Presiding Judge or By Order of the Court
Detat budgetinfo for defengant 14. LAW FIRM NAME ANDMAILING ADDRESS i e Mic i etk
1332014

Form CJA20

Repayment [_] VES [/]NO

Defendant Summary Budget Report

Is only of info for
IS St Payment Info

Preferred Payee | Andrew Anders Vv

Andrew Anders
SSN/EIN: ***.**.6789
123 Legal Bivd. South
AnyTown, DC

12345 -USA

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

[ «First ][ <Previous |[ Next> |[ Last» | [ save | | DeleteDraft |

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

S

) Basic Info Services Expenses Claim Status Documents Confirmation
« First < Previous Next > Last » Save Delete Draft

/

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.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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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
Next, located on the progress
bar.

Note:

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

* Required Fieds

/2014
© services: $0.00 =
-

0 ) Basic Info [ Services Expenses Claim Status Documents Confirmation
Attorney Enters —
Services
Date [/iy201 | =28 Description
Service Type | [+]-
bocaee [ | e [ | :
Hours I:l = at$126.00 per hour. Add

Service Type Date Description Hrs Rate Amt
Reports
Defendant D=tail Budget Report
Detail budget info for defendant
Form CJAZ0
Defendant Summary Budget Report
Totals only of budget info for No data
defendant
[ «First ][ <Previous |[ Next> ][ Last» | [ sae | [ Delete Draft |
Enter the date of the service. The o
default date is always the current Servic \
date. You may type in the date or Date 6/11/2014 | = }Q Description |
click the calendar icon to select a
date from the pop-up calendar. Type 4 e 2014
Doc.# (ECF) || = Mo Tu We Th Fr Sa
2 3 4 5 6 7
s []” :

10 12 13 14
* Required Feds 9

17 18 X 20 21 1

232425262728i
30 1 2 4

Service Type : - ‘ , !

BRG»~ ¢
&

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



CJA eVouchers for Attorneys | 17

Services (cont’d)

From the Service Services
Type drop-down Date 6/11/2014 | = 28 Description
menu, select the Service Type Il TI
service type. Doc.# €CF) | Court Services - A
a. Arraignment and/or Plea
Hours
Note: v b. Bail and Detention Hearing
You may add dates in any order. You _ €. Motion
can sort in chronological order at any 4. Trial
time.

Service Type e. Sentencing Hearings

Enter hours of Services 3
ice i Date 6/12014 | * 5 Db »
service in tenths /A2 Ll ————
of an hour. Service Type  a. Arraignment and/or Plea v arraignment of Defendant
Doc.# (ECF) | Pages e | L .

Hours [ 0.5|% 2t $126.00 per hour. Add} Remove

Enter a Y Requred Feds
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

Date ls/1y2014 | » o Descpton 1 -
Service Type v

Dox. 2 (ECF) Pages C

Hours * 2t $§126.00 per hour. ‘ Remove

* Required Feids

Service Type Date Description Hrs  Rate Amt
3. Arraignesnt and/or Plea 05/11/2014  Frst appeanance and arragneant of Defendant 05  126.0000 63.00
1 Pagelofl(litn*
| «Frst || <Previous || Next> || Last» | | Save | | Delete Oraft |
Step . L . .
8 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
owe [opzmonn ]+ —
Expense Type » ». | &
Miles :‘ at $0.5600 per mile. *

Amount I:] | Add “ Remove J

* Required Fields

Expense Type Date Description Mile Rate Amt

No data

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

From the Expense Type drop-down Expel'lses
menu, select the applicable expense. Date 16/12/2014 I & E

Expense Type ||| v |¥
Miles Travel Miles
Amount Travel Misc.

* Required Fields Fax

it
; Photocopies
' 'm Postage

Other Expenses

| «First || <Previous || Next> || Last» |
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Entering Expenses (cont’d)
B If Travel Miles is selected, enter the round trip mileage.

Enter a description in the Description field.

