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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 allows for:

e Online authorization requests by attorneys for service providers.

e Online voucher completion by the service provider, or by the attorney acting for the service
provider.

e Online voucher review and submission by the attorney.

e Online 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, firm
associations, and applicable CLE credits.

o Allows for submission of holding periods or a specific amount of time taken off for medical
leave, vacation, etc.

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Supporting document uploads to vouchers or authorization requests

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

e Automatic email notification to attorney of approval or rejection of vouchers and authorization
requests

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57
e Apple Macintosh: Safari 10.1

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Court Appointment

When you make an appointment, the program automatically generates an email message to the
appointed attorney. The email confirms the appointment and provides a link to the CJA eVoucher
program.

Some courts may send a proposed email to the attorney, awaiting acceptance of a specific case.

Accessing the CJA eVoucher Program

Prior to version 6.4, if you had eVoucher accounts in multiple courts, you were required to sign out and
sign in to each individual court account in which you wanted to work. You had a separate user name and
password assigned by each individual court. Starting with version 6.4, you can now create a Single Login
Profile (SLP) with a single email address and password that can be linked to each eVoucher account you
have. You can now switch from one eVoucher account to another from within the eVoucher application
without the need to log off.

Note: Users with more than one eVoucher account must designate one account as the default account;
the court used to create your Single Login Profile (SLP) automatically becomes your default court, unless
you change it. Once the user has logged in with their default court, they will need to link their other
court accounts using the Link Your eVoucher Accounts to Your Single Login Profile (SLP) located on
page 25 of this manual.

Single Login Profile for David D. Attorney

SLP email address
Password

David D. Attorney David D. Attorney David D. Expert
Account linked to Account linked to Account linked to
X District Court Y Circuit Court Z District Court

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Creating a Single Login Profile (SLP)
Creating your Single Login Profile (SLP) only has to be done once. To create your Single Login Profile
(SLP), visit the CJA eVoucher Program site for the district at
https://evadweb.ev.uscourts.gov/CJA njx_prod/CJAeVoucher/.

Step 1

In the Email Address field, enter your email address, and then click Next.

CJA eVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile, you will be prompted to create one.

Email Address

daviddattorney@gmail.com l /

Motice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and menitored or reviewed by persons authorized by the fedesal judiciary for improper use,
protecticn of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

Step 2

If you use more than one court account, choose one, and then click Next.

CJA eVoucher - Texas Western District Court

SDSO Training - Release 6.8.0.0

Link CJA eVoucher account

Enter the username and password for your existing CJA eVoucher account to continue.
Username

[ Dattorney |

— |
Eorget your password? /

Motice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored o reviewed by persons authorized by the federal judiciary for impraper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected svstem, users expressly consent to svstem monitoring and to official access to data reviewed and created by

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Step 3

On the Create New Single Login Profile screen, complete the First name, Middle name, Last name, and
Suffix (if applicable) fields, and then enter and confirm your email address.

B An official website of the United States government

CJA eVoucher - Texas Western District Court

SDSO Training - Release 6.8.0.0

Create New Single Login Profile
You will use the email address entered below to log into all of your assigned eVioucher accounts.
If you have multiple accounts, you will be given an opportunity to link them to your single login profile.

First name Middle name Last name Suffix

David ‘ D ‘ ‘ Attorney Jr.

Email address

daviddattorney@gmail.com |

Confirm email address

daviddattorney@gmail.com ‘

Step 4

Next, answer the security questions. In the Security Questions section, select a question from each
guestion drop-down list, and then type your answer in the corresponding answer field. Click Next.

Security Questions
Select three security questions and enter your answers.

Question 1

In what city or town was your first job?

Answer 1

Boston ‘

Question 2

What was your childhood nickname?

Answer 2

Davey ‘

Question 3

“

What was your first car?

Answer 3
| Salurnl x
When you click Next, we will send an email with a lin| rm your email address.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Step 5

A message appears, stating that an email was sent to the email address you provided when creating
your Single Login Profile (SLP).

B Anofficial website of the United States govornment

CJA eVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

‘OURTS)

o Check your email

An email has been sent to daviddattormney@gmail.com with a link to confirm your email address. Follow the link to
continue creating your single login profile.

IMPORTANT: The link provided in the email is only valid for 30 minutes and can only be accessed one time.

Step 6

Go to your email account. Click the link in the email message to continue creating the profile.

Note: The email is valid for only 30 minutes and can be used only once. In the email message, click the
confirm your email address link. Please check your SPAM folder if you do not see the email.

0 Login Profile Email Verification - david attorney intox & o
* Starred cja_atty@aotx.uscourts.gov 3:25 PM (0 minutes ago) Yy -

@ Snoozed tome v

= Sent Dear David Altorney

B Drafts Thanks for setting up =

Please click on the link t§ confirm your email address.
v More

Meet This link will be valid for 15 minutes and can only be used once.
You will use this email address and the new password you are about to set to login to eVoucher from now on.
W Starta meeting

Regards,
B Joina meeting US Courts

Hangouts

Step 7

Enter a new password to be used for your Single Login Profile (SLP). The new password must be at least
eight characters in length and:

e Be alphanumeric.

e Contain one lowercase character.

e Contain one uppercase character.

e Contain one special character.

o Not be a password used in the past 365 days.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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To view current password requirements, click the plus sign (+) icon to expand the Password
Requirements section. You must change your password every 180 days. Verify the password, and then
click Next.

BE An official website of the United States government

CJA eVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

Enter password

Enter the password your single login profile will use to access eVoucher.

Enter password

[ | /

Next

Password Requirements

Step 8

A success message appears, and you are directed to the eVoucher home page. Your email address and
new password are now your new login credentials. You have now successfully created your Single Login
Profile (SLP), and can use the email address you entered when setting up your Single Login Profile (SLP)
to log in to all your CJA eVoucher accounts going forward.

B An officisl website of the United States povernment

CJA eVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

Q You have successfully created your eVoucher single login profile,
which you will use to log into eVioucher from now on.

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons autherized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system, Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Forgotten Password — Legacy

If you have forgotten your current court password or entered it incorrectly, a login failed message
appears. To recover your password, click the Forgot your password link. Please note that you should
follow this same process if you have not reset your password in the last 180 days. If you entered your
password incorrectly more than six times and your account is locked, or if you are still unable to recover
your password, contact your court administrator.

BE An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Link CJA eVoucher account

Enter the username and password for your existing CJA eVoucher account to continue.

Login failed.
Invalid username or password or your account is locked.
Please contact an eVoucher Administrator for assistance.

Username

I Hattorney X I

Password

Forgot your password?

Step 1

Click the Forgot your password? link.

Username

kattorney X

Password

Forgot vour password? <=

Notice: This is a Restricted Web Site for Official Court Business only. Ur
Court and/or prosecution under Title 18 of the U.S. Code. All activities

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Step 2

In the Username and Email fields, enter your information, and then click Recover Logon.

Forgot your Login?
Please tell us your username AND email address. We will send you an email to reset your password if there is a match in our records.
Username

Email

Back to sign in

Recover Logon

Step 3

In the email message, click the here link to create a new password.

CJA - Logon Recover by Joe Attorney  inbox x

cja_atty @aotx.uscourts.gov b
tome »

"0" topmargin="0" style="background-celor: #ffffff, padding: 30 30 30 30>

Dear Joe Attorney,

On 11/4/2020 11:02:20 AM we received a request to reset your Online CJA 'password’
froga the CIA - district_trng site. In order to start the recovery process, please

cli @ d vou will be taken to the proper page.

Regards,

US Courts

Note: The password link expires after 30 minutes and can only be used once. If you don’t reset your
password within that time, you must return to the login page and repeat the process.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Step 4

You are taken to the Reset your password page, where you must create a new password to complete
the Single Login Profile (SLP) process. Enter and confirm your new password, user name, and email, and
then click Reset.

IMPORTANT: The link provided in the password reset email is only valid for 30 minutes and can only be accessed one time.
If necessary, return to the login page and click "Forgot your login to repeat the process.

Reset your password

New Password

Confirm Password

Password Requirements -_

+ Password must be at least 8 characters.

= Password must be alpha-numeric.

« Password must contain at least one lower case and one upper case character.
« Password must contain at least one special character.

« Password cannot be a password used within the past 365 days.

Step 5

Your password is now reset. A success message appears, and you can either continue creating your
Single Login Profile (SLP), or if you have already created one, enter your email address and sign in to
eVoucher.

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.
o Password updated.
Your password was successfully updated.

Email Address

Notice: This is a 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.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Signing In to eVoucher with Single Login Profile (SLP)

Step 1

From the eVoucher webpage, enter the Email Address you used to create your Single Login Profile (SLP),
and then click Next. If you forget this email address, contact the security administrator for your court.

B n official website of the United States government

CJA eVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile, you will be prompted to create one.

Email Address

daviddattorney@gmail.com

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitered or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials,

Step 2

Enter your password, and then click Sign In. You have now successfully signed in to eVoucher.

Ml An official website of the United States government

CJA eVoucher - Texas Western District Court

N )
II-""Q) UR SDSO Training - Release 6.8.0.0

Sign in to CJA eVoucher

Please enter your password to continue.

Password

OOOOOOUUUCI

Far r word?

Notice: This is a restricted government system for official judiciary business enly. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Forgottten or Expired Passwords

If your password is expired, entered incorrectly, or you have forgotten it, an error message appears,
stating that your password is expired, invalid, or locked.

Your password is expired. Login failed.
Invalid username or password or your account is locked.
Please use the "Forgot your password?” link to reset your password. Please contact an eVoucher Administrator for assistance.
Step 1

To reset your password, click the Forgot your password? link.
Note: You should follow this same process if you have not reset your password in the last 180 days.

Sign in to CJA eVoucher

Please enter your password to continue.

Password

sescseee .I

I'Fgrggj your pas;wgrgi.? ]

Step 2

On the Reset your password? page, the email address you entered for your Single Login Profile (SLP)
displays. You are prompted to reset your password by answering one of the challenge questions you
selected when creating your Single Login Profile (SLP). Enter the correct answer, and then click Reset
your password. You will receive an email notifying you that an unsuccessful attempt was made to sign in
to your account and that you must reset your password.

Reset your password?

Please answer the following challenge question to have a password reset link sent to your email.

Email

daviddattorney@gmail.com
Question: In what city or town was your first job?

Answer

.......

Back to sign in /
Reset your password

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Note: If you incorrectly answer the first security question, you must answer one of the two remaining
security questions. If you incorrectly answer all security questions, your account locks, and you must
contact your court to unlock it.

Step 3

A message appears, telling you to check your email. Go to your email account and locate the email
message containing a link to reset your password.

Note: The link expires after 30 minutes and can only be used once.

Reset your password?

Please answer the following challenge question to have a password reset link sent to your email.

o Check your email

If the information entered matches our records, we will send an email with instructions on how to
reset your password. If you do not receive this email, please check the information provided for
accuracy, or contact an eVoucher Administrator for further assistance.

IMPORTANT: The link provided in the password reset email is only valid for 15 minutes and can only
be accessed one time.

Step 4

In the email message, click the here link to create a new password. You are taken to the Reset your
password page, where you must create a new password for your Single Login Profile (SLP).

cja_atty@aotx.uscourts.gov 11:54 AM (0 minutes age) Y5 4=
tome «

Dear David D Attorney,

On 10/20/2020 8:39:15 AM we received a request to reset your Online CJA password
frogthe o0 - district_trng site. In order to start the recovery process, please

clig] @ d you will be taken to the proper page.

Regards,
US Courts

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Step 5

Enter your new password, and then confirm it by entering it again. Enter the email address associated
with your Single Login Profile (SLP), and then click Reset.

IMPORTANT: The link provided in the password reset email is only valid for35 minutes and can only be accessed one
time. If necessary, return to the login page and click "Forgot your password? link" to repeat the process.

Reset your password

New Password

| l

Confirm Password
Email

| |
BTN

Password Requirements +

Step 6

A message appears, stating that your password was successfully updated. You can now enter your email
address, click Next, and then enter your new password to sign in.

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

‘ o Password updated.

Your password was successfully updated.

Email Address

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Locked Accounts

You can attempt to create a Single Login Profile (SLP) or sign in with an existing Single Login Profile (SLP)
a maximum of six times. If you attempt a seventh time and are unsuccessful, your account locks and you
can no longer enter a correct password at this time. You must contact your eVoucher administrator to
unlock your account. Additionally, you will receive an email notifying you that an unsuccessful attempt

was made to reset your password.

Login failed.
Invalid username or password or your account is locked.

Please contact an eVoucher Administrator for assistance.

Note: If you make fewer than seven consecutive attempts, the allowed number of unsuccessful creation

attempts resets to zero after 30 minutes.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Single Login Profile (SLP) vs. Court Profile

Here are some tips for viewing which court account you are in, and who you are within that court.

Court account to which Single Login Profile (SLP) user
o you are signed in e name
Profile icon
B=  An official website of the Uni d States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9
Single Login Profile
Court Profile

Operations Reports Links Accounts Help Sign out

Sinale Login Profile Circuit - Attorney

Attorney/expert court District - Attorney

account user name

List of linked accounts to which you have access

1. Court account — This is the court account you selected from the Accounts menu, showing the
account to which you are signed in.

2. Single Login Profile (SLP) — This profile is attached to a person. Regardless of the court account you
are accessing, you must always be signed in to your Single Login Profile (SLP).

3. Profile icon — You can access your Single Login Profile (SLP) or court profile, or sign out from here.
You can also access these areas from the Help menu.

4. Court account user name — This displays the court user you are signed in as, and your full name and
user role as they appear for that court profile.

5. Accounts menu — From this menu, you can access all of the court accounts to which you are linked.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Home Page

Your home page provides access to all your appointments and vouchers. Security prohibits you from
viewing information for any other attorney. Likewise, no one else has access to your information.

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

Search: Appointments Defendant

Case Defendant Type Status Date Entere Al cases have been currently assigned
3:19-M1-04562-... Mister Badman (¥ 4562) TRAVEL  Voucher Entry 12/11/2019
S Claimed Amount: 0.00 A et No data
End: g
3:19-MJ-04562- . Mister Badman (# 4562) TRAVEL Voucher Entry 01/28/2020
Stare: Claimed Amount: 0.00 ' Edi
ok aimed Amoun ‘ Edit — -
B To group by a particular Header, drag the column to this area. Search:
123 Page 1 of 3 (30 items)
Case Defendant Type Status Date Entered
1:19-M1-963... Practice Voucher (% 98.. CIA-21 Submitted to Court 07/24/2019
Se=rt: 06/10/2013  Claimed Amount: 263.38  Longoria Expert / 0101.0000389
Appointments Defendant End: 07/31/2019 Accountant FINAL PAYMENT
- 1:19-M1-963 .. Practice Voucher (# 95. CIA-21 - 07/24/2019
Case: 3:19-M)-04562-1L Defendant: Mister Badman Siart DG/0/2019 Claimed Amount: 600.00  Longoria Expert = 3'{3’1"%1;15“"“
Defendant #: 4562 Representation Type: DR 1 - Drugs Minus 2 End: 07/31/2015 Accountant rd FINAL PAYMEN
Case Title: USA vs Badman Order Type: Federal Defender FINAL PAYMENT
Attorney: Atty Longoria Order Date: 06/06/19
Pres. Judge: Judge Longoria 1234 Page 1 of 4 (34 ftems)

Adm./Mag Judge:
Case: 1:19-MJ-96325-1 Defendant: Practice Voucher

Folder Name

My Active Documents

Defendant #: 9876 Representation Type: DRA - Drug Minus 2 Appeal
Case Title: Voucher vs USA Order Type: Appointing Counsel To group by a particular Header, drag the column to this area. Search:
Attorney: Atty Longoria Order Date: 06/1019
Pres. Judge: Judge Longoria Case Defendant Type Status Date Enterec
Adm./Mag Judge:
3:19-M)-04.. Mister Badman (# 4562}  CIA-21 _ Voucher Closed 06/07/2019
1 Page 1 of 1 (10 ftems) Seart: 08/0E/2019 Claimed Amount: 73035 Misses Expert \_‘3'-_‘ 0101.0000384
End: 06/07/201%  Approved Amount: 730.35 Computer Forensics Expert FINAL PAYMENT
3:19M3-04.. Mister Badman ( 4562)  CJA-21 . Voucher Closed 07/23/2018
= Claimed Amount: 0.00 Misses Expert 1" 0101.0000387
= Chemist/Taxicologist |
12 Page 1 of 2 (16 items)

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

Case Defendant Type Status Date Entere:
3:19-MJ-04562... Mister Badman (# 4562) CIA-20 Voucher Closed 06/07/2018
Seart: 06/06/2019 Claimed Amount: 4,234.2¢ Atty Longoria \f 0101.0000378

Endh 06/07/2019  Approved Amount: 4,234 4 FINAL PAYMENT
3:18-M)-04562 .. Mister Badman (# 4562) CIA-21 Voucher Closed 06/07/2018
SoF eIl Claimed Amount: 730.35  Misses Expert 14" 0101.0000384

nd: 2

Approved Amount: 730.35 Computer Forensics Expert 8 oun; pavenenir

12345 Page 1 of 5 (48 items)

Contents
This folder contains documents that you are currently working on or that have been
submitted to you by an expert service provider. These documents are waiting for you
to take action.

Appointments’ List

This is a quick reference to all your appointments.

My Proposed
Assignments

Cases appear in this folder if an appointment has been proposed to you and you have
not accepted or rejected it.

