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Introduction

The CJA eVoucher System is a web-based solution for submission, monitoring and management of all Criminal Justice Act
(CJA) functions. The eVoucher program will allow for:

e On-line authorization requests by attorneys for service providers.

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

e On-line submission to the court.

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

Panel Management

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

Voucher & Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Upload supporting documents to vouchers or authorization requests

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

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

Browser Compatibility

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

Court Appointment

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

Your court will provide information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log in using your Username and Password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

Existing user? Flease log in.

Username: |

Password:

Forgot your login?

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

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

e One special character

Users are required to change their passwords every 180 days.
NOTE: PLEASE DO NOT CHANGE YOUR USERNAME
If you forget your username or password, click the Forgot your Login? hyperlink.

Enter your Username or Email address, and click Recover Logon to retrieve your information.

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

Username: “ J and/ar

Email: |

I Recover Logon
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Your home page provides access to all of your appointments and vouchers.
Security prohibits you from viewing information for any other attorney. Likewise, no one else will have access to your

information.

My Active Documents

Appointments’ List

My Proposed
Assignments

My Submitted
Documents

My Service Provider’s
Documents

Closed Documents

Folder Descriptions | |

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

Quick reference to all your appointments
Cases will appear in this folder if an appointment has been proposed to you and you
have not accepted or rejected the appointment.
Contains vouchers for yourself, or for your service provider, which have been
submitted to the court for payment. Documents submitted to the court requesting
expert services or interim payments will also appear in this folder.
Contains all the vouchers for your service providers.
This will include:
e Vouchers in progress by the experts
e Vouchers submitted to the attorney for approval and submission to the court
e Vouchers signed off by the attorney and submitted to the court for payment
Contains documents that have been paid or have been approved by the court.
Closed documents will only be displayed for open cases. Closed documents are
displayed until they are archived and/or for 60-90 days after the appointment is
terminated. They are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation

Attorney login
confirmation

Menu Bar

Home Operations Reports Links Help logout

= Home

Welcome Andrew Anders (Attomey)

ATTORNEY

'V
=
Welcome Andrew Anders: My Profile

My Appointments:  View

Home
Operations
Reports
Links

Help

Logout

T

The eVoucher home page
Allows you to search for specific appointments
Selected reports you may run on your appointments
Hyperlinks to CJA resources: forms, guides, publications, etc.
Provides:

e Another link to your Profile

e “Contact Us” email
Privacy Notice

Logs user off the eVoucher program
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Customizing the Home Page

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

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

Moving Folders

Place your mouse pointer on the top edge of the folder you wish to relocate.
A crosshair icon !EE! will appear.

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

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

Resizing of Column

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

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

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

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

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

To group by a particular Header, drag the column to this area
Case Defendant Type © Status

B Hold the cursor and drag the header to the Group by: Header bar.
To gr 5 drag the column to this area.
C
Ca nt Type v Status

B Release the cursor and all the information in that folder will be grouped and sorted by that selection.

Group by: Case - N
Case Defendant Type T Status
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My Profile

In the My Profile section, the attorney may:

Change password (Login Info section).

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

Update social security number (SSN) or employee identification numbers (EIN) and any firm affiliation (Billing Info
section). Any changes in SSN after the first login, must be done through the court.

Add a time period in which you will be out of office (Holding Period).

Document any CLE attendance (Continuing Legal Education section).

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

Home Operations Reports Links Help logout

> Home

My Profile ||

contact U, Welcome Andrew Anders (Attorney)

Privacy

Welcome Andrew Anders: | My Profile

A I l ORNEY My Appointments:  View

Home Operations Reports Links Help logout
= Help :’ My Profile Welcome Andrew Anders (Attorney)
Login Info Edit

- P . Userlame Anders
Your Login information

Bar Mumber: Edit
Sl Ir!fo Your Name: Andrew Anders
Your personal info
Your Contact Info:
Phone: 210-833-5623
Fax:
deadmail@support.aotx.uscourts.gov
deadmail@support.aot.uscourts.gov
deadmail@support.aot.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us
HTH Your default biling info is:
Billing Info _ Andeen Andens
List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX z
78210 -Us Edit
Phone: 210-833-5623
Fax:
Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored.
Education Please click VIEW to type your info.
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Changing My Profile Password

NOTE: PLEASE DO NOT CHANGE THE USER NAME WE HAVE GIVEN YOU

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

To reset your password,
click reset.