Expenses

Date W'E Description Travel to and from Court|

Expense Type  Travel Miles >, =

tiles [ 20]* t50.5600 per mie. :
Amount [ Add ] Remove

* Required Fields

Expense Type Date Description
No data
| «First || <Previous || Next> || Last» | | save | | Delete Draft |
B Click Add.
The entry will be added to the voucher and will appear at the bottom of the Expense Type section.
Expenses
Oate -3 Descrpton
Expense Type |
Miles [ ]* ats0.5600 per mie. 8
Amount l Add “ Remove
* Required Fields

Expense Type Date Description Mile Rate Amt

Travel Miles 06/12/20... Travel to and from Court 20 0.5600 11.20

1 Page 1 of 1 (1 items)
| «First || <Previous |[ MNext> || Last» | | save |

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015




CJA eVouchers for Attorneys | 20

Entering Expenses (cont’d)

Notes:

e |f photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per page.
e Remember to click Add after each entry.

e Double-click an entry to edit.

Expenses

owe [snamn |3 Descrpton

Expense Type v -

Miles at $0.5600 per mile. '

Amount [:]- [ Add ” Remove

* Required Fields

Photocopies 06/12/20... Copies - 100 pages @ .15 per page 0 0 15.00
Travel Miles 06/12/20... Travel to and from Court 20 05600 1120
1 Page 1 of 1 (2 items)

| «First || <Previous || Next> || Lasts | | save | Delete Draft

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

E 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:

9\ Service and/or 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 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.

StartDate  |06/11/2018 |~ 23 EndDate  [6/12/2014 |-

Payment Claims
Final Payment A
®' Interim Payment 2] (payment 2) *
Supplemental Payment
1. Have you previously applied to the court for compensation and/or reimbursement for this? o Yes i
If Yes, were you paid? ® Yes o
2, Other than from the Court, have you, or to your knowledge has anyone else, received payment Yes ©pno
(compensation or anything of value) from any other source in connection with this representation?

[ «First |[ <Previous |[ net> ][ Last» | [ Delete Draft |

Indicate payment type.

Note:

e Final Payment is requested after all services have been completed.

e Interim Payment allows for payment in segments, but each court’s practice may differ. If using this type of
payment, indicate the number of this request payment.

e After the Final Payment number has been submitted, Supplemental Payment may be requested due to a
missed or forgotten receipt.

Answer all the questions regarding previous payments in this case.

Click Save.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



CJA eVouchers for Attorneys | 22

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.

Note:
To add an attachment, click Browse to locate your file. 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 G:\AO\eVoucher\CJA e\or Browse. ..

Description Copies of recepty 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!)

Fie Browse...
Description [ l
Description Delete
Copies of receipts Delete Views

[ <Fest |[ <Previous |[ Next> ][ Last» | [ save | | Delete Draft |

B Click Save.
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Signing and Submitting to Court

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

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

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

110 Main Straet
San Antonio TX 76210
Phone: 210.833.3623

|| Subs for Panel Attaraer
[TV Standty Counsat

14 LAW FIRM NAME ANDMAILING ATORISS

s ndtew Anders TIN: *3%.55.6789
23 Legal Bivd. South

|4y Town DC 12345 USA

Phone: 8885554000

Fec: $88-555-4001

Frior Attaraey's Name

JAppoivtraent Dates

Fizaarere of Presiding Jadze or Dy Order of the Caart
Albact Albertson
oste of Order
332014
Repayment _|VES [VINO

XNunc Pre Tunc Date

[JF Subs for Federal Definder [] O Appacating Coansel
[ ]R Subs fer Retaced Attscasr

Confirmation

LCIR DISTDIV.CODE 2. PERSON REFRESENTED VOUCHER NUMBER

o101 Ustedizh Branson

3. MAC. DET/DEF NUMBER 4.DIST. DKTDEF.NUMBER Ii. APPEALS. DETDEF NUMBER 6 OTHER. DEKTDEF NUMBER
[1:14-CR-08805-1-44

7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY $. TYPE PERSON REPRESENTED 10.REFRESENTATION TY?E

[US.A v, Branson F;E’ ““}‘1‘::‘\‘? pro-tral deveesion |y e Doendant foriminal Caze

11 OFFENSE(S) CHARGID

151825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY 'S NAME ANDMAILING ADDRESS 13.COURT ORDER

Andrew Anders - Bar Number: 12345 1A Assaciate [[]€ Co-Coaasel

Ifyes, wereyoupad®> [ YE§ [] NO

any other sours? in connact:on svith this reprecentation” [ | YES
T Sovear of afTirm e (rafh or Correciness of the adoe siatements.