My Submitted
Documents

This folder contains vouchers for you—or your service provider—that have been
submitted to the court for payment, along with documents submitted to the court
requesting expert services or interim payments.

My Service Provider’s
Documents

This folder contains all the vouchers for your service providers, including:
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.

Closed Documents

This folder contains documents that have been paid or approved by the court. Closed
documents only display for open cases. Closed documents display until they are
archived and/or for 60-90 days after the appointment is terminated. They are still
accessible through the Appointment page.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Navigating in the CJA eVoucher Program

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorneye

Home Operations Reports Links Accounts Help Sign out _n

Menu Bar Item \ Description
Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you may run on your appointments.
Links Click to access links to CJA resources such as forms, guides, publications, etc.
Accounts Click to access your different court accounts.

Click to access:
e Another link to your Single Login Profile (SLP).
e Another link to your court profile.

Help e Contact Us email.
e Privacy Notice.
e eVoucher help documentation for attorneys and experts.
Sign out Click to sign out of the eVoucher program.
Search field Use this field to look up any of your cases.
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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.

Expand/Collapse a Folder: Click the plus sign icon to expand a folder. Click the minus sign E to
collapse a folder.

Resize a Column

Step 1

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

Step 2

Click and 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.

Group by Column Heading: You can sort all the information within a folder by grouping documents by
column header. All folders displaying the group header bar can be sorted in this manner.

Step 1

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

E My Active Documents

I'I'u group by a particular Header, drag the column to this area. | Search: |

Case Defendant o Type Status Date Entered

Step 2

Click and drag the header to the Group by header bar.

B My Active Documents

Tuqm drag the column to this area.
C
Ca nt Type © Status

All the information in that folder is now grouped and sorted by that selection.

B My Active Documents

Group by: Case 1
Case Defendant Type

¢
:
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Accessing Single Login Profile (SLP)

On the Single Login Profile page, you can:

e Edit first, middle, and last name.

e Edit email address.

e Edit Single Login Profile (SLP) password.

e  Edit security questions.

e View your linked eVoucher accounts.

e Link your eVoucher accounts to your Single Login Profile (SLP).

To access the Single Login Profile page, from the menu bar, click Help and then click Single Login Profile,
or point to the profile icon and then click Single Login Profile.

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9
Single Login Profile

Court Profile

Home Operations Reports Links  Help Sign out
Single Login Profile
Court Profile
Contact Us

Privacy

eVoucher Documentation: Attorney and Expert Users

Account Information

In the account information section, you can change your name, email address, and password.

Home Operations Reports Links Help Sign out Q,

> Help > Sinale Login Proiile

Single Login Profile

Account Information -_—

First name Middle name Last name Suffix

David B Attorney - Edit
Email address

attorneyl210@gmail com Edit
Password Edit

CJA eVoucher | Version 6.9 | United States District Court January 2023

20



CJA eVoucher for Attorneys

21

Modifying Your Name

Step 1

To edit your name, click the Edit link to the right of your name.
Single Login Profile

Account Information

First name Middle name Last name Suffix
David B Attorney -

Step 2

Make any necessary changes, and then click Save changes.

Account Information

First name Middle name Last name Suffx

I David X I B H Attorney H -Select- %

Updating Your Email Address

Click the Edit link to the right of your email address.

Email address
attorneyl210@gmail com

Enter your new email address, confirm it, and then click Save changes.

Email address

‘ attorneyl210@gmail.com ‘

Confirm email address

attorneyl210@gmail.com (r
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Updating Your Password
Step 1

Click the Edit link to access your password.

Password

RERTERES

Step 2

Make any necessary changes, and then click Save changes.

Password Requirements

+ Password must be at least & characters.

+ Password must be alpha-numeric.

+ Password must contain at least one lower case and one upper case character.
+ Password must contain at least one special character.

+ Password cannot be a password used within the past 365 days.

Password

Confirm password

=

Updating Your Security Questions

Step 1

To access your security questions, click the plus sign (+) icon to expand the Security Questions section.

Single Login Profile

Account Information +
Security Questions
Linked eVoucher Accounts +
Link your eVoucher Accounts to your Single Login Profile +

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Step 2

Make any necessary changes, and then click Save changes.
Security Questions
Select three securnity questions and enter your answers.
sl Show my Answers
Question 1

In what city or town was your first job?

@»

Answer 1

Question 2

¥

‘ What street did you live on in third grade?

Answer 2

Question 3

In what year (Yv¥Y) did you graduate from high school?

«

Answer 3

sssane ‘

Cancel Save changes

Note: The answers to the security questions are hidden. To view your answers, click the Show my
Answers link.
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Linked eVoucher Accounts

Step 1

Click the plus sign (+) icon to expand the Linked eVoucher Accounts section and view any accounts that
are currently linked.

Account Information +
Security Questions + /
Linked eVoucher Accounts
Link your eVoucher Accounts to your Single Login Profile +

If this is your first time in the system, your only linked account is the one with the court you just logged
in as. This is your default account.

Note: You can also change your default court from the Linked eVoucher Accounts section, but you will
always initally be logged in through your default account.

Linked eVoucher Accounts \ -

Multiple eVoucher accounts can be linked to a Single Login Profile. If mare than one account is linked, select a default eVoucher account.
Use the Accounts menu to switch between accounts.

Account User Type Default
Massachusetts (DDAttorney) Attorney ©
Link your eVoucher Accounts to your Single Login Profile -

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Link Your eVoucher Accounts to Your Single Login Profile (SLP)

Step 1

If you need to sign in to other district or appellate courts, you must link to those accounts. Click the plus
sign (+) icon to expand the Link your eVoucher Accounts to your Single Login Profile section.

Account Information +

Security Questions +

Linked eVoucher Accounts +

Link your eVoucher Accounts to your Single Login Profile
Step 2

Click District or Appellate for the type of court you want to link to. From the Court drop-down list, select
your court, and then enter your username and password for that court in the corresponding fields.

Link your eVoucher Accounts to your Single Login Profile -

Do you have an eVoucher Account with a court that you would like to link to your Single Login
Profile? You will be able to access all your eVoucher Accounts through a Single Login Profile and
switch between accounts without having to log out.

Enter the information for the eVoucher Account to link to your Single Login Profile

District Appellate

Court

Train District Court

Court login username

Court login password )
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Step 3

Click Link Account.

Court

Train Circuit Court

4

Court login username

dattorney

Court login password

== [t |

A success message appears, stating that your account(s) is now linked.

> Help = Single Login Profile

Link Success!
You have successfully linked this Circuit account to your single login profile.
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Court Profile

On the home page, point to your profile icon, and then click Court Profile.

B=  An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9
Single Login Profile

Court Profile

Home Operations Reports Links Help Sign out
Single Login Profile
Court Profile

Contact Us

| Privacy

= Help = Court Profile

eVoucher Documentation: Attorney and Expert Users §

Note: Click the Court Profile link from either the Home screen to the right of the menu bar or the Help
menu bar to open the “Court Profile” page.

In the Court Profile section, the attorney may:

e Change username and password (Login Info section).

e Edit contact information, phone, email, physical address (Attorney Info section).

e Update the Social Security number (SSN) or employee identification number (EIN), and any firm
affiliation (Billing Info section). Any changes to SSN or Billing Info will require copies of a W-9
after the first logon and must be made through the court.

e Document any CLE attendance (Continuing Legal Education section).
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Click Edit, Select, Add, or View to the right of each section to open the section and make any edits.
Review your court profile and, if applicable, add any missing information.

> Help > Court Profile

Court Profile

Attorney Info Bar Number: TX125568
T ue‘:iyel e, ‘Your Name: David D Attorney

Your Contact Info:
Phone: 555-555-5555

Fax:
deadmail@zo.uscourts.gov

Your Address:

123 San Antonic Way
San Antonio, TX 78228
us

Billing Info Your default billing info is:
ist all available b 0 records Davi ey

List all available billing info records Biling Code:0101-000077
123 San Antonio Way
San Antonio, TX
78228 - US

Phone: 555-555-5555
Fax:

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

Note: If you have a Single Login Profile (SLP) that is linked to more than one court, certain
changes made to the Attorney Info section of your court profile will be applied to any of your
other linked accounts with the same SSN/EIN after one business day. This information displays
at the top of your Court Profile page and details the sections that are affected across any of
your other linked accounts:

Court Profile

For Attorney Info or Expert Info section of this court profile, changes made to Address lines, City, State, Zip, Country, Phone and Fax WILL be applied to any linked accounts with the same SSN/EIN
after one business day.
Changes made to Name, Email, and Bar Number will NOT be applied to any other linked accounts with the same SSN/EIN
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Attorney Info

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

Attorney Info Bar Number:

Your personal info Your Name: Andrew Anders

Your Contact Info:

Phone: 210-833-5623 | Cell Phone: 210-555-1234
Fax:

lisa_ornelas@aotx.uscourts.gov

deadmail @support.aote.uscourts. gov
deadmail@support.aotx.uscourts.gov

Your Address:

110 Main Street

San Antonio, TX 78210
s

Step 2

Make any necessary changes, and then click Save.
Attorney Info * Required Fields

Your personal info Bar Number
I5SN Instructions:

lif you are an appainted panel Tax Identification Number: * (If on Panel) O Foreign Vendor?
attorney, you are required to enter

our Social Security Number in the

SSN: [ssssessnnes

55N field. Confirm: |esesss
* i *

[If you are an assodiate only, do not First Name Middle Last Name
enter your Social Security Number in |Andrew ” ||Anders |
the 55N field.

Main Email *
Payee Certification: | liza_ornelas@aotx.uscourts.gov |
[Thiz message informs you that the 2nd Email

Name and TIN enterad are collected -
pursuant to IRS Guidelines that govern deadma.ll@supporl.aob(.uscourts.gov |

hat information must be collected by 3rd Email
the judiciary for payments made to deadmail @support.acte.uscourts.gov |

non-amplnyeeds :nd zl?ar entities ﬁ:r\C Phone * Cell Phone Fax
ervices provided and for purposes of

issuing apFom'l liJ‘J‘J—I‘t'HSCl:.| ‘ch:u have |210_833_5623 | |210_555_1234 | |
provided this information under

penalties of perjury and certify that: Address 1 * *

1 - The number entered as my 55N or |110 Main Street | |53ﬂ Antonio

EIN is my correct taxpayer Address 2 State * (US anlky) Zip * (US only)
identification number: and | |TE)(AS v| |?BZLO

2 -1 am a U.S. dtizen, U.5. resident "

alien, or other U.S. person (a Address 3 Country

partnership, corporation, company, or | WED STATES V|

association created or organized in the

.S, or under the laws in the U. 5.},

Notes:

e Each attorney (except associates) must enter their SSN in to the user profile or they will not be paid.

o The Country field is automatically set to UNITED STATES unless otherwise indicated.

e [f you are a foreign vendor, select the Foreign Vendor check box and enter the appropriate
information.

e You can list as many as three email addresses. Notifications from eVoucher are sent to all email
addresses. Please remember to change your email address in eVoucher if you change firms.

CJA eVoucher | Version 6.9 | United States District Court January 2023



CJA eVoucher for Attorneys | 30

Billing Info

Under the Billing Info section, please review the default billing information entered by the Court.

Billing Info Your default billing info is:

List all available billing inf d Andrew Anders
IST all avallable Diing Inrd recoros BI“II'Ig CDdE'ﬂl{l]-DDuUE

110 Main Street

San Antonio, TX
Fa210 - Us

Phone: 210-833-5623
Fax:

If you wish to change the information already entered or to add new billing information, please contact
the Court.

Notes:

e Billing information must be entered before any payments can be made.

e The SSN/EIN is used when reporting income to the IRS.

e [f you need to add billing information to your profile, a new W9 MUST be submitted to the
Court.

e If an Associate has been approved in one of your cases, please contact the help desk for an
Associate username and password. Please refer to Addendum #1 for more information on
Associate use.
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Continuing Legal Education (CLE)

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

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

Changes made in this section are not applied to any of your other linked accounts. This
information is noted at the top of your Court Profile page.

Court Profile

Changes made to this court profile will not be applied to any other linked accounts.
Use the Accounts menu to switch to other linked accounts and make changes to each court profile separately.

To add CLE information, click Add.

Continuing Legal
Lonten (= (=] =]

e I

Files Credit Date Haars Salject

e Comtnung Legs! Edutatos

e dats

Click the Credit drop-down arrow to select CLE categories. In the corresponding fields, enter the date,
the number of hours, and a description. Click Save.

Continuing Legal | [ s |
Education
| creat [sememangra ] |
Date [o5/0/2014 |2
Hours [0 |
Description

Doament After you save the nformaton about this Continuing Education, you will be able to upload related documents.

Note: After you save information, you may upload related PDF documents.
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Click Browse to upload and attach a PDF document. Then click Save.

Credit | Sentencing-re’
Date [05/15/2014 | =)
Hours [0 |

Description
Document | Il" Browse... |
Continuing Legal [k | | [Eae | [aed | [oaee= |
Education
Search:“
Files Credit Date Hours Subject
0 Sentencin... 04/16/2020
1 Page 1 of 1 (1 items)

Note: All entries appear in the grid and can be accessed, edited, or deleted either by clicking the entry
or clicking the Edit or Delete buttons.
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Appointments’ List

On your home page, locate the Appointments column in the Appointments’ List section.

Click the case number link to open the Appointment Info page.

ADMHINITENnLS 5
Appointments Defendant
Case: 1:14-CR-08805-AA Defendant: Jebediah Branson
H Representation Type: Criminal Case

Case Title: USA v. Branson Order Type: Appointing Counsel

Attorney: Andrew Anders Order Date: 03/03/14
Pres. Judge: Albert Albertson
Adm./Mag Judge:

View Appointment Info

. e = sremmr
Representation e TR — o

T =y
1:14-CR-08805-1-44

5 S FATALENT CATECORS TerEFERSON 7o TS RSN TATION TYPE
JUSA v Branson [Felony Gncluding pre-tral diversion | gt Defendant Joriminal Case

TL OFFENSE(S) CHARGED
13:1525 F INSPECTION VIOLATION PENALTIES

TZ ATTORNETS NAME 5D TOORESS T3 COTRT ORDER
Andrew Anders O DFeders O F Subs for Federal
Create New Voucher 110 Main Street o Adsmecat O CCCmmt b Defender
Attorney CJA—ZO Jsan Antonio TX 78210 O LLeametComsdl @ OAppoimting O PSabsforPanel O RSubs for Retained
AUTH Crea [Phone: 210-833-5623 (Capital i) Commsel Attorney Attorney
Authorization for Expert and other Jcell phone: 210.355-1234 © sErose O TRswmad D UShsforPro |y ool
VO C h er Services [Ema: lisa gov Atiarney se
u © ¥ Suadey Coumsel
AUTH-24 Create
Authorization for payment of
ates
Template L
BUDGETAUTH create W | e R
for Excess Attorney T LA FIRA NAME AND MATLING ADDRESS [oseation
[ s e s e ~ Group Header Bar
CIA-20 Create Vouchers on File
Appaintment of and Autherity to Pay
il [l = P2, e e e s G, / Ermpe
EX ert CJA 21 CA-21 Create Case Defendant Type Status Date Entered
p “US"DQ‘““" and Voucher for Expert 1:14-CR-0B805-AA- | Jebediah Branson (+ 1) C1A-20 Voucher Closed 03/17/2016
pndiotherieicey Sart 030232015 Claimed Amount: 6,350.00 Andrew Anders 1€ 01010000001
Vo uc h er — 092372015 Approved Amount: §,350.00 i
Authorization and Voucher for 1:14-CR-08805-AA | Jebediah Branson (# 1) H Voucher Closed 11/16/2017
Payment of Transcript EEETIATS Claimed Amount: 1,000.00 Chemist{Toxicologist 148" 01010000002
T I EHEIRETD Approved Amount: 1,000.00 =
en |p ate CIA-26 Create
S ‘Claim 1:14-CR-08805-AA- | Jebediah Branson (# 1) AUTH-24 _ Voucher Entry 04/14/2014
in Excess of the Statutory Case St Claimed Amount: 0.00 E N
Compensation Maximum: District Enc -
Court 1:14-CR-08B05-AA- | Jebediah Branson (# 1) a0 Voucher Entry 11/05/2015
Sare - iy X
TRAVEL Create = Claimed Amount: 0.00 ‘ Edit
Authorization for payment of Travel
1:14-CR-08605-AA- | Jebediah Branson (# 1) aa-20  Voucher Entry 1140512015
Deta |Ied .y R St Claimed Amount: 0.00 & e
Appointment Report
cltment Bepe :14-CR-08B05-AA- | Jebediah Branson (# 1) AUTH 24 Voucher Closed 01/21/2016
P t R t Defendant Detail Budaet Report Soors 022016 Claimed Amount: 0.00 V€ o101.0000082
aymen eports Detail budget info for defendant EETIS S
Defendant Summary Budaet Report 1:14-CR-08805-AA-  Jebediah Branson (# 1) TRAVEL _ Voucher Entry 01/21/2018
Totals only of budget info for o Claimed Amount: 0.00 A i
defendant
- | Jebediah Bransen (# 1) aA-20 _ Voucher Entry o01/21/2016
Attorney Time Claimed Amount: 0,00 W tan
Case Detail Budaet Report .
AI I VO uch ers Jebediah Branson (# 1) 20  Vouther Entry 03/22/2018
Claimed Amount: 802.75 Andrew Anders N it
. . =" FINAL PAYMENT
d h 1:14-CR-08805-AA- | Jebediah Branson (# 1) AUTH-24 Voucher Closed 03/22/2016
associated wit p =roymioe Claimed Amount: 0.00 g L oates
Enck 03/22/2016 1, 01010000109
thls case are 123452 .. Last= Page 1 of 7 (70 items)

Appointment Info This section contains all information about the appointment.
Vouchers on File This section contains all vouchers for the appointment.
View Representation Click the View Representation link to view the Representation Info page.
Create New Voucher Click the Create link next to the voucher to create a voucher for the appointment.

