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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

The program includes the following modules:

Panel Management
e Allows attorneys to manage their own account information including address, phone, and firm associations.

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.
e Apple Macintosh: Safari 5.1 or newer is approved.
e Chrome, Firefox and other browsers MAY NOT BE USED with CJA.

| Note:
Ensure that your cache setting is set to — Every time | visit the
webpage — to avoid data loss.
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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.

To: Paul Stevensaon,
Date: 69/2015 9:52:01 Ak .

This is toinform you that the Vestem District of “irginia has appointed wou to represent Marty Schwartz
incase USA Y. Schwarz 715 CR-00017 befare this court.

YOu may access this appointrment via the CJA evoucher program at https:Acirc0d-
Evapp ada.doryCla_vaw_test/ClAsvoucher,

Fegards,
Western District of Wirginia

The information inthis e-rmail and in any attachment may contain information which is privileged. It is
intended only for the attention and use of the named recipient. If wou are not the intended recipient, you
are not authorized to retain, disclose, copy or distribute the messade and/or any of its attachrments. If you
receied this e-mail in emror, please notify the sender and delete this message. Thank you.
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Accessing the CJA eVoucher Program

You may access the CJA eVoucher program several ways:

o Click on the link provided in the appointment email,
o Bookmark the web address and use your internet browser to access the system, or
o Click on the CJA eVoucher link in the Criminal Justice Act tab on the District Court’s website.

Log in using your Username and Password and click i

CJA eVoucher

Electronic Voucher Management System

Existing user? Please log in.

Log In

Forgot your login?

Notice: This is a Restricted Web Site for Offidal Court
Business only. Unauthorized entry is prohibited and
subject to discipline by the Court and/or prosecution
under Title 13 of the U.S. Code. All activities and access
attempts are logged.

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: || | and/or

Email: | |

| Recover Logon |
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Home Page

Your home page provides access to all of your appointments and vouchers.

Security has been put into place that prohibits you from viewing information for any other attorney. Likewise, no-one

else will have access to your information.

Home Operations Reports CMECF Links Help  logout

Welcome Andrew Anders: My Profie
My Appointments:  View
Search Existing Appointments:  Search

Folders

To group by a particur Header, crag the coumn to
Case

/ A\ \\

11%CA 03805 A B
S 0YmN20L4 Claimed Amount: 0.00 Andrew Anders
End: O4U2DI4

L14-CRA3805-24- Jebedish Branson (= AUTH-24

Sie oymisel Claimed Amount; 0,00

End: oURUI90L

—

Case Title: USA . Branson —
i Ao ‘Order Date: 03/03/1%
Attorney: Andrew Anders. Pres. Judge: Abert Abertson
Adm. pMag udge:

Defendant: Thomas Watson
Representation Type: Criminal Case.
Ordesr Type: Appointing Counsel
Order Date: 03/03/14

Pres. Judge: Bamey Ball

Adm. Mag Judge:

Case: 1:14
Defendant =
Cace Title: USA v, Watsan
Attorney: Andrew Anders.

580588

Case: 1:14 Defendant: Thomas Howell
Defendant Representation Type: Criminal Case.

Case Tite: LSA v rowel Ondkr Type: Apptinting Coursel
Attorney: Andrew Anders Order Date: 03/03/14
Pres. Judge: Abert abertson
‘Adm. Mag Judge:

Defendant: Al Perez.

Representation Type: Criminal Case:

Crder Type: Appointing Counsel

Order Date: 03/03/14

Pres, Judge: Abert Abertson

adm, Mag ddge:

Defendant: Eddie Tzzard

Representaton Type: Criminal Case.

rder Type: Appointing Counsel

Order Date: 08/01/13

Pres. Judge: Abert Abertson
Judge:

ace: 1:14-CR-08809-44
Defendant #: 1

Case Title: USA v, Perez
Attorney: Andrew Anders.

3356-A4

Case: 1:134
Defendant
Case Tite: Tzzard
Attarmey: Andrew Anders.

Ordes Type:

Date:
Pres. Judge: Abert Abertson
Adm. 3 Judge:

Page 1o 1 (1 tems)

U tted to Court
Chemist, Toxicologist A 0101.0000002

Page 10f 1 (Litems)

Mo data

Case

Defer

S ———
Search:

Status

No data

Page 1of 1 (Sitems)

H100% ~

My Active Documents

Appointments’ List

My Proposed
Assignments

My Submitted
Documents

My Service Provider’s
Documents

Closed Documents

e

Contains documents that you are currently working on or have been submitted to you
by an expert service provider. These documents are waiting for action by you.
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. NOTE: Not in use in WDVA.
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

Menu Bar Attorney login

confirmation

> Home

Welcome Andrew Anders (Attorney)

ATTORNEY

/
7=

Welcome Andrew Anders: My Profile

My Appointments:  View

Search Existing Appointments:  Search

MenuBaritems |

Home The eVoucher home page.
Operations Allows you to search for specific appointments.
Reports Selected reports you may run on your appointments.
CMECF Allows you to query the CM/ECF database, if enabled by your court. NOTE: Not in use
In WDVA.
Links Hyperlinks to CJA resources: forms, guides, publications, etc.
Help Provides:
e Another link to your Profile
e “Contact Us” e-mail
e Privacy Notice
Logout Logs user off the eVoucher program.
Note:

The Search option is not a valid link. A Pop up will indicate that you have been redirected.

‘ 9 You don't have access to the requested page. The system has redirected you here,
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Customizing the Home Page

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

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

Moving Folders

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

A crosshair icon !EE! 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.

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

Case Defendant Type " Status

Hold the cursor and drag the header to the “Group by Header” bar.

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

wzdzdmg e
C
Ca endant Type T Status

Group by: Case |
Case
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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 SSN or EIN numbers and any firm affiliation (Billing Info 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 CMECF Links Helo

W o 0 3
> Home S Welcome Andrew Anders (Attorney)

Privacy

Welcome Andrew Anders] My Profile

My Appeointments:  View

ATTORNEY

Search Existing Appointments:  Search

Home Opera Reports CMECF Links Help  jogout

= Help 3 My Profile Welcome Andrew Anders (Attorney)

Login Info Usertiame Anders =
Your Login information CM/ECF Access is NOT validated

Attomey Info Bar Number: 12345 Edit
X Your Name: Andrew Anders
Your personal info
Your Contact Info:
Phone: 210-833-5623 | Cell Phone: 702-555-1212
Fax:
deadmail @support. aote.uscour ts.gov
deadmail @support. aotx uscourts.gov
deadmail @support. aob.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

Usa

Billin Your default biling info is:
9 ](“fa rew Anders

ist @l available billing info records SSM/EIN; *==-*=.5789
123 Legal Blvd. South
AnyTown, DC Edit
12345 - USA =
Phone: 888-555-4000
Fax: 588-555-9001

]

Hoﬁj'mg Period There iz 1 period of time during which case cannot be taken. View

Continuing Legal Mo info has been stored. View
Education Please dick VIEW to type your info.
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Changing My Profile Username and Password

> Help = My Profile

Welcome Andrew Anders (Attorney)

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

Login Info

Your Login information

To change your _
= Help > My Profils

UserMame Anders

CM/ECF Access is NOT validated

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

Login Info

Your Login information

Step To reset your
8 password, click reset.

Username |Anders | change |

Password ==== reset

CM/ECF Username | |
CM/ECF Password | |

CM/ECF Access is NOT validated

NOTE: Passwords must be at least eight characters in length and contain: One lower-
case character, one upper-case character, one number, and one special character.