Siznature of Attomey:

|p3 TN COURT COME
[50.00

Have you Pravioucly spplied to the court for compenzation andior raimburzement for this?

0 No

[]YES []NO

Date Signed:

CLAMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS I0TAL | anvstep | amvusted
SRR cungp | BT | motRs | avomst R
15, |2 Amaignment and or Plea 0.5 $63.00
b. Beil and Detention Hearing [ .00
c. Motion 00
d. Trial 00
¢. Seatencing Heanngs 0 $0.00
 Ravoeation Hearings [ $0.00
g Appeals Court 0 $0.00
h. Other 0 $0.00
Totals 0.5 $63.00
16. | a. Interviews and Conferences 0 $0.00
b. Obtaining and Reviewing Racords 0 $0.00
c. Lezal Rescarch and Brsf Writinz 0 $0.00
d. Trave] Time 0 $0.00
2. Investiestive or Other Work 0 $0.00
Totals 0 $0.00
- ‘ravel Expenses (Jodzmg, parking, meais. s110
pilease, exc.)
ther Expenses (ather than r, =
- ransery !:t;:t.) E3 S15.00
GRAND TOTALS 52030
(CLAIMED AND ADJUSTED) =
[10 CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SEXVICE |10 AFFOINTMENT TERMINATION DATE IF OTHER 1 CASE DISPOSITION
AN CASE COMFLETION r
FROM: 6122014 TO: 6122014
Prcianistates [ Fine Payment T Interi Py ] Soplenmal Payoeat

Othac than from the Court, kava you, of to your keowledza has anyone alse, racaivad paymeat (componsarion of ayhng of vaiug) from
If yos, pleass attack supporting docnmentation

APPROVED FOR PAYMENT - COURT USE ONLY

4 OUT OF COURT COMF. 25 TRAVEL EXPENSES 5 OTHER EXPENSES
00 0.00 50.00

27 TOTAL AMT APPR CERT.
50.00

P8 SIGNATURE OF THE FRESIANG JUDGE

[DATE

232 JUDGE CODE

PS TN COURT COME OUT OF COURT COME. 51 TRAVEL EXFENSES
50 00 () 0.00

32 OTHER EXPENSES
50.00

13 TOTAL AMT APPR CERT
50.00

foicers of the ssautory ureshold aveunt

34 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS{(OR DELEGATE) Paywent apgroved in

joaTe

[42. JUDCE Cone

A“E‘E?ﬂ,p,‘? notes you e'rvlfr:w!i!rtrvernvaicbt 1o the next ag{{ﬂ\'i@'/d

Public/Attorney
Notes

Date:

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

(1) Submit

[ =rrst J[ <previcus |[ Newt> |[ tast» | |

save |

[ eleteoraft |
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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.
Attention: The notes you enter will be avaiable to the next approval level,
Public/Attorney
Notes Notes

v I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | @ Submit
[ «First ]| <Previous || Next> || 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 been submitted for payment. You will receive a notification if we need more detads.
Please keep the following voucher number for your own records:

0101.0000150

Back to:
Home Page
Appointment Page

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

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



CJA eVouchers for Attorneys | 25

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 partiauar Header, drag the column to this area. Semh:[
Case Defendant Type Status
1:14-CR-08305-AA- Jebediah Branson (= 1 CIA-20 s Submitted to Court
Sut 06/12/2014 Clasmed Amount: 89.20 Andrew Anders 0101.0000150
End 061272014
5 R Jebediah Branson (= 1) CA-2 Submi
Star: 03032014 Claimed Amount: 778.40 Andrew Anders Ve W
£nd- 06/05/2014 INTERIM PAYMENT 1
1:14-CR08305-AA- Jebediah Branson (# 1) AUTH » Submitted to Court
Start: 04/02/2014 Claimed Amount: 1,000.00 Chesmist, Toxicologist // 0101.0000002
End: 01/01/1900
1 Page 10of 1 (3items)
Notes:
e Ifavoucherisrejected by the court, it will reappear in the My Documents section and will be highlighted
in gold.

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

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

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

Link to CM/ECF

Voucher #: 0101.0000150

e Expand the item by clicking the down
arrow (v) to reveal specifics.

