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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, firm associations and
applicable CLE credits.
o Allows for submission of holding periods or a specific amount of time taken off for medical leave, vacation, etc.

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

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.

Some Courts may send a proposed email to the Attorney, awaiting acceptance of a specific case.
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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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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

Appointments’ List

My Proposed
Assignments

My Submitted
Documents

My Service Provider’s
Documents

Closed 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.
Quick reference to all your appointments
Cases will appear in this folder if an appointment has been proposed to you and you
have not accepted or rejected the appointment.
Contains vouchers for yourself, or for your service provider, which have been submitted
to the court for payment. Documents submitted to the court requesting expert services
or interim payments will also appear in this folder.
Contains all the vouchers for your service providers.
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
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

Breadcrumb Navigation

Attorney login

Menu Bar . .
confirmation

Home Operations Reports Links Help logout

> Home

Welcome Andrew Anders [Attorney)

'V
=
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

e
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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 !gg! 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.

B 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.

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 Add atime period in which you will be out of office (Holding Period) so as to not receive new assignment.
e Document any CLE attendance (Continuing Legal Education section).

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 ||
= Home Contact UQ{'- Welcome Andrew Anders (Attorney)

Privacy
Welcome Andrew Anders:
A I l ORNEY My Appointments:  View
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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 Ir!fo 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:
BI"mg Info - Andrew Anders l:l
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.

Changing My Profile Username and Password

= Help = My Profile Welcome Andrew Anders (Attorney)
Und.er the. Logln. Info Login Info . =7
section, click Edit to Your Login information Usertiame Anders

change your
Password.

To change your Username,

> Help > My Profile Welcome Andrew Anders (Attorney)
type the new Username
and click change_ 1t will Login Info Username Anders change
show “The Username has Your Log information Passiord «xex reset

been changed.”

To reset your password,
click reset.
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Type the new = Help = My Profile
password and retype it

Login Info

. . . Username Anders change
in the Confirm field. Your Login information password seeeses| « Strength:Strong
Confirm *
. I Reset I
Click Reset to \_‘
save.
> Help = My Profile Welcome Andrew Anders (Attorney)
Click Close to exit Login Info Username Anders change
the Login Info feten Passord ==+ feset
section.
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Attorney Info

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

Make any necessary
changes.

Click Save.

CJA eVouchers for Attorneys | 10

Attorney Info

Your persona

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:

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.

Bar Number

Tax Identfication Nurrber:
SSN: | 888-44-6666
Confirm: | 888-44-6666

Last Name

Save

First Name Middle
Andrew H Anders
Main Email

deadmail@support. aotx. uscourts. gov

2nd Email

_-3rd Email
Phone Cell Phone Fax
210-833-5623 {
Address 1 City
110 Main Street ‘Sanhntonm
Address 2 State Zp
[ TExas v| [78210
Address 3 Country
[ UNITED 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.
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Billing Info

£

Bi\g Info Your default biling info is: Select ‘
Andrew Anders

St R0 N0 recoras Biling Code:0101-000001 Add
110 Main Street

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.

Billing Info Biling Type: Save
lict » silable b fo record ®) Seff-Enployed
Firm
A t
Make any R
necessary -
|¥| Copy Address from Profile
changes and
click Save. Name:

Ehone: ] Fax:
210-833-5623 \

Address 1:
110 Main Street
Address 2:

Address 3:

City: State: Zip Code:
San Antonio | [Texas v/|[78210

Eountry: o V - o )
UNITED STATES v
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Biling Info

List all available biling info records

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

Biling Info

List all available biling info records

Note:

Billing Type:
O se F-Employed
® Firm

" .
\_J) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fa:

CJA eVouchers for Attorneys ‘ 12

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V||

Country:

| UNITED STATES

vi

Billing Type:
Ose f-Enployed
f: Firm

Py .
(®) Associate

Save

Biling Code: |0101-000001

| | Verify I

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - UsS

Phone: 210-833-5623
Fanx:

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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Holding Period

Holding periods can be used for medical leave, vacation, etc. During this time you will not be given a new assignment.

In the Holding Period section, click View.

Holding Period No info has been stored.

Please dlick VIEW to type your info.
E Click Add.

Holding Period

[CBack ] | J[[Caea 1]

, o
Starting Ending

Mo Holding Period

o data

Enter the Starting Date and Ending Date, along with any applicable Notes.

Holding Period (B ] | [ooe ]
Starting Date Ending Date
lo7/11/2014 |2 |os/012014 |

Hotes

Vacation Cru'rse.|

B Click Save.
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Continuing Legal Education

Under the Continuing Legal Education section, click View to access your CLE information.

Continuing Legal Mo info has been stored.
Education Please dick VIEW to type your info.

To add CLE information, click Add.

Continuing Legal
R = ]| [Cad ] | [

!"ﬂl:'l
Fls Credit Date [,

Sabject

Yo Gontning Legal Educaton

e data

Click the Credit drop-down menu to select CLE categories.

Continuing Legal

[CBac] EETE
Co— ==l

Credit | Sentendng-rel | |
Date o500/2014 | TH
Houwrs [0

Descriphon

Document After you save the informabion about Bes Conbinuing Education, you will be able to upload related documents,

Enter the Date, the number of Hours, and a Description.

Click Save.

Note: After information is saved, you'll be able to upload related PDF documents.
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Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

| Back | | save |

Credit | Sentencing-re
Date [05/15/2014 | ]
s [0

Descripkion

______1
Document | I rowee. ]
|

E Click Save.

