Importing Service Entries into eVVoucher from a .csv File

As of December 2021, eVoucher allows attorneys to import services entries from a .csv
file instead of entering each line manually. A .csv file is a simple text file common in spreadsheet
applications. When using this function, it is best to import all services entries from the .csv file
into a new CJA 20 voucher; as importing additional entries to a partially completed voucher will
overwrite already entered entries. Court staff are not responsible for helping attorneys create or
download .csv files.

Attorneys submitting a CJA 20 or a CJA 30 Voucher must have each of the following
headings in the following order in the .csv file:

Date Hours Description Service Type Doc# Pages

The date, hours, description, and service type columns in the .csv file must be completed. The
information under the Doc# and Pages columns are optional, but the headings are required. Note:
Time entered into the Hours column should be rounded to the nearest tenth of an hour.

STEP ACTION
Enter the service information into the user's preferred time tracking program.

A B [ D E F
1}[pate Hours Description Service Type
2% 9r2raot O 1 Emarlto/from co- ayer rel visitwr lentand need ror preliminary heanng 1oe. Investiganve and other worl
3 9/3f2021 0.2 Attend Arraignment, etcvis Zoom 15e. Arraignment anc/or Flza
1 4 afaf2011 0.2 Travel tima from Other to Newtown to SA for initial appearance and conference 16d. Travel time 3 10
5. 9/5/2021 0.4 Review of court filings as a result of prelim hearing; Copy to Client 16b. Obtaining and reviewing records 6 12
& 9/6/2021 0.5 Recsiving, reviewing and copying to client &ll paperwork &s a result of amraignme 16b. Obtaining and reviewing records 5
7 9/7f2021 0.6 Reoszive & review order scheduling preliminary hearing; Copy to Client 15e. Investigative and other work.
a 9/8f2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16¢. Legal research and brief writing
E] 9/9/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.5.C, 52251, 2253, 16c. Legal research and brief writing
10 8/11f2001 1 Travel from Pgh to 55J [no raturn travel due to travel to IC) on CA ) 15d. Travel time
1 9/12/2021 1.1 Call to codef lawyer X and AUSA re: status of cases and plee ceal 6. Interviews and Conferences
12 3/14/?2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1

13

Note: CJA 20 Service Types include:

20 categories

15a, Arraignment and/or Plea

15h, Bail and Detention Hearings
15c, Motion Hearings

15d, Trial

152, Sentencing Hearings

1a 15f, Revocation Hearings

15z, Appeals Court

15h, Other

16a. Interviews and Conferences
16k, Obtaining and reviewing records
16c. Legal research and brief writing
16d, Travel time

16e, Investigative and other work




1b

Note: CJA 30 Service Types include:

30 categories

(20) 154, In-Court Hearings

(30) 15b. Interviews and Conferences with Client

(30) 15c. Witness Interviews

(30)15d. Consultation with Investigators & Experts
(20)15e. Ohtaining & Reviewingthe Court Record

(30) 15f, Obtaining & Reviewing Documents and Evidence
(30)15g. Consulting with Expert Counsel

(30) 15h. Legal Research and Writing

(30) 15i. Travel

(30)15j. Other (Specify on Supporting Documentation)

Once the data has been entered, save the file as a .csv file to the user's desktop.
Note: There might be multiple .csv extensions available. "CSV (Comma

delimited)(*.csv)" should be selected.

T [ T:» FS> CJA > 65 » Job Aids > External Users > time import

| 0A-20 Sevice_Time_mport

¥

Excel Workbcok (*.lsx] = 5 save

Excel Maco-Enabled Workbook (" xsm)
Bxcel Binary Workbook (*xlsb)

Bxcd 97-2003 Workbook (“xls

9 s/ UT-2(Comma delimited) (*csv)
XML Data [*xml)

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

Bxcd Template (“xltx)

Bxcel Macro-tnaoled Templats (" xItm)
Excel 97-2002 Template [*xlt)

Text (Teb dedimited) (*bxt]

Unicode Text *.trt)

XML Spreadsheet 2002 (*.xml)

" itk <)

CSV (Comma datmitad) (“cev)

P o)

Text(Macintosh) (*xt

Log into eVoucher using your Single Login email address and password and
navigate to the First Circuit using the "Accounts" drop-down menu.