9 Expenses: $26.20

Travel
Expense Type
Travel Mies
Travel Msc
Totals

Expenses
Expense Type
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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 ($800) 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.

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

e  The two main reports are the Detail Budget Report Form CIA20
and the 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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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 Repreaantation: Criminal Cags
Budgst Amount Regussted: $0.00
Budgst Amount &pproved: $3,500.00

F— R E———
Time Pariod Vouchar
For Vouchsr Wumbsr 51 Expensss Total Faas Expanzes Tokal Aftar Approved | After Approved
| Travet | other | | Travel | oOther | And Pending
e ——— | | | e | | | | | |
|0a232015 to 0232085 | 0101.0000001 50.00 50.00 50.00 s0.00|  $6.350.00] 50.00 $0.00 36.350.00 $3.550.00 53.550.00|
[01/01/1901 to 01D1MB01 | ' $0.00| s0.00| 50.00 $0.00 50.00 5000 $0.00 $0.00 $3.550.00 53.550.00
[ov011801 o uminem | ' 50.00] 50.00 50.00| $0.00| 50.00 5000/ 50.00/ 50.00 53,550.00 53,550.00
' ) | Total Panding:| $0.00 | Total Approved: | $£,350.00| $3,550.00 $3,550.00|
Panding Ameunt Remaining
Time Period Voucher
For Vouct Humbsr Faes Expenass Total Fass Expanzas Total After Approved | After Appr
Traval othar | | Travel Other &nd Panding
- w““-m Amount Requested: $1,000.00 Emount Authorized: $0.00 attomey: Andrew Anders

Thursday, Movember DS, 2015 - Var. 1.1 Page 10f 1
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Summary Budget 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

Typa of Representation: criminal Case

Budgset Amount Requested: .00
Budgst Amount Approved: £9,500.00

mm m Feas Expanses Total Feas Expenass Tuotal | After Approwed | After Approved
e = S | AL —— i -

S : -~ I | Ofhor e | | Tmwel | Other | | | i
Total Pending:| $0.00/ Total Approved $5.350.00 £3,550.00 $3,550.00

Expansas Total

0 i te Travel Auth $0.00 $0.00 0,00 $0.00

$6.350.00| $0.00 $0.00,  $5.35000 $£,350.00|

Trursgay, Movember 05, 2015 - ver. 1.1

Page 101
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Creating a CJA-21 Voucher

From the Appointment page click Create from CJA-21

the CJA 21 Voucher template. Authorization and Voucher for
and other Services

The voucher opens to the Basic Info page.

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

¥ Basic Info

Basic Info

T COUDIST DIV CODE T FIRSON RIFRISENTID OUCHIR NUABIR
p1o1 [Wendy Wilsen
Mok to CM/ECE 3 MAG. DK T DET NUMBER LDIST DKT DEF NUMBER ¥ ATPEALS DKT DRF NUMBER § OTIER DRT DRT NUMBER
1 14.CRO8802.2.A4
Voucher # T IN CASE MATTER OF(Case Name) |5 PAVMENT CATEGORY % TVPE FERSON REPRESENTED 10 REPRESENTATION TYPE
JUSA v. Wakson ot al Ef‘f‘ "m”.m pee-trial divension |, suit Defeadent Criminal Case
11 ORTENSEGS) CHARGID
18:13 4530 F I.\'CO.\!_E TAX. FAILURE TOFILE —
EXCESS TEX LIMTT PRESIXNG JUDGE MAGISTRATE JUDGE I':mcxu
$.500.00 Albert Albertson l

Authorizatipg Sele_ction

You can select & Pr t, request & New Authorization or dick e “No Authorization Required” button if under e
statutory lemt.

Ho Authorization Required

Use Previous Authorization
s pontment

[t ][ <prevous |[ Next> |[ tasts | [DeetzDaft ]

Qefendart Summary Budont Report
Totals only of budget nfo for
defendant

¥
e t Repoet

Detal budget nfo for defendant

For

QO LiAas

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 No Authorization Required
authorization ($800 or less), click No | [IF your voucher compensation is under

Authorization Required. the statutory limit and does not require
prior authorization.

