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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:

. On-line authorization requests by attorneys for service providers

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

. 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 and associates. 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 Stevensan,
Date: &52015 9:52:01 Al

This is to inform you that the Westem District of Virginia has appointed you to represent Marty Schwartz
incase USA v, Schwartz 7 15-CR-00017 before this court.

You may access this appointment via the CJA eVoucher program at https:/fcirc04-
evapp.ada.don/ClA vaw test/ClAeNVouCher.

Regards,
WWestern Distict of Virginia

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

Adding Associate Attorney to Your Appointment

The associate functionality in the eVoucher applications allows an appointed attorney using the services of

an associate attorney to add claims for services and expenses to their own CJA 20/30.

To do this, the appointed attorney must contact the court to ensure the associate attorney is set up
in eVoucher and to have the associate attorney added to the appointment.

Once completed, an attorney having an associate on their appointment may add associate services
and expenses to a CJA 20/30 and submit together with their own services and expenses on the same
voucher. (See Entering Associate Attorney Services and Expenses, page 23)

Western District of Virginia CJA eVoucher Attorney User Manual



Accessing the CJA eVoucher Program

You may access the CJA eVoucher program several ways:

o Click on the link provided in the appointment email,
Bookmark the web address and use your internet browser to access the system, or
Click on the CJA eVoucher Login link on the District Court’s website home page
(www.vawd.uscourts.gov).

Log in using your Username and Password and click LogIn

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Virginia
Western District Court
Production Release 5.0

Existing user? Please log in.

P —

Forgot your login?

Notice: This is 2 Restricted Web Site for Official Court
Business only. Unauthorized entry is prohibited and
subject to discipline by the Court and/or prosecution
under Title 18 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 y our username and/or email address. We wil
send you an ermail to reset your password.

6 An emai with instructions on how to reset your password was sent to the ermail
address stored on our system.

IMPORTANT : The link provided in the password reset email is only valid for 24
hours and can only be accessed one time.

Username: | | and/or

Email: | |
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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  jogout

‘ Folders

Welcome Andrew Anders: My Profile
My Appontments:  View

| Search Existing Appointments:  search

 —

‘Order Type:

Clamed Amount: 0.00 Andrew Anders

Jebediah Branson (= AUTH-24

L14C A
= GLDL901
ovou1901

Claimed Amount: 0.00

Page 10f 1 (2 items)

Page 10f 1 (1items)

]|

L14<R 08305 " Limitted to Court
= 04022014 Chemist, Toxcologist 002

J#/ 0101.0000002

o4 01011900

Attormey: Andrew Anders

8508-AA

Case Tile: USA v Howell
Attorney: Andrew Anders

Defendant #: 1
Case Title: USA v. Perez
Attorney: Andrew Anders

AL

Defend:
Case Title: USA v Izzard
Attormey: Andrew Anders

—
‘Order Date: 03/03/1%

Pres. Judge: Abert Abertson Page 10f 1 (1items)
‘Adm. Mag Judge:

Defendant: Thomas Watson
tation Type: Criminal Case
Counsel

: ng

Order Date: 03/03/14

Pres. Judge: Bamey

Adm. Mag Judge:

Defendant: Thomas Howell

Representation Type: Crininal Case
des Type: Appointing

Order Date: 03/03/14

Fres. Judge: Abert Abertson

4% ¥og Mucoe} & closed ocuments |

Defendant: Al Perez —

R::f;:;ﬂmwmﬁ::wm\“w To group by a partiular Header, drag the colur

Ordes Date: 03/03/14 Case Defes

Pres, Judge: Abert Abertson _—

Mag Judge:

To group by & particdar Header, drag Ye cok

Status

Adm.

Defendant: Eddie Izzard

Representaton Type: Criminal Case No data

Order Type: Appointing Counsel

Ordes Date: 08/01/13

eres, Judge: Abert Abertson
Judge:

Page 10f 1 (Sitems)

v

#100% ~

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 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 Attorney login
confirmation

Home Operations Reports Links Help  |ogout

> Home
i
Welcome Atest Attorney: 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” 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.
I—————

. €D 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 = 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 crosshairicon !gE! 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.

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

Case Defendant Type T Status

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

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

Group by: Case -
Case

7 Western District of Virginia CJA eVoucher Attorney User Manual



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 CMEC

Welcome Andrew Anders (Attormey)

ATTORNEY

oy e MECF ks Helg P—
> Help Wekiome Andrew Ardiers [(Altorney

Login Info Usertiame Anders

ormey S Number: 12345
A ll.\'O Your Name: Andrew Anders [E

Your Contact Info;
Phone: 210-833-5623 | Cel Phone: 202-555-1212
Fax:

Your Address:
110 Main Street
San Antono, TX 78210

usa

Your default bllng nfo is:
a’m Info

pvadadie biling rnéo cecords SOUEIN: ***-** 4789
123 Legal Bhvd. South
AmyToen, OC
12345 - USA
Phone; 858-555-4000
Fax: 883-555-4001

el

Continuing Legal No info has been stored. [ ]
Education Please dick VIEW to type your nfo,
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Changing my Username and Password

> Help > My Profile Welcome Andrew Anders (Attormney)

Under the Login
Info section, click Login Info UserName Anders
Edit to change your our Login informatio

Password.

click change. It will our Login informatior Passyword - s
show “The Username
has been changed.”

reset

To reset your
password, click reset.

To change your > Help > My Profile
Username, type the
new Username and Login Info Username |Anders | fchange

NOTE: Passwords must be at least eight characters in length and contain: One lower-
case letter, one upper-case letter, one numeral, and one special character. You are
required to change your password every 180 days.

Type the new
password and retype

> Help > My Profile

it in the confirm field. Login Info Username |Anders | change
i : Password [ooooocl ] = Strength:Strong
Confirn X
Reset
Step Press the Reset
5

button to save.

Click the Close > Help > My Profile Welcome Andrew Anders (Attomey
button to exit the Login Info Usernome [Anders dhance
login Info section. Password +» cesst
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Attorney Info

Attorney Info Bar Number: 12345
‘ ey‘ i Your Name: Andrew Anders -
Your personal info
Your Contact Info:
Under the Phone: 210-833-5623 | Cell Phone: 702-555-1212
Attorney Info Fax:
. y . deadmail @support.aotx.uscourts.gov
section, click deadmail @support.aotx.uscourts.qov
the Edit button deadmail @support.aotx.uscourts.gov
to access your Viko Ak
personal 110 Main Street
. . San Antonio, TX 78210
information.
Usa
*Required Fidds
Attomey Info St
YOur personal info
SSN Instructions: l
If you are an appointed panel Tax Identification Nunber: * (Ifon Pand)
attorney, )l/ou are requli:;dto %r:ter SSN:
your Social Seaurity Nurrber in the SSN
Make any field. Confirme
necessary changes. I ou S A s odas oy /o ok First Narre = Middle  Last Name =
enter your Sodal Security Nurmber in [Andrew ” |1Anders ‘
the SSN field.
Main Errail *
Payee Certification: [dea deil@support.aotx.uscourts.gov ]
Tr\gis rrsfja%eNinform c\;ou d\aﬁmeed 2nd Ensil
me an entered are collect
pursuant to IRS Guidelines that govern ??é:::l@s UPDrEAORXUSCOTES, 0o l
whatinformetion must be collected by | r4 =B
thejudiciary for payments nede to ldea dreil@support.a otx.uscourts.gov |
. nomermloveegeadnd %ﬂfwer entities fogf Phone = Cell Phone Fax
Services provi ana ror purpases
Click Save. issuinga Form1099-MISC. You have [210'8‘33'5623 ‘ l
provided this information under )
penalties of perjury and certify that: | Address 1* City *
1- The nurber enteredasmy SSNor | [110 Main Street | [5an Antonio |
ﬁfnﬁﬁgu?n'ﬁfﬁﬁ’?ﬁynir Address 2 State = (US only) Zip = (US only)
2-1ama U.S. dtizen, U.S. resident | [Texas V] [78210
alierg, or r(:_(her U.S. ptc-_zrson (@ Address 3 Country *
partnersnip, corporation, company, or
assodation created or organized in the I l UNITED STATES VI
U.S. or under the laws in the U. S.).
Note:
e Each attorney (except associates) must enter their SSN into the user
profile or they will not be paid.
e The Country field will automatically populate United
States, unless otherwise entered.
e You may list up to three email addresses. eVoucher notification will
be sent to each email address.
10 Western District of Virginia CJA eVoucher Attorney User Manual