Reports This section contains reports for the appointment.
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View Representation

Clicking the View Representation link displays the following information:
e Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

In the Appointment section, click the View Representation link.

Appo
i

Representation Info

1. CIRLDIST/DIV.CODE 3. PERSON REFRESENTED [FOUCHER NUMBER
101 Pebediah Bransen
3. MAG. DKTDEF NUMEER 4. DIST. DKTDEF NUMEER & APPEALS. DKTDEF NUMEER 6. OTHER. DKT/DEF NUMBER
1:14-CR-02805-1 44
R t 71N CASEMATIER OF(Caze Name) 3. PAYMENT CATEGORY, 9. TYEE FERSON REFRESENTED 10. REPRESENTATION TYFE
. [Felony (including pre-tnal diversion .
Representation Reporl JUSA v. Branson lof alleged felony) Adult Defendant Criminal Case
11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
511.500.00 |ATbert Albertson
DESIGNEE 2
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornelas@aobc uscourts.gov
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CJA 20 Voucher Process Overview

Voucher
processed for

Attorney enters
time/expenses

Voucher audited Voucher review

by Court CJA L] EfPRIEvEl

and submits

(or rejection) by
voucher

Court

Creating the CJA-20 Voucher

The court creates the appointment. The attorney initiates the CJA-20 voucher.

Administrator

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

In the Appointment section, from the CJA-20 voucher template, click the Create link.

©A-20 Create
Appointment of and Authority
Court-Appointed Counsel

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

payment by Court

}_g 'I"" n - b Dasic indo Services Espencies Dlalm Status Bocuments Confirmation
“""""--...__‘l| = . ) =
Basic Info Tabs appear
7 e o e T I PR [ooiae Sanas
Btsp Loepers

T I, BT T UM, TR DT Do LSRN T ATTLALE DT DT 5L LR TOTHIR DA T G CelR
ik o CMUECT T1-CRAIEFER-E16-A0

R T (Y T o T R TS TR R the screen.

= . Falony (mcladicg pre-tiad doemice | K

Vouchey 8! { cmgona e USA ot seged dhice _P" J e Dydymdars nezical Cawr
Start Date 1 DEVINEL ) CHARGED

il Dk 15:1444 F CREDHT CARD FRALD

at the top of

l: T T TG BT SRR,
@ Sendces: 003 - b

DTssers ¥ B, for Tarsd
A ssecian Cledmmad [ o

& Lomred Comed Bm.._... L L TSy —
o gl Oy Commel Ameme Amrie

T Benmst EET Y
i Fen e ol s R gy

¥ Sty Comsal

Jrroes spmrpery s Xems
[————
fopesrars of Presssimeg Juign = B Dedar o os Crany

Alben Alberlein
B AR TR SN A MLAR TG ADDEI 1S :‘-I-:?_::- ewns: Fow Tunst Dt
Bopaymesat || yus B o
Payment Infa e |-
Preered Payte | Maraies oy A progress bar
Actions Marales Aoy ) o he
It Sarvice Esiries o] e et appearsat the
[ San Annores, T
Eegors R — bottom of the
Eorm CH2D [
DCfuicdinr Cuead usdons Busert SCreen.
Ctad Budgat mfo for defndan
weat ] [ Powvioms | [en> | [Csts | =]

Notes:

o To avoid data loss, frequently save any entries made to a voucher.

e To delete a voucher, click Delete Draft at any time prior to submitting it.

e To check for warnings or errors in the document, click Audit Assist at any time.
e To navigate, click the tab headings or the navigation buttons in the progress bar.
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Entering Services

Line-item time entries should be entered on the Services page. Both In-Court and Out-of-Court time

should be recorded here.

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

your work.

Step 1

Click the Services tab, or click Next on the progress bar.

Basic Info |} Services Expenses Claim Status Documents Confirmation

Services

Date 4177200 | =2 Description =

Service Type - (*
* Rrepined Fields

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

Service Type | Date = | Description | Hrs| Rate | Amt

(Empty)
No data to paginate \:\ View items per page: 10 25 50 100
« First_| [ < Previous |[ Next > ||| Last » Delete Draft Audit Assist

Step 2

Enter the date of the service. The default date is always the current date. You can either type the date or
click the calendar icon and select a date from the pop-up calendar.

Servi
Date 4/17/2020 |+ =]
ek q April 2020
Rate |
= Su Mo Tu We Th Fr Sa
» 29 30 31 1 2 3 4
* Required Fields * 3 6 7 8 ? 10 11

= 12 13 14 15 16 17 | 18

Togroupbyapar » 19 20 21 22 23 24 25
» 206 27 28 29 30 1

e 3 4 3 ] 7 8

Date | Descy

[ToR
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Step 3

Click the Service Type drop-down arrow and select the service type.

Services
Date 4/17j2020 | =2 Description
Service Type || | - |=
Doc.# (ECF) In Court Services
Hours a. Arraignment and/or Plea ~
b. Bail and Detention Hearing
* Repired Flelds . Motion

To group by a pa d. Trial

— . _ e. Sentencing Hearings

Note: You may add dates in any order, or sort in chronological order at any time.

Step 4

Enter your hours of service in tenths of an hour, enter a description, and then click Add.

Services
Date 4/17/2020 |+ 2 Description First appearance an arraignment of defendant]
Service Type a. Arraignment andlor Plea - | *
Doc.# (ECF) | Pages =

Requined Fiskds
| Basic Info b Services | Expenses | Claim Status | Documents | Confirmation
Step 5
Services
Date 04/17/2020 | = 2 Description First appearance an arraignment of defendant. -
Service Type |a.... i and/or Plea V|*
Doc.# (ECF) Pages 7=
Hours * 3t $148.00 per hour.
* Retired Fields
To group by a particular Header, drag the column to this area.
Service Type | Date =+ | Description ‘ Hrs| Rate | Amt
a. Arraignment and/or Plea 04/17/2020 First e an i of defendant. 5.0  $148.00 $740.00
Page 1 of 1 (1 items) [11 \ Go to page: \:I View items per page: 10 25 50 100
[ «mrst ][ <Pprevious |[ Next> |[ Lastr» | [ save | Delete Draft Audit Assist

The entry is added to the voucher, and appears at the bottom of the Service Type column. The Date
header sorts by date. Be sure to click Save. Click an entry to edit.
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Importing Service Entries

Attorneys using commercially available timekeeping and billing systems can directly import
multiple service entries into a CJA-20/30 voucher from a file saved in comma-separated value
(.csv) format.

As a best practice, the Import Service Entries feature should be started on a new or empty CJA-
20 voucher. If you have service lines already entered on a voucher, they will be overwritten
with the data imported from the .csv file.

Note: If you have an associate on your voucher and want to use the import service entry
function, the lead attorney MUST import their entries first or they will overwrite the associate
attorney's entries. Please review the Importing Time job aid on the eVoucher training website
for more detailed instructions for importing service entries with associates.

After you select the appropriate appointment and click the Create link for the CJA-20 voucher,
the document opens. In the Actions menu on the left side of the page, click the Import Service
Entries (.csv) link.

F Basic Info Services Emeul Claim Status ts Canffi o

-
Basic Info
TGl OISt DI G T FIRG0N REFRLIEN TED OUCHIR NCMBIR
101 lebediah Bramson
JMAC DRT DEFNUMBIR & DIST DAT DEFNLAMEER & QTHER DT DIFNLMEIR
1:14.CR-08805. |.An
TINCASEMATTER al'l(.ﬁ'.f Name) E EH“.‘TAHDZ‘ TFE
Fal. todimg pre.ria &
USA v Bramson bl :“W;\‘ PR SRS S forizminal Cane
[T OFTENIE 5 CHARGED
15:1825 F PISPECTION VIOLATION PENALTIES
T ATTORNEY'S NAME ARD SMALEVG ADDRES T COCKT ORDER.
B Andraw And
v Mosisn  Occatmmt 20 Dromueri
@ Services: $0.00 - | [amAnteme TH 8210 LLewrned om0 0 Appoiming ) P 5ubs foe Praei L) K Sus foe Bevsined
Frone: (Capicad Qi) Conas Assrwer Awarser
[Call phoma: 21 T Ranined T Sabs foe Frs
© Expenses: $0.00 = [Email Ln.mm@mm:._ ShreSe Amener = X Adusisiiarative
¥ Senadby Conmel
MAH-“‘ o
$11,500.00 m.mn'm"':-: kg ot By Orier of dae Swart
Albart Albartson
14, LAWY FIKM XAME A MATLING ADDRESS :""?:‘" v Fwas s Tews Dam
*‘l' ment \“. 0
Tasks
Payment Info
Link To Appaimtment
o Preferr Andrew Anders - Andrew Anders v |
il Representation
Andrew Anders - Andrew Anders
Billing Code:0101-00002
110 Main Street
San Antonio, TX
Reports 78210 - Us
Form A2 Phone: 210-833-5623
Faoe:
Defendant Detail Budget Report
Fistail hudnst infa far Asfandant
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The Services page appears. To view a sample .csv file, click the downloadable sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click the Additional Information link to view instructions for importing time from a .csv file.

Basic Info [ Services Expenses Claim Status Documents Confirmation

Services

eVioucher now provides the ability to import service time entries exported from a law firm billing s i a Separated Values (C5V)
format. The C5V file must contain all required column headings and data types. Please download ofr sample spreadsheet fir the correct column headings

and service type values.

IMPORTANT: It is recommended to start with a blank voucher, Otherwise, all existing service entries on the voucher will be overwritten with the

contents of the imgorled sV file.

- Additional Information

Each service line entry must have data in the following columns:

Date

Hours

Description

Service Type (EXAMPLES: "16b" or "16b. Obtaining and Reviewing Records")

The following columns do not require data, but should be included in the header row:

s Docz
= Pages

For additional information refer to the eVoucher Online Halp.

C5V file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc=, Pages
1/4/2021,1.0,Met with dlient,16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment,16k,4,25

1/5/2021,1.2,"Hearing on Motion to Dismiss, induding wait time",15c¢,,
- -

Import Service Entries (.csv) |

Date 9/3/2021 | « =5 Description "

=

Service Type | =

Doc.# (ECF) Pages M
Hours : * gt £155.00 per hour.

* Rexuired Fiekds
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import senvice time entries exported from a Law firm biling system and saved in Comma Separated Values (C5V)
format. The CSV file must contain all required column headings and data types. Please download our sample spreadsheet for the correct column headings
and senvice type values.

IMPORTANT: Itis recommended to start with 2 blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the contents

of the imported CSV file.
e

+ Additional Information

Date (5202 |-23) Description

Service Type » |-

Doce(ecH [ | pages | | A
p— e

Hours = at $155.00 per hour [ add || Remove |

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

Service Type Date < Description Hrs Rate  Amt

% (Empty)
No data ta paginate ['Goto page: | view items per page: 10 25 50 100

Note: The service types for the CJA-30 sample spreadsheet differ slightly to match the
information needed for that document type.

Your file directory browser opens. Click the correct .csv file, and then click Open.

4[| « ExtenalUsers »> timeimport v & O Search time import PENIELOGOUT B Stock Photos, Stock... 65internal @ 6.5ext
Confirmation
Organize ¥ New folder v M @

[ Desktop A HName Date modified Type

Documents ) CJA-20 Service Time Import.csv 8/9/2021 10:01 AM Microsoft Excel

& Downloads lsystem and saved in Comma Separated Values (CSv) format. The CSV file must ¢
le type values.

D Music 3 )
intries on the voucher will be ovenwritten with the contents of the imported CSV fil

[&] Pictures

& Videos

5 Local Disk (C:) mport Service Entries (.csv)

= TempShare (\ac

= common (Wynx =

= work (\\jungl\a

& software (Wjung

- -
= traindey (Wungl | s
File name: | | | Microsoft Excel Comma Separa ~
T T ‘ Hrs‘ Rate ‘Aﬂlt
|‘ ‘ (Empty)
To Appointment
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A success message appears, indicating the number of entries that were imported and saved to
the services table.

Basic Infe I Services Expenses Claim Status Documents Confirmation

Service entries have been updated!

13 entries have been successfully added from CI4-20 Service Time Import_correct.csv and saved to the services table below. Click here to view a report for the entries imported.

Services

Date o/2f2021 | <28 ription -
Senica Type | e

Doc.# (ECF) Pages |-
Hours |+ at6155.00 perhour

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

Service Type ‘ Date ‘ Description ‘ Hls| Rate ‘ Amt

e. Investigative or Gther Work 01 £155.00 £15.50

& Arraignment and/er Plea

02 515500 $31.00

d. Travel Time 07/02/2021 Test 03 £155.00 £48.50

b. Chtaining and Reviewina
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Importing Service Entries on Previously Created CJA-20s

While it is recommended to start the Import Service Entries feature on a new or empty CJA-20

voucher, you can add time to the services table of an existing voucher.

On the Home page, in the My Active Documents section, click the Edit link for the appropriate
CJA-20.

ndrew Anders (Attorney)

Home Operations Reports Links Help Signout

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status Date Entered v
2:18-M1-07088— Person201853 (£ 1) CIA-20 Vou ntry 09/03/2021
Start Claimed Amount: 852,50 Andrew Anders s Edi
End: ; Edit
2:18-M]-07088— Person201853 (# 1) CIA-20 09/02/2021
St Claimed Amount: 1,441.50 Andrew Anders | VO_UCher ity
End: _‘ Edit
2:18-MJ-07088— Person201853 (# 1) BUDGETAUTH Voucher Entry 09/02/2021
Start Claimed Amount: 0.00 o

When the document opens, in the Actions menu on the left side of the page, click the Import
Service Entries (.csv) link

b Basic Info Services Edennl Claim Status Documents Confirmation

Basic Info
T ST DI T FERSON RLFREIENTED
0101 [ebediah Bransoa

B b
L:14.CR-D8805.1.A4
[T TR CATESINETER OF Caeame) |3 PAVALENT CATEGORY

USA v Bramsen

g
[Falony (mchuding pre-trial divenssen |, ,
Jeiallaged feloan)
[T orFEmE ) CRARGED
15:1525.F INSPECTION VIOLATION PENALTIES
|Andren: Anden

OlpPateest )P subs tor Faderas
Delesdar Defrader

110 Main Straet Asacian LN -
S LTE0 LLearned Conmunl DA F Sub: for Pasel K Sab: for Ketand
! (Eupand ) Conaedl T ey prdai
T Recuined U Sabe far P |
SPmse el - (0% Admamiaraiive

¥ Seamdby Conmel

fPrer Amsrney's Name
ppamrmen Due.
fiiguacars of Preciding Judge or By Oudar o1 e Comrt
Julbars Albarmice.

o Ovder
32004
Kepsrmens [ ves B xo

14 LAW FIRM NAME AND MAILING ADDRESS Seas Fra Tesc Dase

Payment Info
Prefe | Andrew Anders - Andrew Anders v
Andrew Anders - Andrew Anders
Billing Code:0101-00002
110 Main Street
San Antonio, TX
78210 - US
Phone: 210-833-5623
Fa:
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The Services page appears. To view a sample .csv file, click the downloadable sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click the Additional Information link to view instructions for importing time from a .csv file.

Basic Info [ Services Expenses Claim Status Documents Confirmation
Services
eVoucher now provides the ability to import service time entries exported from a law firm billing sysyET oINS a Scparated Values (CSY)

format. The C5V file must contain all required column headings and data types. Please download ol
and service type values.

sample spreadsheet fr the correct column headings

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the

contents of the imgorled C5V file.

- Additienal Information

Each service line entry must have data in the following columns:

Date

Hours

Description

Service Type (EXAMPLES: "16b" or "16b. Obtaining and Reviewing Records")

The following columns do not require data, but should be included in the header row:

= DocF
= Pages

For additional information refer to the eVoucher Online Help.

5V file when opened in a text editor might look like this:
Diate, Hours, Description, Service Type, Docs, Pages
1/4/2021,1.0,Met with dient,16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment,16b,4,25

1/5/2021,1.2,"Hearing on Motion to Dismiss, including wait time",15¢,,

Import Service Entries (.csv) |

Date 9/3/2021 | «=H] Description -

=

Service Type | -

Doc.# (ECF) : Pages : -
Hours : *  at 5$155.00 per hour.

* Resquired Fiekds

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

Service Type Date | Description ‘ Hrs ‘ Rate | Amt
=. Arraignment and/or Plea 05/03/2021 Plea in court 0.5  $155.00 s77.50
<. Motion 09/03/2021 in court 1.0 | 515500 515500
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

|* Basic Info | Services * Expenses | Claim Status * Documents | Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing system and saved in Comma Separated Values {C5V)
format. The CSV file must contain all required column headings and data types. Please download our sample spreadshest for the correct column headings
and service type values.

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the

contents of the imported C5V file.
| Import Service Entries (.csv) |

Date 9/3/2021 | = 24 Description ‘ =

+ Additicnal Information

Service Type | b

Doc.# (ECF) Pages =
Hours : *  at §155.00 per hour.