All entries will be appear in the grid and can be accessed, edited, or deleted by selecting the entry and choosing an
action button.

mme (o [)] C []

Files Credit Date Hours. Subject
o SEntend... 05/15/2014 o

1 Page 1 of 1 (1 items)
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Appointments’ List

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

Appointments Defendant
Click th b b
| num r ) 7 =
X ¢ I'ekcslse u the Case Titie: USA v. Branson o wmomammm
eriink to open the H :
yp . p Attorney: Andrew Anders Pres. Judge: Abert Abertson
Appointments page. Adm.Mag Judge:
Case: 1:14-CR-08305-AA Defendant: Jebediah Branson
Defendant =: 1 Representation Type: Criminal Case
2% Order Type: Appointing Counsel
Case Title: USA v. Branson >
Attorney: Andrew Anders Order Date: 12/21/10
Pres. Judge: Albert Abbertson
Adm. Mag Judge:
Appointment Appointment Info
S e : T CIR, DAST DXV CODE 3 PERSON RITRESENTED FOUCIER NUMBIR
View 101 ebediah Branson
3. MAG. DKT DEF NUMBER 4 DEST. DKT DEF NUMBER £ APFEALS. DKT DEF NUMBER 6. OTHER DKT DEF NUMBER
Representation 1:13-CR-06805.1-AA
T IN CASEMATTER OF(Case Nas) EPA“E_\’I’CAT!OO&\' 9 TVPE PERSON REPRESENTED 10. REPRESENTATION TYPE
USA v. Braasoa eloay (includmg pee-trial diversion |, 4 1 Defeodaat Crizinal Case
of alleged felony)
7 11 OFFENSE(S)
! 151825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13, COURT ORDER
Create New Voucher Andrew Anders . Bar Number: 12345 [T1A Avsociate []€ CoCommt
Attorney CJA 20 AUTH e i (] Se8s for Fotural Dvfender (/0 Appeiating Cosssel
Authonzaten for Expert and other hone 210-833.5623 [C]7 Subs for Fanel Amorney  [T]R Sabs for Retained Antorney
Voucher Services 2 ;. i s
Template Am-24 Sreate proe Anevess Yame
24 '4 e oY O Yo Dates
\:ﬂ:)l\-lo .  Presiding Jodge or By Order of the Conrt
Appoiniment of and Authanty to Pay 14 LAW FIRM NAME ANDMAILING ADORESS moﬁmm Nusc Pro Tusc Date
Court-Apponted Counpel 332014
CIA- 21 ggg_[g Repament [ ]VES [7]NO
A Sscnion g0 Youber fox e Group Header Bar
Expert CJA 21 e —m R "
Voucher : nent for ¢ ":: "J'f Caem To group by a particular Header, drag the column to this area. > Search: [l
Template Compensation Maimur: District Coxrt Case Defendant Type Status
TRAVEL Create LA A Jebedizh Branson (¥ 1 CIA-20 Submitted to Court
Autherizaton foe payment of Trave » 0JON014 Claimed Amount: 778.40 Andrew Anders S/ 01010000001
Erc 06052014 IN T 1
L 14-CR-Q8805-AA- Jebediah Brangon (= § AUTH Submitted
S 4B Glmed Amoxnt: 1,000.00 Chemist, Tooseslogist /Sy
Detailed > ot
L14CR-Q8806-AA- Jebediah 8r: 21 AUTH-24 . Voucher Closed
Payment Reports Defandant Detad Buxdget Report Sear: 06042014 Muq:::‘o,oo e 0101.0000026
Detad budget nfo for defendant ne 06042014 Approved Amount: 0.00 =
1:14.CR-08305-AA- Jebadiah Branson ( | .
Defendant Summary Budoe Report 0?-‘19%‘ Gmd"‘::?&m f:é\l'oo ‘ vl
Totals only of budget info for Ends RS04 Hair, Fber Expert
fendant 1:14-CR08905-4A- Jebediah Branson (= ClA-24 =5 vm Entry
ot 0602014 Clamed Amount: 0, 00 Teress Transcrpts
All vouchers o a ik s ;
1 i 1:14-CR 08805-AA- Jebediah & =1 -
associated with LA Gamed Amount: 0.00 it ™
this case are
. Jebediah Brangon (= | CIA-24 tome
dISplaved. Clamed Amount: 14.50 Teresa Transcripts / m
1 Page 1of 1 (7 items)
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View Representation

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

e Presiding judge
e Magistrate judge
e Co-counsel

e Previous counsel

From the Appointment page, click
View Representation.

Appointment
In this page you wil f
sumn / )

Help logout

Representation Info

1. CTELTIST.TIV.CODE 2_FERS0N REFRESENTED [(VOUCHER NUMEER

101 [Jebadiah Branzon
A MAG. DETDEFNUMEBER 4. DIST. DKT.DEF NUMEER £ AFFEALS. DKT/DEF NUMEER 6. OTHEE. DKT.DEF NUMEER

) 1:14-CR-08805-1-AA
7.IN CASE/MATTER OF(Case Name) B PAYMENT CATEGORY 0. TYFE FERE0N FEFRESENTED 10. REFRESENTATION TYFE
Reports [USA v. Branson Felonry (including pre-trial diversion [, 1 1y fondant Criminal Case
jof allegzd felony)
Representation Report 11. OFFENSE(S) CHARGED

15:1823 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESITING JUDGE MAGISTRATE JUDGE DESIGNEE
50000 00 Albert Albertzon
AppID Attorney Order Type Order Email

2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aoty. 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 o Pay
Court-Appointed Counsel

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

p Basic Info Services Expenses Claim Status Documents Confirmation

Basic Info

1. CIR/DIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER
1 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
1:14-CR-08803-1-AA
Voucher #: 7.IN CASEMATTER OF(CaseName) | 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
A - [Felony (includin; -trial diversi it
: 6/11/2C [USA v. Branson cloay (including pre-trial diversion [, 4 4 Defendant Criminal Case
= TR ) Jof alleged felony)
End Date: 6/11/2014 -
11. OFFENSE(S) CHARGED
) i = 15:1825.F INSPECTION VIOLATION PENALTIES
Services: $0.00 12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12345 [[]A Associate [[]€ Co-Counsel
( —es = ;xmér;;t{ o0 []F Subs for Federal Defender [/] O Appointing Counsel
P‘ho;le' 210-833 5‘6:3 []P Subs for Panel Attorney [ | R Subs for Retained Attorney
= []¥ Standby Counsel
Reports [Prior Attorney's Name
i Dates
Defendant Detail Budaet Report |Signature of Presiding Judge or By Order of the Court
Detail budget info for defendant 3 = Albert Albertson
14. LAW FIRM NAME ANDMATLING ADDRESS ate of Order Nunc Pro Tunc Date
S 13/32014
orm CIAX Repayment [ | VES [/]NO

Defendant Summary Budget Report

Totals only of budget info for
et Payment Info

Preferred Payee | Andrew Anders Vv

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

12345 -USA

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

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

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



CJA eVouchers for Attorneys | 19

Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

—

| Basic Info Services Expenses Claim Status Documents Confirmation

« First < Previous Next > Last » Save Delete Draft

/’//’-7

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 Atany 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
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.