Billing Info

Billing Info Your default billing info is: :
‘ g ‘ : Andrew Anders l_l
List all available billing info records SSN/EIN: ***-**.5739 utl
. 123 Legal Blvd. South -
Under the Billing AnyTown, DC
Info section, 12345 -USA
lick Add if Phone: 888-555-4000
clic T no Fax: 888-555-4001
billing
information is
available.
Click Edit if you wish to change the
information already entered.
Note:

* 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.

11 Western District of Virginia CJA eVoucher Attorney User Manual



Make any
necessary
changes
and click
Save.

Biling Info

List all available biling info records

Biling Type:
® Seff-Enployed
O Firm

(O Associate

Copy Address from Profile

Name:

I

Phone: Fax:
[210-833-5623 I

Address 1:

[110 Main Street

Address 2:

|

Address 3:

l

Ciy: State:

Zip Code:

|san Antonio | [Texas

v| 78210

Country:

| UNITED STATES

V]

12
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Biling Info Biling Type: Save

List all available biling info records 'f;:'Self-Enployed
f.: Firm
If applicable, O Associate
add billing
information Tax Identification Nurrber:
for a firm or EIN/TIN:
an associate Confirm:

by clicking the
corresponding
radio button. Narme:

Phone: Fax:
| | |

Address 1:

Copy Address from Profile

Address 2:

Address 3:
| |

City: State: Zip Code:

| | V|

Country:
| UNITED STATES v|

Billing Info * Required Fields
List all available biling info records Biling Type:
Self -Employed

Firm

F .
(®) Associate

Biling Code: | [ verfy |

Note:

e Attorneys with preexisting agreements must enter the firm’s EIN and name.

e Associates do not need to enter an SSN. When you click the Associate radio
button for the billing type, no information is required in the Billing Code field.
Once you save, the screen displays Associate - No Billing Info.

e See the Associates Functionality document to learn more about creating
vouchers with an associate.
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Continuing Legal Education

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

Contin uing l_e:gal Mo info has been stored. @
Education Please dick VIEW to type your info.
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Appointments’ List

Locate the Appointments section in the Appointments’ List folder on your home page.

Appointments Defendant
Case: 1: 14-CR-08805-AA Defendant: Jebediah Branson
. Lmrrl—l——— Representation Type: Criminal Case
Click the case number Case Tifle: USA v. Branson Order Type: Appointing Counsel
H Attorney: Andrew Anders Order Date: 03/03/14
hyperlink to open the ¥ Pres. Judge: Albert Albertson
. Adm. /Mag Judge:
Appointment  page :
for that particular Case: 1:14-CR-08805-AA Defendanl:_ Jebediah Branson
D—efen dant #: 1 Representation Type: Criminal Case
case. Case Title: USA v. Branson gg:: E:':: :‘%?rgg Counsel
Attorney: Andrew Anders %
Pres. Judge: Albert Albertson
Adm./Mag Judge:
Home Operations Reports CMECF Links Help logout
Appointment Appointment Info
1. CIR/DIST/DIV.CODE 2 PERSON REPRESENTED [VOUCHER NUMBER
10101 [ebediah Branson
3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6. OTHER DKT/DEF.NUMBER
1:14-CR-08805-1-AA
View 7.INCASEMATTER OF(CaseName)  [S.PAYMENTCATEGORY |9.TYPEPERSONREPRESENTED 10. REPRESENTATION TYPE
[USA v. Branson Felony (including pre-trial diversion |, 4.1, pyogorigant (Criminal Case
Representation = of alleged felony) [
11 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
) 12. ATTORNEY'S NAME AND MAILING ADDRESS 13.COURT ORDER
|Andrew Anders - Bar Number: 12345 [[]A Associate [[]€ Co-Counsel
Create New Voucher 110 Mam Street. ) [ Subs for Federal Defender [] O Appoiating Counsel
AUTH Create ;‘h"m::mfﬁ;°s§3’::3m []P Subs for Panel Attorney [ |R Subs for Retained Attorney
;S«:f:‘gg:ahon for Expert and other []¥ Standby Counsel
Attorney CJA 20 ; -
AUTH-24 Create [orioe Atlorney s Name
shermiuelieil = lAppoi Da
VOU C h er Autharization for payment of transcript Sig::::}‘h;;ng Judge or By Order of the Court
Tem p|ate CIA-20 Create |§ |14 LAW FIRM NAME ANDMAILING ADDRESS :}:ﬁ;ﬁm o ic P T Do
Appointment of and Authority to Pay 3132014
Court-Appointed Counsel .
Repayment [_| VES [/]NO
CIA-21 Create Group Header
Authorization and Voucher for Expert
and other Services Vouchers on File y
=
TRAVEL Create To group by a particular Header, drag the column to this area. Search: |
Authorization for payment of Travel
EXpe rt CJA 2 1 AUThorizaton Tor payment of Iravel Case Defendant Tvpe St
Voucher LiIACR03300-44 Jebediah Branson (= 1) CIA-20 Submitted to Court
03/03/2014 Claimed Amount: 778.40 Andrew Anders / 0101.0000001
ndi D6 INTERIM PAYMENT 1
Template Appointment Report b Ll : ERIM PAYMEN
1:14-CR-08305-AA- Jebediah Branson (= 1) AUTH Submitted to Court
Defendant Detail Budget Report B Claimed Amount: 1,000.00 Chemist, Toxicologist /#’ 0101.0000002
N Detail budget info for defendant Bt
Detailed :14-CR-08805-AA~ Jebediah Branson (= 1) AUTH-24 .+ Voucher Closed
Defendant Summary Budqet Report - 0andan Clatned Amourit 0.00 5, 0101.0000026
Payment Reports Tatals oy of budge: o for 0s/04/2014 Ap:f:v:d Amount: 0.00
defendant 1:14-CR-08805-AA- Jebediah Branson (= 1) CJA-21
e : 05/15/2014 Claimed Amount: 0.00 Luz Gardia y gg::d‘er Entry
End: 05/15/2014 Hair, Fiber Expert o
Attorney Time e
1:14-CR-08805-AA- Jebediah Branson (= 1) CIA-24 -, Voucher Entry
Al | vouc h ers 1 06/04/2014 Claimed Amount: 0.00 Teresa Transcripts - Edit
. . nd: 06/04/2014 )
associated with 1: 14-CR08805-AA- Jebediah Branson (+ 1) AUTH-24 _ Voucher Entry
+01/01/1501 Claimed Amount: 0.00 | Edit
this case are d: ot =
. :14-CR-08805-AA- Jebediah Branson (# 1) CIA-24 Submitted to Attorney
dis p I aVEd . : 06/04/2014 Claimed Amount: 14,50 Teresa Transcripts /)’ 0101.0000143
06/04/2014
1 Page 1of 1 (7items)
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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,
) click View Representation.