-

* Required Fiekds
To group by a particular Header, drag the column to this area.
Service Type |Date |D5cnphon |Ilrs‘Ra‘le |Amt
a. Arraignment and/or Flza 09/03/2021| Pl=a in court 0.5 515500 $77.50
. Motion 09032021 in court 1.0 $155.00 $155.00
2. Interviews and Conferences 03/03/2021 interview with client 4.0 515500 5820.00

A dialog box appears, stating that the existing time entries on your current voucher will be
overwritten when you upload your .csv file.

Note: To include any existing entries, you must manually enter them in your .csv file.

Click Proceed and continue by following steps 3-5 in the Importing Service Entries section
above.

Upload Spreadsheet

Warning Message

Uploading a new .csv file will
overwrite your existing time entries

on this voucher.
Are you sure you want to proceed?
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Entering Expenses

Step 1

Click the Expenses tab, or click Next on the progress bar.

Basic Info Services Claim Status | Documents Confirmation

Expenses

Date 4/17/2020 | =28 Description

Expense Type A ‘

Miles [ at $0.575 per mile. =8
Amount | [ Remove |

* Required Fields

To group by 2 particular Header, drag the column to this area.

 Expense Type ;_l]aua -umphon Mllal!atel\ml
(Empty)
Mo data to paginate !._G_pﬂige_:_:_[ | View items per page: 10 25 50 100
[C=First ] [ Previous [ Next > |I Last» | [Csave |

Step 2

Click the Expense Type drop-down arrow and select the applicable expense.

Expenses
Date afof2020 | ==
| Expense Type - (=
Miles Travel Miles
Amount Travel Misc.
Fax
* Required Fields Long Distance Charges
To group by a p§ Photocopies 5 area.
Expense Type Postage jon

Other Expenses

Note: Attorneys will continue to bill “In-House” Paralegals as “Other Expenses” on the Panel Attorney’s
voucher. A summary of service for each Paralegal should be submitted as a signed invoice as an
attachment.
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Step 3

If Travel Miles is selected, enter the round-trip mileage, and then click in the Description field to enter a
description. Click Add.

Expenses
Date 4172020 | = E | Descriptic Travel to and from court.

* Required Fields

To group by a particular Header, drag the column to this area.
Expense Type l Date « Description ‘ l'|ilqI Rate l Amt |
(Empty)
No data to paginate E View items per page: 10 25 50 100
o] [<rme] Chets] [t ] S ”

The entry is added to the voucher and appears at the bottom of the Expense Type column.

Expenses
Date 4/17/2020 | = =5 Description -
Expense Type 4
Miles :I * at $0.575 per mile. bl
smount
* Required Fields
To group by a particular Header, drag the column to this area. I
Expense Type [ Date :l Description [ Milﬁ Rate LAlllt
Travel Miles 04/17/2020 Travel to and from court. 20  $0.575 §11.50 |
- T
Page 1 of 1 (1 items) [1] Go to page: \:’ View items per page: 10 25 50 100
[ «First |[<Previous |[ Next> |[ Last» | Delete Draft Audit Assist
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Step 4

Expenses are sorted chronologically by date, oldest to newest. Click Save.

Expenses
Date 4/18/2020 | = 2H] Description A

Expense Type | hd

Miles at $0.575 per mile.

e

* Reguired Fields

To group by a particular Header, drag the column to this area.
Expense Type I Date =« I[)e'scripﬁon | Hil(—4 Rate | Amt
Travel Miles 04/17/2020] Travel to and from court. 20 | $0.575  S11.50
Photocopies 04/18/2020 Copies - 100 pages @ .10 per page. 0 £0.000 S10.00
Page 1 of 1 (2 items) [1]1 Go to page: E View items per page: 10 25 50 100
[ «First |[ < Previous |[ Next= ][ Last» Delete Draft Audit Assist
Notes:

e If photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged

per page.
e Remember to click Add after each entry.
e C(lick an entry to edit.

CJA eVoucher | Version 6.9 | United States District Court January 2023



CJA eVoucher for Attorneys

Claim Status

Step 1

Click the Claim Status tab, or click Next on the progress bar.

Basic Info Services Expenses |+ Claim Status Documents Confirmation

Claim Status
swnpae [ |- L —

Payment Claims =

‘_' Final Payment

(payment %)

) Supplemental Payment

O withholding Return Payment

** Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for compensation and/or reimbursement for this case? * =
1f Yes, were you paid? Yes Mo
2. Other than from the Court, have you, or to your knowledae has anyone else, received payment . ves '_'No
(compensation or anything of valva) from any other source in connection with this representation?
* Required Fields

« First = Previous Next > Last » Delete Draft

Step 2

Enter the start date from the services or expenses entries, whichever date is earliest. If necessary, go
back to the Expense and Service sections and click the Date header to sort by the earliest date of
services. Answer all the questions regarding previous payments in this case, and then click Save.

Click Audit Assist at any time to view any errors or warnings regarding your document.

Basic Info Services Expenses |+ Claim Status Doc s Confir

Claim Status
startpate | |=7H{ Endpate [ |-

Payment Claims =
' Final Payment
! Interim Payment (payment #)

! Supplemental Payment

' Withholding Return Payment

** Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for compensation and/or reimbursement for this case? * Wi WL
If Yes, were you paid? Yes Mo
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment _ Oves Clno
(compensation or anything of value) from any other source in connection with this representation?
* Required Fiekls
[Cerirst ][ <Previous | [ mext> |[ Last» |
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Notes:
The Payment Claims section features the following payment claims type radio buttons:

e Final Payment to request payment after all services have been completed.

e Interim Payment to allow for payment throughout the appointment, but each court’s practice
may differ. If using this type of payment, in the (payment #) field, indicate the number of
interim payments.

e Supplemental Payment to request payment due to a missed or forgotten receipt after the final
payment has been submitted.

e Withholding Return Payment for an attorney to request return payment of withheld funds. The
attorney can submit a blank (no services or expenses) CJA-20/30/21/31 at the end of the case.

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

¥ Service andfor Expenses are out of the Voucher Start and End Dates.

e —

The message will be removed when you complete the Claim Status section with correct start and end
dates that include all service and expense dates for the voucher.
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Documents

Attorneys (as well as courts) can attach documents. Attach any documentation that supports the
voucher; e.g., travel or other expense receipts, or orders from the court. All documents must be
submitted in PDF format and must be 10 MB or less.

Step 1

Click the Documents tab, or click Next on the progress bar.

Basic Info Services Expenses Claim Status Confirmation

Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
File C:\Users\JaimeLongoriall Browse...
Description |Ducument |
Description Delete View
Document Delete View
[First | [<Previous [ mext> | [ Last>

Step 2

To add an attachment, click Browse to locate your file. Add a description of the attachment. Click
Upload. The attachment and description is added to the voucher and appears at the bottom of the
Description column.

Supporting Documents

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

File C\Users\JaimeLongoriall Browse. .

Description | Document |

Description Delete View

Document Delete Wiew
[

<P ] [P | [ [ o]
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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 the Confirmation tab, or click Next on the progress bar. The Confirmation page appears, reflecting
all entries from the previous screens. Verify the information is correct. Scroll to the bottom of the
screen.

Step 1

Basic Info Services Expenses Claim Status Documents [ Confirmation
Confirmation
1 CIR/DISTDIV.CODE 2. PERSON REFRESENTED VOUCHER NUMEBER
101 lebediah Branson
3.MAG. DKTDEF NUMBER 4. DIST. DKT/DEE NUMEBER AFPEALS. DKT/'DEF NUMEBER 6. OTHER. DKT'DEF NUMBER.
[1:14-CR-08803-1-A4
7.IN CASEMATTER OF(Case Name) 3. PAYMENT CATEGORY 0. TYPE FERSON REFRESENTED 10. REFRESENTATION TYPE
} [Felony (including pre-trial diversion .
[USA v. Branson Jof alleged felomy) Adult Defendant |Criminal Case
1L OFFENSE(S) CHARGED
15:1825. F INSPECTION VIOLATION PENALTIES
T ATTORNEY 'S NAME AND MAILING ADDRESS T3. COURT ORDER
Andrew Anders y 1 D Federal O F Subs for Federal
110 Main Streat O A Asseciate O € Co-Counsel Defender Defender
San Antonio TX 78210 O LLearned Counsel @ O Appoimting 1 P Subs for Panel O R Subs for Retsined
[Phone: 210-833-3623 (Capital Ozly) Counsel Attorney
|Cell phone: 210-5535-1234 0 SProSe O TRetained O USubsforPre | pagpocoe
[Email: lisa_omelas@aotx uscourts gov Attarnzy Se
O Y Standby Counsel
- IPrior Attorney's Name
14 LAW FIRM NAME AND MAILING ADDRESS |Appointment Date:
Andrew Anders TIN: XX- 30000000 Db ooy oo By Qrderof fa Gt
110 Main Street [Date of Order Numc Pro Tunc Date
San Antonio TX 78210 US 332014
[Phone: 210-833-5623 Repiyment 0 YES @ NO
CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL : "
HOURS ADJUSTED ADJUSTED n
CATEGORIES cLanEp | AMOUNT HOURS AMOUNT REVIEW
15, | & Arraignment and/or Plea 0 $0.00
b. Bail and Detention Hearing [ $0.00
¢ Motion [] 000
d. Trial [1] $0.00
& Sentencing Hearings 0 $0.00
f. Revocation Hearings [1] $0.00
g. Appeals Court [ $0.00
h. Other [1] $0.00
Totals [1] $0.00
16. | a Interviews and Conferences [1] $0.00
b. Obtaining and Reviewing Records [ $0.00
c. Legal Research and Brief Writing [] $0.00
d_Travel Time ] $0.00
e. Investigative or Other Work Q $0.00
Totals 0 $0.00
[Travel Expenses (lodging, parking, meals,
” riicage, etc) $0.00
[Other Expenses (other than expert,
18 Ny $0.00
| lranscripts, efc.)
GRAND TOTALS $0.00
(CLAIMED AND ADJUSTED)
15 CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE |20, APPOINTAENT TERMINATION DATE IF OTHER T CASE DISPOSITION
N CASE COMPLETION
FROM: TO: r
;. CLAIM STATUS T Fioal Paymest T Ieterim Paymesn (8) T Supplemsental Payment 1 WHERaIAIng Payment () (Total
Have you previcusly applied to the court for compensation and/or reimbursement for this case? o YES o NO
Ifyes, wereyoupaid? o YES o NO
Other than from the Court, have you, or to your knowledge has anyone else, received payment (compernsation or anything of vaiug) from
any other source in connection with this representation? o YES o NO  Ifyes, please attach supporting documentation
1 Svear or sffirm the truth or correctness of the above statements
Signature of Attomey: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY

4. OUT OF COURT COMP. TEAVEL EXPENSES 6. OTHER EXFENSES 27. TOTAL AMT. AFPR/CERT.

IDATE 28 JUDGE CODE

9. TN COURT COMF. . OUT OF COURT COMF. T TRAVEL EXPENSES 2. OTHER EXPENSES 33 TOTAL AMT, AFFR./CERT.

4. SIGNATURE OF THE CHIEF JUDGE, COURT OF AFFEALS (OR [DATE 4a. JUDGE CODE [TOTAL AMT. CERTIFIED FOR
IDELEGATE) Payment approved in excess af the staturory threshold [PAVAENT
|amonne

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

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

Date: ] Su bm-t

«First | [ < Previous |[ Mext> ][ Last= Save
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In the Public/Attorney Notes field, you may include any notes to the court. Select the check box to
swear and affirm to the accuracy of the authorization, which automatically time stamps it. Click Submit.

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

Public/ Attorney
Notes Notes

[v] I swear and affirm the truth or correctness of the above statements
© Submit
[«Frst || <Previous ][ mext> |[ rasts | [ save | [ Delete praft |

A confirmation screen appears, indicating the previous action was successful and the voucher has been
submitted for payment. Click the Home Page link to return to the home page. Click the Appointment
Page link if you wish to create an additional document for this appointment.

Your voucher for payment. ticaton
Flease keep the following voucher mumber for your own records:

0101.0000150

Back to:
Home Page
Appointment Page

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

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

Case Defendant Type Status
1:14-CR-08805-AA- Jebediah Branson (# 1) Cla-20 Submitted to Court
St 061272014 Claimed Amount: 89.20 Andrew Anders 01010000150
End: D612/2014

EXe] -AR- Jebediah Branson (= 1) Cla-20 Submitted to Court
Seat: 03/03/2014 Claimed Amount: 778.40 Andrew Anders F L0Le
End: DE/05T2004 INTERI ENT
1:14-CR -03805-AA- Jebediah Branson (= 1) AUTH Submitted to Court
Sta: Q410212014 Claimed Amount: 1,000.00 Chemist, Toxicologist 01010000002
End: 01/01/1900

Page 10f 1 (3 items)

Note: If a voucher is rejected by the court, it reappears in the My Documents section highlighted in
gold. The system generates an email message explaining the corrections that must be made.

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

Case

1:14-CR-03302-AA-
Stzrt D6/19/2014
Enc: D6/15/2014
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CJA eVoucher Associate Functionality for Attorneys

This document explains the features of the Associate functionality in CJA eVoucher. Follow local policies
where applicable.

The Associates 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 or federal defender’s office to ensure the associate
attorney is set up in eVoucher, and to add the associate attorney to the appointment. Once completed,
an attorney having an associate on their appointment can add associate services and expenses to a CJA
20/30 and submit together with their own services and expenses on the same voucher.

Creating a CJA 20/30 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.

CJA eVoucher - Train District
SDSO Training - Release 6.3.0.0

Home Operations Reports Links Help Sign out

> Home

[ iy e
Appointments Defendant E
Lg:s;‘m Defendant: Mister Badman
= Representation Type: DR 1 - Drugs Minus 2 m
Case Title: USA vs Badman Order Type: Federal Defender
Attorney: Atty Longoria Order Date: 06/06/19
Pres. Judge: Judge Longoria
Adm./Mag Judge:
Case: 1:19-MJ-96325-1L Defendant: Practice Vouch
Defendant #: 9876 Representation Type: DRA - Drug Minus 2 Appeal
Case Title: Voucher vs USA Order Type: Federal Defender
Attorney: Atty Longoria Order Date: 06/10/19
Prec. Tudne: Tudne | nnanria
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2. Inthe CJA-20 (or CJA-30, if the case is a Capital Case) section, click the Create.

Appointment Appointment Info
In ths page you ""“,I find a 1. CIR./II ST/DIV.CODE 2. PERSON REFF
summary about this 0101 Thomas Wat sc
appointment, including a list of 3.MAG.DKT/DEFNUMBER 4. DIST. DKT/DE!
vouchers related to this 1:14-CR.-0880
appomtrnent and ir||.‘5 to create TN CASENAATIER OFCase Name) 8. PAYMENTCA
new vouchers USA v. Watson E'flmy (inchd
dlegedfelon

11. OFFENSE (5) CHARGED

1LATTORNEY'SNAME ANDMAILING ADDRESS
Create New Voucher Andrew Anders
110 Main Strest

A . _ Create Bica; Antonio TX 78210
Authorization for Expert and other Phone 210-833-5623 - Fax-
Services = = :

AUTH-24 Create
Authorization for payment of transcript

Appointment of and Auth
Court-Appointed Counsel

14.LAW FIRM NAME AND MAILING ADDRESS
CJA-21 Create

Authorization and Vioucher 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.

b. 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.

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

|+ Basic Info Services Expenses

Claim Status

Documents Confirmation

2. PERSON REFRESENTED
[Thomas Watson

4. DIST. DKT/DEF NUMEER
1:14-CR-08806-1-A4

[VOUCHER NUMEER

5. APPEALS. DKT/DEF NUMEER

T.IN CASE'MATTER OF(Case Name)
[USA v. Watson

8. PAYMENT CATEGORY
[Felony (including pre-trial diversion

6. OTHER. DET'DEF.NUMBER

9. TYPE FERSON REFRESENTED

10. REFRESENTATION TYFE

11 OFFENSE(S) CHARGED
12:1738 P MORTGAGE DISCRIMINATION

12, ATTORNEY'S NAME AND MAILING ADDRESS
|Andrew Anders

110 Main Street

San Antomo TX 78210

[Phone: 210-833-3623

Cell phone: 210-355-1234

[Email: lisa_omelas@aote. nscourts. gov

of alleged felony) |Adult Defendant Criminal Case
13, COURT ORDER
y O I Federal O F Subs for Federsl
O A Amociate 0O € Co-Counzel Defender Defender
O LLearned Counzel @ O Appointing O F Subs for Panel O E Subs for Retsined
{Capital Only) Counsel Attorney Attorney
O SProSe DTR.e.lsjleﬂ O U Subs for Pro O X Administrative
Attormey Se

O Y Standby Counzel

[Prior Attorney's Name

|Appointment Dates

Signature of Presiding Judge or By Order of the Court
[Albert Albertzon

14. LAW FIRM NAME AND MAILING ADDRESS

[Date of Order
3/3/2014
Repayment O YES @ NO

Nunc Pro Tunc Date

Payment Info
Preferred Payee |Andrew Anders - Andrew Anders V|

Andrew Anders - Andrew Anders
Billing Code:0101-00002

Not on Voucher

On Voucher, No H§
Mot on Voucher

ol

110 Main Street
San Antonio, TX Cindy Caltagirone |MNot on Voucher A4
78210 - US
Phone: 210-833-5623 Billy Bates [Not on Voucher v|
Fax:
« First | [ < Previous | [ Next> |[ Last» save | Delete Draft Audit Assist

4. The Services and Expenses tabs include an additional Attorney field with a drop-down list. 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.

|+ Services

Basic Info Expenses

Claim Status

Documents

Confirmation

Servic

Attorney 1

Date Andrew Anders

Service Type

Kerry Kriger

Doc.# (ECF)

Hours

* Rasguired Felds

To group by a parf

Attorney

| Add || Remove

Hrs | Rate Amt

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
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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.