* Help > My Profile

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

Login Info

Your Login information

Username |.-5.nders | change

Pazzward |-oooo-| = Strength:Strong

Confirm | | x
=
Step Erui:(s):]rlz '::\jzt CMJECF Usernamel | validate
5 ) CM/ECF Password | |
CM/ECF Access is NOT validated
9 Western District of Virginia CJA eVoucher Attorney User Manual



10

Click the Close

button to exit the
login Info section.

> Help = My Profile
Login Info

Your Login information

Password ===

Username change

Welcome Andrew Anders (Attorney)

reset

| Close

CM/ECF Access is NOT validated

CM/ECF Login

The Western District of Virginia is not utilizing this feature at this time.
Home Operations Reports

> Help = My Profila

CMECF Links Help

logout
Login Info Username |Anders | change
Your Login information o
Password ||
Confirm | *
cance
CM/ECF Username | | validate
CM/ECF Password | |
CM/ECF Access is HOT validated

Western District of Virginia CJA eVoucher Attorney User Manual



Attorney Info

Attorn Info Bar Mumber: 11345 -Edit
il <Y ) Your Mame: Andrew Anders -
Your personal info
Your Contact Info:
Under the Phone: 210-833-5623 | Cell Phone: 702-555-1212
Attorney Info T
] y . deadmail @support. aoty, uscourts.gov
section, click the deadmail @support. aotx, uscourts,gov
Edit button to deadmail @support. aoty. uscourts.gov
access your Your Address:
personal 110 Main Street
. . San Antonio, TX 78210
information.
USA
Attorney Info Bar Number
Your personal info | |
SSN Instructions: Tax Identification Number:
If you are an appointed panel SEN: l 123-45-6789 l
attorney, you are required to enter
your Social Security Number in the SSN | Confirm: [123—45'6739 l
field. First Name Middle Last Name
If you are an assodiate only, do not ITest ‘ I HAttorney l
Make any necessary enter your Social Security Number in
chan ges. the SSN field. i\:aln En:tall - l
 |payee certification: est_a ‘orney@ao.uscour .gov
This message informs you that the 2nd Email

Name and TIN entered are collected I l
pursuant to IRS Guidelines that govern | | 3.4 Email

what information must be collected by

the judiciary for payments made to I l
non-employees and other entities for Phone Cell Phone Fax
services provided and for purposes of |123456~7890 ‘ | l |
issuing a Form 1099-MISC. You have

. provided this information under ]
Click Save. penalties of perjury and certify that: Address 1 City -
1 - The number entered as my SSN or I 123 Test Street ‘ |\’Vash|ngton l
EIN is my correct taxpayer Address 2 State Zip

identification number: and ;

2 -1am aU.S. dtizen, U.S. resident ] | OE TN CEN Vl |12345
alien, or other U.S. person (a Address 3 Country

partnership, corporation, company, or I ‘ | UNITED STATES V‘
association created or organized in the
U.S. or under the laws in the U. S.).

Note:
e The Country field will automatically populate United States, unless otherwise
entered.

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

List all available billin

Under the Billing
Info section, click
Add if no billing

information is

available.

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

Note:

Billing Info

j info records

Your default biling info is:
Andrew Anders
SSMN/EIN: ***-**-5739
123 Legal Blvd, South
AnyTown, DC
12345 - USA
Phone: 885-555-4000
Fax: 888-555-4001

Al

Edit

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

List all available biling info records

EIN Instructions:

If this billing information line is for a
pre-existing agreement with a law
firm, please enter the Firm's Mame and
Employer Identification Mumber (EIM).

Payee Certification:
This message informs you that the
Mame and TIMN entered are collected

Billing Type:
() SelfEmplayed
(®) Firm

() Associate

Tax Identification Mu

If Firm is selected as Billing
Type, then EIN/TINs must be

EIN/TIN: | 12-3456789 |

entered.

Confirm: | 12-3456789 |

Make an pursuant to IRS Guidelines that govern 7
y what information must be collected by 2 S LS
necessary the judicdary for payments made to
I d other entities for Name:
changes and | |nen-employees and o —
. services provided and for purposes of |Test Attorney Billing Company
click Save. issuing & Form 1099-MISC, You have
provided this information under Phane: Fasx:
penalties of perjury and certify that: one: i
1 - The number entered as my 55N or |123‘455'?390 | | |
EIM is my correct taxpayer
identification number: and Address 1;
2 -1am all.s, dtizen, .5, resident |17_3 Test Street |
alien, or other LS. persan (@ Address 2:
partnership, corporation, company, or :
association created or organized in the | |
LS. or under the laws in the L. 5.). Address 3:
City: State: Zip Code:
[Washington | [DISTRICT OF coLUMBIA | [12345
Country:
| UNITED STATES v|
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Holding Period

The Western District of Virginia is not utilizing this feature at this time.

Holding Period Na info has been stored. View
Please click VIEW to type your info.

Continuing Legal Education

The Western District of Virginia is not utilizing this feature at this time.

Cunt'lnu'lng Legal Mo info has been stored.
Education Please dick VIEW to type your info.
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Appointments’ List

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

Appointments Defendant
Defendant: Jebediah Branson
3 Case: 1:14-CR-03805-AA 3 g
Click the case number I'Damm—l: mﬁﬁw&%ﬂmﬁm
hyperlink to open the mf:ﬁe‘;mms Order Date: 03/03/14
. 8 Pres. Judge: Albert Albertson
Appointment page for Adm, Meig Rucdge:

that partiCU|ar Case. Defendant: Jebediah Branson
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 12/21/10

Pres. Judge: Albert Albertson

Adm. Mag Judge:

Case: 1:14-CR-03305-AA
Defendant #: 1

Case Title: USA v. Branson
Attorney: Andrew Anders

logout

Appointment Info

1. CIRDIST/TAV.CODE 2 FERSON REFRESENTED [vOUCHER NUMEER
View 101 Iebediah Branson
3. MAG. DKT/IEF NUMBER 4 DIST. DKT/DEF NUMEER. 5 AFPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER
Representation ichers related t _ [ i O
appointment and links to create | TR TH T R PRI T e 9_TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE
USA v. Branson Felony (including pre trial diversion [, o 10 yeger dant ICriminal Case
jof alleged felony)
11. OFFENSE(S) CHARGED
15:1825 F INSPFECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12343 [[]A Associate [] € Co-Counsel
Attorney CJA 20 ;10?3:1113:11_5{19&_ - [ ] Subs for Federal Defender 7] O Appointing Counsel
AUTH Create P:l 7 201’11313833 '.‘623 []P Subs for Panel Attorney [ | R Subs for Retained Attorney
VO u Ch er Authorization for Expert and other et ) [ Staudby Couusel
Template — prie At e
Authorization for payment of transcript -Sllgnamenfmmg JTudge or By Order of the Court
—— Cront s [Albert Atbertson
= reate M |14 LAW FIRM NAME ANDMATLING ADDRESS ks it B T Thake
Appointment of and Autharity to Pay 332014
Court-Appointed Counsel Repayment []VES [Z]NO
FJJ\_.th. — Erea‘te Group Header Bar
Authorization and Voucher for Exper
Expert CJA 2 1 and other Services Vouchers on File //
=
Voucher TRAVEL Create To group by a particular Header, drag the column to this area. Search:
Authorization for payment of Travel
Tem p late Case Defendant Type Status
1:14-CR-08805-AA- Jebediah Branson (= 1) CIA-20 _» Submitted to Court
03/03/2014 Claimed Amount: 773.40 Andrew Anders / 0101, 001
- End: DS/05/2014 INTERIM PAYMENT 1
Appointment Report 5 =
é‘ 14-CR-03305-AA- Jeb_edlah Branson (= 1) AUTH ) ) ., Submitted to Court
Defendant Detail Budast Repart = Tﬁﬂ" Claimed Amount: 1,000,00 Chemist, Toxicologist ,’ 0101.0000002
Detailed Detail budget info for defendant fiz
1:14-CR-08805-AA- Jebediah Branson (= 1) ALUTH-24 Voucher Closed
Payment Reports Defendant Summary Budaet Report s m-‘oc:.fzom Claimed Amount: 0.00 £, 0101.0000026
Totals only of budget info for Eid (ol izhis Ap:r:vid Amount..D.DO
defendant 1:14-CR-08805-AA- Jebediah Branson (= 1) ClA-21 - Voucher Entr
Start: D5/15/2014 Claimed Amount: 0.00 Luz Garcia o ESE =
Enc /N0 Hair, Fiber Expert ol
Attorney Time
1:14-CR-08305-AA- Jebediah Branson (# 1) CIA-24 W Voucher Entry
L Start: DEMD4/2014 Claimed Amount: 0.00 Teresa Transcripts W/ Edit
All vouchers by
] H :14-CR-08805-AA- Jebediah Branson (= 1) ALUTH-24 .. Voucher Entr
aSSOCIatEd Wlth Claimed Amount: 0\.00 ) ES‘L:: Y
this case are
) 1:14-CR-08305-AA- Jebediah Branson (= 1) ClAa-24 . Submitted to Attorney
di splayed ) St 06042014 Claimed Amount: 14. 50 Teresa Transcripts #° 01010000149
End: DE/04/2014
1 Page 1 of 1 (7 items)
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View Representation