ointment and link

chers

Home Operations Reports CMECF Links Help logout

Representation Representation Info
) : 1. CIR/DIST/DIV.CODE 2.PERSON REPRESENTED [VOUCHER NUMBER
0101 Uebediah Branson
3 MAG. DKT/DEF.NUMBER 4.DIST. DKT/DEFNUMBER 5. APPEALS. DKT/DEF.NUMBER 6. OTHER  DKT/DEF NUMBER
1:14-CR-08803-1-AA
7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
[USA v. Branson ey (iacinding pee-trial diversion: | 1 5 Detondant Criminal Case
jof alleged felony)
Representation Report 11. OFFENSE(S) CHARGED .
15:1825.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
159.800.00 Albert Albertson
App.ID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx.uscourts.gov
29 Andrew Anders Appointing Counsel 12/21/10 deadmail @support.aotx.uscourts.gov

Click Home on the Menu bar at the top of the page.
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CJA 20/30 Voucher Process Overview

Attorney enters

i . Voucher review
time/expenses WisnE e s fied Voucher processed

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

Creating the CJA 20/30 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
the CJA 20 Voucher template. CIA-20

Appointment of and Authority to Pay
Court-Appointed Counsel

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

@ CJA-20 b Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
1 CIR/DEST DIV.CODE 2 PERSON REFRESENTED [VOUCHER NUMBER
A : P10t Jebediak Branson
Lk to CMIECE 3 MAG. DRT DEF NUMBER 4 DEST. DT DEF NUMBER & APPEALS. DR DEF NUMBER € OTHIR DKT DEF NUMBER
1:14.CR-08805-1.A4
Voucher #: T INCAST MATTER OF(Cawe Nama) § PAYMENT CATIGORY § TVTE FERSON REFRISINTED 10 REFRISENTATION TYIX
art o P IR IFelony (meludmg pre-tnal drversson
@ : JUSA v. Branson o alleped felomy) Adult Defendast KCraminal Case
2 ‘ 11 OFTENSE®S) CHARGED
© < 15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADORESS 13. COURT ORDER
Andrew Anders - Bar Numsber: 12345 [T]A Assaciane [ ]CCoConnsel
110 Main Sereet < )
o Expenses: $0.00 ke Antosio TX 78210 ‘ ‘lsﬁﬂuhhnlhfdu JIOMCO‘M
210.833.5623 |7 Suba for Pasel Attorsey | | R Subs for Rutassed Attorsey
(7Y Seandds Commrel
Tasks Price Attorsey's Name
A\ ppoistmeat Dates
Link to Appointment igaature of Presiding Jodge or By Order of the Count
Link to Representation 14 LAW FIRM NAME ANDMAILING ADDRESS [Date of Order Nunc Pro Tunc Date
332014
[ sl e
Reports
Defendant Detail Budaet Report Payment Info
Detail budget info for defendant TR N NIRRT
Preferred Payee | Androw Anders V|
. Andrew Anders
Form CIA20 SENJEIN: *=.%%.5 789
Defendant Summary Budaet Report ﬂ;x%cd
Totals only of budget info for 12345 - USA
defendant Phone: 838-555-4000
Fax: 855-555-4001

P [P (et |[ste | [oow ] [oeesen ] |
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Creating the CJA 20/30 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

CJA-20 p Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters [ —

« First < Previous Next > Last » Save Delete Draft

/

Progress Bar appears at the bottom of the screen.

Notes:
e The user should SAVE any entries made to a voucher often to avoid data loss.
***There is no autosave feature***
e At any time prior to submitting the voucher, the user may delete the voucher by
clicking the Delete Draft button.

Creating a CJA20/30 with an Associate

Payments are always made to the appointed attorney's preferred payee billing selected on the Basic Info tab of the CJA
20/30.

1. Onthe Home page, select a case from the Appointments’ List grid.

Home Operations Reports Links Help logout

> Home

ATTORNEY

My Appointments:  View

‘Welcome Andrew Anders: My Profile

Appointments Defendant
Defendant: Jebediah Branson
Case: 1:14-CR-08805-AA
F e Re presentation Type: Criminal Case
Defendant #: 1 Order Type: Apnainting Co 1
Case Title: USA v. Branson raer ype_. ppointing Counse
Attorney: Andrew Anders Order Date: 03/03/14
: Pres. Judge: Albert Albertson
Adm./Mag Judge:
Defendant: Thomas Watson
Case: 1:14-CR-08806-BB
Representation Type: Criminal Case
5 Qrder Type: Appointing Counsel
ﬁtﬁgﬁ s v, atsan Order Date: 03/03/14
. Pres. Judge: Barney Ball
Adm./Mag Judge:
Case: 1:14-CR-08808-AA Defenda nt; Thomas I!oyuell
[P Representation Tvoe: Criminal Case
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Creating a CJA20/30 with an Associate (cont’'d)

2. Inthe CJA-20 (or CJA-30, if the case is a Capital Case) section, click Create.

Appointment Appointment Info

In this page you wil find a 1.CIR /I ST/DIV.CODE 2.PERSON REFE
summary about this 101 [Thomas Watsc

appointment, including a list of | EREE ARG 4. DIST. DKT/DE!
vouchers related to this 1:14-CR-0880¢

appointment and nks to create | EECETRNTTEEIITT] 8. PAYMENT CA
. . [Felony (inchidi

new vouchers . W

e e [75A v. Watscn lf alleged felon

[ 11. OFFENSE (S) CHARGED

12.ATTORNEY'SNAME ANDMAILING ADDRESS

Create New Voucher Andrew Anders
110 Main Street

AUTH Create W5 Antonio TX 78210
Authorization for Expert and other Phone 210-833-5623 - Fax
Services ) -

AUTH-24 Create
Authorization for payment of transcript

CJA-20
Appointment of and Authorl
Court-Appointed Counsel

14 LAWFIRMNAME AND MAILING ADIRESS
CIA-21 Create
Authorization and Voucher for Expert

3. Inthe Associate Info section, select the level of access (below) for this voucher that the associate attorney has, if any.
Payment for this voucher still goes to the selected preferred payee.

a.

Not on Voucher: This voucher does not include any claims for services and/or expenses for the associate
attorney.

On Voucher, No Edit: This voucher includes claims for services and/or expenses for the associate attorney.
While the voucher is in Voucher Entry mode, the associate has read-only access. They can only view their own
entries on this voucher. Only the appointed attorney can add, remove, edit, and save entries on behalf of the
associate.

On Voucher, Can Edit: This voucher includes claims for services and/or expenses for the associate attorney.
While the voucher is in Voucher Entry mode, both the appointed attorney and the associate can add, remove,
edit, and save their entries on this voucher. The associate always has access to only their voucher entries.

After selecting On Voucher, No Edit or On Voucher, Can Edit, click the Services and/or Expenses tab.

