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CJA
Court Contact Information

Angie Volk

CJA Supervising Attorney
304-347-3191

Angie Volk@wvsd.uscourts.gov

Debbie Reynolds

CJA Technician

304-347-3461

Debbie Reynolds@wvsd.uscourts.gov

CJA eVoucher Website:
https://evadweb.ev.uscourts.gov/CJA wvs prod/CJAeVoucher
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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 and transcripts

e On-line voucher completion 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 for review, processing and payment of all vouchers

Unless the court has indicated otherwise, attorneys are generally required to create and submit vouchers for their
service providers. The program includes the following modules:

Panel Management

e Allows attorneys to manage their own account information including address, phone, firm associations and
applicable CLE credits.
e Allows for submission of holding periods or a specific amount of time taken off for medical leave, vacation, etc.

Voucher & Authorization Request Submission

e Authorization requests by attorneys for expert services.

e Requests by attorneys for interim payment.

e Upload supporting documents to vouchers or authorization requests.

e Reports for attorneys to take an active part in monitoring costs.

e Automatic e-mail notification to attorney of approval or rejection of vouchers and authorization requests.

Browser Compatibility

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

Court Appointment

When an appointment is made, an email will automatically be generated by the program, and sent to the appointed
attorney. The email will confirm the appointment and provide a link to the CJA eVoucher program.

Please immediately report any changes in your email address to: CJA Technician Debbie Reynolds at (304)347-3461 or
Debbie Reynolds@wvsd.uscourts.gov  or CJA Supervising Attorney Angie Volk at (304) 347-3191 or
Angie Volk@wvsd.uscourts.gov.



mailto:Debbie_Reynolds@wvsd.uscourts.gov
mailto:Angie_Volk@wvsd.uscourts.gov
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Accessing the CJA eVoucher Program

To access the CJA eVoucher program, either click on the link provided in the appointment email or use your browser to
access the system at the web address provided. It is suggested that you bookmark it for easier access. You will be taken
to the CJA login page.

Log in using your Username and Password you were provided, and click

CJA eVoucher

Electronic Voucher Management System

USER LOGIN, Train 6 Release
4.2

Existing user? Please log in.

Username:|

Password: [

Forgoet your kgin?

Notice: The & a Restncted Web Ste for Offioal Court
Business only. Unauthorized entry is prohbited and
subject to disdpline by the Court and/or prosecution
under Titke 18 of the U.S. Code. Al activkes and access
sttempts are baqed.

Users will be required to change their passwords within 30 days of the first time they log in to eVoucher. Passwords
must be at least eight characters in length and contain:

e One lower-case character
e One upper-case character
e One number

e One special character

Users are required to change their passwords periodically.
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If you forget your username or password, click the Forgot your login? hyperlink.
Enter your Username or Email address, and click Recover Logon to retrieve your information.

Forgot your Login? Please tell us your username and/or email. We will send you
an email to retrieve the missing info.

Username: [ | andjor
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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.
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folder Descriptions | |

My Active Documents Contains documents that you are currently working on. These documents are waiting
for action by you.

Appointments’ List Quick reference to all your appointments.

My Proposed SDWYV is NOT using this feature. Cases will appear in this folder if an appointment has

Assignments been proposed to you and you have not accepted or rejected the appointment.

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

Documents to the court for payment. Documents submitted to the court requesting expert services
or interim payments will also appear in this folder.

My Service Provider’s Contains all the vouchers for your service providers.

Documents This will include:

e Vouchers in progress for services provided by the experts
e Vouchers submitted for review by the attorney for approval and submission to
the court
e Vouchers signed off by the attorney and submitted to the court for payment
Closed Documents Contains documents that have been paid or have been approved by the court.

Closed documents will only be displayed for open cases. When the appointment is
completed, the closed documents will no longer be displayed on your homepage. They
are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation Menu Bar

Attorney login
confirmation

Home Operations Reports CMECF Links Help logout

Welcome Andren Anders (Attormey)

/
¥

Welcome Andrew Anders: My Profie

ATI'ORNEY My Appontments:  View

Search Existing Appointments:  Search

Menugaritems |

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. (SDWV is NOT
enabling)

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.

‘ € 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 crosshair icon !gg‘l‘ " will appear.

B Drag the folder to the new location and release the mouse.

Sorting: Click the column heading (e.g., Case, Description, Type) to sort in either ascending or descending order.

Resizing of Column

Along the folder headings (e.g. case, defendant, type, etc.), move your cursor to the line between the
columns until a double arrow <= appears.

B Drag the line in the desired direction to enlarge or reduce the column size.

Note:

The folder size does not increase; therefore, some columns may move off the screen.
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Customizing the Home Page (continued)

Group by Column Heading: You may sort all the information within a folder by grouping documents by the column
heading. All folders displaying the “Group Header bar” may be sorted in this manner.

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

Case Defendant Type T Status

Click the header for the column you wish to group.

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

Group by: Case
Case

Defendant
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My Profile

In the My Profile section, the attorney may:

Change password (Login Info section.)

Edit contact information, phone, e-mail, physical address (Attorney Info section.) NOTE: If your phone number
or email changes you must also notify the CJA Supervising Attorney because the Court is not alerted when you
make changes to this information.

Update SSN or EIN numbers and any firm affiliation (Billing Info section.)

Add a time period in which you will be out of office (Holding Period.) *SDWV is NOT currently using this feature.
Document any CLE attendance (Continuing Legal Education section.)

Click the My Profile link from either the Home screen or the Help menu bar to open the “My Profile” page.

Home Operstions Reports CMECF Links Help lonaus

Contact Us

Viekome Andrew Adess (Attomey)

Privacy

Welcoms Andrew Aneaxm

My Aopontments:  View

Search Bxisling Appoinaments:  Search

Login Info Usertlame Anders =]
s Loge Fihannal CM/ECE Access s ROT validated

Attorney Info Bar Number: 12345
5 ) Your Name: Andrew Anders

Your Contact Info:

Phone: 210-833-5623 | Cel Phone: 702-555-1212
Fax:

deadmad Ssupport. aotx.uscourts . gov

deadmad De.pport. Ot usCourts. gov

deadmal Sxupport. sotx, uscour ts . gov

Your Address:
130 Man Street
San Antorso, TX 78210

usa

ll-‘lg Info Your default bl info is:

123 Legw Blvd, South
AnyTown, OC

12345 - USA

Phone: 888-555-4000
Fax: §88-555-4001

4

%

i
A8 [}

"mw There i 1 perod of tme durng which case cannot be taken,

E

Continuing Legal No info has been stored,
Fducation Please cick VIEW 1o type your info.
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Changing My Profile Username and Password

> Help > My Profile Welcome Andrew Anders (Attorney)

Under the Login

Inf.o section, click Login Info UserName Anders
Edit to change your our Login nformation CM/ECF Access is NOT validated
Password.

To change your
Username, type the
new Username and Login Info
click change. It will Ty LN
show “The Username

has been changed.”

> Help > My Profile

Username Andefs - change

Password ==~ reset

CM/ECF Username l
CM/ECF Password |

To reset your
password, click reset.

CM/ECF Access is NOT vahidated

> Help > My Profile

Type the new

Login Info Usermame | Anders chang
password and retype °9 L ‘ =—
it in the confirm field. - Password [seeees] | - StrengthisKong

Conferm | | >
Reset
Press the Reset CMJECF Username ‘
button to save.
CM/ECF Password |

CM/ECF Access is NOT validated

. > Halp > My Profile Welcome Andrew Anders (Attorney)
Click the Close
button to exit the Login Info Usermame | Anders change Clase
login Info o Password - e
section.

CMECF Username

CMJECF Password

CMECF Access 5 NOT vahdated
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CM/ECF Login

Please note that this link is NOT in operation for the Southern District of West Virginia to avoid any inadvertent access to
sealed documents. CJA Panel attorneys are encouraged to open a separate window for CM/ECF to access information
you may need for eVoucher entries. As such, your CM/ECF login Username and CM/ECF password will NOT operate in

eVoucher. The NOT validated message shown below will remain.

Home Operations Reports CMECF Links Help logout

> Help > My Profile

Login Info Username IAnders J change
Your Login information Pacsaord “ | x
Confirm | | *

CM/ECF Usernamel I validate
CM/ECF Password | ’

CM/ECF Access is NOT validated

Should the Court allow access to CM/ECF via eVoucher in the future, you will log in using your CM/ECF
Username/Password, and select validate. This will allow for synchronization between CJA eVoucher and CM/ECF. Once

you’'ve logged in, access will show as validated.
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Attorney Info

Attorney Info Bar Number: 12345 m
evl > Your Name: Andrew Anders -
four personal info
Your Contact Info:
Under the Phone: 210-833-5623 | Cell Phone: 702-555-1212
Attorney Info o
] v . deadmail @support.aotx.uscourts.gov
section, click the deadmail @support.aotx, uscourts, gov
Edit button to deadmail @support.aotx,uscourts.gov
access your Your Address:
personal 110 Main Street
. . San Antonio, TX 78210
information.
USA
Attorney Info Bar Number
Your personal info I —
Tax Identfication Number:
SSH Instructions: SSN: | 888-44-6666 |
If you are an appointeq panel Confirm: | 88844-6666 |
attorney, you are required to enter
Make any necessary your Social Security Number in the SSN | First Name Middle Last Name
changes. field. ‘Andrew || Anders
If y ou are an associate only, do not
enter your Social Security Number in Main Email
the SSN field. [deadn‘ai@suppor‘t.aotx. uscourts. gov
2nd Email
3rd Email
Phone Cell Phone Fax
Click Save. [210-833-5623 {
Address 1 City
(110 Main Street [san Antonio
Address 2 State Zip
\ [TBxas v| [78210
Address 3 Country
[ unrTeD sTATES v ‘

Note:

e Each attorney (except Associates) must enter his/her Social Security Number
into the user profile.

e The Country field will automatically populate USA, unless otherwise entered.