If you have a previous authorization received ]_ Use Previous Authorization _]
through an order from the Court, click Use Select this option to display a list of
Previous Authorization. previous authorizations and requests in

this appointment.
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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 Existing Requests for Authorization
in ye.IIow. Yo.u .W.I" n.ot t.)e able to 1D Number: 155 e Type: We reoms
continue until it is highlighted. Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000
Requested Provider: Robert Arms
The service type will roll over from the
authorization selected. If no authorization  New Voucher Information
is being used, use the Service Type drop- ]
down list to select the service type. st het
Enter a description of the service to be Description
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:

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

Expert Gabriel, Gina §4

110 Main Street
San Antonio TX 78210 USA
Phone: 210-593-3340

I Create Voucher

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

Voucher Assignment _I Attorney @ Expert
This indicates who will be responsible for filing the voucher daim part

Only experts registered with the service type selected will appear in the drop-down list. If you wish to submit a
person for approval, steps on how to add an expert are on page 36.
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Creating a CJA-21 Voucher (cont’d)

B Click Create Voucher.

Notes:

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

e [f the Expert you selected is authorized to use eVoucher you are done at this point and you may click
Home or logout.

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. Outlined steps are on pages 36-39.
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Voucher Assignment  ®
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Creating a CJA-21 Voucher (cont’d)
If you wish to submit a person as an expert, follow steps 3 through 5 on page 34.
From the Expert drop-down list, select
the empty (null) value. Voucher Existing Requests for Authorization
Assignment should be on the Attorney ID Number: 155 Service Type: Weapons Frearms
option Order Date: 05/27/2014 Explosive Expert
' Authorized Amount: 0 Estimated Amount: 1000
Requested Provider: Robert Arms
New Voucher Information
Fill in all required information on the ©
person you wish to submit for v
approval.
Description

Note:

e The person you submitted will go through
an approval process. Once that person has
been approved, an email will be sent to
you.

e You'll now be able to select the person
from the Expert drop-down list and all
their information will automatically
populate.

This indicates who will be responsible for filng 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

= =

First Name  Middle Name  Last Name *

| 1| | | I

SSN/EIN: *  Emai *

1 | |

Phone * Fax

! | | |
Address 1 = City *

{ || |
f«ddres 2 State * Zip*

| | | L]
Address 3 Country

l | | |

Create 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.

Click the Services tab or click Next Sl o= o f RIS (emen o
on the progress bar.
Descrpton
Enter the Date, Hours, Rate, and Add || Remave
Description.
|—- Date Description Mrs  Rate Amt

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

[Cefost ][ <rrevous [ mext> ][ Lests | |_Oelete Oraft |

Click Save.

Click the Expenses tab or click
Next on the progress bar. BasicInfo  Services ) Expenses . Claim Status  Documents . Confirmation

Enter the Date, Expense Type, Experse Tyoe ..
Description and Miles.

Click Add. ’— Expense Type Date  Description

Travel Mies /1M Travel 1olrom meetrg wih defendant

n

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

Page 1of 1 (1 fems)

Click Save. : l—l
[ « Frst ][ < Previeus ][ Next > ][ Last » ] [ Save ] [M!Duh ]
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Creating a CJA-21 Voucher (cont’d)

Click the Claim Status tab or click BasicInfo |/ Services ) Expenses D ClaimStatus / Documents  Confirmation
Next.. 2
Claim Status
Start Date 06/12/2014 | = _J End Date 6/19/2014 | __j
Enter the Start and End Date,
making sure to select the
earliest date of services and ." TS
Fnal Payment
expenses as the Start Date. e ek St )
Supplemental Payment
Select an option under the
Payment Claims section.
D et [t [ <hewon |[ets [ mie ] [ e ]| [osewown]

Note:

e Final Payment is requested after all services have been completed.

e Interim Payment allows for payment in segments, but each court’s practice may differ. 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.

Click the Documents tab or click BasicInfo  ~ Services . Expenses  Claim Status b Documents - Confirmation
Next.. Supporting Documents
File Upload (Only Pdf files of 10MB size or lesst)
Click Browse to select a PDF file Fle » Browse
to attach. Desaption
Upload
Click Upload. St S M S—

Note:
All documents must be submitted in PDF

format and must be 10 MB or less.