» Basic Info Services Expenses Clalm Status Documents Confirmation
Ba nfo
T LY z X GUCHER SUMBER
0101 [Thomas Watson
Y NVG, DRT DT NUVBER TOIST. DRTDEF SUMBER T APTEALS, DRTDEF NUSBER T OTHLR DRTDET NUMBER
| 13-CR-06506-1-BB
TN CASLAMAT LR OF (Cabe Name) R PAVMINT CATLGORY T IVIL FLRVON REFRISINTID 10 RAPRISENTATION 1171
S elony (ncludmg pre-traal dis ervion 2 2
JUSA v. Watson £ alleged felony) Adult Defendant ICraminal Case
[T OFFESSESS) CHARGED
[TEATTORNETS SAME AND SATLISS ANORESS TXCOURT GROER
[Andrew Anders 0 D Federal 3 ¥ Sabe for Yoderal
110 Main Strees 0 A Asacinne 0 COsComasel 1, et
[Sam Amormo TX 78210 © LLearned Counsel @ OAppointing 0 P Sabe for Pasel © K Subn for Retained
[Phone: 210.833.5623 . Fax (Cagieal Only) Connsel Amsrwey Anarwey
0 $Prese T Rrsined USebaturPre o, X Admisiseracive
Anarwey ~
¥ Scandby Comael
Prioe Amerney's Name
Daies
Signanwrs of Providing Jedge or By Ovder of the Conrt
34 LAW FIRM NAME AND MAILING ADDRESS Albert Albertson
Dste of Ocder Nunc Prs Tunc Duse
B32014
Repayment O VIS @ NO
Payment Info Associate Info
Prederred Poyee | Andrew Anders - Andrew Anders V| Billy Bates | Vouc!

s On Voucher, No Edil

Bding Code:0101-00002 On Voucher, Can Edn
110 Man Street

San Artooka, TX

78210 - US
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Entering Services and Expenses

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:

There is NO AUTOSAVE function on this
program. You must click SAVE periodically
to save your work.

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

Step

CJA-20 Basic Info [ Services Expenses Claim Status Documents Confirmation
Attorney En —

Services
Date -2 Description

Service Type l B =

oren [ ] rem [ :

7 i Hours I:] = at $126.00 per hour. Add

* Required Fields

Da
© services: $0.00 by
Service Tt Date Description Hrs Rate Amt|
(5] Expenses: $0.00 b Ype L

Tasks

Link to Appointment

Link to Representation

Reports
Defendant Detail Budget Repart
Detail budget info for defendant No datal
Form CJaz0 [ «First ][ <Previous |[ Next> |[ Last» | [ save | [ DeleteDraft |
Defendant Summary Budaget Report
Totals only of budget info for -
defencant Services
Date 6/11/2014 = % Description
. Service Type | [ 4 June 2014
Enter the date of the service. The e E c Mo Tu We Th Fr Sa
. oc. # (ECF = u o Tu e r
default date is always the current . s e
date. You may type in the date or HKs E » 8 9 [l B 1
|- k h | d R | * Required Felds
click the calendar icon to select a s 15 16 17 18 19 20 21
date from the pop-up calendar. » 22 23 24 25 26 27 28 i
» 29 30 1 2 3 - 5
Service Type % = & > = in <3 5
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Entering Services (cont’d)

Select Service Type

from the drop-down Services
menu. Date * :@ Description
Service Type || F] #
Doc. # (ECF) In Court Services n
NOte: a. Arraignment and/or Plea
Hours
You may add serwce.s in any date‘ - feoyed Fue | b Bail and Detention Hearing
order. You can sort in chronological <. Motion
order at any time (see Step 8). d. Trial
Service Type e. Sentencing Hearings

Enter hours of

s N Services
service in tenths ;
Date -_6 11/2014 * o Descriptit
of an hour g T fy ﬁ ZEe First appearance and
' Service Type  a. Arraignment and/or Plea DA E arraignment of Defendant.
Doc. # (ECF) Pages by
Hours #  at $126.00 per hour. Add Remove
Enter a | * Required Feds
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 ST vl
an entry to Doc#@®F) | |  Pages 1 :

ed it. Hours :] = at$126,00 per hour. Add

* Required Felds

Service Type Date Description Hrs Rate Amt
a, Arraignment and/or Plea 06/11/2014  First 2pp- = and arrak of Defend 0.5 126.0000 63.00|
1 Page 1 of 1 (1items)
[ «First ][ <Previous |[ Next> ][ Last» | [ save | [ peleteDraft |
Step Clicking the Date header will sort services in ascending or descending order by date.

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 l6/12/2014 | =28 Description
Expense Type { il v } *;
Miles [ ] ats0.5600 per mile. *
Amount |:| | Add H Remove

* Required Fields

1o group by

a particular Header, drag the colt

Expense Type Date Description Mile Rate Amt
No data
[ «First |[ < Previous |[ Next> |[ Last» | [ save | [ Delete praft |
Enter the Date as well as Expense Type Expenses
from the Expense Type drop-down Date 6/12/2014 | = ﬁ
menu. Expense Type ||| Y
Miles Travel Miles
Amount Travel Misc.
* Requirad Fields | Fax
Long Distance Charges
Photocopies .
Postage
Other Expenses
« First I I < Previous | I Next > I | Last »

20
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Entering Expenses (cont’d)

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

Enter a description in the Description field.

Expenses
Date * ﬂ Description Travel to and from Court]
Expense Type fl‘?av& Miles — v *
Miles * 2t $0.5600 per mile. £
oun!

| Add [ Remove

* Required Fields

T0 group oy a particutar Header, drag the column to t

Expense Type Date Description Mile Rate Amt
Note: The rate will adjust
| depending upon the date of
service. No data
«First || < Previous |[ Next> |[ Last» | [ save | [ Delete Draft |
éte'o Click ADD.

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

Expenses

Date * ﬂ Description

Expense Type | : Z*

Miles [ ]# ats0.5600 per mile. 2

Amount | Add ” Remove

* Required Fields

TO group DY @ particular Header, drag the column to this area.

Expense Type Date Description

Mile Rate Amt
Travel Miles 06/12/20... Travel to and from Court

20 0.5600 11.20]

Page 1 of 1 (1 items)

[ «First |[ <Previous |[ Next> |[ Last» | [ save | [ Delete Draft |
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Entering Expenses (cont’'d)

Notes:

* 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 = ﬂ Description

Expense Type . B ‘ =

Miles ' at $0.5600 per mile, %

Amount :]* | Add H Remove

* Required Fields

Expense Type 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 0.5600 11.20

1 Page 1 of 1 (2 items)
« First || < Previous I I Next > | | Last » | I Save | [ Delete Draft ]

Clicking the Date header will sort services in ascending or descending order by date.

Click SAVE.
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Entering Associate Attorney Services and Expenses

Associate appointments appear in the My Appointments page with the order type of Associate For [the appointed
attorney's name]. Only the appointed attorney can create a voucher.

e |[f the associate is given On Voucher, Can Edit permission, they can add their services and expenses to the
voucher.
e [f the associate is given On Voucher, No Edit permission, only the appointed attorney can edit the voucher.

Associates can only see their own claims and claimed amounts on the voucher. The appointed attorney is the only
one who can view the entire voucher with the combined entries.

Home Operations Reports Links Help logout

Operations > My Appointments

Appointments Defendant

Case: 1:14-CR-08806-BB
Defendant #: 1

Case Title: USA v. Watson
Attorney: Bily Bates

Pres. Judge: Barney Bal
Adm./Mag Judge:

Defe ndant: Patricia Delgado
Case: 1:14-CR-08807

"y . Representation Type: Crininal Case
Defendant #: 1 Order Type: Appointing Counsel
Case Title: USA v Delgado Order Dot 04117
Attorney: Billy Bates Pres. Judge:

Adm /Mag Judge:

The Services and Expenses tab include an additional Attorney drop-down field. If no selection is made in this field,
then service or expense entries added to the voucher will be for the appointed attorney. To enter a service or
expense claim for the associate, click the Attorney drop-down arrow and select the associate's name.

Basic Info I Services Expenses Claim Status Documents Confirma

Servi

Attorney

Date Andrew Anders
Service Ty| Billy Bates
Doc.# (EC

Hours

* Required Fields

To group by a pa

Attorney ption

hiar)

23 Western District of Virginia CJA eVoucher Attorney User Manual



Entries added for the associate are added at the rate entered by court staff when the associate was added to the
appointment. The rate may be at or below the statutory hourly rate. Service and expense entries for the appointed
attorney appear at the statutory rate (non-capital or capital). The Attorney column in the table indicates for whom
each line item applies.