C] Basic Info ) Services Expenses Claim Status Documents Confirmation
Attorney Enters —————
Services
Date - 25 Description
Service Type l B *
Doc#®F) [ | pages [ | !
Hours :] = at$126.00 per hour, Add

* Required Fields

Service Type Date Description Hrs Rate Amt]
Reports
Defendant Detail Budget Report
Detail budget info for defendant
Form CJA20
Defendant Summary Budget Report
Totals only of budget info for No data
defendant
[«First ][ <Previous ][ Next> |[ Last» | [ save | [ DeleteDraft |
Enter the date of the service. The .
default date is always the current Services
date. You may type in the date or Date | - ﬁ Description
click the calendar icon to select a
date from the pop-up calendar. SerwcR TyDe 4 ne 2014
Doc.# (ECF) l:- Su Mo Tu We Th Fr Sa
s [j » 1 2 3 4 5 6 7
* Required Felds " > @ = 3 4
» 15 16 17 18 19 20 21

Service Type

» 2 23 24 25 26 27
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Services (cont’d)

From the Service Services
Type drop-down Date 6/11/2014 | = Desaription
menu, select the Service Type || |
service type. Doc.# (EcF) | 'n Court Services ’\‘
a. Arraignment and/or Plea
Hours
Note: e 1 b. Bail and Detention Hearing
Requir eds
You may add dates in any order. You ¢. Motion
can sort in chronological order at any d. Trial

time. Service Type e. Sentencing Hearings

Enter hours of Services
o e —
service in tenths J11/20 Description it i
of an hour. Service Type  a. Arraignment and/or Plea v . arraignment of Defendant.
Dox. # (ECF) Pages ' ’ ! 5

Hours 0.5/%  at$126.00 per hour. Remove

Enter a ¥ Required Meds
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

Diate '6{1’..1'2]1¢ | " __‘_-i-j Desscription | 3
Senvice Type s }
Doc. = (ECF) I 1 Pages ] .

Heurs * b §126.00 per hour, Remaove

" Required Falds

Service Type Date Description Hrs  Rate  Amt
5. Arrmgneart and/or Paa 06/11/2004  First appaarance and armaagneant of Defendant 05 126,000 £3.00

1 Page lc}fi{libﬁl

| st || <Previous || Mext> || Lasts | [ save | | DeleteCraft |

Step 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 6/12/2014 | =28 Description

Expense Type L = ; 3

Miles [ ] ats0.5600 per mile. *

Amount Ij | Add || Remove

* Required Fields

g the column to this area
Expense Type Date Description Mile Rate Amt/
No data
«First |[ < Previous |[ Next> |[ Last» | [ save | [ Delete Draft |
From the Expense Type drop-down Expenses
menu, select the applicable expense. Date 6/12/2014 | ==
Expense Type ||| v [
Miles Travel Miles
Amount Travel Misc.
* Required Fields | Fax
Long Distance Charges i
’ , Photocopies "

: aype i Postage

Other Expenses

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

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

Enter a description in the Description field.

* Required Fields

Expense Type Date Description

Expenses

Date [_6712/2TI . E Description Travel to and from Court]

Expense Type  Travel Miles v, |

Miles * 3t $0.5600 per mile. 2
Amount I Add I Remove

Mile Rate 3

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

Dste - Descrpton
Expense Type )

Miles [ ]= ate0.5600 per mile.

Amount

* Required Fields

| Add || Remave]

Expense Type Date Description Mile Rate Amit
Travel Miles 06/12/20... Travel to and frorm Court 20 0.5800 11.20
1 Page 1 of 1 (1 items)
[ «First || <Previous || Mext> |[ Last» | [ save |
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Entering Expenses (cont’d)

Notes:

e |If 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

o [opam |2 Descton

Expense Type | v -

Miles at $0.5600 per mile. 2

Amount |:]- [ Add “ Remove

* Required Fields

Expense Type m Description Mile Rate Amt
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  11.20

1 Page 1 of 1 (2 items)

| «First || <Previous || Next> || Last» | | save | Delete Draft
E Click the Date column header. This will sort expenses according to date.
B 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/for 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  |06/11/2014 | * =1 EndDate  6/12/2014 |*
Payment Claims
Final Payment .
2| (payment =) *

@) Interim Payment
Supplemental Payment

1. Have you previously applied to the court for compensation and/or reimbursement for this? o Yes No

If Yes, were you paid? ®) Yes No
2, Other than from the Court, have you, or to your knowledge has anyone else, received payment Yes ®no
{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.
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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.

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.

26

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 eVoi Browse...

Description  [Copies of receiptd 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 lesst)

File Browse...
Description | |
Description

{

L
B

Copies of receipts

| DeleteDraft |

| «Frst || <Previous || Next> || Last» | [ save

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.

CJA eVouchers for Attorneys

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

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

Confirmation
1. CIR/DIST/DIV.CODE 2.PERSON REPRESENTED {'OUC‘HER NUMBER
101 ebediah Branson
3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER S APPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER
1:14-CR-08805-1-AA
7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10.REPRESENTATION TYPE
[USA v. Branson [Fetony (including pre-trial diversion |, 4y, 1yoon gans |Criminal Case
Jof alleged felony)
alleged felo

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

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

110 Main Street

[San Antonio TX 78210

[Phone: 210-833-3623

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

[ ] Subs for Federal Defender [/] O Appointing Counsel

[]P Subs for Panel Attorney || R Subs for Retained Attorney
[]¥ Standby Counsel

14 LAW FIRM NAME ANDMAILING ADDRESS

Andrew Anders TIN: *35.#5.6789
123 Legal Bivd. South

AnyTown DC 12345 USA

[Phone: 888-555-4000

[Fax: $88-535-4001

[Prior Attorney's Name

|Appointment Dates

|siznature of Presiding Judge or By Order of the Court
Albert Albertson

IDate of Order ‘Nunc Pro Tunc Date
[3:32014

Repayment [ ] VES [7]NO

Ifyes, were you paid? [ YES [] NO

any other source in connection with this representation? [ YES
I Swear or affirm the truth or correctness of the above statements.