Hel Basic Info | Services Expenses Claim Status Doc Confir
Services
Attorney -
o CM/EC] Date 3/26/2020 | == Description
Service Type - =
Hours [ ]* at%$148.00 per hour. Add Remove
- - Raquirad Fekk:
48 Services: $1312.00 -
In Court Services To group by a particular Header, drag the column to this area.
Service Hours Amt. N i
Arrsignment and/or Ples 2.0 $296.00 Attorney l Service Type Date Description Hrs Rate Amt
Ei:::g Detention 1.0 $148.00 Atty Longoria 2. Arraignment znd/for Plea 03/26{2020 Arraignment. 2.0 $148.00 | $296.00
Mation Hearings 3.0/ $372.00 Atty Longoria b. Bail and Detention Hearing 03/26/2020 Bail. 1.0 | $148.00 § 5148.00
Trial 4.0 $496.00
Sentencing Hearing o 50.00 Jaime Lengoria <. Motion 03/26/2020 Motion. 3.0 $124.00 | $372.00
Revocation Hearings o 50.00
Appeals Court o £0.00 Jaime Lengoria d. Trial 03/26/2020 Trial. 4.0 $124.00 | $496.00
Other o 5000 || | i | j = ]
Totals  10.0 $1312.00
Out of Court Services
Sarvics Hours At

5. Click the Claim Status tab to enter the start and end dates of the voucher, along with other
information. This tab is always read-only for the associate. Submit supporting documentation on
the Documents tab in PDF format.

Basic Info Services Expenses [ Claim Status Documents Confirmation

Claim Status
Stortpate  [03/23/2020 | - Endpate (0372572020 |+ 3

Payment Claims =

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

" withholding Return Payment

*= Reminder: Please select the appropriate daim status.

6. Click the Confirmation tab, and then click Submit to submit the voucher to the court. Only the
appointed attorney can do this.

|34. SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR [DATE 4a. JUDGE CODE OTAL AMT. CERTIFIED FOR
|IDELEGATE) Payment approved in excess of the statutory thresheld AYMENT
amount

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

Public/Attorney
Notes

I swear and affirm the truth or correctness of the above statements
Date: 10/3/2018 13:49:42

)

y Submit

b
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Adding Services/Expenses as an Associate Attorney

Associate appointments appear on 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 If 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 Sign out

* Operations > My Appointments

Appointments " Defendant
Case: 3:12-AP-12121-AA Defendant: TestDefend 2
Defendant #: 9876 Representation Type: Appeal of a Trial Disposition
Case Title: TestAutomation0802 Order Type: Co-Counsel
Attorney: Andrew Anders Order Date: 08/02/17

Pres. Judge: Albert Albertson

Adm./Mag Judge:
Case: 1:55-CR-55555-LR1 Defendant: Bob Smith
Defendant #: 5555 |Re'presentalion Type: Criminal Case |
Case Title: USA VS Bob Smith Order Type: Associate For David D Attorney
Attorney: Andrew Anders OrterTrater T T 1T

Pres. Judge: LeVar Judge

Adm./Mag Judge:

1. Loginto eVoucher, and in the My Active Documents section, in the Status column, click the Edit
link below the voucher in Voucher Entry status.

CJA eVoucher - Train District
SDSO Training - Release 6.3.0.0

Home Operations Reports Links Help Sign out

> Home

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Enterec
1:14-CR-08806-.. Thomas Watson (# 1) CIA-20 Voucher Entry 03/31/2016
Seart: 07/24/2016 Claimed Amount: 0.00 Andrew Anders ; Edit
End: 08/07/2013 =PI PETIENT

2. The Basic Info tab contains read-only information about the case and appointed attorney. The
appointed attorney is the only person who can upload documents and submit the voucher;
therefore, the voucher does not include the Documents or Confirmation tabs when viewed by
the associate.
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|» Basic Info Services Expenses Claim Status Documents Confirmation

Basic Info

1. CIRLDIST/DIV.CODE 7. PERSON REFRESENTED [TOUCHER NUMEBER
0101 [Thomas Watson
3. MAG. DET/DEF NUMBER 1. DIST. DET/DEE NUMBER 5. APPEALS. DEI/DEF NUMBER t. OTHER DEI/DEF.NUMBER.
1:14-CR-08806-1-A4
7.IN CASEMATIER OF(Cae Name) 5. PAYMENT CATEGORY 0. TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
s Felony (including pre-trial diversion .
[USA v. Watson of alleged felony) P |Adult Defendant [Criminal Caze

11 OFFENSE(S) CHARGED
12:1738 P MORTGAGE DISCEIMINATION

17 ATTORNEY S NAME AND MAILING ADDRESS 13. COURT ORDER

|Andrew Anders ) O D Federal O F Subs for Federsl

110 Main Strest O A Asodate 0O € Co-Counzel Defender Defender

San Antomo TX TE210 O LLearned Counzel =@ O Appointine 0 F Subs for Panel O K Subs for Retsined
{Capital Only) Counzel Attorney Attorney

[Phone: 210-833-5623
Cell phqne: 210-355-1234 O SFraSe oT R_e_mj.ed O USIbsfrPro | oy purcce oo
[Email: lisa_omelas@aotx uscourts pov Attormey Se

O Y Standby Counzel

[Prior Attormey's Name

| Apprintment Dates

Sipnature of Presiding Judge or By Order of the Court

|Albert Albertzon

14. LAW FIRM NAME AND MAILING ADDRESS ;"‘3‘*;5?;” Nunc Pro Tunc Date

Repayment O YES = NO

3. Click the Services tab to add services. Complete the required fields and click Add. If there are
expenses to be claimed, click the Expenses tab. Complete the required fields and click Add.

Basic Info |+ Services Expenses Claim Status Documents Confirmation
Services
Attorney 7
Date =T Description
Service Type » | *
Doc.# (ECF) l:l Pages I:I *
Hours l:l *  at $150.00 per hour. | Add || Remove
* Feguired Flekds

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

Attorney Service Type Date Description Hrs | Rate | Amt

Eddie E Associats . Motion 08/07/2016 test B0 0,00 0,00

When all service and expense items have been added to the voucher, click Save. The appointed
attorney submits the voucher to the court when ready. After the voucher is submitted to the court,
it can still be accessed from the Appointment Info page but will be read-only.
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Services
waner 2
Date 326/2020 | * S Description
Service Type o |*
Doc.# (ECF) Pages *
Hours l:l * @t $150.00 per hour.
* Rquined Flelds

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

Attorney | Service Type | Date | Description | Hrs| Rate | Amt
Eddie E Associate < Motion 08072016 test 50 5000 s0.00
« First | [ < Previous |[ Next> ][ Last» Delete Draft

Note: Applicable report for associates is Appointments with Associates Rep

CJA eVoucher | Version 6.9 | United States District Court January 2023



CJA eVoucher for Attorneys | 60

CJA-20 Quick Review Panel

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

The Services and Expenses fields tally as entries are entered in the voucher. Expand the item by clicking
the drop-down arrow to reveal specifics. [ semices soa000 [_l

Hours Amt.
Armaignment and/or Plea 6.0/ $1,200.00
Eal and Detention

— 0 s000
Metion Hesrings 20, $400.00
Trial ] $0.00
Sentencing Hearing o s0.00
Revecation Hearings 0 s0.00
Aopeals Court 0 5000
Other o 5000
Totals 8.0 $1.600.00
Out of Court Services
Service Hours  Amt.
Farbedes 130 52600.00
Obtaining and Reviewing 8.0/ $1.600.00

6.0 $1.200.00
Travel Time 4.0 $800.00

End Date:
Investigative and Other
© services: $9,400.00 - Work 80| 51,600.00
Totals 39.0| $7.800.00
© Expenses: $215.42 - © Expenses: $215.42 v

Travel
L Amount

Expense Type
Representation Fee Limit: Travel Miles §30.42
Travel Misc 50.00
$11,500.00 Totals $90.42

Expenses
Expense Type Amount
Fee Amount Remaining After Approved Fax 50.00
and Pending: Long Distance Charges $0.00
opies $100.00
$2,100.00 o 50.00
Other Expenses §25.00
Totals 5125.00

The Representation Fee Limit field displays the current available funding for the defendant. The
Fee Amount Remaining After Approved and Pending field displays a real-time tally of the fee
amount remaining as services and expenses are being entered in the voucher and saved. If
there is a negative amount, it shows in red.

CIA-20 CIA-20
Attorney Enters : Attorney Enters

beth Waverly Dief.: Elizabeth Waverly

Link to CM{ECF Link to CM/ECF

Start Date: Start Date:
End Date: End Date:

& Services: $9,400.00 - @ Services: $12,600.00 -
€) Expenses: $215.42 o €) Expenses: §215.42 -

Representation Fee Limit: Representation Fee Limit:
511,500.00 £11,500.00

Fee Amount Remaining After Approved
and Pending:

$2,100.00

Fee Amount Remaining After Approved
and Pending:

($1,100.00)
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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, and expert services
by reviewing the reports provided in the CJA eVoucher program. Items to remember:

e  Viewable reports appear in the left review panel.

e  Each panel, depending on the 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.

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJAZ0

Defendant Summary Budget Report

Totals only of budget info for
defendant

You can find other accessible reports by clicking Reports on the menu bar.

Home Operations Reports Links Help Sign out

* Reports

[ Internal |

Attorney Time
Appointment Report
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Defendant Detailed Budget Report

The 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 Repregentation: Ccriminal Cags
Budget Amount Requested: $0.00
Budget Amount Approved: $3,500.00

pencing O g amount Remaining
xm m Faea Expanzss Total Faes Expansas Total aftar approved | After Approved
Trawal Othar Trawel Other And Panding
Attorney: Andrew Andars  (4Appolnting Counssl) Active
02372015 to 0232095 | 0101.0000001 $0.00 $0.00 #0.00 $0.00| %5,350.00 .00 £0.00 $E,350.00 $3,550.00 $3,550.00
0101715901 to 01/011901 F0U00 30,00 $0.00 s0.00 $0.00 S0.00 S0.00 S0L00 $3,550.00 33.550.00
010171801 to 001Nl $0.00 5$0.00 F0.00 5000 $1.00 .00 £0.00 $0.00 $3.550.00 $3,550.00
Total Panding: $0.00 Total Approved: $6.350.00 $3.550.00 $3.550.00
Panding
Time Pariod Vouchser
For Vouct Humbsr Fasa Expaness Total Faas Expansas Total Aftar Approved | After Approved
Trawal Othar Trawel Other 4nd Panding
Authorzation Humber: 0101.0000002 . -
Spacialty: Chamisk, T B amount Requested: $1,000.00 Amount Authorized: $0.00 Attomey: Andraw Andsrs

Coungsl CJA20 oF CJA30

=8 well 38 for  Fess
mmﬂmmﬁ#ﬁ;ﬂz Traval Other Traval other Faes Fees and
submitisd expenditures for thiz Expanses
“Doas not Includs Travel Auth $0.00 $0.00 .00 .00 $6350.00 $0.00 $0.00 $£,350.00 $£,350.00 $6.350.00

Thursday, Hovember 05, 2015 - Ver. 1.1
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Defendant Summary Budget Report

The 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

Type of Repreasntation: Criminal Case
Budgst Amount Requeatsd: $0.00
Budget Amount Approved: $3.500.00

Panding I apprwed | AmountRemalning
mm m:; ] Expanses Total Feas Expengss Total After Approved | After Approved
Travel Ofhar Traval Othar And Pending
Attomey: Andrew Anders  [Appointing Counaal) Active
Total Pending: $0.00 Total Approved: 45,350.00 £3,550.00 £3,550.00
Panding amount Remaining
mm m Faes Expenses Total Feas Expansas Total Aftar Approved | After Approved
Travel othar Travel Other &nd Panding
W Sl Amount Requestsd: $1,000.00 Amount Authonzed: $0.00 Aftormey: Andrew Andars

vouchers as well 38 wouchers for Faes Expenass Total Faas Expengas Total Approved and Pending
Expart or Services on CJ221 or

Traval Othar Travsl oOthar Faes Feas and
CJAL. They the total e

o not Includs Travs! Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $£.350.00 $6,350.00 $6.350.00

Trursaay, November 05, 2015 - var. 1.1 Page 1071
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Creating a CJA-21 Voucher

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

Step 1

On the Appointment page, click Create from the CJA-21 voucher template. The voucher opens the Basic
Info page.

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

Step 2

When submitting a CJA-21 voucher, you have two options from which to choose in the Authorization
Selection section.

Associated Authorizations Available
If associated authorizations are available, they display in ascending order by ID number.

Basic Info

[T CILDISTOIVCODE |2 PERSON REFRESINIED [TOUCHER NUALR
0101 Jebedizh Branson
[T 3AC DRIDETNUMEER |4 DISLDEIDEENUMBER |5 APPEALS DRIDEENUMBER |6 OTHER DRIDEENUMBER
1:14-CR-D2803-1-A4
[ 71N CASEALATIER OF(Case Mame) |6 PAUMENT CATEGORY | 9. TLPE PERSON REFRESENIED T0. REPRESEN TATION TVPE
USA v Branson Felony (including pre-trial diversion |, 3 ) pyogon oy Criminz] Case
of alleged felony)
T1 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
[EXCESSFEELDMIT  |FRESIDING JUDGE MAGISIRALE JUDGE DESIGNEE 1
511,300.00 |ATbert Albertzon
DESIGNEE 2

Authorization Selection

Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

1D Number: 917 Service Type: Chemist/Toxicologist

Order Date: 12/14/2021 .
Authorized Amount: $1,000.00 ﬁf,tt‘:;‘f'“d Amount: $1,000.00

Grand Total Amount: $2,200.00

%EL::‘E:T:FEEE%DM Senvice Type: Psychologist
bl Estimated Amount: §10,500.00

Authorized Amount: $10,000.00 Notes:

Grand Total Amount: $10,000.00 '

1D Number: 955

Order Date: 01/25/2022
Authorized Amount: $900.00
Grand Total Amount: $1,300.00

No Authorization Required

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

Note: The No Authorization Required link is located below the authorization choices.

Service Type: Chemist/Toxicologist
Estimated Amount: $900.00
Notes:
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If you are using an approved authorization, click the desired authorization, which is then highlighted in
blue. You cannot continue until the authorization is highlighted.

Please Select the Associated Authorization

ID Number: 4 Service Type: Chemist/Toxicologist

Order Date: 03/04/2014 A
) : Estimated Amount: 51,000.00
Authorized Amount: 51,000.00 Notes: Abraham Astley

Grand Total Amount: $1,500.00

ID Number: 186 Service Type: Interpreter/Translator

Order Date: 02/01/2017 ; .
Authorized Amount: $100.00 :f:tt':‘s?md Amount: $5,000,000.00

Grand Total Amount: $100.00

If the voucher does not require advance authorization, click the No Authorization Required link.

No Authorization Required
If your voucher compensation is under

the statutory limit and does not require
prior authorization.

Associated Authorizations Unavailable
If there are no associated authorizations available, a “No Authorization Requests Found” message
displays, and you must click the No Authorization Required link to proceed.

Basic Info

1 CIR.DIST DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMEER

0101 Catherine Brown

[T0AC DETDEFNUMBER. |4 DIST DKTDEFNUMBER |5 APFEALS DKTDEFNUMEER |6 OTHER DETDEFNUMBEER
1:14-MI-07020-2-BB

T.IN CASE'MATTER OF(Caze Name) 5. PAVMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REFRESENTATION TYFE

[Felomy (including pre-trial diversion

[USA v Boberts et al P |Adult Defendant Criminz] Case
of alleged felony)
11. OFFENSE(S) CHARGED
CWP 18:13-3400F THEFT OF U.S. PROPERTY
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTREATE JUDGE DESIGNEE 1
5100,000.00 [Bamey Ball
DESIGNEE 1

Authorization Selection

Select the Associated Authorization, or dick No Authorization Required.

Please Select the Associated Authorization |I

Mo Authorization Requests Found

No Authorization Required

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

CJA eVoucher | Version 6.9 | United States District Court January 2023



CJA eVoucher for Attorneys | 66

Step 3

The service type automatically populates based on the authorization selected. If no authorization is
being used, click the Service Type drop-down arrow and select the service type. In the Description field,
enter a description of the service to be provided.

New Voucher Information

Service Type Chemist/ Toxicologist W&
Toxicology report.
Description
Step 4

From the Expert drop-down list, select the expert. If the service providers or experts have rights to enter
their own expenses, the Voucher Assignment radio buttons become available, and you can choose if you
or the expert will enter the service fees on the voucher. Once you have made your selection, click Create
Voucher.