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

Click Reset to
save.

Click Close to exit
the Login Info
section.

UserName Anders

Login Info

] > Help > My Profile

> Help > My Profile Welcome Andrew Anders (Attorney)§

Login Info Username Anders change
e ity : e Password — - Strength:Strong
Confirm _|
I Reset I
> Help > My Profile
Login Info Username Anders change
ot b et Password -a-a-a.l « Strength:Strong
Confirm ————
|Reset|
| > Help > My Profile v Anders (Attomey) §
Login Info Usemame Anders change
|k Bl - -
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Attorney Info

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

Make any necessary

changes.

Click Save.
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Attorney Info

Your personal i

Bar Number: 12345
four Name: Andrew Anders

Your Contact Info:

Phone: 210-833-5623 | Cell Phone: 702-555-1212

Fax:

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

Your Address:
110 Main Street
San Antonio, TX 78210

UsA

Attorney Info

SSN Instructions:

If you are an appointed panel
attorney, you are required to enter
your Social Security Number in the SSN
field.

If you are an associate only, do not
enter your Social Security Number in
the SSN field.

Bar Number

|

|Tax IdentFication Number:

SSN: |888-44-6666 |

|Confirm: | 888-44-6666 |

First Name Middle Last Nome

|_p‘1ndrew I. _Anders

Main Email -
ideadmai@support.aotx,us.courts,gov

|2nd Email

3rd Emil

| |
Fhone Cell Phone Fax
|210-833-5623 [ | '
ﬂ_d__gress 1 Cy

[110 Main Street | [san Antonio

Address 2 State Ip

I | [Texas v| [78210
Address 3 Country

i | [unrTeD sTaTES v

Note:

e Each attorney (except Associates) must enter his or her social security number
into the user profile or they will not be paid.
e The Country field will automatically populate UNITED STATES unless otherwise

indicated.

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

£

Biling Info Your default biling info is: Select | ||
Andrew Anders

ilable nfo re 5 Biling Code:0101-000001 Add
110 Main Street

Under the Billing San Antonio, TX Edit
Info section, click 78210 - us

Add if no billing Phone: 210-833-5623

. . . Fax:

information is

available. (

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

Note:

e You must have billing information entered before any payments can be made.

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

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

Biling Info Biling Type: Save
t silable bi Fo roroed ®) seff-Employed
Firm
A iat
Make any i
necessary -
\¥| Copy Address from Profile
changes and
click Save. Name:

_Phone: _ Fax:
210-833-5623

Address 1:
110 Main Street
Address 2:

Address 3:

Ciy: State: Zip Code:
|san Antonio | | TEXas v||78210
Country:

| UNITED STATES v|
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Biling Info

List all available biling info records

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

Biling Info

List all available biling info records

Note:

Billing Type:
Yy
\_/ Seff-Employed
®Firm

() Associate

Tax Identification Number:

EIN,-’TIN:l

Confirm: |

Copy Address from Profile

MName:

Phone: Fax:

CJA eVoucher for Attorneys ‘ 11

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V|

Country:

| UNITED STATES

vi

Billing Type:
O sef- Employed
:: Firm

) .
(®) Associate

Save

Biling Code; |0101-000001

| |\.-'erify |

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

e Attorneys with a pre-existing agreements must enter the firm’s EIN and name

(required).

e Associates do not need to enter a social security number, but they will need to
ender the billing code of the attorney to be paid.
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Holding Period

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

B In the Holding Period section, click View.

Holding Period Mo info has been stored.

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

Holding Period ez o
j P
Starting Ending Hotes
Mo Holding Period
o data
B Enter the Starting Date and Ending Date, along with any applicable Notes.
Starting Date Ending Date
o720 | losorjeone |
Notes

Vacation Cru'rse.|

B Click Save.
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Continuing Legal Education

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

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

To add CLE information, click Add.