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




Billing Info

Under the Billing
Info section, click
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Your default biling info is:

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Select

£

Add

Edit

Add if no billing Phone: 210-833-5623
information is Fax:
available.

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

Note:
e You must have billing information entered before any payments can be made.
e The SSN/EIN is used when reporting income to the IRS.

e You may use the Copy Address from Profile checkbox if your billing address is the same as your Attorney
Info address.

Biling Info Biling Type: Save
t all availablk @) Seff-Enployed
./ Firm
DA t
Make any wnEES
necessary —
|¥| Copy Address from Profile
changes and
click Save. Name:

Phone: Fax:
210-833-5623

Address 1:
110 Main Street

Address 3:

Ciy: State:
San Antonio | [ TEXAS
Country:
UNITED STATES v

Zip Code:
V| |78210




If applicable,
Add Billing Info
for a Firm.
NOTE: At this
time the SDWV
is NOT using the
Associate
feature.*

Note:

Biling Info

List all available biling info records

Biling Info

List all available biling info records

Billing Type:
Ty
\_J Sef-Employed
C.: Firm

it .
) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:

CJA eVouchers for Attorneys ‘ 13

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V||

Country:

| UNITED STATES

vi

Billing Type:
O sef- Employed
C: Firm

P .
(®) Associate

Save

Biling Code: |0101-000001

| |\.-’eriﬁr I

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

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

e *|fyou utilize an associate on a case you will bill for the associate’s time by
including their initials on the description of services provided on the CJA-20. The
total number of associate hours will be manually calculated and the $90/hour
associate rate will be applied to those hours.
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Holding Period

Holding periods can be used for medical leave, vacation, etc. During this time you will not be given a new assignment.
*SDWV is NOT currently using this feature. This information is for informational purposes only.

Under the Holding Period section click View.

Holding Period Mo info has been stared. View
Please dlick VIEW to type your info.

Click Add.

ey e (e | (o | A | ]

Search:

Starting Ending Notes

Mo Holding Period

No data

Enter the Starting and Ending Date, along with Notes.

Holding Period B | [ save |
Starting Date Ending Date
lo7jiy2014 | ZH] [osjor2014 |2
MNotes

Vacation Cruise.|

Click Save.
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Continuing Legal Education

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

Continuing Legal No Info has been stored.
Education Please dick VIEW to type your info,

To add CLE information, click Add.

Continuing Leyal =] | |
Education

Nles Crede Dets Howrs Subject

W2 Crimang Luslodandon

Click the Credit dropdown menu to select CLE categories.

Continuing Legal
Fducation
Credt | Servencngred vl
cate jospuznid (T
Fors |0
Dasapton

Docurent Afler pou save S nformalion sboul thes Contrumg Educaton, you wil be abiv 1o uplosd related documents,

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

Click Save.

Note:

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

Click Browse, to upload and attach a PDF document.

Back | | Gave |

Credit | Sentencing-rel
Date [p5/15/2014 |2
Hours EI

Description

Document || Browse...

Click Save.

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

Continuing Legal Bk ER Aad Doete
contn = (o] ol [

Sewch: '

Files Crodit Date Howrs Subject

0 Sertendn.. D5/15/20:4 0

1 Page 1ef 1 (1 tems)

NOTE: When adding CLE credit information please include the following details in the description section:
e Type of activity (broadcast, video, live seminar etc.)
e Title of CLE Program
e Sponsor/Presenter
e Location
e Number of CLE credits approved and number claimed
e Brief description/synopsis of the federal criminal law or procedure training you received

OR you may upload the Court’s CLE reporting form in the document section which includes those details.
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Appointment’s List

You can view your active appointments by either holding your mouse over the Operations tab and then clicking on My
Appointments or by looking in the Appointments section under the Appointment’s List on your home page.

Click the case number : ""’nl m’“’”m‘c""
hyperlink to open the mm:ﬂ““" Order Date: 030314
A . - Pres, Judge: Abert Albertson

ppointment page. Adm. /Magq Judge:
Information about the T ——— Defendant: Jebediah Branson
appointment, as well as Defendant #: 1 Representation Type: Criminal Cace
3 ip vouchers’ or Case Title: USA v. Branson g:g: g?sz m;’:" Counsel

Y . e e Pres. Judge: Abert Albertson

documents associated Adm. Mag Judge:

with the appointment,
will be displayed.

Appointment Info

| CIR THST. 24V CaTE 2 TERSON RIPRISENTID
View D1OL lebedizs Bransoa
3 MAC. DKL DEF NUMBER. 4 DIST. C&T 263 NOMEER, 5 APPEALS DT DEFNUMEER & OTHER. DRL JEF NUMEER
Representatlon 1:14-CR-08E805-1-A0
TIXNCASTMATTRR OF(Coe Xamw |& PAVMENT CATIGORY 2 TVPE PERSON REFRESENTED 10 REFRESENTATION VPR
[Falony (inzhadinng pes-toial divecsica
JUSA v . il & A -
[USA v. Branson 3¢ alleged febeay) Lault Defendant KCrmizal Case
LL CEEENSE(3) CHARCED
15 1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNTY § NAME ANDMATLING ATORTSS 13 COTTRT ORDFR
[ Andeva Andacs - Bar Numizer: 12345 ] A Assecaer _|© CoCoanst
10 Main Sereet — - =
Attorney CJA 20 o Antosio TX 19210 7 Sube fer Taderal Tefendse ] O Appetatiag Ceenanl
Authae zation for Sxpert ard ot bsone 2109325621 )7 Sakc fur aoul Artermer | R Sube for Racatnad Atiorae
Voucher Services ] Zaeey Cocesel
Template ot . ——
MAithor zataon for payment of transoee .
¥ | zn rnmess Tam
S~ . of Pronidiag Judys ar Dy Ovder ot e Coert
Ja-20 : Crzale e Aloect Albertsca
Agmntmers of wnd Autharily i Pay 14 LAW FTRM KAMT ANDMATLING ATERFSS o of Ove R
Cong b Apcontist Courss 120t
CIA-21 Create g || VES [ N0
thor P« Ba Sxpert
= — /':;:_ Group Header Bar
Xper
p CIA-26 Createll Vouchers on Fe <&
Voucher ""‘""',"’"' "~,‘v’;""f-"’"' Lan To group by 3 partiadar Header, crag tha coumr to this aras. s;wml
b 18 2 * Statiphr g Cane
Template Crirpwrvaaion Masirsen Dty Canr Case Defendant Type Status
TRAVEL Create L15-CR-02805-04 Jebeciah Branson (= L Cla-n . suberetted 1o Court
Authorzation for payment of Traee! S @MG01S Canac Anount: 77290 Fovirew Ay , QINLOGE0N)
Ol (BRS04 INTSRIN 2RVENT
L1S-CR-OT0-40 Jebeacksh Branson (= L ASTH Subevittod 1o Court
Sovm GANRZ014 Camed Amount: 100000 Qroesst, Toxscologst 9401 COIC00Z
o = DIRLY900 /L0000
Detailed |
= ~ LIACR-03505-84, Jabacish Eranson (= L NITH-2% Voude Checad
Payment Reports Defencint Detaé Audaot Repart e RO Cainac Ancent: €.C0 Ve, Q1 om0
Detal bacgat in® %or cefencant ERR Aopronst Amount: €.C0
L14-CR-03205-84- Jebacih Bransen (= . Cla-z1 . Voudber Ery
Defencant Sunmery Bcas Repcrt S “1: l:;’im" Camad Amount: 0.C0 L Garcia ‘_ Ent
Tausks only of budget o for P Har, Fbar Brgart :
defendant 114 i\;\{\o“ AA :nmn::wrc-;o Cla-24 | Voudher Entry
S 0804014 smed Anount: 0. Teresa Transopts . cgs
All vouchers [ - s
H H 114 OR 03205 AA Jebeckah Eransan (& N4 N ;
associated with S L% Camec anacnt: €.C0 g i
. Evd (10190 N
this case are
) 1: 1400 03305 AA - Mebixiih Brarrce (2 Cla-24 Subeitted 1o Attomey
displayed. St 060401 Canedd Anaunt: 14,50 Teress Transapts # UDL0W:
Pt DRASH
1 Fage 1f 1 (7itens)
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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

Appointment

TI'T" ge yol wil

From the Appointment page open,
click View Representation.