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
RS Hours | JOTAL | anwustep | anvusteD :
CLAIMED C‘t‘g’g HOURS AMOUNT REVIEY
15.]a. Arrai and/or Plea 03 $63.00
b. Bail and Detention Hearing 0 $0.00
¢. Motion 0 $0.00
d. Trial 0 0.00
e. S ing Hearings 0 0.00
f. Revocation Hearings 0 0.00
g Appeals Court 0 0.00
h. Other 0 0.00
Totals 05 $63.00
16.|a. iews and C 0 0.00
b. Obtaining and Reviewing Records 0 0.00
<. Legal Research and Brief Writing 0 0.00
d. Travel Time 0 0.00
e. Investigative or Other Work 0 $0.00
Totals 0 $0.00
-, |Travel Expenses (lodging, parking, meals,
17 $11.20
mileage, eic.)
i3 ther E.xpenses (other than expert, $15.00
ranscripts, etc.)
GRAND TOTALS $30.20
(CLAIMED AND ADJUSTED) =
19. CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE [20. APPOINTMENT TERMINATION DATE IF OTHER 1. CASE DISPOSITION
AN CASE COMPLETION
FROM: 61212014 TO: 61122014 r
b2 cLADMSTATUS [] Final Payment [] Interizm Payment (=) [ Supplemental Payment

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

Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation of anything of value) from
[[] NO  Ifyes, please attach supporting documentation

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

[3.IN COURT COMP. 4. OUT OF COURT COMP. 'S. TRAVEL EXPENSES [26. OTHER EXPENSES [27. TOTAL AMT. APFR/CERT.
150.00 50.00 $0.00 50.00 50.00
|28. SIGNATURE OF THE PRESIDING JUDGE [DATE [28a. JUDGE CODE
[20.IN COURT COMP. ).OUT OF COURT COMP.. 1. TRAVEL EXPENSES |32. OTHER EXPENSES |33. TOTAL AMT. APPR/CERT.
130.00 50.00 50.00 50.00 30.00
|34. SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR DELEGATE) Payment approved in IDATE 142 TUDGE CODE
|excess of the statutory threshold amount

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

Public/Attorney
Notes

Date:

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

&
%

[sFist_][ <Previous |[ Next> |[ Last» | [ save

[ DeleteDraft |
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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/ Attomey
Notes Motes

| Iswear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | O 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 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.
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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.

highlighted in gold.

B My Submitted Documents

To group by a particular Header, drag the column to this area. Seud\:[
Case Defendant Type Status
1:14-CR-08805-AA- Jebediah Branson (# 1) CJA-20 Submitted to Court
S 06/12/2014 Claimed Amount: §9.20 Andrew Anders /01010000150
End: 06/12/2014

: -AA- Jebediah Branson (= 1) CIA-20 , Submitted to Court

S 0300372014 Claimed Amount: 778.40 Andrew Anders ’
£nd: 06/05/2014 INTERIM PAYMENT 1
1:14-CR-08305-AA- Jebediah Branson (# 1) AUTH _» Submitted to Court
S 04/02/2014 Clamed Amount: 1,000,00 Chesmist, Toxicologist // 0101.0000002
End: 01/01/1900

1 Page 10f 1 (3items)

Notes:

e If a voucher is rejected by the court, it will reappear in the My Documents section and will be

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.

J L0

e The Services and Expenses will tally as CJA-20
entries are entered into the voucher. Deplifey

Redirect Workflow

Link to CM/ECF

Voucher #: 0101.0000150

I

© services: $63.00 -

9 Expenses: $26.20

O services: $63.00 =

e Expand the item by clicking the down S ot Saech

arrow (v) to reveal specifics. Service Hours
Arraignment and/or
Plea

Bad and Detention 0
Hearing
Motion Hearings 0
Trial 0
Sentencing Hearing 0
Revocation Hearings 0
Appeals Court 0
Other 0
H)

Totals 0.

Out of Court Services
Service Hours
Interviews and
Conferences
Obtaining and
Reviewing Records
Legal Ressarch and
Brief Writing
Travel Time 0
Investigative and 0
Other Work

Totals 0.0

[$] Expenses: $26.20

Travel
Expense Type
Travel Miles
Travel Misc
Totals

Expenses

Expense Type

Fax

Long Distance Charges
Photocopies

Postage

Other Expenses

Totals
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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 Defendant Detail Form CIA20
Budget Report and the Defendant Summary e
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 Faas Expanzes Tokal After Approved | After Approved
Trawsl Crthar Trawel Other 4nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
022372015 to 00232015 | 0101.0000001 30.00 30.00 +0.00 50000 §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 $1.00 .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 +1.00 .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 Faas 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

“Dioas not Includs Travel Auth

Trursday, Movember 05, 2015 - Wer. 1.1
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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 C 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 ExF“. 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 1061
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Creating a CJA-21 Voucher

From the Appointment page click Create from
the CJA 21 Voucher template.

Autharization and Voucher for Expert
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

1 CIR. DEST DIV .CODE 2 FERSON RIFRISENTID NOUCKIR NUMSER

P101 Wendy Wilsen

3 MAG DKT DEF NUMBER 4 DIST DKT DEF NUMBER £ AFPFEALS DKT TNF NUMBIR 6 OTHIR DKT DEF NUMBIR
1 14.CR.O8802.2.A4

T IN CASE MATTER OF (Case Name) §. FAYMENT CATEGORY #.TYPE FERSON REPRESENTED 10 REPRESENTATION TYPE
Feloey (including 2

JUSA v. Wilson et al o;-m I's;&__c\,; pre-trial diversion |, 4 Defeodant ICriminal Case

et sered

11, OFFENSE(S) CHARCGED

18:134530F I.\'CO.\!_E TAX. FALLL’?.E TOFILE -

EXCESS FIx Ly PRESIXNG JUDGE lmcxmun JUDGE I'uncxn

$.$00.00 Abert Albertson
Authorization Selection

You can select 3 Previous Authorization Request, request & New Authorization o dick the “No Authorization Required”™ button if under the
statutory kmit,

Ho Authorization Required

[ =Fest ][ <previous || Next> || tasts | [(oee=an]

Refendant Summary Budont Repoet
Totals crly of budget info for
defendant

Referdant Detad Budaet Repoet
Detal budget nfo for defendant

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 | [TF your voucher compensation is under
the statutory limit and does not require

Authorization Required.
prior authorization.

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

Use Previous Authorization _]
Select this option to display a list of
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
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:

Only experts registered with the service type selected will appear in the drop-down list. If you wish to submit a

35

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

Mew Voucher Information

Service Type

Description

Voucher Assignment  *
This indicaties who wil be responsibile for fillng 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 g

Expert Info Gina Gabriel

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

Create Voucher

Voucher Assignment *
This indicates who will be responsible for fling the voucher daim part

Voucher Assignment (| Attorney @ Expert
This indicates who will be responsible for fling the voucher daim part

person for approval, steps on how to add an expert are on page 36.