The View Representation information will display:
e Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

Step From the Appointment page open,
2 click View Representation.

Home Operations Re | ink | logout

Representation Representation Info
In T 1. CTRLTIST/TIV.C'ODE 2 FERS0ON REFRESENTED [VOUCHER NUMBER
101 [Tebediah Branson
3 MAG. DKT.DEF NUMBER 4 DIST. DKT/DEF NUMBER S APFEALS. DKT.DEF NUMBER 6. OTHER. DKT/TEF NUMBER
1:14-CR-08805-1-AA
7. IN CASE'MATTER OF(Case Name) 8 P.-\Trm'l' C. -\TEEORTI : : 4 9. TYFE FERS0N REFRESENTED 10. REFRESENTATION TYFE
[USA v Branson Felony (mchuding pre-trial diversion |, 4 Tyefendant Criminal Case
jof alleged felony)
Representation Report 11. OFFENSE(S) CHARGED
15:1825 F INSFECTION VIOLATION PENALTIES
EXCESS FEE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
50 300.00 Albert Albertzon
AppID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support. aobe. uscourts. gov
29 Andrew Anders Appointing Counsel 12f21/10 deadmail @support. aotx.uscourts, gav

:tep 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

Voucher review
Voucher audited Voucher processed

and submits
voucher

by Court CJA Unit an.d approval (or for payment by
rejection) by Court Court

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, locate the appointment for ’
which you want to create the voucher. Click Create from 'EJA_' 20 _ Create
the CJA 20 Voucher template. Appaintment of and Authority T Pay

Court-Appointed Counsel

The voucher opens to the Basic Info page which displays the
information in the paper voucher format.
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[ Basic Info Services EXpenses Clalm Status Documents Confirmation

Basic Info
L CIR. TNET T.CODE 1. FERS(XN REFRESENTED [VOUCHER NTULEER
i 1] lebediak Branson
Link T CH/ECF B LAG. DET DEF XULEER 4 [UST. DT TEF XUMBER & AFFEALE DKT TEF NUMBER & OTHIR. DKT TEF NUMBER
I-14-CR-04305-1-44
scher #: TIN CASTUATTIR OffConName) |8 FAYMERT CATEGORY . TVFE FERSON REFRISENTID 16, REFRESEXTATION TVIE
: : 6/11/2014 USA v, Brasson s ety L3 gl Defendacs riminal Cane
g ) snisaed 11 CITENSE() CHARGED
™ 15:1823 F INSPECTION VIOLATION PENALTIES
I FORNEY S VAl MG 1815 T CaTRT o
Andren: Anders - Bar Numsber: 12343 [ A Asseciase ] € Co-Commnel
110 Mfain Serest — =
- E = F Sl for Fdliral Defuseder || O Appuincag Couscitl
s st T 70210 e e
Fhone: 210-533.5623 = Tu i 3
[V Standty Comaal
Tasks Price ABorsa’s Nams
|ppaintmmi Dutey
Link to Appointment [Fegaatar of Prasidiag Judps or By Order of the Conrt
d |ATbeart Albenson
Link to Representation L4, LAWY FIRM MAME AMDMATLING ATCRE 3 :EF:\II' Nung Pro Tess Db
Repaymam || YES [7]%0
Reports
Defendant Detsil Budaet Repart Pﬂmﬂt Infﬂ
Detail budget info for defendant Preferred Payes | Andrew Anders
Andrew Anders
Form CJAZ0 S RN
127 Legal Bhed. South
Defendant Summary Budaet Repart AnyTewn, DC
Totals only of budget info for 12345 - USA
defendant Fhone: §88-555-4000
Fa; S53-555-4001

T e e | e e R e R

Creating the CJA 20 Voucher (cont’d)

Navigate between the pages of the voucher by clicking the tabs at the top of page or move through pages directionally
by using the progress bar at the bottom of the page.

Tab Headings appears at the top of the screen

\

|» Basic Info Services Expenses Claim Status Documents Confirmation

« First < Previous Mext = Last = Save Delete Draft

2
7

Progress Bar appears at the bottom of the screen.
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Notes:

The user should SAVE any entries made to a voucher often to avoid data loss.
***There is no autosave feature***

At any time prior to submitting the voucher, the user may delete the voucher by
clicking the Delete Draft button.

18
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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.

Note:
Click the Services tab or click the
Step There is NO AUTOSAVE function on this

Next option located on the . .
program. You must click SAVE periodically
Progress bar. :
in order to save your work.

Basic Info |» Services Expenses Claim Status Documents Confirmation
Services
Date 6/11/2014 = ﬁ Description
Service Type | |2|x
7 *
. orn [ ] e [
Start Date: 6/11/201- Hors [+ atstmooperhou, Add

End Date: 14

© services: $0.00

(5] Expenses: $0.00 -

Tasks

Link to Appointment
Lirk to Representation

Reports

Defendant Detsil Budget Report
Detail budget info for defendant

Mo data)

Form C420 | «First || < Previous || Mext = || Last » | | Save | | Delete Draft

Defendant Summary Budget Report
Totals only of budget info for
defendant

Enter the date of the service. The

default date is always the current Services
date. You may type in the date or Date | - 25 LEERr
click the calendar icon to select a Service Type | [4 June 2014
date from the pop-up calendar. Doc#(ECF) || = Su Mo Tu We Th Fr Sa
B [ ® 1 2 3 4 I -] 7
e g 9 10 11 | 12 13 14
* Required Fislds ’
* 15 16 17 13 19 20 21
* 2 Ty 26 27 28 ﬁ
* 29 30 1 2 3 4 L
Service Type - - . s M me a
£ 5] a 5 10 11 17
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Services (cont’d)

Select Service Type Shrvicas
from the drop-down =
menu. Date * Description
Service Type || |T|
In Court Services
Doc. # (ECF)
NOte: a. Arraignment and /or Plea Ly
A A Hours
You may add services in any date ©ii pa. | b-Bail and Detention Hearing
. . * Required Felds
order. You can sort in chronological c. Motion
order at any time. d. Trial
Service Type| e. Sentencing Hearings

Enter hours of =
service in tenths Services

Date __6 112014 * o Dy ipti
of an hour. ° = % sseripten First appearance and

Service Type | a. Arraignment and/or Plea ¥ |4 arraignment of Defendant.