Home Operations Reports CMECF Links Help logout

Representation Representation Info
A A TS 1. CIR. DRST. TNV CODE 2 PERSON REPRESENTED [FOUCHER NUMBER
W p101 Tebadish Branson
3. MAG. DKT DEF NUMBER 4 DEST. DXT/DEF NUMBER & APPEALS DKTDEF NUMBER € OTHER DKT DEF NUMBEER
1:14.CR.08803.1.A4
T.IN CASEALATTER OF(Case Name) | 8. PAYMENT CATEGORY 9. TYPE FERSON REPRESENTED 10. REFRESENTATION TYPE
225 [Felony (ncluding pre-trial diversion X
JUSA v Branson of alteged felony) A dult Defendant ICrumrsal Case
Representation Report 11 OFFENSE(S) CHARCED
[15:1825.F INSPECTION VIOLATION PENALTIES
FXCESS FRE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNER
1$9.800.00 Albert Albertson
App.ID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmall 2support. 30b:.uscourts, gov ‘
2 Andrew Anders Appeinting Counsel 12/21{10 deadmail @support. aobx.uscour ts.gov

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

Attorney enters Voucher audited Voucher review Voucher certified
time/expenses by CJA Tech and and approval for payment by

and submits CJA Supervising (or rejection) by Clerk of Court’s
voucher Atty Court office

Creating the CJA 20 Voucher

The Court creates the appointment. The attorney will initiate the CJA 20 voucher.

Note:
All voucher types and documents function primarily the same.

From the Appointment page click Create from
the CJA 20 Voucher template. CIA-20

Appointment of and Authorit
Court-Appointed Counsel

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

» Basic Info Services Expenses Claim Status Doc it Conf
Basic Info
1. CIR. DIST/DEY.CODE 2 FERSON REFRESENTED [VOUCHER NUMBER
2101 lsbediah Branson
3. MAG. DKT DEF NUMBER 4 DIST. DKT/DEF NUMBER & APFEALS DKT DEF NUMBZR 8 OTHER DKT DEF NUMBER
1:14-CR-08305-1-.AA
TIN CASEMATTER OF(Case Name) |8 PAYMENT CATEGORY 9 TYPE PERSON REFRESENTED 19 REPRESENTATION TVPE
el Felony (imxluding pre-trial diversion |, , . . - 2z
JUSA v. Branson o# atiepad fetomy) Adisit Defendant ICrinemal Case

. 11 OFFENSELS) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
m 12 ATTORNEY'S NAME ANDMAILING ADORESS 13 COURT ORDER
|Andrew Anders - Bar Number: 12345 T A Assocan [T CCoCommad
110 Maan Stroet F Subs far Fedaral Defeadet [ O Appeiatiog Coasaal
© Ewenses: 50.00 " | fan Antoeso TX 78210 - = ;

|7 Subs far Panel Amarner [ R Subs for Retatned Attorney

[Phoge: 210-833-3623

¥ Standby Connsel
Reports Prior Atterney’s Name
Appatotment Dates
Defendant Detald Budoet Report Saznatere of Presuding Jaéze or By Ovder of the Court
Detal budget info for defendant i Albert Albertson
14 LAW FIRM NAME ANDMAILING ADDRESS ate o Ordar Nusc Pro Tusc Date
532014
Form CJAZ0
Eorm CIAZ0 Repaymeat [ VES [7)NO

Defendant Summary Sudget Repert

Totals only of budgat info for
dafends

s Payment Info

Preferrad Fayee | Andrew Anders v
Andrew Anders
SSN/EDN; ***-**-6782
123 Legal Bivd. South
AnyTown, DC
12345 -USA
Phone: 833-555-4000
Fax: EE8-555-9001

[ sFrst ]| <provess || mext> || Laste | [ save | | Delete oraft |
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appear at the top of the screen

\

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

/

Progress Bar appears at the bottom of the screen.

Notes:

e The user should SAVE any entries made to a voucher often to avoid data loss.

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

e The user may navigate using the Tab Headings or Progress Bar.
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Entering Services

Line item time entries should be entered on the Services tab.
Both In-Court and Out-of Court time should be recorded on this screen.

Click the Services tab or click the Note:
Next option located on the There is NOT AN AUTOSAVE function on
Progress bar. this program. You must click SAVE

periodically in order to save your work.

Basic Tnfo  F Services Expensas Claim Status Documents Contiemation

Services
Date 51y | on Description
| sevieTyoe | [+]-
pcEEeh) [ | paps =
Haurs |« ot §125.00 per brour, | Ade || Remove

* Anquirad Fwds

Servce 1 Date Descrption Hrs  Rate Amt
-

Reports

Dafadant Datal udost Report
Deta! budgetinfo for dafandant

Fon C1AZN
Dafendant Summary Budaet Repors

Totals ey of budgat nfo for No data
defondant

QL =St || <Provies || Next> || taste | | See | | DeleteDraft |

Enter the date of the service. The

default date is always the current Services
date. You may type in the date or Date 142013 Desaiption
click the calendar icon to select a Service Type [ 4 June 2014
date from the pop-up calendar. Docs@EF) |[= Su Mo Tu we Th Fr sa
) r‘ » 5 E 8 AL &
{» 8 o w[m]12 13 14
* Raquired Felds —
B 1 17 18 19 20 21

15
» 2 23 24 25 2% 27 B
2




Services (cont’d)

Select Service Type

from the drop-down

menu.

Note:

You may add dates in any order. You
can sort in chronological order at any

time.

Enter hours of
service in tenths
of an hour.

Enter a
description.

Click ADD.
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Services A
Date 6/11/2014 | » 2] Descroton
Service Type IT ?I afes

Doc. # (ECF) In Court Services

a. Arraignment and/or Plea

Hours

* Required Feids

b. Bail and Detention Hearing

<. Motion
RS d. Trial
| Service Type o. Sentencing Hearings

Services
Date 6/11/2014 | = =5 Descrpton [

o = s . First appearance and
Service Type 3. Arraignment andior Plea v« | arrpignment of Defendant
DoczER [ | Pages | z
Hours ' 0.5|= at$126.00 per hour. W Remove
¥ Recquired Faids

Note:
e You may add time in any order.
e Double click an entry to edit.

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

Services
Cote [6/12/2014
Service Type
Doc. = (FO5) |
Hours L _i .

“ Baquirad Feide

e
[* Description

Pages

at §126.00 per hour. | Removs

Service Type Date Description Hrs Rate Amt
w Arragnmect and/ce Ples 06/11/1084  Firet appearance e=d arrwgnment of Defecdest 0.5 1250000 63.00
1 Page 1 af 1 (1 itams)
[erest |[ <pevom |[ mext> [ aets | | [ Sowe | | [ Doe=bien ]
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 l6r122014 | =58 Description | !
Expense Type | > |

Mides i at $0.5600 per mide. ; *
Amount [:] | Add ” Remove ]

* Required Fieids

Expense Type Date Description Mile  Rate Amt{

|

=

\
|
\

| «First || <Previous || mNext> || Last» | | save | | Delete Draft |

Enter the Expense Type from the
Expense Type drop-down menu.

Expenses

Date l6/12/2014 |* ﬁ
Expense Type | || v |3
Miles Travel Miles

Amount Travel Misc.

* Raquired Fields Fax

ﬁ Lo"q ey Ch.'o.'
Photocopies :
Expense T

yoe Postage

Other Expenses

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

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

Enter a description.

Expenses

Date l6/12/2014 | = 8} i Descption  [Travel to and from Courf

Expense Type 1‘ Travel Milos v =

Miles * at $0.5600 per mie. ¥
Amount | Add | Remove

* Roquired Fiekds

i Expense Type Date  Description Mile Rate 3
|
No data
| «Frst || <pPrevious || mNext> || Lasts | | save | | Delete Draft |
Click ADD.

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

Expenses

e [z |3 — |

Expense Type | N3

=

Meies i | ot 50.5600 per mile. —— .
Amount rAdd eremove |

* Requred Felds

Date Description
06/12/20 . Travel to and from Count

1 Page 1 of 1 (1 items)

(it J[cromon ][ Net> [ texs] [ Swe | [Daccomh] |
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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.
Do not use the “S$”sign or commas. Photocopies are .10 per page.

Remember to click ADD after each entry.

Double click an entry to edit.

Expenses

Date [em2p04 ]33 Description

Expense Type | i

Miles at $0,5600 per mile. 3

Amount I » Add Remove

“ Required Felds

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 05600  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.




CJA eVouchers for Attorneys | 26

Claim Status

Once you begin entering data on the Services and/or Expenses tab, you may receive what looks like an error message:

7\ Service andjor Expenses are out of the Voucher Start and End Dates.

The message will be removed when you complete the Claim Status section with start and end dates which include all
service and expenses dates for the voucher.