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




CJA eVouchers for Attorneys | 36

Creating a CJA-21 Voucher (cont’d)

E Click Create Voucher.

Notes:

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

e If the Expert you selected is authorized to use eVoucher you are done at this point and 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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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
Assignment should be on the Attorney

option.

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

Click Create Voucher.
8

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.
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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 v
Description

Voucher Assignment  *
This indicates who will be responsible for filing the voucher dlaim part

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

Expert [N V|

First Name Middle Name  Last Name *

SSN/EIN: *  Emai =

Phone * | |Fax ]
Address 1 = ] [Citxr . ]
Address 2 State = fip*

| | |
Address 3 Country

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
on the progress bar.

Enter the Date, Hours, Rate, and
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.

Bazic Info P Services Expenses Clsim Stakus Docwments Confirmation

Services
Diake & e . _,- Descrgmen
P -
Rate .
Add || Remow

P ot
afrst |[ <Previcus || Mext> || Laste | [ Dlete Crafe |
Basic Info Services  F Expenses | Claim Status  Documents Confirmation
Xpenses
Oate b5 | = j Descripsion
Experse Type v .
ey = %50, 5500 par il
=
Expense Type Date [Description Mile  Rate  Amt
Trirvsl bilas B6/1/I018 Triesl iV rmmtrsy ret, dabanciet ¥ S0 1680
| |
1 Fage 1of 1 {1 Aemsl
et ] [CePreves | [Cret> | [ uasts | e ] [(oeean |
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Creating a CJA-21 Voucher (cont’d)

Click the Claim Status tab or click Basic Info Services Expenses P Claim Status Documents Confirmation
Next.. -
Claim Status
Start Date 06/12/2014 | = _J End Date 6/15/2014 | __'J
Enter the Start and End Date,
making sure to select the
earliest date of services and ':"""t e
Fnal Payment
expenses as the Start Date. iRl Coyme 9
Supplemental Payment
Select an option under the
Payment Claims section.
m Click Save. o | [ <meiom J[hes J[ets ] [sow ]| [cemsonh]

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 C|iCk Basic Info Services Expenses Claim Status b Documents canfirmation
Next.. Supporting Documents
Fie Upload (Only Pdf fles of 10ME size or lesst)
Click Browse to select a PDF file - Buoac:p
to attach. Daepte
Upload
Click Upload. T ——— e

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

[ =Prst || <Previous |[ Mext> || Last= | [ sawe ] | |

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.

Akterbon: The notes you ender will be avadable to the rext spproval level,

. . . . Publc/Attorney | |
Verify all information is Notes
correct.
Select the affirmation | I swear and affirm the truth or cormectness of the above statements 5 h 't
check box. This will dtaledubihi O =uomit
automatically time stamp
the voucher. [ «Frst |[ <Prevous |[ Mexts |[ Last= | [(save ] [ oeeteoaft |

E 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 Your voucher has been subritted for payment. You will recerve a natification if we need more detads,

Page if you wish to create an
. A Meaze keep the followang voudher number for your own reconds:
additional document for this
0101.0000154

appointment.

Home Page
Appointment Page

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

Select the file iroqa.nbvapamlaheade.dwgmezokmtovuare& Search: | ]
Case Defendant Type Status
1:14-CR -Q3802-AA - Wendy Wilson (= 2 ClA-21 Submtted to Attorne:
06/12/2014 Claimed Amount: 166.80 Gina Gabrid S 01010000154 :
06/192014 Weapons Frearms Explos... NA f“g ]

Navigate to the Confirmation tab.

Verify all information is B =
correct I : et you o : e 1o the et aocroval e
Notes
Certify the information by
selecting the certification
check box. This will vl :umu'::"m e / Approve 0 Reject
automatically time stamp Date: 6/19/2014 9:43:24 R R i
the voucher.
Step [ wrst || <Prevous ][ Next> [ Lasts ] [ seve | | ]
8 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.

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.

) Basic Info Documents Confirmation

Basic Info

[VOUCHER NUMBER

1. CIR/DIST/DIV.CODE
0101

2. PERSON REPRESENTED
Tebediah Branson

3.MAG.DKT/DEF NUMBER

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

5. APPEALS. DKT/DEFNUMBER 6.OTHER DKT/DEFNUMBER

7.IN CASE/MATTER OF(Case Name)

8. PAYMENT CATEGORY

[Felony (including pre-trial diversion

9. TYPE PERSON REFRESENTED 10. REFRESENTATION TYFE

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

JUSA v. Branson of atlezed felony) |Adult Defendant Criminal Case
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12345 [[]A Associate [C]€ Co-Counsel

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

[Prior Attorney’s Name

14 LAW FIRM NAME ANDMAILING ADDRESS

|Appointment Dates
[Signature of Presiding Judge or By Order of the Court
JAlbert Albertson

[Date of Order Nunc Pro Tunc Date
3/32014

Repayment [ | VES [/]|NO

Order Date
Nunc Pro Tunc Date

Repayment 1

Estimated A

Authorized Amount $

Basis of Estimate |

Description

Service Type [

Requested Provider |

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

| [ 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
Reque

Order Date
Nunc Pro Tunc Date

Repayment []

Estimated Amount $ 8000.00 | 4

Authorized Amount $

Basis of Estimate | 100 hours at $80/hour
Description
Service Type I Investigator v[ =

Requested Provider IJohn Doe |

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

Click Save.

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

E 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 filkes of 10MB size or less!)
Fie Browse

| Desarption | ] |

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

Supporting Documents

File Upload (Only Pdf files of 1OMB size or less!)

Fie Browse...

Lipload
Description Delete  View
Preposed ordar Calgty Wigw
Affidavit im Support of Expert Service Requast Calete Wigw
Expart's Currigulum Vikss Calats Wi w

[C=Frst || <Previeus |[ mext > Lasts | [ save | | Delete Draft |

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

B 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 nobes you enter will be avadable to the next approval level,

Publc/Attomey
Hotes

[«] T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | ~ Submit
w ——————
| =Frst || <Previous || mext> || Last= | [ save | [ DeleteOraft |

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

0101.0000152

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 Authorizations for Transcripts (AUTH-24)

From the Appointment page, click Create AUTH-24. AUTH-24 Create

Authorization for payment of Tansapt

The Authorization 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.