Service Provider

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

Expert  Jennings, Julie v
Expert Info Julie Jennings
Details

110 Main Street
San Antonio TX 78210 US
Phone: 210-452-5512

Voucher Assignment * ® Attorney O Expert
This indicates who will be responsible for filling the voucher claim part

“ Create Voucher ]l

Notes:

e Only experts registered with the service type selected appear in the drop-down list. To submit a
person for approval, steps on how to add an expert are outlined in the next section.

e Allinformation must be entered to advance to the next screen.

e |[f the expert selected is authorized to use eVoucher, you are done at this point and can click
Home or Sign out.

o If the expert selected is not authorized to use eVoucher, the attorney must file the voucher on
behalf of the expert. The voucher appears in the My Active Documents section as submitted to
the attorney. They must perform the second level approval/submission by clicking the voucher,
navigating to the Confirmation page, and approving the voucher, which then moves to the My
Submitted Documents section.

CJA eVoucher | Version 6.9 | United States District Court January 2023



CJA eVoucher for Attorneys | 67

Step 5

If the expert is not currently in the eVoucher system, you must fill in their information. In the Voucher
Assignment section, the Attorney radio button is automatically selected. Fill in all required information
for the person you wish to submit for approval.

Service Type Interpreter/Translator W

Description

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

Expert hd

First Name Middle Name Last Name =
Email * |
Phone * | |Fax |
Address 1 * | |City * |
Address 2 State (U.S. Only=) Zip *
vl | |
Address 3 Country *=
| | [UNITED STATES v|

Voucher Assignment = ® Attorney  Expert
This indicates who will be responsible for filling the voucher daim part

Create Voucher

If the service providers or experts have rights to enter their own expenses, the
Step 6 Voucher Assignment radio buttons become active. Click the appropriate radio button

to indicate whether you or the expert will enter the service fees on the voucher.

New Voucher Information

Service Type Interpreter/Translator W

Description

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

Expert | Campos, Charlene /|

Expert Info Charlene Campos

Details 110 Main Street

San Antonio TX 78210 US
Phone: 210-477-2344

Voucher Assignment = ) Attomey @) Expert

Create Voucher

CJA eVoucher | Version 6.9 | United States District Court January 2023



Once you have made your selection, click Create Voucher.

110 Main Street
San Antonio TX 78210 US
Phone: 210-477-2344

Voucher Assignment = ' Attorney ‘® Expert

| Create Voucher

Notes:

populates.

CJA eVoucher for Attorneys

The expert goes through an approval process. Once approved, an email is sent to the attorney.
You can select the expert from the Expert drop-down list and their information automatically

If the attorney submitted the voucher for the expert, they must approve the voucher twice;

once while sending it for the expert and a second time after it appears in the My Active

Documents section.

Step 8

Click the Services tab or click Next on the progress bar. In the corresponding fields, enter the date, units,
rate, and description. Click Add. The item appears at the bottom of the Services section. Click Save.

Basic Info | | Services Expenses Claim Status Documents Confirmation

|
Hours | *  at $152.00 per hour.

Services

Date (411772020 | =2 Description -]
Service Type | ‘
Doc.# (ECF) | Pages |

| Add || Remove

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

Service Type Date « Description

(Empty)

Hrs Rate Amt

No data to paginate

| «First || < Previous |[ Mext> |[ Last» | [

Save | Delete Draft

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Click the Expenses tab or click Next on the progress bar. In the corresponding fields, enter the date,
expense type, description, and miles. Click Add. The item appears in the Expense Type column. Click

Save.
Basic Info Services |) Expenses | Claim Status | Documents Confirmation
Expenses
Date 4/17/2020 | =28 Description -
Expense Type X, [*
Miles E at $0.575 per mile. I
N
* Required Fields
' To group by a particular Header, drag the column to this area.
| | T T T q
| Expense Type | Date « i Description | Milei Rate i Amt i
| (Empty)
T 1
No data to paginate [ Go to page: Il | View items per page: 10 25 50 100
| J
[ «rirst |[ < Previous [ Next> | Last» Save
_

Step 10

Click the Claim Status tab, or click Next on the progress bar. Enter the start and end dates, making sure
to select the earliest date of services and expenses as the start date. In the Payment Claims section, click
the appropriate radio button, and then click Save.

k Basic Info Services Expenses Jr Claim Status Doc! Confir

Claim Status

O Supplemental Payment
) withholding Return Payment

** Reminder: Pleace select the appropriate daim status.

satowe [ |-1] eavee [ |2
Payment Claims =

O Final Payment

() Interim Payment (payment #)

* Required Fields

T ]
‘ « First || < Previous ||| Next > ||| Last =
 ——

Delete Draft

Audit Assist
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Notes:

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

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

e After the final payment number has been submitted, supplemental pay may be requested due
to a missed or forgotten receipt.

e Atthe end of the case, to request return payment of withheld funds, click the Withholding
Return Payment radio button on a blank CJA-21.

Step 11

Click the Documents tab or click Next on the progress bar. To add an attachment, click Browse to locate
your file, and then add a description of the attachment. Click Upload. The attachment and description is
added to the voucher and appears in the Description column. Click Save.

Basic Info Services Expenses Claim Status Confirmation

Supporting Documents

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

File C:AUsers\JaimeLongoriall Browse...
Description | Document
Description Deleta View
Document Delete Wiew
T ] T )
[ rrer ] (< previous ] [ o> J[ o> | [Cowe |
|| |

Notes: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney
Notes field, you can include any notes to the court. Select the check box to swear and
affirm to the accuracy of the authorization, which automatically time stamps it. Click Submit.

Step 12

Basic Info Services Expenses Claim Status Documents | Con

Confirmation
TCRTETONTO0 TPERSOY RIS TOTCEERROEER
101 ebediah Branson
3 MAG. DKT/DEF NUMEER 4. DIST. DKT/DEF NUMEER 5 APPEALS DKT/DEF NUMEER 6 OTHER. DET/DEF NUMBER
|1:14-CR-08803-1-AA
T O TR OF s N[5 FATYENT CETECORT TP PEREON REFRESETES T EEPRESENTATON TP
. [Felony (including pre-trial diversion
[USA v Branson Jo£ alloeed felomy Adult Defendant |Criminal Case

11 OFFENSE(S] CHARGED
15:18235 F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY § STATEMENT
2 Artomey for the persom repressaed above, 1 hersby affirm that the services requasted ava nacessary for adequate raprasetation. T harshy requast
El i the servi
0 Approval of services already abrained to be paid for by the Uitad States from the Dafendar Servicas Appropristion

[Signature of Atiormey
Andrew Anders

110 Main Street

San Antenio TX 78210

[Phone; 210-833-3623

[Cell phone: 210-555-1234

[Email: isa_omelas@aotx uscourts gov

= N TTON TOR SERVICES(Ser mstractons) T4, TVFE OF SERVICE FROVIDER
01 01 Investigator 0 15 Other Medical
01 02 Interpreter Travslstor 0 16 Voice/Andio Analyst

18, COURT ORDER 1 08 Psycholagist O 17 Hair/Fiber Expert

of e ted having oy the courts satsfocton, the
2 01 04 Payehiatrist [0 18 Compaier
therizati cted i o 12 y eramted ”
feutnosizatien requested in s harsoy grace o Pt HanimanSoftwareSytens)

Sigmarure of Presiding Tudge or By Crder of the Court ) 19 Paralegal Services

|albert Albertson 1 08 Dacaments Examiner
[Date of Order Munc Pro Tune Date 1 07 Fingerprint Analyst 0 20 Legal A ltant
(030412014 O 08 Accountant 0 21 Jury Consul
Repayment 0 YES @ NO O 09 CALR (Westlaw/Lexis, efc) 0 22 Mitization Specialist
10 Chemist Toricelogist 0 23 Duplication Services
o0 11 Ballistcs D 24 Other (Specifyy
O 13 Weapons Firearms Explosive 0 25 Litigation Support Services
Expart 0 16 Compater Foremsics Expert
01 14 Pathologist Medical Examiner
NOTES
[Abraham Astley
e — T T E—1 — )
e 30.00 3000

T Ty 0.0
ALS

|{CLAIMED AND ADIUSTED) £ 00

17 PAVEE S NAME

[Abraham Astley TIN: XX-X3000000 @ Final Paymest

110 Main Street 0 Interim Payment (¢ )

San Antonio TX 78210 US O Supplensental Fayment

[Phone: 210-355-3434 O Withholding Payment (—) (Total —)
CLAIVANT'S CERTIFICATION FOR FERIOD OF SERVICE: FROM 04202020 TO 042072020

hareby crtty it th ahove s e s ccrec, 2ot | hawe ok s caction o sthing f ol

Signatwe of ClamantPayee:  Date:

T8 CERTIFICATION OF ATTORNEY T kereby certiy T caoe
Signature of Attomey:
[Date Signed
APPROVED FOR PAYMENT - COURT USE ONLY
15, TOTAL COMF. 10, TRAVEL EXPENSES T OTHER EXPENSES rz TOTAL AMT. APPRCERT.
T O Either the con (euel 7 of thase san Lo s obmine
(0 Price autherization was not obtained, but in the imerest of justice the Court finds that imely procurement authorization, ever
(FReluding epenses) eRcasds e samuIOTy S,
Sigaature of Frending Julge Date Tudge Code

[T TOTAL COMF,  TRAVEL EXPERSES Izﬁ OTHER EXFENSE: [z" TOTAL AMOUNT
[F§ PAYXIENT APPROVED IN EXCESS OF THE STATUTORY THRESHOLD

Sigaature of Chief Judge, Court of Appeals (or Delegate) Daie Tudge Code Tolal Am. Certified For Payment

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: 4/20/2020 21:27:33 0 Submit

: ;
«First | [ < Previous |[ Mext> |[ Last» Save Delete Draft | Audit Assist
(=)
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A confirmation screen appears, indicating the previous action was successful and the
Step 13 . . .
voucher has been submitted. Click the Home Page link to return to the home page.

Click the Appointment Page link if you wish to create an additional document for this

appointment.

el voucher has been subsmitted for payment. You wil recsive & notificasen if we need more detals,
Please keep the following voucher number for your own records:

0101.0000154

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Submitting an Authorization Request for Expert Services and

Associates

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

In the Appointments’ List section, open the appointment record.

st LA LTI
Appointments Defendant
Case: 1:14-CR-08805-A8 Defendant: Jebediah Branson
Defendant #: 1 Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Pres. Judge: Albert Albertson
Adm./Mag Judge:

On the Appointment page, in the Create New Voucher section, click the Create link next to AUTH.

AUTH
Authorization for Expert and other
Services

Click Create New Authorization.

Authorization Type Selection
You can click the Create New Authorization button to create a new authorization request, or dlick the Request Additional Funds button to select
from a list of approved authorizations that you would like to request additional funds for.

Create New Authorization
Use this button to create a new
authorization.

Request Additional Funds

Use this button to select an approved
authorization that you would like to
request additional funds for.
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Step 4

The Basic Info page appears. Complete the information in the Master Authorization Information section
at the bottom of the screen. This includes the following:

e Estimated Amount field

e Basis of Estimate field

e Service Type drop-down list
e Notes field

Click Save.

b Basic Info Documents Confirmation

Basic Info

L CIRSTDIV.CODE

101

T[N CASEMATTER OF(Case Name)

JUSA v. Branson

1L OFFENSE(S) CHARGED

Andrew Anders
110 Main Street
[5an Antonio TX 782

el phone: 210-585-1234
Email: lisa_omclas @ actxuscouns, gov

( ) Thetaioed ] 1 Subs for
L) sprose - Pt

U % Srandby

Counsel

[Prior Astormey's Name

|Appotatmens Datis
[sigmansee of Preiiding dedge oe By Order of the Coury
JAlbert Albertson

14, LAW FIRM NAME AN MAILING ADDRESS

[Dhute of Order une Pro Tunc Dure

Repaymint () yps B xo

T FLRSON REPRESENTED GUCHLR NUMBER
ebedial Branson
S APPEALS. DKTDEFNUMBER 6. OTHER. DKTDEFNUMEBER
& PAVMEST CATLGORY % TVPL FLRSON REPRESLNTED T REFRESENTATION TVFL
elony (including pre-trial diversion |, g0 e ovienion Case
)
15:1525.F INSPECTION VIOLATION PENALTIES
T3 ATTORNEY & NAME AND MAILIVG ADDRESS T3, COURT ORDER
A ) DFederst ) F Suba for Federal
O Associate [ o comet o B Defend
) LLesrued Oappoincing | Psubsior () Rsubs for
Counsel (Capital Only)  Coumel Panel Amorney Retained Arormey

[ X Admisbrative

Master Authorization Information

Order Date 3
Mune Pro Tunc Date 3a
Repayment O
Estimated Amount 5 B,000.00 | *
Authorized Amount $ Deactivated
| Basts of Estimate 100 howrs at $80/hour ]
Description
Service Type Invvestigator v |=
Notes John Doa
| =pirst || <Previous || Mtz |[ tasts | |L_Save

|| Dolote Draft

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Click the Documents tab or click Next on the progress bar. To add an attachment, click Browse to locate
your file, and then add a description of the attachment. Click Upload. The attachment and description is
added to the voucher and appears at the bottom of the Description column.

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

Basic Info |} Documents Confirmation

Supporting Documents

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

File C:\Users\JaimeLongoria\l Browse...
Description | Document |
Upload
Description Delete View
Document Delete View
T T T
<t [ prevows | > | (o]
| I
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Step 6

CJA eVoucher for Attorneys

Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field, you can
include any notes to the court. Select the check box to swear and affirm to the accuracy of the

authorization, which automatically time stamps it. Click Submit.

Basic Info Documents | [ Confirmation

Repayment 0 YES @ NO
payment 09 CALR (Weatlaw Lexis, eic )

01 10 Chemist Toxicologist

1 11 Ballisties.

1 13 Weaposs Firearass Explosive
Expert

1 14 Patbologist Medical Examiner

Confirmation
T CHODIST BV .CODE TEPEREOR. DUCHER NOMBER.
101 ebediah Branson
T AAG DRI [T DIST DRTDET NUNEER T APPEALS DRTDET NEER T OTHER
1:14-CR-08805-1-AA
TN CASEATATIER OF(Cais Nams) |3 PATAENT CATEGORY T TVPE PERSON NTED 16 REPRESENTATION TVFE
. [Felony (including pre-trial diversion i
JSA v. Branson £ lloged folomy |Adult Defendant |Criminal Case
1 OFFENSE(S) CHARGED
151825 F INSPECTION VIOLATION PENALTIES
T7 ATTORNEY S STATENENT,
Jaste Amomey for e barety cuested o necessry Thareny raques
@
O Approval of services slready obtais y i Services Apprepriation.
Jsignatar of Attorney
Andrew Anders
110 Main Street
San Antonio TX 78210
[Phone: 210-833-5623
|Cell phone: 210-555-1234
[Email: lisa_omelas/@aotx scourts, gov
T8 DESCRIFTTON AND JUSTITICATION FOR SERVICES(See Mstrachions) T4, TVPE OF SERVICE PROVIDER
00 Investigtor 1 15 Other Madical
o 1 16 Voice/Audio Aualyst
16, COURT ORDER 0 03 Prycholagist 1 17 e Fiber Expart
[Fscal gy of i persos reeseated haviag bees sabkied by the courts sansfaction, | 0 04 Paychintrist 01 18 Computer
ulhorLation TaquAsted 0 e 12 5 o0 pasted. 1 08 Polygraph (HardwareSoftware Systems)
eigmature of Presiding Judpe or By Ordar of the Court 106 Documents Examiaer O 1¥ Paralegal Services
[4Tbert Albertson O 07 Fin ¢ Amalyst 0120 Legal Analyst/Consultant
[Date of Order Nurc Pro Tunc Date b 0 21 Jury Consuliant
0 08 Accountant

122 Mitgation Specialst
123 Duplication Services

01 24 Other (Specify)

1 26 Litigation Support Services
1 26 Computer Foreasics Expert

[ForEs
I gnatre of Tresiding Judge Tate Signed Toage Cote APproved Aumount o, Approved Amown |
Signature of Chief Judge, Court of - N
|Appeals (or Delegate) Date Signed Judge Code Approved Amount
Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes

J

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

Date: (1) Submit
« First < Previous ||| Mext > Last » Save

Step 7

A confirmation screen appears, indicating the previous action was successful and the authorization
request has been submitted. Click the Home Page link to return to the home page. Click the
Appointment Page link if you wish to create an additional document for this appointment.

Your voucher has been submitted for payment. You wil réceive & notification if we need more detais.

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

CJA eVoucher | Version 6.9 | United States District Court January 2023
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Creating an Authorization for Transcripts (AUTH-24)

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

Step 1

On the Appointment page, in the Create New Voucher section, click the Create link next to AUTH-24.

AUTH-24
Authorization for payment of
transcript

Step 2

On the Basic Info page, enter the details for the required transcript. Click Save.