Doc. # (ECF) Pages

Hours #  at §126.00 per hour, Add
Enter a rr i
description.

Note:
e The rate will adjust
Click ADD. depending upon the date
of service.

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

Note: Services
° Date * % Description
e Double click T =
an entry to Doc#EF) | |  Pages [ ] :

Edit- Hours l:l = at $126.00 per hour. Add

* Required Figlds

To group by 3 partcuiar Header, drag the column 1o tis ared.,
Service Type Date Description Hrs Rate Amt
2. Arraignment and/or Flea 06/11/2014  First appearance and arraignment of Defendant 0.5 126.0000 63.00

1 Page 1 of 1 (1items)
| «First | | < Previous | | Next > | | Last » | | Save | | Delete Draft |
Step Click the Date header. This will sort services according to date.

8

Click Save.
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Entering Expenses

Click the Expenses tab or click the Next
option located on the Progress bar.

Basic Info Services | Expenses Claim Status Documents Confirmation
Expenses

Date §/12/2014 | = =) Description

Expense Type { - i*

Miles |:| at$D.55tlﬂp-Efmwiie.“! 5
Amount I:I | Add || Remove

* Required Fields

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

Expense Type Date Description Mile Rate Amt
No data
«First |[ < Previous || Mext> |[ Last» | [ save | | Delete Draft |
Enter the Date as well as Expense Type = ,
from the Expense Type drop-down Xpenses
menu. Date 6/12/2014 | * =)
Expense Type ||| -
Miles Travel Miles
Armount Travel Misc.
* Required Fields Fax
Long Distance Charges i
5 d
Photocopies
Postage
Other Expenses
« First || < Previous || Next = || Last = | ’

21
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Entering Expenses (cont’d)

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

Step

Enter a description.
6

Expenses
Date * % Description Travel to and from Court]

Expense Type |Travel Miles - |
| |
Miles = at $0.5600 per mile.

Amount | Add | Remaove

* Required Fields

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

Expense Type Date Description Mile Rate Amit]

Note: The rate will adjust
depending upon the date of
service.

Mo data

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

Ztep Click ADD.

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

Expenses
Date =78 Description

Expense Type | - x
Milas [ ]= ats0.5600 per mile. *

Amount | Add || Remaove

* Requirad Fields

articular Heade f to this
Expense Type Date Description Mile Rate Amt
Travel Miles 06/12/20... Travel bo and from Court 20 0.5500 11.20
1 Page 1 of 1 {1 items)
« First | | < Previous | | Next = | | Last = | | Save | | Delete Draft |
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Entering Expenses (cont’d)

Notes:

o If Photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per page in
the description field.

e Remember to click ADD after each entry.

e Double click an entry to edit.

Expenses

Date | Description

Expense Type », | *

Miles at £0.5600 per mile.

Amount |:| | Add || Remove

* Required Fields

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

Expense Type Description Mile Rate Amt
Photocopies 06/12/20... Copies - 100 pages @ .15 per page 0 0 15.00
Travel Miles 0&{12/20... Trawel to and frem Court 20 0.5600 11.20

1 Page 1 of 1 (2 items)
« First || < Previous |[ Next> |[ Last= | [ save | [ Delete Draft |

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

Click SAVE.

Once you begin entering data on the Services or Expenses tab, you may receive the
following error message:

i,‘ Service andfor Expenses are out of the Voucher Start and End Dates.

This error message will be removed when you complete the Claim Status section
described in the next section.
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Claim Status

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

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

services.

Claim Status

siartDate  |06/11/2014 | = = End Date 6/12/2014 | * =

* Required Fields

Payment Claims
) Final Payment

\®/ Interim Payment (payment #)

® Supplemental Payment

IO
1. Have you previously applied to the court for compensation and/or reimbursement for this? = Yes \JHNo
If Yes, were you paid? ®ves [ INo
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment ves ®no
(compensation or anything of value) from any other source in connection with this representation?

[ «First ][ < Previous | [ Next> |[ Last» | [ save | [ 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. **Call CJA Administrator for additional information
regarding interim payments prior to submission to the Court.** 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.

Answer all the questions regarding previous payments in this case.

Click SAVE.
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Documents

Attach any documentation which supports the voucher, i.e. travel or other expense receipts, orders from the Court and
any CJA 26.

Note:
To add an attachment, click the Browse button to All documents must be submitted in PDF
locate your file. format, and must be 10 MB or less.

St Add a description of the attachment.

Nl

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
File GAAOeVoucher\CJA e\fol Browse...

Description |C0pie5 of receipty x |

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

Supporting Documents

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

File Browse...
Description | |
Description Delete  Wiew

Copies of receipts

| «First || < Previous || Next > || Last = | | Save | Delete Draft

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.

Step
1

Click Confirmation tab or the Last option located on the Progress bar.

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

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

[ Subs for Federal Defender [/ 0 Appointing Counsel
[P Subs for Fanel Attorney [ | R Subs for Retained Attorney
[[]¥ Standby Counsel

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

Andrew Anders TIN: #*5.#%_§780 |Appointment Dates
123 Legal Blvd. South Siguature of Fresiding Judge or By Order of the Court
i s Albert Albertson

:\I‘} T?‘“‘ ]:![_:_l] =LA |Date of Order Nunc Pro Tunc Date

[Phone: 883-535-4000 v

[Fax: 888-555-4001

Repayment [_| YES [/]NO

Confirmation

1. CTR/DIST.DAV.CODE 2. FERSON REFRESENTED [VOUCHER NUMBER

0101 chediah Branson

3. MAG. DKT/DEF NUMBER 4. DIST. DKT.DEF NUMBER 5. AFFEALS DKT/DEF NUMBER 6. OTHER. DKT.DEF NUMBER
1:14-CR-08805-1-AA

7.IN CASEMATTER OF(Case Name) 8 PAYMENT CATEGORY 9 TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE

USA v. Branson [Fetony (including pre-trial diversion | 5 1o 1yopongan Criminal Case
of alleged felony)

11 OFFENSE(S) CHARGED

151825 F INSPECTION VIOLATION PENALTIES

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

Andrew Anders - Bar Number: 123435 []A Associate [[]€ Co-Counsel

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS TOT".,{' ADJUSTED ADJUSTED -
CATECORIES CLATMED éﬂg&’; HOURS AMOUNT EEVIEN
15.|a. Arraignment and/or Plea 0.3 §63.00
b. Bail and Detention Hearing 0 50.00
< Motion 1] 50.00
d. Trial o 50.00
e. Sentencing Hearings o 50.00
f. Revocation Hearings o 50.00
g. Appeals Court o 50.00
h. Other 1] 50.00
Totals 035 563.00
16. | a. Interviews and Conferences o 50.00
b. Obtaining and Reviewing Records o 50.00
<. Legal Research and Brief Writing 0 50.00
1] 50.00
e. Investigative or Other Work o 50.00
Totals o 50.00
17 Travel Expenses (lodging, parking, meals, $11.20
! |ileage, eic) B
13 _Olhsr Ex]_pms_ss (other than expert, $15.00
(ranscripls, et.)
GRAND TOTALS 53920
(CLAIMED AND ADJUSTED) -

APPOINTMENT TERMINATION DATE IF OTHER
AN CASE COMPLETION

19. CERTIFICATION OF ATTORNEY FOR THE FERTODOF SERVICE

FROM: 61122014 TO: 6/12:2014

|z1, CASE DISPOSITION

2 CLADMSTATUS ] Finzl Pzyment ] Interizm Pyment (5) ] Supplemental Payment

rou Previously applied to the court for compensation and/or reimbursement for this? O No
If yes, eyoupad? [] YE§ []JNO

Other than from the Court, have you, of to your knowledge has anyone
any other source in connection with this representation? [] YES

I Swear or affirm the truth or correctuess of the above statements.