‘L—g AUTH-24 ¥ Basic Info Documents Confirmation
Basic Info
1 CEK 25T [ ol 1 FERIGEN RIFRIRINTID L CHER MUUBER
g — = SH letadiat, Frmson
Lin%i to LH/ELY T ALAG DT DT FUMEER L DT, T TR XTABIR . AFTIALS DM N7 NUAMIER & OTEIR DGT CXT NCMEIR
1-14-CR08800-1-A4
voucher #: N CARL ALATTUR CF[Case Nama) |8 FAVAENT CATEGORY W TUTE PRELCKY RIFRTSONTIO TE REFRESENT ATHON TVRL
S L plorn (m by pro-trl doomiace ,
LS4 v. Brassoa alleped feiomy} 3dult Diefemdarn I rameral Case
17 CETLNSR () CHARGED
L3 1E2LF INSFECTRORN VIOLATION PFENALTIES
13 ATTORNEY 3 NAME ANTUNIRING ADIRT & B R ORER
Andres Anden « Bar Nomber 12343 [7] & Annciun [} Ca-Commnal
El-lj:lhi"%'l I [ Sabs Fn Tosdorad Duefonader [ O iggaianing Cammsnd
tosh e = -
e T10-855. 433 Finbs T Pt Afirur K faks it Brlasel Aleer
| Sty o
Fries Alorsn ) Neme
| S pirianiment Dnirs
iguans f Presiting Judge s By Order 7 bt Crany
|3 Bt Alwrieon
L LT FTRM MAME ANS LA IWE ADORESS e i Cotar ———
L
Rapwrmans || V13 ] NG

Sepcial Transcript I |
M .In-w |

| Prededuben Oy Dlatermert | Preeeantn de et | Prggecuten Aebuttsl

Wuine: Pro Tune Dakes

[CeFrst [ <Prevous |[ mestz || tast= | [ Deeteonft |

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

Click Save.

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



CJA eVouchers for Attorneys | 46
Creating an Authorization for AUTH-24 Transcripts (cont’d)

Click the Documents tab or click

Bazic Info ¢ Decuments Confirmation
Next.

Supporting Documents

File Upload {Only Pdf files of 10MB skre or bess?)

Click Browse to select a PDF file File Browse
to attach. i
Click Save. Upioad
Click Upload. Duscription Deleie  View

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

| =Frst || <Prevos || Mext> || Last= | ETE | Delete Draft |

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

Click Save.

A confirmation page will appear.

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

Public/Attorney
Notes

Verify all information is correct.

Select the affirmation check box. 1 swear and affirm the truth or correctness of the above statements _
Date: 6/19/2014 9:28:36 (4] Submit
CI |Ck Su bmit «First_|[ <Previous |[ Next> |[ Llast» | [ save | [ Delete Draft

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

submitted.

Vour wocher hag beer mubmisted S payment. s, wil reopeor wrotrficaton # we reedi more detals.
Please e S followng vocher rumber for wour owe records:

Click Home Page to return to the
0101.0000148

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

ooI

Home Page
Apgointment Page

The AUTH-24 will now appear in the My Submitted Documents section on the Attorney home page.
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After submission and approval of AUTH-24, court staff will create the CIA-24 voucher for payment.

» vouchertemplate: '

The Basic Info page will open, showing approved authorizations.

On-24 |

Authorization and Voucher for Paymen
of Transcript

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

¥ Basic Info
Basic Info
T CTR D37 TV COOK L TRION REFRISLNTID FOTCHER NOuBIR
S ebediad Brassce
3 MAG DKT N7 NUMBIER A TREST OKT DNT NOMBER & AFTEALS OKT ONF NUOMBMIR 4 OTHIR IKT OXT XUMBMR
i 4.CROB805.1.AA
TENCASE MATTER Gfocase Namer | § FATMENT CATEGORY & TVT TOGON KL LD 16 RAFRESINTATION TR
Felcay (mciodng pee-tral drveruse
JUSA v. Brasses L€ aSoped ko ASx Defrndast Crisenal Case
11 OFTESSE) CHARGED.
| o 3 13:1525 F INSPECTION VIOLATION PENALTIES o o
., Smmary, $0.00 ]uwxmu’x TDGE [xlnosn
Services
Sarvein Type At
Crges 0
Cogry 8500
Totals 5000
Travel
Sxpums Typn Amout 1D Namber: 26 Service Type: Court Baporter |
e~ :ﬁ Order Date: G3DN2014 gmv!
: freated Amaurt: 0
o~ 00 Asthorped Amount: O
1D Mumber: 148 Service Type; Court Reporter /
[xpenses Order Date: O30N2014 Trarecet
‘:-v-"w- M-f; | Authonsed Amount: 0 Estmated Amourt: 0
ax Py L
Dwtarncn O "
ot g 75 | Tew Voucher Tnformation
Dostege s om
ther oparsen $00
- Dexcription
Voucher Assigement
Dhy micaltes nio wd be respormdie K ling e voucher dow port
Court Report/ Transcriber Status
© Offical  Comtract  Tanscober . Other
Service Provider
You can s ch one of the senvics providers airesdy n the system
OR you can enter the regured nformation for ancher provider
Expert -
Frst Mo MSdile Narme  Last Namw +
SSNEN:*  Emil-
Phooe « Fax
Address 1 * Cey «
Addrews 2 State * o
Address 3 Country
[ «Frst || <trevous || Next> |[ rasts |
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Creating a CJA-24 Voucher (cont’d)

Select the authorization you wish to use. You
must click it. This will highlight it in yellow. You
will not be able to move forward until it is
highlighted.

Click the Voucher Assignment radio button
indicating whether you or the transcriptionist
will be entering information. .

Note:
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Authorization Selection

Select an approved authorization request for this CJA-24

Existing Requests for Authorization

1D Number: 26
Order Date: 03/03/2014
Authorized Amount: 0

ID Number: 148
Order Date: 03/03/2014
Authorized Amount: 0

Service Type: Court Reporter /
Transcript
Estimated Amount: 0

Service Type: Court Reporter /
Transcript
Estimated Amount: 0

You must select whether you, the attorney, or the court reporter will be filling the voucher claim portion.

Click the Expert drop-down menu and select the transcriptionist.