0 Basic Info P services Expenses Claim Status Documents Confirmation

Services
Attorney A

0 Date 10/3/2018 | = =H] Description
Service Type ¥

o ar # =

Doc.# (ECI Pages

< € [ [ pag [ 1

d Date Hours |:| *  at $129.00 per hour. Add

* Required Fisids

@ services: $2948.00 -
i Header, drag the column to this area.
In Court Services W d
Service Hours/SSAmt Attorney Service Type ‘ Date ‘ Description I Hrs | Rate Imt
Arraignment andfor Plea 4.0/ $516.00
Ea” and Detention 0 £0.00 Andrew Anders a. Arraignment andjor Plea 10/03/2018 Arraignment .0 | $120.00 §616.00
earing
Mation Hearings 8.0 $1032.00 Andrew Anders . Motion 10/03/2018 motion $129.00 032.0
Trial 8.0/ $800.00
Sentencing Hearing 6.0 $600.00 Billy Bates d. Trial 10/03/2018 Trial $100.00 00,00
Revocation Hearings 0 $0.00 ) _
Appeals Court 0 50.00 Billy Bates e. Sentencing Hearings 10/03/2018 sentencing $100.00
Other 0 $0.00
Totals  26.0] $2948.00 || | Ke——
Out of Court Services
Service Hours Amt.
] o s
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Claim Status

Click the Claim Status tab or click the Next option located on the Progress bar.
***This tab is always read-only for the associate.

Enter the Start Date from the services or expenses entries, whichever date is earliest. The End Date is
the last date of service or expense entered on the voucher. If need be, go back to the Expense and
Service sections, and click the Date header to sort showing the earliest and last date of services.

Claim Status
StartDate  [6/11/2014 |= =i End Date 6/12/2017 | = =)

Payment Claims

) Final Payment

(®) Interim Payment (payment #) =
Supplemental Payment

O Withholding Return Payment

** Reminder: Pleass select the appropriate claim status.

1. Have you previously applied to the court for compensation and/or reimbursement for this case? @©Yes OUho

If Yes, were you paid? @®Yes CNo
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment (ves ®nNo
{compensation or anything of valug) from any other source in connection with this representation?

* Requirad Fields

[C«rirst ][ <Previous |[ Next> |[ Last» | [ save | | Delete Draft | [ Audit Assist

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.

e Our court does not utilize payment withholding.

If you try to submit with errors, you may receive the following pink message:

Answer all the 9\ Service and/or Expenses are outof the Voucher Start and End Dates.

guestions regarding
previous payments

' i To remove the message, complete the Claim Status section with correct start and
in this case.

end dates that include all service and expenses dates for the voucher.

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:
All documents must be submitted in PDF

To add an attachment, click the Browse button to
format, and must be 10 MB or less.

locate your file.

— Add a description of the attachment.

Nl

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
File G:\AO\eVoucher\CJA eoi Browse...
Description ICopies of receipty

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

Supporting Documents

File | Browse...
Description [ |
Upload
Description Delete View
Copies of receipts Delete View

| Delete Draft |

| Save I

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

zel
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Signing and Submitting to the Court

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

Step Click Confirmation tab or the Last option located on the Progress bar.
1

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

Confirmation

1. CIR/DIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER

10101 [ebediah Branson

3. MAG.DKT/DEFNUMBER 4.DIST. DKT/DEF NUMBER 5. APPEALS. DKT/DEFNUMBER 6. OTHER. DKT/DEF NUMBER
1:14-CR-08805-1-A4

7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10.REPRESENTATION TYPE

[USA . Branson [Felony (inchuding pre.-trial diversion [ o 1 1y fandane [Criminat Case
lof alleged felony)

11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12.ATTORNEY'S NAME AND MAILING ADDRESS 13. COURT ORDER

Andrew Anders - Bar Number: 12345 [[]A Associate [[]€ Co-Counsel

110 Main Street [ Subs for Federal Defender [/ Appointing Counsel

San Antonio TX 78210

ek P Subs for Panel Attorney R Subs for Retained Attorney
[Phone: 210-833-5623 O s O y

[C]¥ Standby Counsel

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

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

s Albert Albertson
AnyTown DC 12345 USA IDate of Order Nunc Pro Tunc Date
[Phone: 888-555-4000 3/32014

[Fax: 888-555-4001 Repayment [ | VES [V]NO

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS TOTAL. ADJU: ADJUSTED <
CAIECORIES CLADMED C‘ﬂgg HOUS;GED g‘o‘u\‘r REVIEW
15. | a. Arraignment and/or Plea 0.5 $63.00
b. Bail and Detention Hearing 0 $0.00
c. Motion 0 $0.00
d. Trial 0 $0.00
e.S ing Hearings 0 $0.00
f. Revocation Hearings 0 $0.00
g A s Court 0 $0.00
h. Other 0 $0.00
Totals 0.5 $63.00
16. | a. Interviews and C 0 $0.00
b. Obtaining and Reviewing Records 0 $0.00
c. 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, etc.)
15 Other E;penses (other than expert, $15.00
iranscripis, eic.)
GRAND TOTALS $30.20
(CLAIMED AND ADJUSTED) o=
19. CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE [20. APPOINTMENT TERMINATION DATE IF OTHER 1. CASE DISPOSITION
AN CASE COMPLETION
FROM: 6122014  TO: 6/12/2014 r
P2 CLADMSTATUS [] Final Payment [] Interizm Pzyment (=) [] Supplementa! Payment

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

If yes, were you paid? [] YES [] NO

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

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

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

3. IN COURT COMP. 4. OUT OF COURT COMP. 5. TRAVEL EXPENSES |26. OTHER EXPENSES 7. TOTAL AMT. APPRCERT.
50.00 50.00 50.00 150.00 50.00
28 SIGNATURE OF THE PRESIDING JUDGE [DATE 282 JUDGE CODE
[29.IN COURT COMP. .OUT OF COURT COMP. 31. TRAVEL EXPENSES |32. OTHER EXPENSES [33. TOTAL AMT. APPR/CERT.
50.00 50.00 $0.00 150.00 50.00
|34 SIGNATURE OF THE CHIEF JUDGE, COURT OF APFEALS (OR DELEGATE) Payment approved in
|excess of the statutory threshold amount [RATE f4a IIDCE COLE

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:

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

You may include any information to the court in the Public/Attorney Notes field.
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Signing and Submitting to Court (cont’'d)

ztep 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
Notes
Notes
I swear and affirm the truth or correctness of the above statements
[ Date: 6/12/2014 16:32:35 | ) Submit
[ «First ][ <Previous ][ Next> || Last» | [ save | [ Delete Draft |

Ste . .
5 P Click Submit to send to the Court.

Note:
Only the appointed attorney can submit a voucher to the

court. Associate attorneys cannot.

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: i
Case Defendant Type Status
1:14-CR-08805-AA- Jebediah Branson (= 1) CJA-20 _» Submitted to Court
Start; 06/12/2014 Claimed Amount: 89.20 Andrew Anders / 0101.0000150
Enc: 06/12/2014
1:14-CR-08805-AA- Jebediah Branson (= 1) CJA-20 Submitted to Court
St=rt: 03/03/2014 Claimed Amount: 778.40 Andrew Anders ,/ 0101.0000001
Enc: 08/05/2014 INTERIM PAYMENT 1
1:14-CR-08305-AA- Jebediah Branson (+ 1) AUTH ., Submitted to Court
Start: 04/02/2014 Claimed Amount: 1,000.00 Chemist, Toxicologist / 0101.0000002
End: 01/01/1900

1 Page 1 of 1 (3items)

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. Search: ||
Case Defendant Type Status
7:15-CR-00017-... Marty Schwartz (= 1) CJA-20 -, Voucher Entry
Start: DBIOLI2015 Claimed Amount: 2... Paul Stevenson '_‘__J 0423,0000035
End: B6/D5/2015 " FINAL PAYMENT
1 Page 1 of 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 Compensation
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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http://www.uscourts.gov/uscourts/FormsAndFees/Forms/CJA/CJA26.pdf
http://www.uscourts.gov/uscourts/FormsAndFees/Forms/CJA/CJA26A.pdf

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.