Click the Claim Status tab or click 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.
Start Date  05/11/2014 | = 1] EndDate  &/1212014 |~ 1]
aqured fid
Payment Claims
Fnal Payment
@ Interim Payment 2 | (et )
Supplemental Payment
1. Have you previously applied to the court for compensation and/or resmbursement for this? e Yes No
If Yes, were you paid? ®ves Cino
2. Other than from the Court, have you, or to your knowledge has anyone else, receved payment C¥es ®lpo
(campensation ar anything of value) from any other source in connection with this represantation?

[C=Fist | [<previous | [ wext> |[ et | [Csave | [[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. 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

Attorney, as well as the Court, may attach documents.
Attach any documentation which supports the voucher, i.e. travel or other expense receipts, phone bills, orders from

the Court.

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.
B Add a descrintion of the attachment.
Click Upload.
Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
Fie G\AO\eVoucher\CJA eVor  Browse. ..
Description | Coples of receiptd x|

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

Supporting Documents

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

Fle Browse....
Descrption l
Upload
Description Delete  View
Copies of receipts Delete fieyy

[ «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.

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

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

Confirmation

1 CIR. DT D0 £00% L TRRON RITRESINTID | e

1138 Jatedol fimuay

G VIAD DR T DRF N VR S SRAT DAT.TRF NUMRSR F AGFTALS SR T U85 NIMRER E OTHIR DATT85 NUURS R,

14 CRA8 AA

A 3

A [Feloay (lacudes pre-toid drenecn

EA v Bicen ot linged tecen

1L ORP LRI UHAKGRD

151825 ¥ INSPECTION VIOLATION PEXALTIES

12 ATTOBNIYS NAME ASDIMAZLING ADCREES 3. COUNT oRoEn

Puzew Aadens - B Nusber. 12345 1A Aocusen T CaCmand

L10 Bk Smt |7 26h foe Toderal Dafustor o O Appelurag Cemind

qs“‘"(‘:':’.l‘.fl;’iiiw [T]# 5wk b Fanet Mmooy T 8 bt e Kkt Admeey
|_I¥ Suadky Coumid

& VPR RO SEPROR N (R 1EKEAERENTATION 1PY
\icki Defrdax C=nizd Cae

TANCEUATTER SR e Nowm)

T4 LAT FIRM MAMT AND MAILING ADORESE
P oo Atmssey s Naes

Andosr Arders TIN: #*%.5".0785 "y whoweod ey
105 Lagil Uit Sorty Pomitur o Prridas S u By Cvles of e Cant

o Tt A bartsan
ey Tome T 17345 154
oo §33.555.4031 oo g

. 233,002 432 y
a 3330259 o inio

Azsteo | Asostio
NoR: | AwcoNT .

CATIGORITZ cLAnED

15 o Anzazasas ssos Fla [X
B [ind ané Dateatian Haerg
<. Bovise
d Trud
£ Revonstios Howaas
£ Apges Cret

b Odsy

Tatals 0.

&

2 Irearaeas and Uomareecss

(o Obiinin, o) B ez Fasnla
« Lagal Rasmwch v24 Fi-af Birting
4 Tovsl Tase

[ Tovatiative = Ot Wk

sl ble slole ololalin

=lola

Tatale
|~ s Zapacs ealnyg, pvhag, wal,
" w

i3 Po= fodher 1hae ey
)

LT
DTOTALS =
CLATMED AND : bl
B CERTIETCATION OF ATTORYET TOR THE FE310D 07 SERVICT 0. AFFOINTUENT TEAMINATION DATEE OTHER |13 CASE DESPOSTITON
MHAS C 08 CTIuR L FTInN

FROM: 422015 TO: 422018
1z cLan sTaTUs 7] vk Pevment T e P 10 [ 24tmei Peymet

Buve vou Prrvaously ezpked 0 the cout S ceanetadio od = ceadeennt o 0T [ YES X0

I€ ywn wre yro pad? 1YES I NO

Dfer than froes tys Coore. 3me W, o 32 Your bnoratadoe has acyae ele, merad paymiek (easamraron of Gossy ¢ vawy) oo
ATy other toeres ir conmdaching AR e speeeachitng’ 1] VES 7] MO H yoe, plaass sty erppoctng dacimachanag

2 Zmwar or affoms B 0l or cormaaa 5B e thaeast.

Sagrotras af Attoewye My Sgrad:

TUTAL AMT APPSCXNT
0

W ATITRR OF THE (3155 JUBCE, CORRT (6 AFIRALS [0R DRLECA TR Purewt a1+ \as FUBCE COSE
AT ety INreald cmener gatany

Arvaton The nonss 330 acher A 56 eslahie o the nent aporoesl level

Pl ATy
Notes

_| Tswear and affrm the truth or cormectness of the above statements )
Date: O Submit

[ eree ]z || weats || taes | | e | | Steeatt |
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Signing and Submitting to Court (cont’d)

Verify the information is correct.

Scroll to the bottom of the screen.

Note:
You may include any information 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 wil be avadable to the next approval level,

Publc/Attorney
Notes Notes

[v] 1 swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | ) Submit
V'l 4 e —_—
| _sFrst || <Previous || Next> |[ Last» | [ Save | [ Delete Draft |

Click Submit to send to the Court.

A confirmation screen will appear indicating the previous action was successful and the voucher has been submitted for
payment. Once the voucher has been submitted you will be able to view it but you will not be able to change it, unless it
is returned to you by the Court.

Your voucher has baen submitted for payment. You wil recetve a notification if we need more detals,

Pl=ase keep the folavang voucher number for your own records:

0101.0000150

Back to:
Home Page
Appointment Page

Click Home Page to return to the home page. Click Appointment Page if you
wish to create an additional document for this appointment.
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Signing and Submitting to Court (cont’d)

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

To group by a partiodar Header, drag the column to this area. Search: I
Case Defendant Type Status
1:14-CR-08305-AA- Jebedizh Branson (L ClA-20 ~ Submitted to Court
S 08/12/2004 Jaimed Amount: 89.20 Andrew Anders W/ 1101 0000150
Eel: 06122014
1:14-CROE305-AA- Jebedizh Branson (= 1 CIA-20 Submitt=d to Court
03032014 Jaimed Amount: 778,490 Ancrew Anders 11070000001
1 DROA014 INTERIM PAYMENT 1
1:14-CR -0G805-2A- Jebedish Branson = 1 ANJTH Submitted to Court
st 04022014 Caimed Amount: 1,000.00 Chemist, Toxicologist /A 11010000002
Sact 0101/1500
1 Page 10f 1 (31tems)
Edit Voucher

You can work on your voucher over time adding services, expenses and documents as needed.

To edit a voucher:
e C(Click on “Edit” for the voucher you want to access.
e Make your additions to the voucher following the instructions above for entering services and expenses.
e Remember to Save the voucher each time you work on it.

Returned Voucher

If the Court needs to return a document for corrections, an email will be generated and sent by the system notifying you
of the reason the document is being returned and any instructions from the Court.

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

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

H -AA-
Start: 06/19/2014
Enc: 06/19/2014

e Click on the Case Number to access the voucher.
e The Court’s notes can be found on the Confirmation page.
e Make the corrections and resubmit to the Court.
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CJA 20 Quick Review Panel

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

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

Voucher #; 0101.0000150

‘l

6 Expenses' $26.20

e Expand the item by clicking on the down O services: $62.00
arrow (v) to reveal specifics. S Gt Serekiis

Service Hours  Amt.
Arraignment and/or
Ples 05 $83.00
Bail snd Detention

2 0 .00
Hearing $0
Motion Hearings 0 $0.00
Tral 0 $0.00
Sentencing Hearing 0 $0.00
Revocation Hearings 0 $0.00
Appeals Court 0 s0.00
Other | 0 $0.00

Totals Q5 $53.00

Out of Court Services
Service Hours Amt.
Interviews and
P darances 0 $0.00
Obtasining and
Reviewing Records oF ¥
Lsga' Research and
Bricf Writi 0 $0.00
Travel Time 0 $0.00
Investigative and
Other Work o WO

Totals

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




Reports and Case Management

CJA eVouchers for Attorneys

At the start of a case, it may be difficult for you 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:

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.

Other accessible reports can be found on the Menu bar.