New Voucher Information

Description
Voucher Assignment
The ndcates who wil be resporsible for fling $he voucher dam part
Court Report/Transcriber Status
© Offical  Contract Transcrber  Other
Service Provider

You can seaech one of the service groviders siready In the systen
OR you can enter the required information for another provider

Expert o ——

Fst Nacne Mddie Hame  Last Name *

New Voucher Information

Description
Voucher Assignment Attomey 9 Expert
Ths indicates niho wil be responsibie for fling the voucher dom part
Court Report/Transcriber Status
O Offical  Contract  Transcrber  Other
Service Provider

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

Expert Transcripts, Teresa ~
Expen Info Teresa Transcripts
110 Man Street
San Antorsio TX 78210 USA
Phone: 210-553-5692

[ « First ][ < Previous ][ Next > ][ Last » ]

[ockiost ]

SSN/ERN:+  Emal +
Phone * Fax
Address 1 * Cey »
Address 2 State * Zo
Address 3 Country
[ «Frst |[ <mreveus |[ mext> || tasts |
Note:

e |If entering a new transcriptionist into the system, select a blank drop-down and enter all required

information.

e Selecting a transcriptionist already in the system will automatically populate that expert’s information.

Click Create Voucher.
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Creating a CJA-24 Voucher (cont’d)

Note:

If Expert has been selected under the Voucher Assignment, the expert will fill out the required expense
information and submit the form. The attorney will then approve it and submit to the court.

Click the Services tab or click BasicTafc b Sarvices b Expanses b Docemests b Ceafirmabion
Next.

Enter the Date, Service Type, No.
of Pages, Rate, and Description. e s Pages N r—

§
L
|

Note:

You'll have two options to choose from under
Service Type: Original or Copy. The rate
should vary between the two choices.

Click Add.

Pagn 1of 1 (& ke

[Cefr J[Ceprevom |[hest> [Ciasie | | [ ]| [(oemind |

The item will appear in the bottom of the Service Type section.

Click Save.

A A Basic Inle Servies  F ENpenses [T ConfiFmation
Click the Expenses tab or click —

Next. Expenses _

Datr HuRa = g T pton

Expsorna Typse - =

My ravty per mily: 0. 5600
Enter the !)a?e, Expense Type, poil m —
and Description. =

Expenas Type Date  Descrigtios Hile Rste  Amb
Click Add.

The item will appear below in the Expense section.

i [“armt |[ <rreven |[ et |[ Lasts | savee | | [ Cotete orat
Click Save. [ ==
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Creating a CJA-24 Voucher (cont’d)

L SerdicEs L Canlirmmatinn

Click the Documents tab or click Supporting Documents
Next
' File: Bizrasa
Daicrption
Click Browse to select a PDF file
E to attach.
Deacrigtein Delsts  Viewm
Note:
All documents must be submitted in PDF
format, and must be 10 MB or less.
E Click Upload.
[ aFrat_ ][ aPrevies | [fests [ mzs | [ S Cieiete [raft

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

Click Save.

A confirmation page will appear.

the voucher.

Click Submit.

Alnentar The mobed you enber will B avadaile b3 e nea® apgroval eeel.
Publc/ Attomey
Verify all information is e
correct.
& I swear and affirm the truth or correctness of the abowe statements
Select the affirmation Date: 7/1/2014 15:53:57 O Submit
check box. This will
automatica”y time Stamp [Carmst |[ <rrevens |[ mest> ][ Laste | [ save | | celereceaf |

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 SuCCesS

If you WISh to create an additional Wour voucher has been submithed for payment. Yo will receve & noaficaton if we nesd more detais.
document for this appointment. Flease heen the folowng voucher rumbes for your own resords:

0101.0000165

Back to:
Home Page
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Creating a Travel Voucher

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

TRAVEL

Authorization for payment of

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

The Basic Info screen will open.

g TRAVEL . » Basic Info Authorization Request Doc t Confirmation
Basic Info
K to COM/ECE 1 CTR. DIST DEV.CODE 2 PERSON REFRESENTED OUCHER NUMBER
Lok to QUEC p101 fWeady Wilson
3 MAC. DKT DEF NUMBER L DIST DT DEF NUMBER 5 APPEALS DAT DEF NUMBIR § OTHER DRT DEF NUMBER |
Voucher #: 1:14-CR-08802-2-AA
Request Date:1/1/1901 TINCASEMATTER OF(Case Name) |8 PAYMENT CATEGORY 9. TYPE FERSON REFRESENTED 18 REFRESENTATION TYPE
econ Date 1 < , [Felony (mncloding pre-tral diversion
te: ] ! brea o )
USA v. Wilson et al o attesed felomy) Adult Defeadant Criminal Case
o=
18:13.4530.F INCOME TAX, FAILURE TOFILE
12 ATTORNEY § NAME ANDMAILING ADDRESS 13 COURT ORDER
Andrew Anders - Bar Number: 12345 (71 A Asssciate [(]CCoCramal
110 Main Street “|F Subs for Federal Defender (710 Appaiating Cousrel
flan Ansosid TX 78210 (]9 Sxba foe Pased Amormey [ ]R Sub for Retainnd Asorney
Phooe: 210.833.5623 J 8 .
[7]¥ Seasdby Connsal
Price Amorsey’s Name
\ppeiament Dutes
Siguatare of Proiding Jodge or By Order of the Count
ATbert Albertson
14 LAW FIRM NAME ANDMAILING ADDRESS s e
272014
Repayment || VES [/1NO
Travel Agency to be Used: v
Global Travel
1234 Travel Lane
Sutte 200
Second Floor
Los Angeles, CA 93765

Phone: 1-800-444-7890
Fax: 1-800-555-7777

Email: MG SUPPOrL. BOLX. USCOUrts.gov
[<<hst ][ <prevous |[nexts [ Last>> ]

The Travel Agency to be Used section will automatically populate.

Click the Authorization Request tab or click Next.

Creating a Travel Voucher (cont’d)
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Fill out all required
fields marked with a red
asterisk.

Click Add.

The information will appear in the
bottom section.

B Click Save.

Basic Info P Authorization Reg t De L1 Confirmation

Request For Travel*
* Required Fields

Marme and Tithe of Person Traveling:

of Person Traveli

Purpose af Travek
Travel From location: .
Travel To Location: |-
Estimated Dates of Travel

Travel Requested Estimated Cost

|| mirtine Tickets via CIA Govermment | ]
Travel Agency -

[ Ground Transportation [ ]
[ Per Diem (Hotel & Meals)** L

[l other | |

Total Estimated Cost: e

Justifscation lor Request: |

= All traved s eapenses must be in complance with govermment travel reguilstions,
== Achul cost of hotel and meals up 1o the establshed per dem rate. Experges for ravel for one day or st day s up 1o the MIE rate.