Click on the relevant appointment.

Appoinunents

Defendant

e 1il3-CF
Defandart
Case Title: USA v. Brarson
Altorngy; Andréw Anders

Case Title: USA v. Walson
Attornzy: Andrew Anders

Defendant: Jebediah Branson
Representazion Type: Criminal Case
Order Type: Appainting Counsel
Order Date: 03/03/14

Pres. Judge: Aert Alerson
Adm./Mag Judge:

Defendant: Thomas Watson
Representaon Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 03/03/14

Pres. Judge: Albert Albertson
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Click on "CJA 20 Create" on the left-hand side.

Home  Operations

Create New Voucher
AUTH

Authaorization for Expert and
other Services

AUTH-24 Create
Authaorization for payment of
transaript
BUDGETAUTH  Create
Authorization for Excess
: Exper
Create

sntment of and Autharity
f Court-Appainted

CIA-21 Lreate
Authorization and Voucher for

Click "Import Service Entries (.csv)" on the left-hand side under "Actions."

vl Date

& Services: 30.00 -

Tasks

Link To Appointment
Link To Representation

Form CJA20
Defendant Detall Budget




Click the "Import Service Entries (.csv)" button.

Basic Info b Services Expenses Claim Status Documents Confirmation

Services

‘evouchar now provides the ability to import service time entries exported fro: d n Camma Separated Values (CSV) format. The CSV file must contain all raguired columa headings and
data typss. r

wicher wil be verswitten with the cantents of the imparted C5V Fle.

THPORTANT: o start with a blenk voucher, Otherwise,

3 hddtonal Infarmation

Dze 8/6/2021 | =23 Dascrimon

sssss Type .

Doc.# [ECF) Pagas -
Hours [ |° stsas2.00 perhour ["2dd ][ Femove |

Ta group by » particalar Header, dreg the column to this ares.

Service Type Date | Description Hes Rate | Amt

(Empty)

Select the appropriate .csv file and click "Open™.

4|« Etemal Users > time impart v o
Organize * Nesw folder - ™M @

B Doy A R Dite modified e

= Documents 3] 1k 30 Service Time Import csu /572021 1001 AW

& Downlcads

B Music

= picture:

B videos

& Lecal Disk iC)

= TempShare (Viac

= traindey (jungl |,

File neme || Microsoft Excel Comme Separa

The user will receive either a success message or an error message.

Service entries have been updated!
13 entries hawe been successfully added from (4-20 Senvice Time Impoit_comect.csv and saved to the services table below. Click hers to view a report for the entnes imported.

o Import failed.
5 errors were found in CJI4-20 Service Time .’mpot?.csvduring imporl process. No data was updated. View Repo_rt. Correct errors and try_again.
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If a success message is received, the data in the .csv file has been successfully
uploaded to the voucher. Review to ensure that the data is accurate and compete,
and then continue to complete and submit the voucher in the usual course.

11

If an error message is received, click on "View Report".

Import failed.
| o 5 errors were found in €J4-20 Service Time Import. csv during import process. No data was update ew Report. Forrect errors and try_again.




12

Use the report to make corrections in the original .csv file. Resave the .csv to the

user's desktop.

® Errors Only O Full Report

Person Represented: Jebediah Branson

Row Errors e [Hours [Description [Gervice Type Pages
Row3 || |Description is missing; 2/2021 o2 i5a. and/or Plez

Rowd__|| |Hours is missing; 11/2021 [Test 16C. Legal research and brief writing

Row 10 %E: 'Egcn?'“’ﬁ‘isct‘g?u"e“g"f;‘;( value orly; Pages  [i15 5001 lo.o st 15¢. Motion Hearings -
Row 11 J |Date is missing; H 1 |Test: 16d. Travel time

Row 12 || [Description has invalid characteris): 142021 1.1 [Test<> 16a. Irterviews and Conferences
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Return to the "Service" tab in eVoucher and click "try again™ in the error message,

following the same steps as above.

o Import failed.
5 errors were found in CJ4-20 Senvice Time Import.csv during import process. No data was updated. View Report. Correct errors an

try again.