[ ¥ES

If yes, please attach supporting documentation

0O No

Signature of Attorney: Date Signed:

2, received payment (compensation af arpihing of valug) from

AFPROVED FOR PAYMENT - COURT USE ONLY

|23 IN COURT COMP. 1 OUT OF COURT COME- 5 TRAVEL EXPENSES .6 OTHER EXPENSES 27 TOTAL AMT APPRUCERT.
50.00 50.00 50.00 50.00 50.00

|28 SIGNATURE OF TEE FRESIDING JUDGE [paTE [282 TUDGE coDE

|29 IN COURT COME- 0. OUT OF COURT COME. L TRAVEL EXFENSES |2 OTHER EXPENSES [13. TOTAL AMT. AFFRUCERT.
50.00 50.00 50.00 50.00 50.00

|11 SIGNATURE OF THE CHIEF JUDGE, COURT OF AFFEALS (OR DELEGATE) Payment approved in

|ecoess of the statutory chreshold amsanc [PATE [ mCE GO

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

Public/ Attorney
Notes

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

[Cerrst ][ <previous ][ nMext> |[ Last» | [ save | [ DeleteDraft |
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Signing and Submitting to Court (cont’d)

;tep Verify the information is correct.
Note:
Step Scroll to the bottom of the screen. You may include any information to the Court
3 in the Public/Attorney Notes section.
Step Check the box to swear and affirm to the accuracy of the
4 voucher. The voucher will automatically be time stamped.

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

Public/Attorney
Motes Notes

I swear and affirm the truth or correctness of the above statements
[ Date: 6/12/2014 16:32:35 | ) Submit
| «First | | < 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 details.

Please keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page
Appointment Page

Step Click Home Page to return to the home page. Click Appointment Page if you

wish to create additional document for this appointment.
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Signing and Submitting to Court (cont’d)

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

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
1:14-CR-03305-AA- Jebediah Branson (= 1) ClA-20 .+ Submitted to Court
Szt 06/12/2014 Claimed Amount: 89,20 Andrew Anders / 0101.0000150
End: 06/12/2014
1:14-CR-03305-AA- Jebediah Branson (= 1) ClA-20

_» Submitted to Court
03/03/2014 Claimed Amount: 778.40 Andrew Anders / 0101.0000001
End: 06052014 INTERIM PAYMENT 1

1:14-CR-03305-AA- Jebediah Branson (# 1) AUTH . Submitted to Court

04/02/2014 Claimed Amount: 1,000.00 Chemist, Toxicologist / 0101.0000002
End: 0L0L/1900
1 Page 1 of 1 (3 items)
Notes:

e If a voucher is rejected by the Court, it will reappear in the “My Active Documents” section and will be
highlighted in gold.

°
My Active Documen
To group by a particular Header, drag the column to this area, cearch: ||
Case Defendant Type Status
7:15-CR-00017-... Marty Schwartz (# 1) CJA-20 _. Youcher Entry
Start: 06012015 Claimed Amount: 2... Paul Stevenson .F__J 04230000035
End: 06/05/2015 FINAL PAYMENT
1 Page 1of 1 (1items)

e An email message generated by the system will be sent explaining what corrections need to be made.
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Compensation Claim in Excess of the Statutory Case Maximum,
CJA-26

When fees in excess of the case compensation maximum are requested, the attorney must prepare a CJA-26 and upload
the PDF as a supporting document to the CJA-20 voucher. The CJA-26 form is available here and guidance to assist in
preparing the CJA-26 is available here.
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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.

Redirect W nrkﬁcﬂ..r

Def.: Jebediah Bra

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

Link to CM/ECF

Voucher #: 0101. nm]r}lS[

I

e Expenses: $2620

0 services: $63.00

In Court Services

Sarvice Hours
Arraignment and/or
Sl 0.5 $63.00
. . he Eazil and Detzntic
e Expand the item by clicking on the down rae 0 5000
arrow ( ) to reveal specifics. s beisls 2 xﬁ
Sentencing Hearing L] =0.00
Revocation Hearings L] =0.00
Appeals Court 0 £0.00
Cther 0 $0.00
Totals 0.5  $63.00
Out of Court Services
Service Hours Amt.
Interviews and
Caonferences 0 .
Cbtsining and

Reviewing Records
Legzl Research and

Erief Writing g p
Trawvel Time [+] £0.00
Investigative and

Cther Work

@ Expenses: $26.20

Travel
Expense Type Amount
Travel Miles 511,20
Trawvel Misc £0.00
Totals $11.20
Expenses
Expense Typa Amount
Fax $0.00
Long Distance Chargss <0.00
Photocopies 215,00
Postage £0.00
Cither Bxpenses £0.00

Totals $15.00
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whether a case has the potential to
exceed the statutory maximum allowed for representation. Therefore, attorneys are encouraged to monitor the status
of funds, attorney hours as well as expert services, by reviewing the reports provided in the CJA eVoucher program.

Items to remember:

Appointment
In thi > 1

e  Viewable reports appear on the left review panel.

e  Each panel, depending upon which document you are
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
Budget Report and the Defendant Summary Create New Voucher
Budget Report.

AUTH Create
Authorization for Expert and other
Services

AUTH-24 Create
Authorization for payment of transcript

CIA-20 Create
Appointment of and Authority to Pay
Court-Appointed Counsel

Other accessible reports can be found on the Menu bar.
CJA-21 Create

Authorization and Voucher for Expert
and other Services

Home Operations Reports CMECF Links Help logout

TRAVEL Create
> Reports Autherization for payment of Travel

AUTH-24 Internal Coorts
Defendant Detail Budaet Repart Appointment Repart Appointment Repart

Detail budget info for defendant Defendant Detail Budget Report

Detail budget info for defendant

Attorney Time

Defendant Summary Budget Report
Totals only of budget info for
defendant

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.

Budget Detail Report For Defendant
1:14-CR-08805-1-AA
Type of Representation: Criminal Case D t Dy it Numb A it Claimed Amount Adjusted
CJA-26 0101.0000020 $35,000.00 $35,000.00
Budget Am: t Ry ted: 0.00
bl ez : Total: $35,000.00 $35,000.00
Budget Amount Approved: $9,800.00
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Approved Approved
Travel Other Travel Other And Fending
Attorney: And) Anders  [Appointing Counsel) Active
01/01/1901 to 01/01/1001 $0.00 $0.00 30.00 W.OD’ $0.00 30.00 $0.00 50.00 5$9,800.00 $2,800.00
12/21/2008 to 01/30/2009 0101.0000027 $0.00 $0.00 $0.00 $0.00 $3.100.00 $428.74 $12.50 53.541.24 56,700.00 56,700.00
03/03/2014 to DB/D5/2014 0101.0000001 $756.00 $22.40 30.00 §778.40 $0.00 $0.00 50.00 50.00 $6,700.00 55,044 .00
06/12/2014 to DB/12/2014 0101.0000150 $63.00 $11.20 $15.00 $80.20 $0.00 $0.00 50.00 50.00 $6,700.00 $5.881.00
05/01/2014 to DB/17/2014 $252.00 $0.00 30.00 $252.00 30.00 $0.00 50.00 50.00 56,700.00 55,620.00
Total Pending: $1,119.60 ] Total Approved:  $3,54124  $6,700.00  $5,629.00