Continuing Legal
o (=] | 11 [as |

Files Credit Date Moy Sabject

Ve Contngng Lega! Liucation

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

Continuing Legal =) s )
Education
Credit [ Sentencngrel |
Date [o5m0/2014 | ZH
Hours [0
Descriphon

Docmant Afier you save the informabon about Bhes Conbinuing Education, you will be able to upload related doouments,

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

Click Save.

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

B Click Browse to upload and attach a PDF document.

[ Back | |_save |

Date [05/15/2014 | H)
Hours |0 |

Description

|
Document | I Browee. ]

B Click Save.

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

mme o [)] e []

Fikex Credit Date Howrs. Subject
o Sentendn... 05/15/2014 o

1 Page 1 af 1 (1 items)
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Appointments’ List
Locate the Appointments section under the Appointments’ List on your home page.
Appointments Defendant
Click th b Representation Type: Criminal Case
IC e case number e Order |ﬁ!‘.mmﬂ
hvperlink t th Case Titie: USA v. Branson Order Date: 03/03/14
erlink to open the + Andrew Anders 5
yp . P “W Pres. Judge: Albert Albertson
Appointments page. Adm. Mag Judge:
Case: 1:14-CR-08805-AA Defendant: Jebediah Branson
Defendant =: 1 Representation Type: Crimnal Case
Case Tite: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10
Pres. Judge: Albert Albertson
Adm. Mag Judge:
Appointment Appointment Info
it e T, CERL 3T BV oM. T TERSON RITRISENTID OLCILR, NUMITR
View 101 [iebecals Branson
3. MAG. DKT IEF SUMEER 4 TIST. DKT DEF NUMBER E AFFEALS. DKT TNF SUMEER i OTHER. DET DEF NUMBER
Representation 1:14-CR-08505-1. A4
: ant T, N CASE MATTER OFpCas Nami) & PAVAENT CATECORY B TYTEFERSON REFRESENTED 10 REFRESENTATION TYFE
X US4 v Brasson ey pr-toal 4% |y st Defvndan Criminal Case
= l" 11 FFEXEE(S) CHARCED
15:1325.F INSPECTION VIOLATION PENALTIES
ITE ATTORNEY'S MALE ANDUATLING ADDRESS 11, COURT ORDER
Create New Voucher Pndrew Anders - Bar Niumber: 12345 [ A Amsian []€ CoCommat
Attﬂrne”f CIA 20 ;;::::::;T‘: L urmmrﬁum—uiﬁuwcm
btons: 210-832.5623 [ S o Famal Amarwry || R Suba far Retaimed Atiorney
Voucher o - [}V Standiey Consael
Template rrior Amsrney's Xame
APt intmamt Dinlei
[~ [Eigaturs € Presiding Fodge or B Order of tha Comt
1L LATE FIRA SAME ANDAIAILING ATCRESS bl
32014
Reporment [ VIS [/ 50
e Group Header Bar
Expert CJA 21 g Vouchers on File ,/
V{}UChEF To group by a parboular Header, drag the column to this area, i Search:
Template Compersaton Maamum: Detrct Court Case Defendant Type Status
TRAVEL (] LEIACR QRGN Jebedish Branson (7 | Cla-20 Subrmitted to Court
b o st e Tl ] Claimed Amcunt: 77840 drckew drdare F 0101,0000001
Erc: DEOED0IE INFERIM PAYMENT 1
L:4CROB0C A Jebedish Bransan (= | BUTH Submitted
§ Semes CRR1S Clamed Amcustt: 1,000.00 Chemist, Tavicoingist > u ket
Detailed et
11140850 Jebedish B z1 AUTH-24 Voucher Closed
Payment Reports ferart Diatad Busiget Bepoet Sra DS Cumed Aot 0,00 VL 0201000002
Detad budgetinfo for defendant o DEEYEE Approved Amount: 0,00 -
11440 0980548 Sebedish Branson ( | ;
Deferdant Summary Budgs Report LN Clarmed m:::‘o.m f::é;m S gjm Sy
Tatals only of budget info for S OOt Hair, Fiber Expert ’
cefendant Jebudiah Branson (2 | ClA-24 = Vousher Enitry
ot D04 (Claimerd Amount: 0,00 T Transtriphs St
All vouchers Aaicrn e it S st T
: ; CR-QBE0E-AN.- Sebediah 8 oy :
associated with jﬂmﬂ, A g ALTH-24 g Lt ey
this case are
: L14CR 0B0E AR Sebodkal Braveon (= ClA-24 Submitted to Attomey
dlsplayed. e D401 Claimad Amount: 14.50 Teresa Transorpls » ;;r_Lr&g:;
DEDET0IE
| Page 1of 1 (7 nems)
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View Representation