[ «PFrst ” < Previous ][ Next > ][ Last » ] [ Save ] [ ]

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.

_Attention: The notes you enter wil be Jvalstie to the next approval level.

. . . . Publc/Attomey | 2
Verify all information is Notes
correct.
Select the affirmation | 1 swear and affirm the truth or correctness of the above statements )
check box. This will Date: 6/19/2014 9:28:36 0 Submit
automatically time stamp
the voucher. [ «Frst || <Previous || Next> || tast» | | save | | Odetetraft |

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 Appointment

Page if you wish to create an
additional document for this
appointment.

Your voucher has been submitted for payment. You wil receive a notification if we need more detals.
Please keep the following voucher number for your own records:

0101.0000154

To growp by a particuler Header, drag the column to this area, Search:
Select the file. »
Case Defendant Type Status
L 14CR-03302-AA Wendy Wison (= Cla-21 Submutted to Attormey
061272014 Clamed Amount: 166.80 Gna Gabried F 01010000154
06/192014 Weapons Frearms Explos.... A

Navigate to the Confirmation tab.

Verify all information is
correct. Publc/Attomey
Notes

Altertors: The rotes you erder wll be avadabie 1o the next apcrovyl level

Certify the information by
selecting the certification

check box. This will i / Approve 8 Reject
automatically time stamp Date: 6/19/2014 9:43:24 . as ALSd LS
the voucher.

Step [=hst [ <Prevous [ Next> J[ tasts | oo ] [ ]

Click Approve.
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Submitting an Authorization Request for Expert Services

Open the Appointment record.

Create New Voucher
Click Create from the Authorization template. AUTH

Authorization for Expert an

iCES
FVILCS

The Basic Info screen will open.

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

p Basic Info Documents Confirmation

Basic Info

1. CIR/DIST/DIV.CODE
0101

2.PERSON REPRESENTED
[lebediah Branson

[VOUCHER NUMBER

3 MAG. DKT/DEF NUMBER

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

S APPEALS DKT/DEFNUMBER 6.OTHER DKT DEFNUMBER

7.IN CASEMATTER OF(Case Name)
JUSA v. Branson

8. PAYMENT CATEGORY

[Felony (including pre-trial diversion

of alleged felony)

9. TYPE PERSON REPRESENTED
Adult Defendant ICriminal Case

10. REFRESENTATION TYFE

11. OFFENSE(S) CHARGED

15:1825.F INSPECTION VIOLATION PENALTIES

110 Main Street
[San Antonio TX 78210
Phone: 210-833-5623

12 ATTORNEY'S NAME ANDMAILING ADDRESS
|Andrew Anders - Bar Number: 12345

13. COURT ORDER
[]A Associate [7]€ Co-Counsel

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

[Prior Attorney's Name

14. LAW FIRM NAME ANDMAILING ADDRESS

| Appointment Dates
[Signature of Presiding Judge or By Order of the Court
Albert Albertson
te of Order Nunc Pro Tunc Date
3/32014

Repayment || VES [/]NO

Basis of Estimate [
e
Service Type | v]-
Requested Provider | ]
=i ][ <prevows |[Next> |[ stz | [ Soe | [ Deewoor |
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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
Reque

Order Date

Nunc Pro Tunc Date

Repayment []

Estimated Amount $ 8000.00 | 4

Authorized Amount $

Basis of Estimate | 100 hours at $80/hour
D ints
Service Type I Investigator Vl =

Requested Provider lJohn Doe |

[Cerat || coevom || nest> | tmts | | | Sove |

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 Description field. add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie Browse
| Descrption | | |

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.

Upload
Description Delete  View
Proposed order Calete Viaw |
Affidavit in Support of Expert Service Request Ce'ete Vigw |
Expert's Curriculum Vitae Ca'ate Viaw

[ <Frst || <Previous || Mext> || Last» | [ save | | Delete Draft |

B Click Save.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015




CJA eVouchers for Attorneys | 40

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 avalable to the next approval level,

Public/Attomey
Notes

[v] I swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | 0 Submit
| «Frst || <Previous || Next> || Lasts | | Save | | Delete Draft |

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 wil receive a notification if we need more detais.
Please keep the following voucher number for your own records:

0101.0000152

Back to:

oo e |

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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