Time Period Voucher ‘Amount Remaining
For Voucher Number Fees Expenses Total Fees Expenses Total After 1 After
Approved | Approved
Travel Other Travel Other And Pending
Vendor: Luz Garcia (Hair, Fiber Expert) Approved Amount: $800.00 Attorney: Andrew Anders
05/15/2014 Te 05/15/2014 $0.00 $0.00 $0.00 s0.00 $0.00 SCI.DD‘ $0.00 s0.00 $800.00 $800.00
Total Pending: $0.00 Total Approved: $0.00
s | rron R
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Approved | Approved
Travel Other Travel Other And Pending
Vendor: Astley T ) Approved Amount: $800.00 Attorney: Andrew Anders
01/20/2008 Te 05/26/2010 0101.0000030 $215.00 $0.00 $0.00 $215.00 50.00 $0.00 30.00 s0.00 $800.00 $585.00
Total Pending: | $215.00 | Total Approved: $0.00

oo e
The Grand Totals include Counsel

CJAZ20 or CJA3D vouchers as well Fees Expenses Total Fees Expenses Total Approved and Pending
as vouchers for Expert or
Services on CJA21 or CJA31.

They represent the total submitted Travel Other Travel Other Fees Fees and
expenditures for this Expenses
$1,300.50 $33.60 $15.00 $1,349.10 $3,100.00 $428.74 $12.50 $3541.24  $4.400.50 $4,890.34
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Defendant Summary Report

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

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

Type of Representation: Criminal Case

Do t D t Numb A t Claimed A t d
CJA-28 0101.0000028 $35,000.00 $35.000.00
Budget Am: t R shed: 0.00
et e $ Total: $35,000.00 $35,000.00
Budget Amount Approved: $9,800.00
For Voucher Number Fees | Expenses | Total | Fees Expenses Total After After
Approved Approved
Trawel Other Travel | Other And Pending
Attorney: Andrew Anders (ﬁppoilling Counsel)

Active

Total Pending: $1,119.60

Total Approved:  $3,541.24  $6700.00  $5623.00

Time Period

For Voucher Mumber Fees Expenses

33

Total Fees Expenses Total After After
Approved Approved
Travel Other Trawvel Other And Pending
Authorization Number: Amount Reql‘l!-_:ted: $0.00 YAmount Aulhonzed $0.00 ..M'klrney: Andrew Anders
Vendor: ()
i Pending For Vendor: $0.00 Approved For Vendor: $0.00
Total Fend'mn‘.. $0.00 Total Appro\red:. $0.00 i $0.00 $0.00

Western District of Virginia CJA eVoucher Attorney User Manual



Creating a CJA 21 Voucher

From the Appointment page click Create to access the CJA
21 Voucher template.

Authorization and Youcher for Exper
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 in order to save your work.

|» Basic Info

_ Basic Info

1. CTR.DIST/TIV.CODE 2.PER30N REPRESENTED [VOUCHER NUMBER

101 Wendy Wilson
L\r\kt—ﬂmﬂ 3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER 5. AFFEALS. DECT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER
1:14-CR-08802-2-AA
Voucher 7.IN CASE'MATTER OF(Case Name) 8. FAYMENT CATEGORY % TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
Start Date: - -- [USA v. Wilson et al - clony (ncinding pre-trial diversion [, 1y gant [Criminal Case
End Date: of alleged felony)

11.OFFENSE(S) CHARGED

18:13-4530.F INCOME TAX, FAILURE TOFILE

EXCESS FEE LIMIT PRESIDING JUDGE MACISTRATE JUDGE DESIGNEE
59.800.00 Albert Albertzon

[5] Summary: $0.00

Services

Totals 50.00
o Authorization Selection
Expense Type Amount ‘You can select a Previous Authorization Request, request a New Authorization or dick the "No Authorization Required"” button if under thel
Travel Miles 50.00 statutory limit.
Travel Misc $0.00

Totals 0.0 HNo Authorization Required

If your woucher compensation is under

Expenses the statutory limit and does not require
Expense Type Amount prior authorization.
FAX S0.00
Long Distance Charges $0.00 Use Previous Authorization
Photocopies S0.00 Select this option to display a list of
Postage $0.00 previous authorizations and requests in
Other Expenses 50.00 this appointment.,

Totals

| =« First || < Previous H Next = H Last »

Reports

Defendant Summary Budget Report

Totale only of budget info for
defendant

Defendant Detail Budget Repart
Detail budget info for defendant

Form CJA21

When submitting a CJA 21 voucher you'll have two options to choose from under the Authorization Selection.

If the request does not require advance No Authorization Required

authorization, click on the No Authorization H-yourvonchercompensatiori=trder
R ired opti the statutory limit and does not require
equired option. prior authorization.

If you have submitted and the court has approved a Use Previous Authorization
previous authorization (see Submitting an SEfeTr s optoT o dspiay 5 St
Authorization Request for Expert Services), click on previous authorizations and requests in

this appointment.

the Use Previous Authorization option.
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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 by clicking it. The selected
authorization will highlight in yellow.
You will not be able to continue until
it is highlighted.

The service type will rollover from the
authorization selected. If no authorization
is being used, use the drop-down box to
select the service type.

Enter a description of the service to be
provided.

The Voucher Assignment field will
remain locked indicating the
Attorney will be responsible for
filling the voucher claim part.

Select the Expert.

A drop down list of approved experts
matching the indicated Service Type
appears.

Existing Requests for Authorization

ID Number: 155
Order Date: 05/27/2014
Authorized Amount: 0

Service Type: Weapons Firearms
Explosive Expert
Estimated Amount: 1000

Requested Provider: Fobert Arms

New Voucher Information

Service Type b

Description

Voucher Assignment  *
This indicafes who wil he responsble for fling the voucher olaim part

Service Provider

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

Expert Gabriel, Gina KX

Expert Info Gina Gabriel

Details 110 Main Street
San Antonio TX 78210 USA
Fhone: 210-533-3340

Create Voucher

Note:

Only experts registered with the service type selected will appear in the drop-down box.
If you wish to submit an expert for approval, see Steps 7 - 9 on page 36.

Ztep Click Create Voucher. (Continue with steps outlined on pages 37 — 39.)
Note:
If all information is not entered, you cannot advance to the next screen.
Experts are not authorized to use eVoucher. You will complete the voucher on behalf of the expert.
The voucher will then appear in the “My Active Documents” section on your Home page with the Status
indicating submitted to attorney. You will now need to perform 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 on the Home page indicating it has been submitted to
the court.
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Creating a CJA 21 Voucher (cont’d)

If you wish to submit a person as an Expert, follow the steps below.

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

Ztep person you wish to submit for
approval.
Click Create Voucher. (Continue with
steps outlined on pages 37 — 39.)
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. An

Existing Reguests for Authorization

ID Number: 155
Order Date: 05/27/2014
Authorized Amount: 0

Service Type: Weapons Firearms
Explosive Expert

Estimated Amount: 1000
Reguested Provider: Robert Arms

New Voucher Information

Searvice Type

Description

Voucher Assignment *
This indicates who will be responsibie for ling 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

First Mame Middle Mame  Last Marme =

SSN/EIM: = Ernail =

email will also be sent to the expert with Phone * Fax

instructions for setting up their profile. | | | |
e Your expert will now be available for r‘ddre““ 1 | |C't"' - |

selectlor'1 frc?m the E)‘(pert drop—down |IS'F and Py —— - p—

all their information will automatically | | |

populate. 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.