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report

Totals only of budget info for
defendant

Home Operations Reports CMECF Links Help logout

> Reports

Internal

Appointment Report

Attorney Time Report

32
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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 Hepesssntaton: Criminal Cane o o N A Claimed A Adjusted
CAA-28 2101 CO0DRE $3%.000 0O $32 pOO 0O
Budget Amount Reguested. $2.00 Total: 425,000 00 $33,000 00

Time Period Veascher : ' Amoymt Rematning

For Voucher Nuamber Fows Total | Fown Expennes Total Alter After

Approved Approved
Trawel Other Travel Other And Pendng
¥ Anders | fing Counsel) Aative

{o1m111801 w 010NIR0Y | [ .00 3000/ 30.00 30,00/ 5000 3000, $0.00 5000, $6.80000)  $2.80000
12272008 to 21302008 010t 0000027 om $oco som 30.09| .00 00 T4 s12s0 $A84T 24 $2.700 00 $STO0 00
|p3032014 o 03052014 | DI0V.00000Y | 3750.00 2240 50,00 yrs.a0)| 3000 50.00, 80,00 3000 5670000 3508400
|os122014 08122014 | 1010000120 | $03.00 snz;| s 52020 0.0 s0.00] 50.00 3000 3070000 8588100
|ozm12014 o 08172014 | | samem s0.co 30.00 $222.00| 30.00 3000 50.00 3000  S670000  $5.020.00
Total Pending: $1,115.60 Total Approved: 3354124  $5,70000  $5628.00

For Voucher Number Fm | Elveom Toﬁ Fees Expenses Total Afer Atier

Approved Approved
Travel Other Travel Other Acd Pending
Vendor: Luz Garcia (Hair, Fiber Expert) Approved Amount: $800 00 Astomey: Andrew Anders
|z8r122014 To 05152014 ' 0.0, 5020/ 30.00 30.00 30.00 $0.00 3000 sooo|  secoco] 580000
‘ | Tots Penang: s0%0 Tota Approved sa00
Time Pectod Voucher
for Voucher Number Foen Totsl
Travel Other
Vendor. Abeahas Asthey (I Traenl, Appioved Amount. $300.00 Atomay. Andrew Anders
‘0"204’.'&0 To 08202010  0101.0000030 $21000 $000 $0.00 3000 30c0 $0.00 $0.00| $0.00| $EC0 .00 $285.00

Tolal Pending. $115.00 Told Approved $0.09|

Other ‘ Foer Fown and
Experses

$1,300 30 $a 60 $15.00 $1.349 10 3,100 “: 4R 78 $1z30 $I84124 saa00 0 [ $235022
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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 L wt D N A Clasmed A Adpa
il CIA-28 0101 000000% $35.000 00 $35 000 00
v ¥ < Total $35,000.00 $35,000.00

Budget Amount Approved. $9,800.00

Time Period Voucher | nt Remainin

For Voucher Number Foes Total Foes Fxpenses Total After After

) Approved  Approved
Travel Other Travel Ogher And Pending |
% y: A And (Appointing C » Actve
Total Pending. $1,119.60

For Voucher Number Fees

Expcnu‘;. Total Fees Expenses Total After After o
Approved Approved
Travel Other Travel Dther And Pending
Authorization Number: Amount Requested: $0.00 Amount Authonzed: $0.00 Atorney: Andrew Anders
Vendor () - '
Peading For Vendor $0.00 Approved For Vendor $0 00
Total Pending: $0.00

Total Approved: $0.00 $0.00 $0.00




Creating a CJA 21 Voucher

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

The voucher opens to the Basic Info page.

Note:

CJA eVouchers for Attorneys

Autharization and Voucher for Expert
and other Services

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 ST ™RV COTF I IFRION RIPRFESTNTID [FOUCHER NIWVRTR
ulil W endy Wilson
3 MAG DT DET S TMIER A DNST. DKT. DX ATMDER S ATTTALL DKT DRI STMIER 4 OTEXR DKT IET NUMIIR
_______________ 1. 14-CRA{RE01-2. /0
T AN CASL MAITEX U iC e Dazsed B PAYMENT CATRCONY P, DAL PRS00 XEPNASENTID L0 XEFBEIEN TATION TY I
34 v Wilecawd i ",a‘;‘_.';’fj’:‘"f pes-tral drecucd |, 4y Degadant Crimial Case
11 OFTTNSE S CHARGED
18134530 F INCOMME TAX FATLURE TOFILE
IXCISS MIX LINOT PRESIENG JUDGE Imcxmn TG EICNTE
50 800 00 Albert Absertaon

Totaly

Authorization Selection

ehabiriory lent

You car s2kect » Previous Authorization Regeest, raguest 2 New Authortzation o Joc e “No Authorization Required” 2utton Funder Te

ot ] [ <owan [ muats> ][ = ]

Reports

D forcharit Surrrvary Sucipet Ripert

Tasak only of buspet nfo for
defendant

U frrclant Detand Sckpes Huur t

Deta busget nfo for defesdant

Eaqm C1821

e

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
authorization ($800 or less), click on the No
Authorization Required option.

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

No Authorization Required

If your voucher compensation is under
the statutory limit and does not require
prior authorization.

L Use Previous Authorization J

Select this option to display & list of
previous authorizations and requests in
this appeintment.
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Creating a CJA 21 Voucher (cont’d)

CJA eVouchers for Attorneys

If you click “Use Previous Authorization” a list of Existing Requests for Authorization will appear.

36

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.

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: Robert Arms

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.

Description

New Voucher Information

Sarvice Type b4

Enter a description of the service to be
provided.

Voucher Assignment *
This indicates who wil be responsble for fing the voudher daim part

Service Provider

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

Expert Gabriel, Gina g
Expert Info Gina Gabriel
Details 110 Main Street

San Antonio TX 78210 USA
Phone: 210-533-3340

‘ | Create Voucher |‘

Select the Expert.

If the Expert you selected is not authorized
to use eVoucher, the Voucher Assignment
field will remain locked indicating the
Attorney will be responsible for filling the
voucher claim part.

If the Expert you selected is authorized to
use eVoucher, the Voucher Assignment field
will unlock for you indicating the Expert will

be responsible for filling in the voucher claim

part. NOTE: The “Expert” option in this
screen shot will not be available in SDWV.

Note:

Voucher Assignment  *
This indicates who wil be responsible for fling the voudher dam part

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

Only experts registered with the service type selected will appear in the drop-down box. If you wish to submit a
person for approval, the preferred method is to submit the Service Provider Information form located in the
LINKS tab on the blue menu bar or you may follow the steps on how to add an Expert on page 38.




CJA eVouchers for Attorneys

Creating a CJA 21 Voucher (cont’d)

E Click Create Voucher.

Notes:

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

If the Expert you selected is authorized to use eVoucher you are done at this point and you may
click Home or logout. NOTE: experts in the SDWV will NOT be authorized to use eVoucher.

If the Expert you selected is NOT authorized to use eVoucher, you will first complete and submit the
CJA 21 on behalf of the expert/service provider. The CJA 21 will then appear in your “My Active
Documents” section as “submitted to the attorney”. You will perform the second step of
approval/submission by clicking on the CJA 21 voucher, navigating to the “Confirmation” page and
approving the voucher. The voucher will then move to the “My Submitted Documents” section.
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Creating a CJA 21 Voucher (cont’d)

Entering an Expert Not in System

From the Expert drop-down list, select
the empty (null) value. Voucher
Assignment should be on the Attorney
option.

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

Step Click Create Voucher
8

Note:

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

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

e The preferred method for adding an
Expert/Service Provider is to complete the
Service Provider Information Form under
the LINKS tab.

CJA eVouchers for Attorneys

38

Existing Reguests for Authorization

ID Number: 155 Service Type: Weapans Firearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type

Description

Voucher Assignment *
This indicates who will be responsibile for ling the voucher daim part

Expert

Service Provider
‘You can search one of the service providers already in the system
OR you can enter the reguired information for another provider

First Name Middle Name Last Name =

SSN/EIM: = Ermail =

Phone = Fax

|Addre55 i | |City = |
|Address 2 | |SL‘:|te & Zip "l
|Addre55 3 | |Cuuntr:.f

| Create Voucher |
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Creating a CJA 21 Voucher (cont’d)

After Create Voucher has been selected, you’ll proceed with similar steps mentioned on the CJA 20 Voucher adding
Services, Expenses, Claim Status, and Documents.

Note:

Once you have submitted the CJA 21 voucher for the expert, you will need to approve
the voucher as the attorney. TWO STEP process: ONE — submit the CJA 21 for the
expert, and SECOND, after it appears in the “My Active Documents” section, approve it
as the attorney. BOTH STEPS ARE REQUIRED FOR PAYMENT.

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

Basic Ito > Services Expenses CEaim Status Documents Contirmation

Enter the Date, Hours, Rate, and ;
Achi T
Description. You may do a R mmc

summary entry for all services. | | ——

| | pate  Descrpticn e Rate  Amt
Click Add. F 1

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

Click Save. =| et [ Fieees | ey | o [Z==T] oFibat |

LT

Click the Expenses tab or click the Basic Info  Services ) Expenses Claim Status Documents Confirmation
Next option located on the
Progress bar. dae oz |Vl T ’

LS po ke

Enter the Date, Expense Type,
Description and Miles. You may Ao i

do one entry for total expenses. [N

Click Add and the item will
appear in the bottom of the
Expense Type section.

Poge 10f 102 deve)

3 E{
~ 4
v
!
i

Click Save. ret |[ crwesr | rawer s |[taes m Toon Teatt |
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Creating a CJA 21 Voucher (cont’d)

CIICk the CIaim Status tab or C“Ck Basic Tnfo Services Fxpenses P Claim Status Documents Confirmation
the Next option located on the
Progress bar. Claim Status
StaetDate [o6/12201¢ |+ 3E EndDate |60 |« T3
Enter the Start and End Date,
making sure to select the iisteny
Paymenl Claims

earliest date of services and

®| Frogl Payment
expenses as the Start Date. S e g vt 8
Supplemental Payment

Select an option under the
Payment Claims section.