P Basic Info | Documents | Confirmation

Basic Info
T CE DT ORCOnE

- 7 PERSON REFRESENTED OUCHER NUMBER
101 Jebedizh Branson
3 MAG. DRI DEF NUMBER 1.DIST DRI DEF NUMBER. TAFPEALS. DKI DEFNUAIBER 6 OTHER DKI DEFNUMBER
1:14-CR-08805-1-AA
7.IN CASEALATIER OF(Case Name) 3. PAVAIENT CATEGORY ¥, TVFE FERSON REPRESENTED T0. REFRESENTATION TVPE
- (inclo y .
USA « Branson [Felony (including pre-trial diversion \dult Defendant riminal Case
Jof alleged felony)
T1. OFFENSE(3) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY § NAME AND MAILING ADDRESS 3. COURT ORDER
Andrew Anders § b Federat (£ Subs sor Federal
110 Main Street [ aasssane Dececoma poss Defeeder
San Antenio TX 78210 CJL Learned Comnsel O Appeinisg () p Subs for Pasel (IR Subs for Retsined
[Phone: 210-833-3623 (Capital Oaly) Conasy Attorney Attorney
(Cell phone: 210-555.1234 Osprose Qwrm.e Igll:smmm (DX Administrative
[Email: lisa_omelas@aotx uscourts. gov Allorney
(¥ Standby Counsel
[Prior Attorner’s Name
peistment Date:
xznature of Presiding Judge or By Order of the Court
Albert Albertson
- [Date of Order Nusc Pro Tunc Date
14 LAW FIRM NAME AND MAILING ADDRESS I5:3,2014
Repayment () ygs @ xo

Proceeding in Which A
Transcript is to be
Used il
Proceeding To Be | j
T ihed hal £
Apportioned Cost (%)
Apportioned Case and | ‘
Special Transcript TP — Y
Handling None hd

e ion Opening Cler i [Prosecution Rebuttal
Transcri »

e L Clpefense Opening Statement Cpefense Argument D.‘Iury Instructions Cvoir Dire
| « First ] [ < Previous \ | Next > | Last » I Save I
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Click the Documents tab or click Next on the progress bar. To add an attachment, click Browse to locate
your file, and then add a description of the attachment. Click Upload. The attachment and description
are added to the voucher and appear in the Description column. Click Save.

Basic Info | * Documents Confirmation

Supporting Documents

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

File Browse...
Description |
o

Delete  View

Proposed Order.pdf Delete View

| « First ||<Previu-us|| Next > || Last = | | Save |
Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Step 4

Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field, you can
include any notes to the court. Select the check box to swear and affirm to the accuracy of the
authorization, which automatically time stamps it. Click Submit.

Basic Info Documents | Confirmation

Confirmation
T CEDTOCGE TPERN TCRER NG
101 Pebediah Branson
3 MAG. DKT/DEF NUMBER 4. DIST. DKT'DEF NUMBER 5 APPFALS. DKT'DEF NUMBER 6. OTHER. DKT/DEF NUMBER
1:14-CR-08803-1-AA
7.IN CASE'MATTER OF(Case Name) 8. PAYMENT CATEGORY 0. TYFE PERSON REPRESENTED 10. REPRESENTATION TYPE
i [Felony (including pre-trial diversion
|USA v. Branson lof alleged felony) Adult Defendant |Criminal Case

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

REQUEST AND AUTHORIZATION FOR TRANSCRIPT
T7. PROCEEDING IN WHICH TS TO BE USED

TF. PROCEEDING T0 BE TRANSCRIBED [ WOTE: ot o BReTue

T SPECIAL AUTHORIZATIONS TODGE'S INTTIAL!

A Apportioned Cost % of transeript with

B o014Day o Expedited  03Day ©0Daly oHowly o Realtime Unedited

C. 0 Prosecution Opening Statement & Prosecution Argument 0 Prosecution Rebuttel
o Defense Opening Statement 0 Defense Arument 0 Voir Dire o Jury Instructions

D. In this multi-defendant case, commercial duplication of transcripts will impede the delivery of accelerated
transeript services to persons proceeding under the Criminal Justice Act
15. ATTORNEY'S STATEMENT 16. COURT ORDER

As the attomey for the person represented who is managed above, 1 | Financial eligibility of the person having been to
hereby affinm that the transcript requested is necessary for adequate | the Court's satisfaction the authorization requested in Item 15 is hereby
representation. I therefore, request authorization to obtain the transcript sramted.
services at the expense of the United States pursuant to the Criminal
Justice Act.

Signature of Presiding Judge or By Order of the Coutt

Signature of Attormey Date
Andrew Anders Date of Order Nume Pro Tunc Date

Printed Name
Telephone Nuraber: 210-833-3623

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

Public/Attorney
Notes

| 1 swear and affirm the truth or of the above R
Date: 4/20/2020 21:49:45 () Submit
A1
« First. < Previous Next > Last » Save Delete Draft Audit Assist

Step 5

A confirmation screen appears, indicating that the previous action was successful, and the authorization
request has been submitted. Click the Home Page link to return to the home page. Click the
Appointment Page link if you wish to create an additional document for this appointment.

Note: The Auth 24 will now appear in the “My

This document has been submitted.

Submitted Documents” section on the Attorney
Please keep the following document number for your own records: home page You will receive an e-mail from the
0101.0000626 Court once the authorization request has been

approved. At that time, you will contact the

Back to: Court Reporter or Transcription Agency to make
Home Page .
Appointment Page arrangements for the transcript.

CJA eVoucher | Version 6.9 | United States District Court January 2023
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CJA-24 Voucher

After a transcript request has been fulfilled, the attorney will receive a voucher from the Court Reporter
or Transcription Agency via eVoucher for approval and submission to the Court.

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

A confirmation page will appear.

Public/Attorney
Notes

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

|| T swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 22:12:0 0 Submit
[t | [<previous | [ mext> | [ Last> | Come |
— e

Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field, you can
include any notes to the court. Verify all information is correct. Select the check box to swear and affirm
to the accuracy of the authorization, which automatically time stamps it. Click Submit.

Step 2

A confirmation screen appears, indicating the previous action was successful, and the voucher has been
submitted. Click the Home Page link to return to the home page. Click the Appointment Page link if you
wish to create an additional document for this appointment.

Your voucher has been submithed for payment. You will recsive 8 notficason f we need more detalls.
Please keep S following voucher rumber for your own reconds:

0101.0000165

Back to:
Home Page
Appointment Page
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Creating a Travel Authorization (See Addendum #2)
Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save
your work.

Step 1

On the Appointment page, in the Create New Voucher section, click the Create link next to TRAVEL.

TRAVEL

Authorization for payment of

Step 2
The Basic Info page appears. The Travel Agency to be Used section automatically populates.

I Basic Info ‘Authorization Request Documents Confirmation

Basic Info

TERBSTIVEoDE TrE CCRERNINEER

101 ehedizh Branscn

TG T DIST.DKTDEF NUREER T TR omR
1:14-CR-08805-1-AA

T S FINT CATECORT TTTREPEROY i o REPRESESTRTION TVPE

JSA . Branson o o R e rimina] Case

TT OFFENGE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY'S NAME AND MATLING ADDRESS T3, COURT ORDER.

Andrew Anders O D Federal 01 F Subs for Federal
110 Main Street 0 Adsdite O CorcommE g gor Defender

[San Antonio TX 78210 O L Learned Coupsel @ OAppointing O PSubsforPanel O R Subs for Retained
[Phone: 210-833-5623 (Capital Quly) Counsel. Attorney Attorney.

oo phone: 210-555-1254 asEse T -,

[Email: lisa_omelas@aotx uscourts gov

lprior st + Basic Info | [ Authorization Request Documents Confirmation
i ppoi
e
Tbert *
TE LA PR VAN AN TELING AODRES w« Request For Travel
m;m * Raquired Félds
= = —| Mame 4nd Title of Person Traveling: Andrew Anders -
Travel Agency to be Used: National Travel Service (NTS) v .
123 Way
National Travel Service (NTS) ress of Person Traveling: San Antonio, TX 78229
707 Virginia Street East
Suite 100 Travel From Location: 5an Antonio, TX =
Charleston, Wy 25301 Travel To Location: Los Angeles, CA =
Phone: (800) 445-0668 Estimated Dates of Travel: 5/25-5/28 =
Fax:
Email: Travel Requested: * il Cost: i for il nts for the travel items:
Arrline Tickets via CJA Government Travel Agency: 300.00| | Complete the estimated dollar amount for each applicable line.
Ground Transportation: 20.00] | 1he "rotal Esti Cost” field . based
= > = =5F
[ (oo | (1w | (] e et e o e o e e i
Other: :| Complete information for one traveler per form.
Total Estimated Cost: 420.00

Total Authorized:

Travel to talk to witness,
Purpose and Justification:

Court Notes:

travel regulations. Actual cost of hotel and meals up to the established per diem rate. Expenses

= All travel and expenses must be in i with
for travel for one day or last day is up to the MAIE rate.

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

Purpose and

Traveler  TravelFrom  TravelTo  Travel Dates ose o c
Justification
Andrew Anders San Antonio, TX  Los Angeles, CA 5/25-5/28 Travel to talk to witness., 420.00
1 Page 1 of 1 (1 items)
<< First | [ < Previous | [ Next> | [ Lastz> Delete Draft Audit Assist

Click the Authorization Request tab or click Next on the progress bar. Complete all required fields
marked with red asterisks, and then click Add. The information appears in the table at the bottom of the
screen. Click Save.
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Click the Documents tab or click Next on the progress bar. Click Browse to locate your file, and then add
a description of the attachment. Click Upload. The attachment and description are added to the voucher
and appear in the Description column.

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

Basic Info Authorization Request | Documents Confirmation

Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
File C:Users\JaimeLongoriall Browse...
Description \Travel Receipts |
Upload

Description Delete  View
Travel Receipts Delete View
<<t | [ < reviows | (o> ] [Tosto>
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Step 5

Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field, you can
include any notes to the court. Select the check box to swear and affirm to the accuracy of the
authorization, which automatically time stamps it. Click Submit.

-+ Basic Info Services . P Doc

Confirmation

T IN CASEMATTER OF(Cave Name) FA '1 ' ".‘- G— 7 TVPE FERGON RETH |10 REFRESENTATION TWFE |
. lony (inchuding pre- version
[USA v. Branson lof allezed felony) Adult Defendant Criminal Case
| T OFFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES
I TUDGE S INITIALS

A Apportioned Cost % of transcript with

B. o 14Day o Expedited 0 3-Day oDaly o Howly o RealtimeUnedited

CoP ion Opening o P g o ion Rebunal

o Defense Openung Statement 0 Defense Argument 0 VoirDire o Jury Instructions

D. In this multi-defendant case, commercial duplication of transcripts will impede the delivery of accelerated

transcript services to persons proceeding under the Criminal Justice Act.
TE COURT ORDER
As the anomey for the person represented who is managed above, [ Financial eligibility of the person represented having been established to
hereby affirm that the transcript requested is necessary for adequate the Court's satisfaction the authorization requested m Item 15 is hereby
ed.

representation. I, therefore, request authorization to obtain the transeript grants
services at the expense nfﬂl;ut:::ﬁi:_ﬂﬂ pursuant to the Criminal Albert Albertson
Andrew Anders (§/ 1/21/2016 14:48:16 Signature of Presiding Judge or By Order of the Court
Signanae of Attomey Date 01212016
Andrew Anders Date of Order Nunc Pro Tunc Date
Printed Name

Telephone Number: 210-833-5623

CLAIMS FOR. SERVICES

[T5 PAVEE S NAME AND ADDRESS
o Offical o Comract o Tmscober o Other | LoVSExpen Inc
19, SOCIAL SECURITY NUMBER OR EMPLOVER [D NUMBER OF PAVEE gﬂlf%%ﬂgg ig:;‘ us
TIN: XX XH000K ot 2020
. TRANSCRIPT %‘m NO.OFPAGES | RATEFERPAGE |  SUB-TOTAL m TOTAL
Origieal vee deail [] Y V00| see detai )
Copy see decail 0] see detail S0.00]ser detai 50,00
50.00
Signature of Attormey or Clerk Date
{PPROVED FOR PATME OURTUSEONLY
Signature of Judge or Clerk of Court Date Approved Amount
Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes
| I swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 22:12:0 0 Submit
[Cerirst_][<previous | [ wext> | [ Last> | save |
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A confirmation screen appears, indicating the previous action was successful and the voucher has been
submitted. Click the Home Page link to return to the home page. Click the Appointment Page link if you
wish to create an additional document for this appointment.

P veouches Faas bessn subewtted for payment, You sl recerve & nodfcabion & we nesd more detals,
Pleais kot the Tolonng voucher rumber far yaUr e ecordis

0101.0000162

Back ta:
I:lem.e_jmf
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This is a request and justification for expenses outside the statutory limits.

Creating a CJA-26 Voucher

CJA eVoucher for Attorneys

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

your work.

Step 1

On the Appointment page, in the Create New Voucher section, click the Create link next to CJA-26.

CIA-26

Court

Create
Statement for a Compensation Claim
in Excess of the Statutory Case

Compensation Maximum: District

Step 2

The Basic Info page appears

b Basic Info

Basic Info

TCIRDSTOCODE

101 so

e DTS DETDET NOAEER I o

L:14-CR-08805-1-A4

= S FARENTCITECoRT T T

JSA . Branson _?mégs’gffi‘f“‘"g pre-trial diVersion |y e engant |criminal Case

T

15:1325 F INSPECTION VIOLATION PENALTIES

1T ITTORNETS NANE ANDAHLING S5DRESS T CoTE O

fandrew Ancers Gpe O FSwstorFett
prdcen Auders Qassds 0 Corcoma D07 b Fsub

JSan Antonio TX 78210

[Phone: 210-833-5623

[cell phone: 210-555-1234

[Emanl: isa_omelas@actx uscourts gov

L LAW FIRO NAME AND MAILING ADDRESS,

(Capital Onty)
o SProse O TRemied O USabiforPre
5e

¥ Staadoy Comnsel

Repmment 0 ¥ES @ NO

01 LLearned Coumsel 3 O Appeinting D P Sabs forPanel 1 R Subs for Rebsned
Consiel Atoraey Attoraey

O X Administraive

amowtRonested [ ]

Amount Approved

Mandatory Minimum Found ]

Pre Tl Hours [ o] TrlFous | 0] SentencingHours | ] Oher I GourtHowrs | 0] 0u-0F-Gourt Hows [ 1]
s f Couts [0 ] rtemberofcopefondens [ 0 ]
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. Enter the details for information required. Click Save.
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Step 3

Click the Justification tab or click Next on the progress bar. On the Justification page, enter information
in the text fields, and then click Save.

Basic Info | Justification Documents Confirmation

Justification

3. Describe discovery materials (nature and volume) and/or discovery practices which are a noteworthy factor in the number of hours
daimed.

4. List and describe motions, legal memoranda, jury instructions, and sentencing documents, or legal research not resulting in such, which
are a noteworthy factor in the number of hours claimed and which were drafted originally for this case (do not include standardized
motions, etc., unless content was modified significantly).

5. Summarize investigation and case preparation (e.g., number and accessibility of witnesses interviewed, record collection, document
organization) which are a noteworthy factor in the number of hours daimed.

impact on the number of hours claimed of investigative, expert, or other services used (CIA 21 voucher)

7. Describe whether any of the following client considerations are a noteworthy factor in the number of hours claimed and explain each:
communication with client/family, language difference, accessibility of client, or ather

8, Explain any expense (items 17 and 18 of the CIA 20 voucher) greater than $500

9, Explain any other noteworthy circumstances regarding the case and the representation provided to support this compensation request,
Indude, if applicable: (3) negotiations with U.5. aitormeys office or law enforcement agency; (b) complexity or novelty of legal issues and factual
complexity; (c) responsibilities involved m ed by the magnitude and importance of the case; (d) manner in which duties were performed and
knowledge, skill eﬁa&m:y professionalism, and judgment m\q‘m&dﬂfmdusm’ by counsel; {e) nature of counsel’s practice andha!céaf)w or injury
resulting from the jon; and (¥) any axtraordinary p re of time or ofher factors under which senvices were rend

<Pt [ < previons | [ o> ] [ zt>
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Click the Documents tab or click Next on the progress bar. Click Browse to locate your file, and then add
a description of the attachment. Click Upload. The attachment and description are added to the voucher
and appear in the Description column.

Basic Info Justification Confirmation

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

File C:\Users\JaimeLongoria\l Browse..

Description | Document *

Upload
Description Delete View
Document Delete View

[t [ < previous | o> ][ tasts |

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Step 5

Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field, you can
include any notes to the court. Select the check box to swear and affirm to the accuracy of the
authorization, which automatically time stamps it. Click Submit.