Click the Services tab or click the Basic Info | Services Expenses Claim Status Documents Cenfirmation
Next option located on the
Progress bar. o -5 Description ‘

Step Enter the Date, Hours, Rate, and
Description.

Add Remave

Step Click Add.

5 3
Rog

The item will appear in the bottom of the
Services list section.

Mo datal
E Click Save. [C=First ][ <Previous |[ Next> |[ Lest» | [[(sae | [ Delete Draft
Click the Expenses tab or click the Basic Info Services | Expenses Claim Status Documents Confirmation
Next option located on the
==
Progress bar. ete s | -3 Descrpton ‘
Fxpense Type h [ %
Enter the Date, Expense Type, Jles ol e
- : proee [ ] [Remae |
Description and Miles. -
Date Description
Step CI|Ck Add 06/13/2014 Travel to/from mesting with defendant
3

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

1 Page 1 of 1 (1items)|

Click Save. <First_| [ <Previous | [ Next> ][ Lest» | [ save | [ peleteratt |

37 Western District of Virginia CJA eVoucher Attorney User Manual



Creating a CJA 21 Voucher (cont’d)

Click the Claim Status tab or click

Basic Info Services Expenses | Claim Status Documents Confirmation
the Next option located on the r
Progress bar. Claim Status
[sartoute oz ]38 | cndvate (o012
Enter the Start and End Date,
. . * Required Fislds
making sure to select the earliest i
Payment Claims

date of services and expenses as
the Start Date.

(®) Final Payment
() Interim Payment (payment #)

O Supplemental Payment

Select an option under the
Payment Claims section.

Click Save.

«First || < Previous || Next > || Last » | H Save | | Delete Draft

Note:

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

e Interim Payment allows for payment in segments. **Call CJA Administrator for additional information
regarding interim payments prior to submission to the Court.** If using this type of payment indicate the
number of this requested payment.

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

. . Basic Info Services Expenses Claim Status  } Documents Confirmation
Click the Documents tab or click £ =
the Next option located on the Supporting Documents
Progress bar.
File Upload (Only Pdf files of 10MB size or less!)
File Browse
Browse to select a PDF file to Bt |
attach.
Description Delete  View
E Click Upload. e | T |
Note:
All documents must be submitted in PDF
format and must be 10 MB or less. <rrst |[ <previows |[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 will be avaiable to the next approval level,

. . i X Public/Attorney
Verify all information is Notes
correct.
CheCk the affirmation bOX I swear and affirm the truth or correctness of the above statements
L. . ) Date: 6/19/2014 9:28:36 ~ Submit
This will automatically :
time stamp the voucher. .
«First H < Previous H Mext = || Last » | | Save | | Delete Draft
Click Submit .
Note:
o You will be unable to submit a voucher for the expert until they have set up their billing information in
their profile.

e If you have selected your expert service provider from the drop-down list and the error message below
appears in the CJA-21 voucher entry screen, then the expert has not set up their billing information,
which is preventing submission and routing to you for your final approval.

_¥, You cannot submit a woucher for an expert that has not been approved by the court.

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.

Success
Your voucher has been submitted for payment. You will receive a notification if we need more details.

Please keep the following voucher number for your own records:

0101.0000154

Back to:

Home Page
Appointment Page

Note:

You have just submitted the voucher for the expert. You will now need to approve the voucher for

submission to the court for payment. The voucher will now appear in the “My Active Documents”
section of your Home page awaiting final attorney approval. (see page 40, Step 5 - 8)
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The case file will appear in the “My Active Documents” section indicating it is Submitted to Attorney.

Select the file.

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

Case Defendant Type Status

1:14-CR-08302-AA- Wendy Wilson (# 2) ClA-21 . Submitted to Attorney
Stz D6/12/2014 Claimed Amount: 166.80 Gina Gabriel ,’ 0101.0000154

d: 06/19/2014 Weapons Firearms Explosi... FIMAL PAYMENT
Navigate to the Confirmation tab.
Verify all information is
co rreCt Attention: The notes you enter will be availsble to the next approval level
Notes

Public/Attorney ‘

Certify the information by
checking the box. This will : -
1 certify that I have reviewed the above

automatically time stamp ! information / Approve 0 Reject

Date: 6/19/2014 9:43:24
the voucher.

[ «First ][ <Previous || Next> ][ Last=> | [ save | [ |

Step
Click Approve.
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Submitting an Authorization Request for Expert Services

Step
1

Open the Appointment record.

Create New Voucher

Click Create from the Authorization template. |

Autharization for Expert and other

The Basic Info screen will open.
P Note:

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

|- Basic Info Documents Confirmation

Basic Info

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

0101 Jebediah Branson

3.MAG. DKT/DEF.NUMEER 4. DIST. DKT/DEF NUMBER 5. AFPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF.NUMEER
1:14-CR-08805-1-44

7.IN CASE'MATTER OF(CaseName) |8 FAYMENT CATEGORY 9 TYFE PERSON REFRESENTED 10. REFRESENTATION TVFE

US4 v. Branson Felony (inchuding pre-trial diversion |, o o 1yofor dant Criminal Case
of alleped felony)

11 OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORTER

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

110 Main Street
San Antonio T2 78210
[Phone: 210-833-5623

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

[Frior Attorney's Name

Appointment Dates
Signature of Presiding Judge or By Order of the Court
= = = | Albert Albertzon

14 LAW FIRM NAME ANDMATLING ADDRESS IDate of Order Nunc Pro Tunc Date
3/3/2014
Repayment [ | VES [V|NO

Order Date

Nunc Pro Tunc Date

Repayment D

Estimated Amount % l:l *

Authorized Amount %

Basis of Estimate |

Description

Service Type | V| =

Requested Provider | |

| =«First | | < Previous | | Mext > | | Last = | | Save | | Delete Draft
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Submitting an Authorization Request for Expert Services (cont’d)

Complete the information in the blue section at the
bottom of the screen. This to include:

e Estimated Amount
e Basis for Estimate

e Service Type from drop-down
e Name of Service Provider

Order Date

Nunc Pro Tunc Date

Repayment D
Estimated Amount % 8000.00 | 4
Authorized Amount %
Basis of Estimate | 100 hours at $30,/hour
Description
Service Type | Investigator S =
Requested Provider |J|:|hn Doe |
| = First | | < Previous | Mext = | | Last = |

Click Save.

Click the Supporting Documents tab or click the Next option located

on the Progress bar.

Note:

A Motion for CJA Expert and Other Services Exceeding Statutory Limitation
must still be filed in the case via CM/ECF. Counsel must attach the order
granting the Motion for CJA Expert and Other Services Exceeding Statutory
Limitation as a Supporting Document to the Authorization Request.

42

Western District of Virginia CJA eVoucher Attorney User Manual



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

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

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

Add a description of the attachment.

Step Click Upload.
3

Supporting Documents

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

File Browse___

| Descrintion |

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

Supporting Documents

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

File Browse...
Description | |
Upload
Description Delete View
Delete Wiew

Proposed order

=
m
=

Delete

Affidavit in Support of Expert Service Request

=
I
=

Delete

Expert's Curriculum Vitae

| «First || < Previous Next > Last » | | Save | | Delete Draft

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

Click Next. Note:

You may include any notes to the Court in
the Public/Attorney Notes section.

The Confirmation screen will open.

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

Attenbion: The notes you enter will be avallable o the next appraoval level,

Public/Attorney
Motes

I swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 155348 | A Submit
| =First | | < Previous | | Next > | | Last = | | Save | | Delete Draft |

Step
7

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 details.

Please keep the following voucher number for your own records:

0101.0000152

Back to:

Home Page
Appointment Page

Step

3 Click Home Page to return to the home page. Click Appointment Page if you wish to create

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.