Court

e The Services and Expenses will tally as
entries are added to the voucher.

6 Expenses $26.20

I © services: $63.00

G Services: $63.00 W

In Court Services

Service Hours
Arraignment and/or
Plea 0.5 $63.00

Bail and Detention

e Expand the item by clicking on the down Hearing 0 s000
arrow (y) to reveal specifics. e teadings e
Sentencing Hearing | 0 5000
Revocation Hearings 0 $0.00
Appeals Court 0  $0.00
Other 0  $0.00
Totals 0.5 $63.00

Out of Court Services
Service | Hours  Amt.

Interviews and

Conferences D)1 30:00
Obtaining and 0 0.0

Reviewing Records
Legal Research and

Brief Writing Y .00
Travel Time | 0 3$0.00
Investigative and

Other Work 9 0:00

0 Expenses: $26.20

Travel
Expense Type Amount
Travel Miles $11.20
Travel Misc $0.00
Totals $11.20
Expenses
Expense Type Amount
Fax $0.00
Long Distance Charges $0.00
Photocopies $15.00
Postage $0.00
Other Expenses $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

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 Budget Report. Create New Voucher

appointment and links
I cher

AUTH Create
Authorization for Expert and other
Services

AUTH-24 Create

Authorization for payment of transcript

CJA-20 Create

Other accessible reports can be found on the Menu bar. Appointment of and Authority to Pay
Court-Appointed Counsel

CIA-21 Create
Authorization and Voucher for Expert
and other Services

Home Operations: Reports CMECF Links Help logout

TRAVEL Create

> Reports Authorization faa}'ment of Travel
AUTH-24 Internal ’ eports
Defendant Detail Budget Report Appointment Report Appaintment Report
Detail budget info for defendant Attorney Time Defendant Detail Budget Report
e ——— Detail budget info for defendant

Defendant Summary Budget Report
Totals only of budget info for
defendant

Attorney Time
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Defendant Detailed Budget Report

This report reflects the total amount authorized for this representation, any excess payment allowed, the
vouchers submitted against those authorizations, and the remaining balances.

The report provides 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 Requested: $0.00
Budgst Amount Approved: $3.900000

Fencing [ g  amount emaning
Time Parlod Wouchsar
FDT:‘DLIHUBI’ HUmbsr Fees Expenses Total Faes Expanzsas Total After Approved | After Approved
Traval Othar Travel Other And Panding
Attorney: Andrew Anders  [Appoinfing Counsel) Active
09/2372015 to 07232015 | 0101.D0D0001 50.00 50.00 $0.00 S000| $5.330.00 S0.00 S0.00 $6,350.00 $3.550.00 3$3,550.00
010171801 to 010190 50.00 50.00 F0.00 s0.00 F0.00 $0.00 0.0 s0.00 $3,550.00 3$3,550.00
010171501 to B01D1A90 50.00 50.00 $0.00 s0u00 $0.00 S0.00 S0.00 S0.00 $3.550.00 3$3,550.00
Total Panding: $0.00 Total Approved: $6.350.00 $3.550.00 $3.550000
Pending Amount Remalning
Time Perted Wouchar
For Vouc Number Fass Expensss Total Fags Expanzas Total After Approved | After Approved
Traval Othar Travel Other And Panding
Humibar: 0101.0000002 .
spacialty: Chamist, Amount Requesiad: $1,000.00 Amount Authorized: $0.00

Attomey: Andrew Anders

T Foees I R
Counsel CJA20 or
a8 well 28 for Faes Expanses Tota| Faas Expenses Total Approwed and Pending
Expart or Servicea on CJA21 of Travel Oer Travel Other Fees Fesa and
submitisd expenditures for this Expanzes
*Doas not Iltll.-ﬂ Travel Auth $0.00 $0.00 000 $0.00 $8.350.00 $0.00 $0.00 $6.350.00 $8.350.00 $6.350.00
Thursday, Mavember 05, 2015 - er. 1.1 Page 1071
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Defendant Summary Report

This report contains the same information as the Defendant Detailed Budget 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
Budget Amount Approved: £5,300.00

penaing © apews  amountsenaming
mm m; Feas Expanszes Total Feas Expenass Total After Approwed | After Approved
Traved Other Trawal Othar And Pending
Attomay: Andrew Andsre  [Appointing Counaal) Active
Total Approved: $£,350.00 £3,550.00 £3,550.00
amount Remalning
i Period Vouchar
F{::'ou{:tm Humbsr Faes Expansas Total Aftar Approved | After Approved
Travel Trawel Other and Panding
Authorzation Humber: 01010000002 .
spacialty: Chemist, Toxlcologlat Amount Requested: §1,000.00 Amount Authorzed: $000 Attorney: Andrew Andsrs
T P T e o
Counsel CJA20 or CJA3D
a8 well a8 for Faes Expenass Expenzas Total Approved and Pending
Expart or Services on CJA2 or
CJA31. They repressnt tha total Trawval Travel Othar Faes ExF“. and
submitied sxpenditures for this penses
II:I“'“rlﬁt“ tation. & Travel Auth $0.00 $0.00 $6.350,00 $0.00 $0.00 $5.350.00 $6,350,00 $6.350.00
Thursday, Hovember 05, 2015 - Ver. 1.1 Page 101
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Creating a CJA 21 Voucher

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

Authorization 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 in order to save your work.

 Basic Info

Basic Info
1. CIR /DIST/DIV.CODE 2. PERSON REPRESENTED [FOUCHER NUMBER
3 0101 [Wendy Wilson
Link to CM/ECF 3. MAG. DKT/DEFNUMBER 4. DIST. DKT/DEF NUMBER 5 APPEALS. DKT/DEFNUMBER 6.0THER DKT/DEF NUMBER
e 2 1:14-CR-08802-2-AA
Vi : 7.IN CASEMATTER OF(CaseName) | 8. PAYMENT CATEGORY . TYPE PERSON REPRESENTED 10. REPRESENTATION TYFE
Start Date: - [USA v. Wilson et al [Fetony (inchuding pre:triat diversion. |, ooy e |Criminal Case
End Date: Jof alleged felony)
11. OFFENSE(S) CHARGED
18:13-4530.F INCOME TAX, FAILURE TOFILE
© summary: $0.00 EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
= 59,800.00 IAlben Atbertson
Services
Totals $0.00
- 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 the
Travel Miles $0.00 statutory limit.
Travel Misc $0.00

Totals $0.00 No Authorization Required
If
th tory limit and does no
prior authorization.

Expenses

| «First ” < Previous |[ Next > |[ Last » l [:]

Reports

Defendant Summary Budget Report
Totals only of budget info for
defendant

Defendant Detail Budget Report
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 Hyour-voucher compensation s tmder

. . . the statutory limit and does not require
Required option. (Skip to Step 4) ;!.ic,r ;Um;.izanon. : =SS

If you have submitted and the court has approved a Use Previous Authorization
previous authorization (see Submitting an ST IS Op o 10 dSpiay S ISt oT
Authorization Request for Expert Services), click on previous authorizalions. and requests 1)

this appeintment.

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 any
selected authorization;
otherwise, choose the
appropriate service
type from the drop-
down list.