Click Save.

«Frst || <Previous || Next > Last» | | DefeteDraft |

Note:

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

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

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

CI|Ck the DOCumentS tab or C“Ck Basic Into Services Expenscs Claim Status f_“?rnm:-n:— Contirmation
the Next option located on the

Supporting Documents
Progress bar. PP 9

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

Browse to select a PDF file to B S

attach. NOTE: You MUST upload Desapon |

a signed, detailed invoice from

the Service Provider.
Click Upload. o M o

Note:
All documents must be submitted in PDF
format and must be 10 MB or less. oo | eree | L e | [ [ ]

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.

Attenbory The sgtes yo et wll be avadaobe tn Bw rwoct sporoyval beosl

Click Submit.

X A A 3 Pubbo/ Attamey
Verify all information is Notes
correct.
Check the affirmation box. /3 e e e Do et o Fmectts S e statementx .
N ) Date: 61812014 2:20:35  Submit
This will automatically W
time stamp the voucher.
[ =rwst | <Prewous || Next: || Lasts | [ sme | Delete Oraft |

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 Your voudher has been submitted for paymens, Tou vl recene & noaficeson f e need mors detss.

additional document for this
appointment.

Himaoe ceep the folowng voucher rumber for your omn records:

0101.0000154

Hack to:

Home Page
Appointment Page

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

Select the file.

To group by o parbodar Headse . deag fw ol (o the aes. Searchy
Case Defendant Type Status
1:11.CP. 08302 A4 dendy Wkon (= ) ca-21 Sbmstied %o Attorney
5 C6:l_-3.'.1 Clamac Amount: 166,80 s Gabrw 01010020154
1A« Vinapons Fraanms Sopiond.. SIVAL PAYNENT
Navigate to the Confirmation tab.
Verify all information is
correct, NS Atteraons The notes vou e wil D aalatee 12 e nest 200wl keved ’
Nates
Certify the information by
checking the box. This will ) Loortéy that 1 have reviewed the sbove / A 0 —
automatically time stamp Dta: 6/10/2054 9:43:2¢ 1 pprove eject
the voucher.
[Cement |[ <preves [ hea> ][ iaets [[(sewe ] |
Step Click Approve.
8
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Submitting an Authorization Request for Expert Services

Note: Expert services which are expected to exceed $800 must have prior court approval. Court approval is obtained
via an “Authorization.”

Open the Appointment record.

Click Create from the Authorization template. Create New Voucher

AUTH
Authorization for Expert and
Services

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.

» Basic Info Documents Confirmation
Basic Info
1. CIR/ ST INY .CODE 2. PERSON REFRESENTED [VOUCHER NUMBER
0101 Usbediah Branson
3.MAC. DET DEFNUMBER 4.DEST. DT DEE NUMBER £ AFPEALS. DET DEFNUMBER € OTHER DET DEFNUMBER
1:14.CR-08805-1.44
* INCASEMATTER OF(Cave Nams) |3 PAYMENT CATEGORY © TVPE FERSON REFRESENTED 10 REPRESENTATION TVFE
A Felony (including pre-tnal diversioe |, | P )
[USA v. Bransom b atleand floery) |Adusit Defendant Crimirzal Csce
11 OFFENSE(S) CHARCED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME AND MAILING ADDRESS 13 COURT ORDER
|Andrew Anders - Bar Number: 12345 [TJA Assactace [ € Co-Counsal
110 Main Stroex []7 Subs for Tedera] Defender (7 O Appaintiag Conmel

g X 78210 -
Xm,;m‘clnl;osﬁ *68‘ :l = []P5uds for Pasel Aneewey || R Seds for Recaioed Amaraey

[T]Y Stangby Coamsel

[Prior Ateroey's Nase
IAppsistiment Dates
[Signaturs of Providing Judgs or By Ovder of the Court
k-';l..ben Albertson

of Order N Pro Tase Dute
332014

Repamar | ¥ES [/|NO

J4 LAW FIRM NAME ANDMAILING ADORESS

Order Date
Nunc Pro Tunc Date

Repayment (1

Estimated Amount $ »

$
Basis of Estimate [
|
L

[xhst ][ <previous |[ Mext> |[ Last» | [ save | | Deeterraft |
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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 is to include:
e Estimated Amount — enter the TOTAL amount
you think you will need for the case.
e Basis for Estimate

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

Order Date
Nunc Pro Tunc Date

Repayment []

Estimated Amount $ 8000.00 | #

Authorized Amount $

Basis of Estimate | 100 hours at $80/hour
Description
Service Type | Investigator \d *

Requested Provider lJohn Doe ]

[ «rirst || <Previous || Next> || Last» |

Click Save.

Click the Supporting Documents tab or click the Next option located on the Progress bar.
NOTE: You MUST upload a copy of the Court’s CJA-002 Form (Form Seeking Advance Approval
for Investigative, Expert or Other Services Exceeding $800) to your Authorization in this
section. The form can be found under the LINKS tab on the blue menu bar at the top of any
page when you are in eVoucher.
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Submitting an Authorization Request for Expert Services (cont’d)

E 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 1L0MB size or lessi)
Fle Browse
‘ Descnption | ‘

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!)

Fie Browsa. .

Description

Description Delete View

Propossed orders Do wm Vimw

Affidavit In Support of Expert Service Request Deists Yisy

Expert's Currculum Vitse Dmimtm View
| <Frst ]| <Previous || Next> || taste | [ save | [ Delete oraft |

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

Click Next.

The Confirmation screen will open.

Check the box to swear and affirm to the accuracy of the Note:
voucher. The voucher will automatically be time stamped. ~ You may include any notes to the Court in
the Public/Attorney Notes section.

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

Pubic/Attorney
Notes

|v| T swear and affirm the truth or correctness of the above statements
| Date: 6/16/2014 15:53:48 | ~ Submit
v =
[ «first || <Previous || mNext> |[ 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 wil recenve a nobification if we need more detais.

Please keep the following voucher number for your own records:
0101.0000152

Back to:

Home Page
Appointment Page

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

The Authorization Request will now appear in the “My Submitted Documents” section on the Attorney home page.
When the Court has approved the Authorization, it will move from your “My Submitted Documents” folder to your

“Closed Documents” folder. NOTE: You will not be able to create a CJA 21 using this authorization until it has been
approved.
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Creating an Authorizations for Transcripts (AUTH 24)

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

Autherization for payment o

The Authorization opens to the Basic Info page. Note: You MUST notify the Court Reporter Coordinator via email at
wvsddb_AUTH24@wvsd.uscourts.gov when you are going to submit an AUTH-24. Doing so will insure that the
Coordinator can retrieve and act on the Auth-24 in a prompt manner because eVoucher does not provide an email
alert to the Coordinator when the Auth-24 is submitted by an attorney.

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
Attorney Enters —
badiah Branson Basic Info
T CIRDIST/DIV.CODE 2 FERSON REPRESENTED [FOUCHER NOMEER
1 Pebediah Branson
Link to CM/ECF 3 MAC.DKT/DEFNUMBER 4 DIST. DET/DEF NUMBER & APPEALS DET/DEFNUMBER 5. OTHER DKT/DEF NUMBER
1:14-CR-08803-1-A4
Voucher #: 7IN CASEMATIER OF(CaseName) |8 PAYMENT CATEGORY 9. TVPE FERSON REFRESENTED 10 REPRESENTATION TYFE
D 1901 US4 v. Brasson [Fetory (inclading pre-tral dfversion |4 4 b gy Crimina! Case
1901 Jof alleged felony)
¢ 11 GFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY 'S NAME ANDMAILING ADDRESS 13 COURT ORDER
Andrew Anders - Bar Number: 12343 []A Associate []€ Co-Connsel
110 Main Street []F Subs for Federal Defender [7]0 Appointing Counsel

San Antonio TX 78210

[Phone 210-833-3623 DPSn'humeinAl.-\nmﬂ_\' DRthsWR&tijnn.-\m&_\

[[]¥ Standby Counsel

fPrior Attorney's Name

| Appointment Dates
|siznature of Fresiding Judze or By Order of the Court
_ Albert Albertson
14 LAWFIRM NAME ANDMATLING ADDRESS foate o5 0 Nunc Pro Tunc Date
|3/3:2014
Repayment [ | VES [J]NO
Proceeding Transcript
To Be Used .
Proceeding To Be
Transcribed *
Apportioned Cost (%) |
Apportioned Case and | ‘
Defend
Special Transcript ’—|
Handling Mone W=
b ipts D Prosecution Opening Statement D Prosecution Argument D Prosecution Rebuttal
ranscri
D Defense Opening Statement |:| Defense Argument |:| Jury Instructions |:| Voir Dire
Order Date
Nunc Pro Tunc Date
[=First [ <Previous |[ Mexts |[ Lasts | [ sawe | [ Delete Draft |

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

Click Save.


mailto:wvsddb_AUTH24@wvsd.uscourts.gov
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Creating an Authorization for Auth 24 Transcripts (cont’d)

Click the Documents tab or click I o 2 Desiemaos
the Next option located on the Supporting Documents
Progress bar. File Upioad (Only Pdf files of 10MB size or less?)
Tile Browse...
Browse to select a PDF file to Description
attach.
Uphoad
Click Upload. The Document
. . L. Duscription Dulete  View
will appear in the Description Documentatian :
section.
Note:
All documents must be submitted in PDF
format and must be 10 MB or less. (st |1 <Poms |l e J] tas> | == [psem oot ]

NOTE: If the transcript is from a Magistrate Judge’s hearing and recorded by Courtflow, you MUST attach the required
“Request for Transcript from Electronic Recording” form found under the LINKS tab.