Mame Purpose Travel To Travel Date MI
Wanchy Wilsor Aguire doumenty Low Angeles, CA Iy 1S AR00

|
1 l‘ml-ﬂl{lmﬂl

[CezFst | [ <Previns | [Hext> | [Last>> |

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

Click Browse to select a
PDF file to attach.

Note:
All documents must be submitted in PDF
format, and must be 10 MB or less.
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Basic Infe Authsrization Bequest P Documents Confirmation

Supporting Documents

File: Upload [Onty Paf files of 10MB stre or lesst)

Click Upload.

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

Click Save.

The Confirmation tab will appear.

Verify all information is
correct.

Select the affirmation
check box. This will
automatically time stamp
the voucher.

Ugtoad
Dt rapltions Celate  Wiew
Documenty glyly

<< Frat || < Previous | [T lmla--._ | I Deiete Dradt
Artenban: The notes you enler will be svalable b3 B ne sl BODrowal sl
PubbcfAtomey |
Hotes
~ 1 swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 0:28:36 [ Submit
L1

= Firgt || o« [Prevaons || Mt > || Lask = | | Save | | Dislefe Craft |

Click Submit.

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

this appointment.

Click Home Page to return to the home

page. Click Appointment Page if you
wish to create additional document for P kit the fobrwrss vButher e R3F o St 2

0101.0000162

Back ta:

Home Page
Appointment Page

The Travel Voucher will now appear in the My Submitted Documents section.
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Creating a CJA-26 Voucher

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

CIA-26 |_Createl

Statement for a Compensation Claim in
Excess of the Statutory Case
Compensation Maximum: District Court

From the Appointment page, click Create from the
AUTH-26 Voucher template.

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.

g CJA-26 » Basic Info Justification Documents Confirmation
Basic Info
1 CIR. IXST XV CODE 2 PERSON REFRESENTID NOUCHIR NUMBEX
z AL 101 [lebeduad Bransee
Lk 20 CM/ECE 3 MAG. DT TEF NUMBER & DIST DKT 087 NLMBIR & APYEALS DT DEF NUMBER € OTIER DKT DEF NUMBER
i 1:14.CRO8805.1.A4 — —
Voucher #: TN CASLMATTER OF(Case Name) | & PAYMENT CATEGORY 9. TYPE FERSON REFRESENTED 10 KEPRESENTATION TYPE
quest Dat JUSA v. Brasce Ef“ﬂ;;“wm, pre-tol drversion |, o Dedeadant Criminal Case
11 CITENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES o
Reports 12 ATTORNIY S NAME ANDMAILING ADORESS 13, COURT ORDER
Andeew Andey - Bar Namber: 12343 [ A Amssciate € CoConmal
S::;%:‘cs-z.- L'~.-;.;z‘=1r;-:n:-;'.: 5.2;;-:: Sh;'\' i 1F Sabn foe Fodersl Defunder [ O Appatnting Connrel
of budget tosso TX 7821 -
deferdent ot 210.835.4633 10 S for Punal Anirney | R Suds for Retuined Aerney
i ¥ Standdy Connsel
Qefendant Detol Dodges Bepord s o
Attarsey’'s Nome
Detad budget info for defendant A ppotatment Buies
iignarars of Prasiting Jedge or By Ovder of e Connt
L4 LAW FIRM NAME ANDMAILING ADORESS bte o€ Over Suat Pre Tunt Dute

33014
Regoyment | VIS [/ NO

Amount Requested o) Amount Approreed

PreTrisiMous | O] TrialHours 0| Sentencrghours [ 0] (T R 51
Mumber of Counts 0 | MmberofCoDefendsnts | o0 |

Other Pending Cases

Senterang Gudeine Range

Mandatory Mewmums Found

sfrst || <Prevows |[ mext> ][ Lass | I [ sove ]I | Detete Draft |

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

Click Save.
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Creating a CJA-26 Voucher (cont’d)

Click the Justification tab or
click Next.

Fill out justification text fields.

Click Save.

Basic Info  » Justification Documents Confirmation

Justification

Jh;‘o:mmm«u(m-wM)wammaMn.mmwmnmwu

4. Lt and dexcrb legal da, Jury and 0 & ents, or legal ch not resuking n such,
motions, e8¢, unless cootent was modfied

6. Explain, £ noteweethy, mmpact on the mumber of hours climed of Ivestigative, expert, o other services used (A 21 voucher)

7. Descrbe whether any of the folowng dent ared rthy factor n the number of hours climed and axphin
each: ¢ with dent/family, linguage dfference, accessbilty of chent, or othes

8, Bplin any opense (tems 17 and 18 of tha OA 20 voucher) greater than $500

9. Explan any other noteworthy Crcumstances regaeding the case and the representation provided to sUPPOrt ths compensation
request.

Inckce, e () nep o ULS ¥ ofce or lew oo rrr&)mpbwamdwdndw
dewty; (). I by the maprritude and mportance of the case; (4) maner 1 which dutes were performed and
dnowdece, sl effoercy, m dmm:fumoym (&) natre of courels ractce sl hrdhp o npry

resding Fom the represe Y o (1) vy exs e of tme o other factors under wixch services were rendered,

sFrst || <Prevows |[ Mext> ][ raste | [ seve | [ Deleseneatt |
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Creating a CJA-26 Voucher (cont’d)

Click the Documents tab or click
Next.

Browse to select a PDF file to
attach.

Click Upload.

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

The document will appear at the bottom of
the Supporting Documents section.

Click Save.

A confirmation page will appear.

Verify all information is correct.

Select the affirmation
check box.

Click Submit.

Baic Info Bustification  F Documents Canfirmation

Supporting Documents

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

Fia Beowse
Dascripdtion
Leneriplesn Delete  View
ho ATaohmency
T E[E— [ e [ Dtk
Atery b The nafed yin enter will be o alabie B B cen? e o al kel
Public/ Attadniy
Hoteés
+ 1 wwear and affirm the truth or cormectness of the abowe statensnts
Date: 7/32004 14:55:34 ™ Submit
G = L]
[=Frst )| <Previos |[ test> ][ Laste | [ see | | DeleteCraft |

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

submitted.

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

ooI

Your wonacher has been submitted for payment, You will recesee 8 noSficaion i we need mone detals.
Plesss keep the following voucher rumbser for your own recondss

0101.0000167

Back to:
Home Page
Appointment Page

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