Enter a description of
the service to be
provided.

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

Add the Expert.

e Selectan approved
expert from the
drop-down list for
indicated specialty.

OR

e Submit an expert for
approval by
selecting empty
(null) value for
Expert field and fill
in all the required
information for your
expert.

Please Select the Associated Authorization

ID Number: 477939 Service Type: Psychologist
COrder Date: 12/01/2015 Estimated Amount: $1,500.00
Authorized Amount: $1,500.00 Motes:

New Voucher Information

Service Type LV

Description

Voucher Assignment .
This indicates who will be responsibie for filling the voucher claim part

Service Provider

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

Expert <{—

Boyd, Sara E.

s NERe oo Constanre e e e
McClintock, James T
Email =
| |
Phone = Fax
| | | |
Address 1 = City =
| | | |
Address 2 State (LS. Only=) Zip
| | | v] | |
Address 3 Country=
| | [UNITED STATES v/
Create Voucher |

Note:
Only experts registered with the selected service type will appear in the
drop-down list.
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Creating a CJA 21 Voucher (cont’d)

Step

3 Click Create Voucher.

NOTE:

If you submitted an expert for approval:
e Basic Info screen will display with the following:

Payment Info

This is a Pending Service Provider
Current Information on File:

Mary Lawlass TIN: X-D000000

315 Church Avenue

Roanoks VA 24016 US

Phone: 540-000-0000

e The expert you submitted will go through anapproval
process. Once that expert has been approved, an email will
be sent to you. An email will also be sent to the expert
with instructions for setting up their profile.

e Once expert has set up their profile, the voucher’s Basic
Info screen will then display:

Payment Info

Preferred Payes |Mary Lawless V|

Mary Lawless

Billing Code:0423-041739
315 Church Avenue
Roanoke, VA

24016 - Us

Phone: 540-000-0000
Fax:

36 Western District of Virginia CJA eVoucher Attorney User Manual



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
Next option located on the
Progress bar.

Enter the Date, Hours, Rate, and
Description.

Click Add.

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

Click Save.

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

Enter the Date, Expense Type,
Description and Miles.

Click Add.

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

Click Save.

i

Expenses

Basic Info ) Services

Services
Date -3
Hours 1
Rate [ ¢

* Required Fslds

Claim Status Documents Confirmation

Description ‘

Remove

No data|
[CFirst_][ <Previous [ Next> |[ Last» | [ save ] [ DeleteDraft |
Basic Info Services ) Expenses Claim Status Documents Confirmation
peTTTS

e [pmmn @ Desrpton |
Fxpense Type =

Hiles = at $0.5600 per mile.

o [ ] oo |

* Required Fields

Drag a colum to this area 1o arodp by It

Expense Type Date Description Mile Rate Amt
Travel Miles 06/19/2014 Travel toffrom mesting vith defendant 30 05600 16.80
1 Page 1 of 1 (1items))|
«First | [ <Previous |[ Next> |[ Last» | [[(save | [ Delete Draft |
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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
the Next option located on the . =_—
Progress bar. Claim Status
Sartoste (o620 | <28 ndoate [/ <28
* Required Fieids
Enter the Start and End Date, oI
making sure to select the earliest ® Final Payment
date of services and expenses as O Interim Payment (payment )
the Start Date. () supplemental Payment

Select an option under the
Payment Claims section.

Click Save |7 «First |[ <Previous |[ Next> |[ Last» | [ save ] [ DeleteDraft |
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.

Click the Documents tab or click
the Next Option Iocated on the Basic Info Services Expenses Claim Status P Documents Confirmation

Progress bar.
Supporting Documents

Click browse to select a PDF File Upload (Only Pdf files of 10MB size or lesst)

file to attach Fie Browse
Daseription [
Note: The expert’s invoice must be Uplaad
attached as a supporting document. e e
Ineoice from Expert Dalgty igw

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

Click Upload. [t [ =revos |[ ez [ teste | | [Eoe | | | ]

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 available to the next approval level.

) . . ) Public/Attorney

Verify all information is Notes

correct.

Check the afﬁrmation bOX [v] 1 swear and affirm the truth or correctness of the above statements

L. . ) Date: 6/19/2014 9:28:36 ~ Submit
This will automatically U
time stamp the voucher.
«First || < Previous || Next > || Last » | I Save l | Delete Draft |

Click Submit.
Note:
e 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 receive the below error message after clicking Submit, the expert service provider you submitted
to the court 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

Home Page
Appointment Page

Note:

You have just completed the voucher on behalf of 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 with the Status “Submitted to Attorney” and is awaiting final
attorney approval. (see page 40, Step 5 - 8)
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Creating a CJA 21 Voucher (cont’d)

The case file will appear in the “My Active Documents” section indicating it is Submitted to Attorney.

Se I eCt th e f' Ie . To group by a particular Header, drag the column to this area. Search: %
Case Defendant Type Status
1:14-CR-08802-AA- Wendy Wilson (= 2) CIA-21 Submitted to Attorney
Start: 06/12/2014 Claimed Amount: 166.80 Gina Gabriel / 0101.0000154
End: 06/19/2014 Weapons Firearms Explosi... FINAL PAYMENT

Navigate to the Confirmation tab.

Verify all information is

Attention: The notes you enter will be available to the next approval level,
correct. Public/Attorney ‘

Notes

Certify the information by
checking the box. This will

Il @:'fwﬁfv;nuauhmmmmam
automatically time stam informiats / 8 <
y P Date: 6/19/2014 9:43:24 Approve Reject
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. |

nd other

The Basic Info screen will

open. Note:

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

p Basic Info Documents Confirmation

Basic Info

1. CIRUDIST/DIV.CODE 2.PERSON REPRESENTED [VOUCHER NUMBER
0101 [Jebediah Branson
3. MAG.DKT/DEFNUMBER 4. DIST. DKT/DEFNUMBER S APPEALS. DKT/DEFNUMBER 6.OTHER. DKT/DEF NUMBER
1:14-CR-08805-1-AA
7.IN CASE/MATTER OF(Case Name) 8.PAYMENT CATEGORY 9.TYPE PERSON REFRESENTED 10.REFRESENTATION TYPE
[USA v. Branson oetouty, (sehding pee- tel diversion |Adult Defendant ICriminal Case
Jof alleged felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
[Andrew Anders - Bar Number: 12345 [T]A Associate [7]€ Co-Counsel
;elu? inhm Su_i_;t( 78210 [ F Subs for Federal Defender [/] O Appointing Counsel
Antonio 782 X 4 X
Phone: 210-833.5623 []P Subs for Panel Attorney || R Subs for Retained Attorney

[]¥ Standby Counsel

[Prior Attorney's Name

|Appointment Dates
[Signature of Presiding Judge or By Order of the Court
14. LAW FIRM NAME ANDMAILING ADDRESS jidbect Albertson
> S ¥ = [Date of Order Nunc Pro Tunc Date
332014

Repayment [_| VES [/]NO

Order Date
Nunc Pro Tunc Date

Repayment ]

stmatedamomt  $[__ |

Authorized Amount $

Basis of Estimate [

Description

Service Type [ V)=
Requested Provider | ]

[«First ][ <Previous |[ Next> ][ Last» | [ save | [ Delete praft |
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Submitting an Authorization Request for Expert Services (cont’'d)

e Estimated Amount
e Basis for Estimate

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

Order Date

Nunc Pro Tunc Date

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

Repayment []
Estimated Amount $ 8000.00 | 1
Authorized Amount $
Basis of Estimate | 100 hours at $80/hour
Description
Service Type [Invest‘gator VJ =
Requested Provider lJohn Doe ]

[ «rirst || <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.
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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.

Click Upload.

Supporting Documents

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

File Browse. .