Click Save.

A confirmation page will appear.

. . . . Mreton; The ~eome yor sotar vl be xoslase b the nesr soer oo sl
Verify all information is correct. Ptk ALt - -

Notes

Check the affirmation box. <1 ¥ swwar and Al the truth o comectness of The ahovs statements
Date: 5/19/2014 9:25:30 A Sgpmij
Click Submit. [Cores [ omevons |[ests [ et ] | _see | [ Celetecear |

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

Step Click Home Page to return to the
8 home page. Click Appointment Page if s e e sconiis fnsemmant. ool esirn: comsoatee o e nasd v i,
you wish to create additional N b B e
document for this appointment. s
Rk i

=

Appaintment Page
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The Auth 24 will now appear in the “My Submitted Documents” section on the Attorney home page. After the Court has
approved the authorization, it will move from your “My Submitted Documents” folder to your “Closed Vouchers “ folder.
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Creating a CJA 24 Voucher

NOTE: After submission and approval of an Auth-24, a CJA 24 voucher for payment will be created by the Court
Reporter Coordinator and sent to the appropriate Court Reporter for completion. These steps are included in
this manual for informational purposes only. Your approval role is outlined on page 53 — steps 1 through 4.

From the Appointment page click Create from the CJA 24 CIA-24 Create
voucher template. Authorization and Voucher for Paymen
of Transcript

The Basic Info page will open, showing approved authorizations.

Note:

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

¥ Basic Info
M

Basic Info

————

1 CT. 0T TRV .00 1 FIRSON REFRERINTID frovcms e

ploL shedish Brasson

3 WA DT 085 SRR L DANT O OR5 NS 5 ABYRALL DRE 85 SLUBSR & OTWER BT 085 SLUSR
1:34-CR28805.3.44

T,

T IX CAIT MATTIR GNCase Xama) & PATMEINT CATECORY $ TITE PERSOCY REIPRIIINTID 1. SIFELINTATION TVTT
o . J

US4 v Arenze E‘z‘”;:'h"“‘“ pee-toil $enken |0y Dertant rrezal Cace

b - — = —

1L OTTNIT ) CHARGAD

151025 F INSPECTION VIOLATION PENALTIES

SUCE R F5 LAET l.mmwua- MACINTRATE JLDCK BN

59 500 00 Abwrt Abartvn

Authorization Selection

Select an ayYrand nthoroaton recpmet for i CIADS

Totak ne
Eaning Hoguesls for Authors bos
) Mundwr: 26 St s Lot e b | ‘
s Dk UHUH LY Teanerint
Mutrerowd fexant: 0 Sdmoicd Aswurt: U
0 Number: 113 RE S v— \
Crder Nate: AOOO014 Iranupl
Actdenwcd Awaanl: 0 Petirated Avcurt: 1
New Voudher Informstion
Tsecryslnm
Vemxbwer Soouganivend Exoe
Mo rckatsy wiv ad fu rcpursdit fr g S rowly o purt
Court Report/Transotider Status
B0 Cmiract  Drarsarder [t her
Sarvew Prowder

Yewionn eaarch noe ot fhe carvics proaiciere Arpacty I the zycisy
OR you con o1k U rogarad efvrmcien fr oot prowds

Expert -
Frstrome  Midde Name  Last Wame ~

SSNERL~  Erol~

Phone * fax

Address 1+ oy

Mrex 2 Statg + Zp~
Moras 3 Country

{ orsrace ]

o] v ] [ets | [ ] : ]
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Creating a CJA 24 Voucher (cont’d)

Select the authorization you wish to use by clicking Authorization Selection

it, this will highlight it in yellow. You will not be s s i ool

able to move forward until it is highlighted. m— “::";“-""mm";#h_u,(wm_w “
: . Aot vt v At

Select the Voucher Assignment radio button ey St TG o |

. . . . . . Ord e LN 14 raepl

indicating if you will be entering the ot S Bt At 0

information for the transcriptionist, or if the

transcriptionist will do the expense entries.

Note:

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

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

New Voucher Informustion

Description New Voucher Information

Voucher Assignment

; Desoription
This InOatas who 1 0 rasoonsdils v AR the oucner ONT 2art

Court Re Transcriber Status -
3 Off rm:k : 5 o Voucher Assignment Attomay O Bxpert
il 3 Contrek € Trensad :
7 o S i Ths ok who w be rese = Sor B8ng he voucher cam part
Service Provider
Y0 37 383000 20% OF D 320608 providars Sready n the syster Court Report/ Iransanber Status

OR you G ey 3¢ Ogured nfonm oo Tor ane ey o ovesy

@ Offical ' Contract ' Transcrber ' Ofher
Lapert | Ew————

et Kama Midde kame |38 Hame - Service Provide -
You can search one of the service providers already in the system
OR you can enber tha racured nformason for another providar
SENEN: ~ Fral ~
Expert Transaipts, Taress «
Frone * Fac
txm info Teresa Transoripts
Address L~ Chy » etais 120 Man Street
San Antorio T 78210 LSA
Fhare: 2:0-553 5632
Address 2 State * o+
address Courty
[rt ] [2rewmn | tests | [ Laeis | ErET
[ wrvst | creso [ hests Lacts | ]
Note:
.

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

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

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

Note:

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

Click the Services tab or click the L s ———

Next option located on the B

Progress bar. stan v —

weaTye - |
B Enter the Date, Service Type, No. ':.:':,m" SR
H H P R )

Pages, Rate, and Description. Y | s
Note:
You'll have two options to choose from under i g S S T & W S 'f:ll
Service Type: Original or Copy. The rate
should vary between the two choices.

Click Add. Eage 1ok 1 (1 Eww]

st | APrevom | ckats || Laete SwateCratt

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

Click Save.

Click the Expenses tab or click the
Next option located on the

s tofo Serices P Erpenses Votuments Confirmation

Progress bar. Expenses
e e e=g Dearoron
Fazeve Tipe LA

Enter the Date, Expense Type, wes ok o s 1 5

and Description. o Reseon
Eepone ype Bale Vorunplan b Hale  Aml

Click Add.

The item will appear below in the Expense

ety

[ =tea. [ T | D [ ] el
Click Save.

w
[0
(o]
=
o
>
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Creating a CJA 24 Voucher (cont’d)

Click the Documents tab or click
the Next Option Iocated On the Rage Info RArVE R Fapensess »Doowmeme Cosdirmaton
Progress bar. Supporting Documents
Browse to select a PDF file to T | brosnz..
attach.
v rgriare Weboles Veew
Note: e

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

Click Upload.

| T | e | T | v | s |

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

Click Save.

A confirmation page will appear.

Verify all information is N Tre o g0 s Ve 2 oats by e R
Pubbc/Attomey
correct. Nazes

Check the affirmation box.

ThlS W||| automatica” 7 1 swear and affem the truth or correctness of the above statements -
. y Dake: 7/1/2014 15:53:57 0 Submit
time stamp the voucher. e

[eors ][ <prevous |[ Mext> |[ teze | [ e | | Deateneatt |

Click Submit.

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

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

Success

Your vouter b boen scbortied for papranl. You sl recerse « ol ficadon iF we soud s e g lade,

Pleace keeo the S0loning woudher numbar for your OM raConcs!

0101.0000165

Back to:

Home Page
Appointrment Page
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Court Reporter Coordinator Creates a CJA 24 Voucher

The court reporter will perform the first level of submission and approval. You will receive an email that the CJIA 24 has
submitted to you for review.

Once the court reporter has submitted the voucher, it will appear in your “My Active Documents” folder with the status
of “Submitted to Attorney”. You will need to perform the second level of approval and submission.