Basic Info Justification Documents Co ation

Confirmation
SUPPLEMENTAL INFORMATION STATEMENT FOR A COMPENSATION CLAIM IN EXCESS OF THE STATUTORY CASE
COMPENSATION MANIMUM: DISTRICT COURT
THIS FORM PROVIDES INFORMATION TO SUPPORT COUNSEL’S CLAIM THAT THE REPRESENTATION GIVEN WAS IN AN
EXTENDED OF. COMPLEX CASE, AND THAT THE EXCESS PAYMENT IS NECESSARY TO PROVIDE FAIR COMPENSATION.
PARAGRAPH 2.22 B(3) OF THE GUIDELINES FOR THE ADMINISTRATION OF THE CRIMINAL JUSTICE ACT, VOLUME VII, GUIDE 1O
JUDICIARY POLICIES AND PROCEDURES, DEFINES THE TERMS “EXTENDED™ AND “COMPLEX,™ AND SUGGESTS CRITERIA FOR.
DETERMINING “FAIR. COMPENSATION.” THIS FORM SERVES AS COUNSEL'S MEMORANDUM REQUIRED BY PARAGRAPH 2.22
(2) OF THOSE GUIDELINES, AND DOES NOT REFLACE ANY OTHER DOCUMENTATION REQUIRED TO SUPPORT THE PAYMENT
REQUEST. IF EXTRA SPACE IS NEEDED, ATTACH ADDITIONAL SHEETS OF PAPER.
ATTORNEY NAME: Andrew Anders
CASE NAME: USA v. Branson
DOCEET NUMBER.: 1:14-CR-088035-AA |DEFEND.-\NT NUMBER: 1 | VOUCHER NUMBER:
1 |PERIOD OF APPOINTMENT (DATES): 332014
TOTAL NUMBER OF IN-COURT HOL'RS 0
PRETRIAL HEARINGS: 0 SENTENCING HEARINGS: 0  ALL OTHER IN-COURT: 0
TOTAL NUMBEER OF OUT- 0}'—OOL'RT HOL‘R.S ]

2 | OFFENSES CHARGED: 15:1825 F INSPECTION VIOLATION PENALTIES

NUMBEE. OF COUNTS CHARGED: { [NUMNMBER. OF CO-DEFENDANTS: 1)
OTHER PENDING CASES (DOCKET NUMBERS) OF DEFENDANT DURING REPRESENTATION:

IF APPLICABLE, SENTENCING GUIDELINE RANGE FOUND BY THE COURT FOR. SENTENCING:
WAS A MANDATORY MINIMUM FOUND OR AT ISSUE AT SENTENCING? o YES m NO

1 DESCRIBE DISCOVERY MATERIALS (NATURE AND VOLUME) AND/OR. DISCOVERY PRACTICES WHICH ARE A
NOTEWORTHY FACTOR IN THE NUMBER OF HOURS CLAIMED:

LIST AND DESCRIBE MOTIONS, LEGAL MEMORANDA, JURY INSTRUCTIONS, AND SENTENCING DOCUMENTS, OR LEGAL
N RESEARCHNOT RESULTING IN SUCH, WHICH ARE A NOTEWORTHY FACTOR IN THE NUMBER OF HOURS CLAIMED AND
WHICH WERE DRAFTED ORIGINALLY FOR THIS CASE (DO NOT INCLUDE STANDARDIZED MOTIONS, ETC , UNLESS
CONTENT WAS MODIFIED SIGNTFICANTLY )

SUMMARIZE INVESTIGATION AND CASE PREPARATION (E.G., NUMBER AND ACCESSIBILITY OF WITNESSES
§ | INTERVIEWED, RECORD COLLECTION, DOCUMENT ORGANIZATION) WHICH ARE A NOTEWORTHY FACTOR IN THE
NUMBER OF HOURS CLAIMED:

ENFLAIN, IF NOTEWORTHY, IMPACT ON THE NUMBER OF HOURS CLATMED OF INVESTIGATIVE, EXPERT, OF. OTHER
SERVICES USED (CIA 21 VOUCHER):

S

CHECK WHETHER ANY OF THE FOLLOWING CLIENT CONSIDERATIONS ARE A NOTEWORTHY FACTOR IN THE NUMBEE.
7 | OF HOURS CLAIMED AND EXPLAIN EACH: COMMUNICATION WITH CLIENTFAMILY, LANGUAGE DIFFERENCE,
ACCESSIBILITY OF CLIENT, OTHER

8 | EXPLAIN ANY EXPENSE (ITEMS 17 AND 18 OF THE CJA 20 VOUCHER) GREATER THAN $500:

9 EXFLAIN ANY OTHER NOTEWORTHY CIRCUMSTANCES REGARDING THE CASE AND THE REPRESENTATION PROVIDED
TO SUPPORT THIS COMPENSATION REQUEST:

INCLUDE, IF APPLICABLE: (A) NEGOTIATIONS WITH U.S. ATTORNEY'S OFFICE OR LAW ENFORCEMENT AGENCY; (B)
COMPLEXITY OR NOVELTY OF LEGAL ISSUES AND FACTUAL COMPLEXITY; (C) RESPONSIBILITIES INVOLVED MEASURED BY
THE MAGNITUDE AND IMPORTANCE OF THE CASE; (D) MANNER IN WHICH DUTIES WERE PERFORMED AND KNOWLEDGE,
SKILL EFFICIENCY, PROFESSIONALISM, AND JUDGMENT REQUIRED OF AND USED BY COUNSEL; (E) NATURE OF COUNSEL'S
PRACTICE AND HARDSHIP OR INJURY RESULTING FROM THE REPRESENTATION; AND (F) ANY EXTRAORDINARY PRESSURE
OF TIME OR. OTHER. FACTORS UNDER WHICH SERVICES WERE RENDERED.

Signature of Attorney Date Signed Bequested Amount
Andrew Anders
Signature of Presiding Judge Date Signed Tudge Code Approved Amount

Signature of Chief Judge, Court of

Appeals (or Delegate) Date Signed Judge Code Approved Amount

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

Public/Attorney
Notes

] I swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 22:27:34 t; Submit
) =LA
« First_| [ < Previous ][ Wext> ][ Last» Save
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Click the Home Page link to return to the home page. Click the Appointment Page link if you wish to
create an additional document for this appointment.

[ success |
Your woucher has been submitted for payment, You will necesse & noSficaton i we nesd more detals.

Plesss keep the following voucher rumber for your own neconds:
0101.0000167

Back to:

Home Page
Appointment Page
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INSTRUCTIONS TO REQUEST CJA AUTHORIZATION TO
USE ASSOCIATE IN YOUR FIRM

NOTE: All Associate use will require the creation of an Associate Account.

AUTHORIZATION TO UTILIZE AN ASSOCIATE IN YOUR FIRM IN EXCESS OF

TEN (10) HOURS (See Guideline section 1.1 attached)

Create an Auth. in eVoucher to use an Associate (pursuant to the Circuit Guidelines
effective 1/1/16- previously provided and currently on our public website and attached).

Provide in the description box in the Auth. and/or attach a supporting document under
documents tab in eVoucher, the specifics of your request.

Submit to Court via eVoucher.

Upon the Court granting authorization for an Associate, an Associate Account needs
to be created. Information will be sent to appointed counsel on requirements.

CREATION OF ASSOCIATE ACCOUNT IN EVOUCHER FOR ALL ASSOCIATE WORK

Contact the eVoucher help desk for information and requirements to have an Associate
Account created.

Once the Associate Account is created, the appointment is added to that particular case in
eVoucher.

Associates will not have access to create vouchers.
The appointed attorney MUST select on their CJA-20 or CJA-30 whether the associate is
permitted to edit their own entries on the voucher, is not allowed to edit their own entries,

or is not on the voucher. See CJA eVoucher Associates Functionality on page 31.

See attached Circuit Guidelines effective 1/1/16 and the Attorney’s Manual on our Public
Website at www.njd.uscourts.gov.

If an Associate Account has already been established, contact the help desk so that
the Associate Account can be attached to the specific case that you are utilizing an
Associate: eVoucher help desk: 973-645-4582.

* Please contact the eVoucher help desk if you obtain an authorization to use an Associate who
is not a member of your Firm *

CJA eVoucher | Version 6.9 | United States District Court January 2023
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UNITED STATES COURT OF APPEALS FOR THE
THIRD CIRCUIT

GUIDELINES FOR CLAIMS SUBMITTED FOR REIMBURSEMENT
UNDER THE CRIMINAL JUSTICE ACT IN ALL DISTRICT COURT
AND COURT OF APPEALS REPRESENTATIONS

1. Payment for Legal Services

1.1  Pre-Approval for Non-Appointed Co-Counsel in Non-Capital Cases

Appointed counsel may not claim compensation for services furnished by an
associate, partner, or co-counsel, unless specifically authorized or separately
appointed in accordance with Guide to Judiciary Policy, Vol. 7A, §
230.53.20(b), except if co-counsel is a partner or associate of appointed
counsel, no prior authorization is required to receive compensation for up to
ten hours of work by the partner or associate. If appointed

counsel anticipates requesting compensation for more than ten hours of work
by a partner or associate, appointed counsel should promptly request
authorization. If co-counsel is not a partner or associate of appointed

counsel, prior authorization is required to receive

compensation for any work by co-counsel.

1.2 Presumptive Hourly Rate for Non-Appointed Co-Counsel in Non-
Capital Cases

The hourly rate for non-appointed co-counsel who are not members of the
CJA Panel shall not exceed 80% of the hourly rate for CJA Panel Attorneys,
except when the presiding judge determines that there are special
circumstances justifying a higher hourly rate, such as when

co-counsel possesses specialized knowledge or skills relevant to the case.

1.3  Compensation of CJA Panel Attorneys

Attorneys who are members of the CJA Panel shall be paid the full CJA hourly
rate in all representations, regardless of whether they are appointed as counsel
or serve as non-appointed co-counsel.
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UNITED STATES DISTRICT COURT DISTRICT OF NEW JERSEY

GOVERNMENT TRAVEL INFORMATION FOR
CJA-COURT APPOINTED ATTORNEYS, INVESTIGATORS OR EXPERTS

GOVERNMENT TRAVEL:

A Government Travel Account (GTA) has been established for use by CJA Court-Appointed
Attorneys, Experts, and Investigators. This GTA account allows authorized CJA Attorneys
and Experts to (1) obtain discounted government travel rates on official CJA business trips,
and (2) charge authorized tickets to a government credit card; such charges then are paid
directly by the Court rather than by the authorized traveler. Travel related to CJA
representation must be arranged by adhering to the following procedures:

a. Travel must be authorized via eVoucher (signed by the presiding judicial officer)
for the
CJA-Court Appointed Attorney(s), Investigator(s), Expert(s), etc. The attorney
should initiate a Travel Authorization for each traveler separately.

b. The Attorney or Expert may contact National Travel Service at 1-800-445-0668, to
get an estimate as to the cost of the travel. The traveler should inform National
Travel that they are traveling as a CJA Court-Appointed Attorney or a CJA Court-
Appointed Expert, and provide them with the following:

1. Defendant’s Name;
2. District Court Information;
3. Travel Authorization Information.
c. After obtaining a Travel Authorization approved by the presiding judge, the
attorney or

expert may thencall National Travel Service, and request tickets based on the
estimate or itinerary previously requested.

Because the Travel Authorization is an official government document, it should enable the
traveler to obtain official government rates at hotels as well. National Travel is a full-service
travel agency and can provide assistance with hotel reservations, ground transportation, etc.,
for the area you are traveling to.
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LODGING & MEALS:

Traveling as a CJA Court-Appointed Attorney or Expert, there is an emphasis on the prudent
traveler rules, specifically, it is suggested that CJA Court Appointed travelers use the GSA
per diem rate for the area you will be staying, as a guide, (which you can retrieve from our
public website at www.njd.uscourts.gov/criminal justice act), so as to avoid excessive claims
for meals or hotels.

EXPENSE DOCUMENTATION:

Receipts are required for all expenses claimed; e.g., ground transportation, meals, etc.
Receipts must be detailed from the restaurant or establishment, not just your charge slip. It
must have detailed information such as the name of the restaurant, what was ordered, date
and amount.

REIMBURSEMENT:

When submitting your claims in eVoucher for reimbursement for the travel, please attach a
copy of the travel authorization approved by presiding judge, or court order. Also attach all
receipts for expenses related to the travel; (e.g., hotel, car rental, meals, etc.). Only the
airline tickets will be paid using the GTA Account directly. All other claims will be
reimbursed through your eVoucher CJA 20 or CJA 30, under Expenses. If you are an expert,
you will be reimbursed through your CJA 21 or CJA 31.

If you have any questions on specific guidelines or procedures for travel as a CJA Court-
Appointed Attorney or Expert, please contact the help desk at (973) 645-4582,
eVoucher@njd.uscourts.gov, or Michelle Bilardo, Court Services Manager at (609) 989-
2363 for further assistance.

11/2019
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Appendix A: Correcting Errors in Your .csv File

If your import fails, you must correct errors in the original .csv file before attempting another
import.

A message appears at the top of the page, indicating the number of errors found.

Basic Info | Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in (J4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors and try again.

Services
Date =21 Description
Service Type - ¥

Doc.# (ECF) Paaes

Click the View Report link to view errors.

Basic Info I Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in CJ4-20 Service Time Import.csv during import process. No data was updated, View Report. Korrect errors and try_again.

Services

The default Errors Only report opens, highlighting the errors in the file. Review the error report
and correct the original .csv file.

® Errors Only O Full Report

Person Rep d: Jebediah o
Row Errors jate Hours Description Service Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arraignment and/or Plea
|Row 9 Hours is missing; 11/2021 Test 16¢. Legal research and brief writing
Row 10 | [P0CF éi?m";:fvba?u'é“;’:;‘f value only; Pages 153071 0.9 Test 15c. Motion Hearings I s
Row 11 § |Date is missing; 1 Test; 16d. Travel time
[Row 12§ [Description has invalid character(s); 14/2021 1.1 Test<> 16a. Interviews and Conferences

Note: Click the Full Report radio button to view an error report that includes all imported
service lines.
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Return to the Services page, click the try again link, and then follow steps 4-5 in the Importing
Service Entries on Previously Created CJA-20s section to attempt the import again.

Basic Info I Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in CI4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors an

Services

Attorneys should still review the voucher to ensure that entries are correct prior to submission
to the court. For the remaining tabs of the CJA-20 or CJA-30 voucher, please see instructions for
those documents.
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Appendix B: Creating the Excel File for Import

Once you begin the process of importing your service entries to a CJA-20 or CJA-30 voucher,
sample spreadsheets are available to download on the Services page. These sample
spreadsheets are in Excel format that must be saved in .csv format.

Basic Info P Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to impert service time entries exported from a law firm billing systam. g din Comma Separated Values (C5V)
format. The C5V file must contain all required column headings and data types. Please download ou sarr-p1e spreadshee't or the correct column headings

and service type values.
IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the
contents of the imported CSV file.

For the .csv file to be successfully uploaded into and accepted by eVoucher, it must contain a
header row with specific column headings, as seen below. The header row contains four
mandatory column headings (Date, Hours, Description, Service Type) and two optional column
headings (Doc. #, Pages). The Doc. # and Pages fields may be included in the header row;
however, they are not required unless data is provided.

If the first row contains service entry information instead of headings, the data in row 1 will be
ignored and won’t be imported into your voucher. Sample spreadsheets containing the correct
column headings and service type values for each voucher type are available in the online help.

A B C D E F
1 Description Service Type Doc.# Pages ]
2 T
3 9/3/2021 0.2 Attend Arraignment, etc via Zoom 15a. Arraignment and/or Plea
4 9/4/2021 0.3 Travel time from Other to Newtown to SA forinitial appearance and conference 16d. Travel time 3 10
5 9/5/2021 0.4 Review of court filings as a result of prelim hearing; Copy to Client 16b. Obtaining and reviewing records 6 12
6 9/6/2021 0.5 Receiving, reviewing and copying to client all paperwork as a result of arraignme 16b. Obtaining and reviewing records 5
7 9/7/2021 0.6 Receive & review order scheduling preliminary hearing; Copy to Client 16e. Investigative and other work
8 9/8/2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16c. Legal research and brief writing
9 9/9/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.5.C. §2251, 2252, 16¢. Legal research and brief writing
10 9/11/2021 1 Travel from Pgh to $8J (no return travel due to travel to IC) on CJA ) 16d. Travel time
1 9/12/2021 1.1 call to codef lawyer X and AUSA re: status of cases and plea deal 16a. Interviews and Conferences
12 9/14/2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1
13

Note: Time entries containing values greater than a single decimal place are automatically
rounded up or down to the nearest tenth. For example, 0.125 is rounded down to 0.1, and 0.75
is rounded up to 0.8.
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Appendix C: Converting the Excel File to .csv Format

Most commercially available spreadsheet applications allow a user to save in .csv format. For a
file saved in Excel format, follow these steps to create your .csv import file.

In your Excel file, click the File tab.

AutoSave (@ off) = Copy of CJA-20_Service_Time_|mportxlsk - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

A Cut Calibri J11 LA A === - BwapText Text
Past Copy ~
aste = = = T = o= |
B I U~ D A | === 5= - ~ 9 it
- Format Painter = — == S|= S Merge&'.Center $ % ? 6
Clipboard ] Font ] Alignment [P] MNumber
F14 v 5
A 1 B 1 C 1
1 |Date Hours Description Service Tyg
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
L adalanna N Astrnnd Acrnimmmnmnd Adbasia T ACA Avenio

From the navigation menu on the left, click Save As.

Good morning

~ New
A 3

]

1

7

Blank workbook

Save
Save As
Save as Adobe /O Search

PDF

Print Recent  Pinned Shared wi

Share D Name
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On the Save As page, click the drop-down arrow and select CSV (Comma delimited) (*.csv).

‘T‘ = T: = FS » CJA > 6,6 > Job Aids > External Users > time import

‘ CIA-20 Service_Time_|lmport

Excel Workbook (*.xIsx)

Excel Workbool X

Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (".xIsb)

Excel 97-2003 Workbook (*.xls)

CSY UTF-8 (Comma delimited) (*.csv)
XML Data (*xml)

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

Excel Template (*xHx)

Excel Macro-Enabled Template (*.xltm)
Excel 97-2003 Template (*xIt)

Text (Tab delimited) (*.tet)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*xml)

= i dalanlani* |}
CSV (Comma delimited) (*.csv)

w pm)
Text (Macintosh) (*.bet)
Text (MS-DOS) (* bt

Dr:} Save

Your Excel file has now been converted to a .csv file and can be imported into the Services page

of your CJA-20 or CJA-30 voucher.

L Mame ’

@ CJA-20 Service Time Import.csv

@ CJA-20 Service Time Import.xlsx
W s ane - = .

Date modified Type
7 Quick access

Documents *
4 Downloads . -

8/9/2021 10:01 AM
8/6/2021 2:27 PM
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