Authorization for pay e

The Authorization opens to the Basic Info page.

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

AUTH-24 [ Basic Info Documents Confirmation
L Attorney Enters —
P - Basic Info
1. CIRDEST/DIV CODE 2. FERSON REFRESENTED [VOUCHER NUMBER
101 [Jebediah Branson

Link to CM/ECF

4 DIST. DKTDEF NUMBER
1:14-CR-08803-1-AA

3 MAG. DKTDEF NUMBER

5. AFFEALS. DKTDEF NUMBER

6. OTHER. DKT/DEF NUMBER.

Voucher #: 7.IN CASE/MATTER OF(Case Name) | 8 PAVMENT CATEGORY o TVPE FERSON REFRESENTED 10 REFRESENTATION TYFE
US4 v Branson Felony (including pre-trial diversion |, 5 1, pyerengane |Criminal Case
jof alleged felony)
11. OFFENSE(S) CHARCGED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ATDRESS 13 COURT ORDER
|Andrew Anders - Bar Number: 12345 [ A Associate [] € Co-Counsel

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

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

JPrior Attorney's Name

Appointment Dates
Jsizmature of Presiding Judge or By Order of the Court
. Albert Albertson
14. LAW FIRM NAME ANDMAILING ADDRESS Ipate of Order Nunc Pro Tunc Date
332014
Repayment [_| YES [/]NO
Proceeding Transcript
To Be Used .
Proceeding To Ba
Transcribed &
Apportioned Cost (%) |
Apportioned Case and | |
Defendant
Spedial Transcript
MNone V=
Liandling
. |:| Prosecution Opening Statement D Prosecution Argument |:| Prosecution Rebuttal
Transcripts
[ pefense Opening Statement [ pefense Argument [ ury Instructions [ voir pire
Order Date
Nunc Pro Tunc Date
[ «First ] | < Previous | ‘ Mext > | | Last » | I | Save | I | Delete Draft |

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

Step

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

CI|Ck the Documents tab or C||Ck Basic Info } Documents Confirmation
E the Next option located on the Supporting Documents
Progress bar. File Upload (Only Pdf files of 10MB size or less!)
File Browse...
Browse to select a PDF file to Description |
attach.
Ste . Description Delete View
p C||Ck Upload. Documentation Dzlete View
3
Note:
All documents must be submitted in PDF
format and must be 10 MB or Iess « First H < Previous || MNext > H Last » | | Save | | Delete Draft
The Document will appear in the bottom of the Description section.
E Click Save.
A confirmation page will appear.
E Attention: The notes you enter will be available to the next approval level,
Public/Attorney
Motes
Verify all information is correct.
ChECk the afﬂrmation bOX. 1 swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 () Submit
B Click Submit. «First | [ <Previous [ Next> |[ Lasts | [ (save | [ Delete Draft

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

Success

Step Click Home Page to return to the Your vocher has ben abrited o payment, You il receve  notticatin F we need more dta.
home page. Click Appointment Page if Please keep the foowing voucher nuber for your onn recards:

you wish to create additional 101 00001as

document for this appointment.

oc;l

Back fo:

Home Page
Appointment Page

The Auth 24 will now appear in the “My Submitted Documents” section on the Attorney home page.
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Creating a CJA 24 Voucher
Important Note:

Clerk’s office staff will create the CJA 24 Voucher for the expert to complete.
The expert will fill out the required information and submit the form to the attorney for approval.

The attorney MUST then approve the voucher and submit to the Court.
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Creating a Travel Voucher
TRAVEL

| create

Authorization for payment of Trave

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

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

The Basic Info screen will open.

|» Basic Info Authorization Request Documents Confirmation
Basic Info
1. CIR/DIST/DIV.CODE 2. PERSON REFRESENTED [VOUCHER NUMBER
101 [Wendy Wilson
3. MAG.DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER. & APPEALS DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER

1:14-CR-08802-2-AA

() 7.IN CASE/MATTER OF{Case Name) 8. PAYMENT CATEGORY 2. TYPE PERSON REFPRESENTED 10. REPRESENTATION TYFE
te:1/1/1390 [USA v. Wilson et al Felony (tncluding pre-trial diversion |, 4y perengant (Criminal Case
jof alleged felony)
i
15:13-4330.F INCOME TAX, FAILURE TO FILE
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12345 [[]A Associate [[]€ Co-Counsel

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

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

[]¥ Standby Counsel

[Prior Attorney's Name
i Tates
[Siznature of Presiding Judge or By Order of the Court

- |4tbert Atbertson
14 LAW FIRM NAME ANDMATLING ADDRESS [Date of Order NuncPro Tanc Date
5/27/2014
Egament [ | VIS [/[NO
Travel Agency to be Used: Global Travel M
Global Travel
1234 Travel Lane
Suite 200
Second Floor
Los Angeles, CA 93765
Phone: 1-800-444-7890
Fax: 1-800-555-7777
Email: mail@support.actx.uscourts.gov
| << First || < Previous HNext> || Last>> |

The “Travel Agency to be Used” section will automatically populate.

Click the Authorization Request tab or click the Next option located on the Progress bar.
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Creating a Travel Voucher (cont’d)

Fill out all required
fields marked with a red
asterisk.

Click Add.

The information will appear in the
bottom section.

itep Click Save.

Basic Info |} Authorization Request Documents Confirmation

Request For Travel*
* Required Fields
Name and Title of Person Traveling: *

Address of Person Traveling:

Purpose of Travek *
Travel From location: *

Travel To Location: i
Estimated Dates of Travel: -

Travel Requested Estimated Cost

[ Airline Tickets via CIA Government l:l
Travel Agency
["]Ground Transportation l:l

Dother| | | |

[ per Diem (Hotel & Meals)**

Total Estimated Cost:

Justification for Request:

Remaove

= All travel and expenses must be in compliance with government travel regulations.

*== Actual cost of hotel and meals up to the established per diem rate. Expenses for travel for ane day or last day is up to the MIE rate.

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

Name Purpose Travel To Travel Date Requested
Wendy Wilscn Aguire documents Los Angeles, CA Juhyid 15 490,00}
1 Page 1 of 1 {1items)

—1

<< First || < Previous ‘ | Next> || Last>> |
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Creating a Travel Voucher (cont’d)

Click Documents tab or click

B the Next option Iocated on | Basic Info Authorization Request [ Documents Confirmation
the Progress bar. Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
Step Browse to select a PDF = R
2 file to attach. Description |
| Upload
Note: Description Delete  View

Documents Delete  View

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

[<<rost | [ <Previas | [vext> | [ 155 | [oemoar |

Click Upload.

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

S Click Save.

bl

The Confirmation tab will appear.

H H H H Attention: The notes you enter will be available to the next approval level.
Verify all information is o L =
correct.

MNotes

Check the affirmation box.

. . . I swear and affirm the truth or correctness of the above statements
This will automatically T o Submit
time stamp the voucher. ‘

« First || < Previous H Next > || Last » | ‘ Save | | Delete Draft

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 e
page' CIiCk App0i ntment Page If yo u Your voucher has been submitted for payment. You will receive a notification if we need more details.
W|Sh tO Create addltlonal dOCU ment fOF Please keep the following voucher number for your own records:
this appointment. 0101.0000162
Back fo:
Home Page

Appointment Page

The Travel Voucher will now appear in the “My Submitted Documents” section.
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Schedule of Revisions

Updates since June, 2015

Date Title and Page Number Comments

4/25/16 Creating a CJA 21 Voucher — Page 36 Entire section updated to clarify procedures for
creating and processing a CJA 21 voucher.
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