Description | | L

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 | l

Upload
Description Delete  View
Proposed order Delete View
Affidavit in Support of Expert Service Request Delete View
Expert's Curriculum Vitae Delete View

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

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

Click Next

The Confirmation screen will open.

Note:

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

Check the box to swear and affirm to the accuracy of the

voucher. The voucher will automatically be time stamped.

Attention: The notes you enter will be avalable to the next approval level,

Publc/ Attormey
Hotes

[+ T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | ~ Submit
wy -
| _=First || <Previous || Next> || Last= | | Save | | DeleteDraft |

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

Authorization for payment o

The Authorization opens to the Basic Info page.

| Basic Info Documents Confirmation
e Basic Info
1 CIRDIST,DIV.CODE 2. PERSON REPRESENTED [V OUCHER NUMBER
101 [ebediah Branson
Link to CM/ECF 3 MAG. DET/DEF NUMBER 4. DIST. DKT/DEF NUMBER 5 AFFEALS. DKT.DEE NUMBER 6. OTHER. DK T/DEF NUMBER.
1:14-CR-08803-1-A4
7.IN CASEMATTER OF(CaseName) | 5. PAYMENT CATEGORY 9. TYFE FERSON REFRESENTED 10 REFRESENTATION TYFE
[USA v. Branson [Felony (including pre-trial diversion |, o\ pyocongon JCriminal Case
Jof alleged felony)
11 OFFENSE(S) CHARGED.
15:1823.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY 'S NAME ANDMAILING ADDRESS 13.COURT ORDER
Andrew Anders - Bar Number: 12343 []4 Associate []€ Co-Connsel

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

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

[Prior Attorney's Name
|Appointment Dates
|sizuature of Presiding Judge or By Order of the Court
Albert Albertson

|Date of Order Nunc Pro Tunc Date
3732014

Repayment [ | VES [/]NO

14 LAW FIRM NAME ANDMATLING ADDRESS

Proceeding Transcript
To Be Used .
Proceeding To Be
T ihad =
Apportioned Cost (%) |
iApportioned Case and
Apport | |
i TR
Handling Hone hl b
u _ [Prosecution Opening Statement [CIProsecution Argument [ClProsecution Rebuttal

ranscri

D Defense Opening Statement DDafense Argument D Jury Instructions D Voir Dire

Order Date

Nunc Pro Tunc Date

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

Note: An Auth-24 can request multiple transcripts reported by the same court reporter.
Proceeding Transcript To Be Used: List Hearing(s) and/or purpose for transcript.

Proceeding To Be Transcribed: Provide hearing type, date, the Court Reporter.

Special Transcript Handling: Indicate any special delivery request. None indicates ordinary delivery (30 days).

Transcripts: If transcript request includes any of listed items, check the corresponding box(es).

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

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

C||Ck the Documents tab or C”Ck Basic Info ) Documents Confirmation
the Next option located on the

-
Progress bar | Supporting Documents

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

File Browse...
Browse to select a PDF file to Description |
h.
attac
Description Delete View
Documentation Delete View
Click Upload.
i «First ”7<Previous || Next > ” Last » | W| Save Iﬁ | Delete Draft 7|7
Note:
All documents must be submitted in PDF
format and must be 10 MB or less.
The Document will appear in the bottom of the Description section.
m Click Save.
A confirmation page will appear.
B Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes
CheCk the afﬁrmation bOX' o 1 swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 (4] Submit
p C||Ck Submit. ‘ «First_| [ <Previous |[ Next> |[ Last» | [ save | [ Delete Draft |

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.
Step ClICk Home Page to return to the Please keep the following voucher number for your own records:
8 home page. Click Appointment Page if 0101.0000148
you wish to create additional
H H kto-
document for this appointment. R
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

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

Authorization for payment of Travel

Note:

The Basic Info screen will open.

TRAVEL

There is NOT AN AUTOSAVE function on this program. You must click

Authorization R t

) Basic Info q Doc t

Attorney Enters

Confir

Basic Info

1. CIR/DIST/DIV.CODE
0101

2. PERSON REPRESENTED
[Wendy Wilson

[VOUCHER NUMBER

3.MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER

1:14-CR-08802-2-AA

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

7.IN CASE/MATTER OF(Case Name) 8 PAYMENT CATEGORY

[Felony (including pre-trial diversion

9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYFE

© Amount Claimed: $0.00

110 Main Street
San Antonio TX 78210

JUSA v. Wilson et al B |Adult Defendant [Criminal Case
Jof alleged felony)

11. OFFENSE(S) CHARGED

18:13-4530.F INCOME TAX, FAILURE TO FILE

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

|Andrew Anders - Bar Number: 12345 [[]A Associate [[] € Co-Counsel

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

[Phone: 210-833-3623
[]¥ Standby Counsel

[Prior Attorney's Name

|Appointment Dates
[Signature of Presiding Judge or By Order of the Court
R ~ JAlbert Albertson
14 LAW FIRM NAME ANDMAILING ADDRESS [bte s Order NS R a
5/27/2014
Eepaymest [_|VES [7]NO
Travel Agency to be Used: ;i0ba! 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.aotx.uscourts.gov

[=<First ] [ <Previous | [Next> | [ 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
fie|dS ma l‘ked W|th da red Basic Info ) Authorization R st Doc t: Confirmation
asterisk.

Request For Travel*
* Required Fields
C||Ck Add Name and Title of Person Traveling:

Address of Person Traveling:

Purpose of Travek *
Travel From location: *
Travel To Location:
Estimated Dates of Travel: *

The information will appear in
the bottom section.

Travel Requested Estimated Cost
[] Airline Tickets via CJA Government ]
Travel Agency
[_] Ground Transportation l:l
["] per Diem (Hotel & Meals)** [ ]

[other| | |

Click Save.

Total Estimated Cost: |=

Justification for Request:

Add Remove

* 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 one day or last day is up to the MIE rate.

Name Purpose Travel To Travel Date  Requested
‘Wendy Wilson Aquire documents Los Angeles, CA July14,15 490.00)
1 Page 1 of 1 (1items)|

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

Click Documents tab or click
the Next Opt|0n |Ocated On Basic Info Authorization Request ) Documents Confirmation

the Progress bar. Supporting Documents

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

Step Browse to select a PDF ;ﬂ; " Browse...
file to attach.

N I

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

Click Submit.

Upload |
Description Delete  View
Documents Delete View
Note:
All documents must be submitted in PDF
format, and must be 10 MB or less. ] i
<<First | [_<Previous | [Next> | [[Last>> |
E Click Upload.
The document will appear in the bottom of the Description section.
B Click Save.
The Confirmation tab will appear.
Attention: The notes you enter will be available to the next approval level.
; ; inn i Public/Att
Verify all information is b Aromey
correct.
Check the affirmation box. 1 swear and affirm the truth or correctness of the above statements
This will automatically AN T ¢ Submit
time stamp the voucher.

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

i Success
ClICk Home Page to return to the home Your voucher has been submitted for payment. You will receive a notification if we need more details.
page C||Ck App0|ntment Page |f VOU Please keep the following voucher number for your own records:
wish to create additional document for 0101.0000162

this appointment.

Home Page
Appointment Page

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

Date Section Title Comments

11/29/2018 Creating a CJA-21 e Added instruction that expert
invoice must be attached as a
supporting document.

11/29/2018 Entire Document » Updated screen depictions to
reflect current eVoucher
version.

» Reworded where needed for

better clarification.

3/22/2019 e Adding Associate Attorney to Your Appointment Sections added to include

e (Creating a CJA20/30 with an Associate
e Entering Associate Attorney Services and Expenses

information related to new
Associate Attorney
functionality.
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