SeIeCt the flle‘ To group by o parboder Headse . deag fw ol (o the aes. Search
Case Defendant Type Status

L1 CR G802 A8 Vlendy Vikson (= 2 a-21 Subematted 5o Astorney
s prir 2] Clamac Ancunt: 156,80 s Gabres ra D101.00°0 154 i
o SIAR014 Vrnapoes Froans Sepioed.. SAL PATNET
Navigate to the Confirmation tab.
» Verify all information is
Alteraon The notes vou e il D dvatatee 12 e nest 200wl leved
CorreCt PuthsfArtom ey I
Netes
Certify the information by
checking the box. This will 5 1certsfy that 1 bave reviewed the above )
) . R / Approve 0 Reject
automatically time stamp Dt 6/10/2054 94324 4
the voucher.
[Cement |[ <preves [ nec> ][ iaets [[(sewe ] ]
B Click Approve.
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Creating a Travel Voucher

From the Appointment page click Create from the Travel TRAVEL
Voucher template. Authorization for payment of Trav

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.

| RAVLL» b Basic Info Authorization Request Documents Confirmation

| Basic Info

L CLSL NS .00 CO0E 7 PEXS0N RIFRESENTID OUCHER NUMBER
p1o1 [Wendy Wikon
| [ T e mEER < TAST D&T DEF NUMBER F AFFEALS TRT DEF NUMBER € OTEER. TRT DEF NUMBER
L:14-CRO8E02-2-24
i 1/1/1501 TIN CASLMATTEX CE(CaseName] |5 FAYAILNT CATEGORY ¥ TYTE FIRS0N BEFRESENTID 0. SATRISEN TATION TYPE
G ] =« y (incd 7 = . 1) %
; JSA v Wilsam of 4l ey (ircduding protrid diveson |, oy Tyeges guc Crireanal G
pf allezed felomy)
© amcunt Claimed: 50.00 1L GFFENTE(S) CHARGED -~ 7
18:13-8330 F INCOME TAX FAILURE TOFILE
12 ATTORNEY 5 NAME ANDMAILING ADDRESS 13, COURT ORIER
Andrew Andecs - Bar Number 12345 [T]A Anscial [CCatannnl
}l'-'ink"j“’;::_s_w [T St Sar Podeest Dutacder [7]0 Appatatag Conaial
Ban Antoaio TX 782 = —
Psone 210.331.5623 [ 718 Sl Sor Pasal Attormey | B Sa Sar Sl asovd Aldseser
[ ] Standbs Connzal
frrce Attaren’s Name

Appountmet Dute

Eigaatare of Prasdog Jodpe vx By Order of the Coant
Albert Albertson

Bowe of Urcer Nusc Fro Teac Doty
[£272014

Repayoel []VIS [7 85D

L4 LAW ZIOE NAME AND MAILING ATDRESS

Travel Agency to be Used: gl vV

Global Travel

1234 Travel Lane
Suite 200

Sacond Fhoor

o5 Angeles, CA 93765

Fhone: 1800 4447890
Fae 1-800-555-7777

Email: MAIRSuPD0rt. 200 USCoUrS, Gov

[EEEat] [ <Pevos |[hoots | [Loston [ I W

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 Basic Talo b Authorization Request Documents  Confirmation
fields marked with a red
. Request For Travel*
asterisk. * Required Fields
Name and Title of Person Traveling: |
-
Click Add. Address of Person Travelmg: 1
Purpose of Travek i |-
Travel From location: J
Travel To Location: =
. . . . Estimated Dates of Travel: |
The information will appear in the = L ’

Travel Requested Estimated Cost
I airme Tickets via CIA Government [—
Travel Agency i
_| Ground Trasspartation

| Per Diem (Hotel & Meals)™™ ‘

lother |

bottom section.

Click Save.

Total Estimated Cost: | |*

Justéication for Request: i.

¥ A rave and expenses must be in conplance with govomment ravad recuGtions.
=¥ Actual cost of hotal and meals Lp to the estabishac per dien rate. Expenses for Tavel for one day or (st day s up to the NOS rase.

Rame Purposc Travel To Travel Date  Reqeested
| Wiendy Wikon Aguite documents Loz Angaes, CA Ji1t s Lot

1 Paoexofl(zm:)*

| ccFuat |[ crreviom | [Neats || Lastao | Save |




Creating a Travel Voucher (cont’d)

the Next option located on
the Progress bar.

Browse to select a PDF
file to attach.

Note:

All documents must be submitted in PDF

format, and must be 10 MB or less.

Click Documents tab or click

Ninsie Inkn

Supporting Documents

Authnrization Requast » Documents Contirmation
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Flle Upload (Only PP tlics of 10MB 570 ar 10ss1)

Ele Browse
D:zipsen |
Usdoad
Dascriptien Dalata  View
Cecarvarty Sxuis ¥d.

Click Upload.

|
[e<rmt || <= ovena I[lu."l Delels Lraft

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

Click Save.

The Confirmation tab will appear.

Verify all information is
correct.

Check the affirmation box.

This will automatically
time stamp the voucher.

Click Submit.

Afberstazen: The ranlesg pous werier vl b svdadiv o Bw raest wopr el bevw

PudiciAttomey
Notos

Dates 6/19/2014 9.26:35

vl 1 swear and affem the truth or correctness of the above statements

‘ O Submit‘

[ «Rrst || <Previous || mext> || Leste | [ zoe |

[ Sdete Oraft

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

this appointment.

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

Success

0101.0000162

Back o

T oy s o sabeniiod B poymeend. You wil rotoa o nosfeabion i se nocd mure dotabs

Pz boxp de Rl g voude porbe For sour onnrciandc

Home Page
Appolintment Page

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

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

From the Appointment page, click the LINKS tab on the
top of the page on the blue menu bar. Complete the
PDF-fillable CJA-26. Save the PDF document.

Upload the completed CJA-26 form in the “Supporting Documents” section of your CJA-20. See page 27.

Note:
All documents must be submitted in PDF
format, and must be 10 MB or less.
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Appointment of CJA Attorney (outside eVoucher)
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g5 Case Concludes Attorney Creates Processing CJA-20
ER Attorney Requests CIA-20 h
33 Payment Vouchers
(under $9,900)
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=>{ ChangesWorkflow
; to CJA-20 Excess
2
3
o CJA Technician
— No 5! changesWorkfiow
o to CJA-20 Hold
Q
o
= CJIA-20 Returnedto
- Attorneyfor
No e Revisions
by Supervising .| voucher made
Attorney “| by Supervising
Attorney
WV
Adjustments to
o E (.UA-ZO voucher made
9 -2 Reviewed by A by Presiding
S Presiding Judge Hidhae
\ 4
om0 T
o Certified by | Notifyingof CIA-
)
£ 1
& CJA-20 Voucher
= Closed
)]
£
Q
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O
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£ § Case Concludes Attorney Creates Processing CJA-20
S g Attorney Requests CIA-20 h
S5 Payment Vouchers
\__r-— (over $9,900)
CJA-20 = “| CATechnician
Reviewed by b Changes Workfiow
CJATechnician oAl
; CJA Technician
(O} No | ChangesWorkflow
= “1 toCJA-20Hold
]
o
i
) CJA-20Returnedto
> Al Attorneyfor
() =2 Revisions
- No J
CJA-20 Reviewed Adjustments to
bySupervising > voucher made
Attorney by Supervising
Attorney
A 4
CJA-20 Adjustments to
Reviewed by | voucher made
Presiding Judge by Presiding
% : Judge
o~
- CJA-20 -
Reviewed by =t
Ty \ voucher made
4™ Circuit Chief Jud
j by Chief Judge
WV
CIA-20 Certified by E"Z:Jse"t =
= Clerk’sOffice > ey
O Notifying of CIA-
E 20 Approval
e
) WV
o 0 =
— CJA-20 Voucher
Q Closed
£ \
Q
s |
O
>
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Processing CJA-21s
which are £ $800

Creating CJA-21

** Since the attorney will
be completing the CJA 21
instead of the expert, they
will first "SUBMIT" it and
then open the same CJA-21
voucher and give final
approval as the attorney by
selecting” Approve" on the
Confirmation page

Yes

Review of CJA-21

Voucher Payment
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Processing AUTH CJA-21
> S800

TZ-YM HLNY Suneas)

TV
HLNY JO M3lAaY

PasopP TZ-YID HLNY
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Attorney nolifies the
Attorney identifies Attorney creates Court Rep. Coord.
need fora AUTH-24 | 7] that an Auth-24 was
“anscﬁpt created.
w-
Sends emzll to Court
g Reporter to inform
APTH o5 \‘t".‘/”?‘ them of impending
- reviewed by transcript request,
N Court Reporter or
Fl_: Coordinator PR
= v \ is assigned for
< i Courtflow & sent
oo Presiding Judge sudiotapes
.g reviews
g AUTH-24
c request Email sent to
Attorney on
J/ \ Approval via
Court Rep. Coord. eVaucher
confirms AUTH-24
approval to Court
Reporter & creates Judge's chambers
CIA-24 sends email to
* Auth-24 box
Court Reporter
completes transcript
- request and CIA-24
o =
3
N CIA-24 Processing AUTH-24 and CJA-24
.g Approved by Transcript Vouchers
© Attorney
&
(]
CJA-24 Certified by
Clerk’s Office
B
o CA-24
£ Approved by
& Presiding Judge
- v
5 CIA-24 Voucher
g Closed
>