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

From the Appointment page, click
View Representation.

Appointment

Home Operations Reports Links Help logout

Representation Representation Info
: = 1. CIELDISTTIV.CODE 2.FERS0N REFRESENTED [VOUCHEE NUMEER
101 [Jebediah Branzon
3. MAG DET/DEFNUMBER 4. DIST. DKT/DEF NUMBER S AFPEALS. DKT/DEF NUMEBER 6. OTHEE. DKT/DEF NUMEER
) 1:14-CR-08805-1-AA
T.IN CASE/MATTER OF(Case Name) 5. PAYMENT CATEGORY 8. TYPE FERS0N FEFEESENTED 10. REFRESENTATION TYFE
Reports [USA v. Branson Felony (ncluding pre-trial diversion ), 4 ) 1y dant Criminal Case
jof allzged felony)
Representation Report 11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESITING JUDGE MAGISTRATE JUDGE DESIGNEE
50 000 00 Albert Albertzon
AppID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx. uscourts. gav

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

Attorney enters
time/expenses

Court CJA Unit
and submits audits voucher

voucher

Creating the CJA 20 Voucher

CJA eVoucher for Attorneys

Court approves or
rejects voucher

The court creates the appointment. The attorney will initiate the CIA 20 voucher.

Note:

All voucher types and documents function primarily the same.

17

Court processes
voucher for
payment

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

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

CIA-20

Appointment of and Authority o Pay

Create |

Court-Appointed Counsel

l Basic Info Services Expenses Claim Stat Doc t Confirmation
Basic Info
1. CIR/DIST/DIV.CODE IJ:.FERsox REFRESENTED [VOUCHER NUMBER
0101 ebediah Branson

Link to CM/ECF

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

1:14-CR-08805-1-AA

£ AFPEALS. DKT/DEF NUMBER

6. OTHER. DET/DEF NUMBER

voucher #: 7.IN CASEMATTER OF(CaseName) | 8. PAYMENT CATEGORY $.TYPE PERSON REPRESENTED 10. REFRESENTATION TYPE
USA v. Branson o (e hding pre-trial versien | gut Defendant Criminal Case
: 11. OFFENSE(S) CHARGED
y = 15:1825.F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
[Andrew Anders - Bar Number: 12343 [[]A Associate [[]€ Co-Counsel

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

Reports

Defendant Detad Budget Report

[T]¥ Standby Counsel

[Prior Attorney’s Name
A Dates

Detad budget inf for'defendant 14 LAW FIRM NAME ANDMAILING ADDRESS

Form CJA20

Albert Albertson
te of Order

332014

Repayment [ | VES [/]NO

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

[Signature of Presiding Judge or By Order of the Court

Nunc Fro Tusc Date

Defendant Summary Budget Report

g Payment Info

Preferred Payee | Andrew Anders W

Andrew Anders
SSN/EIN;: **=-**-5789
123 Legal Bivd. South
AnyTown, DC

12345 - USA

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

| «First || <Previous || mext> || Last» | | save

| Delete Draft |
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

—

|+ Basic Info Services Expenses Claim Status Documents Confirmation

« First < Previous Next > Last » Save Delete Draft

/’/,’-?

Progress Bar appears at the bottom of the screen.

Notes:

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

e At any time prior to submitting the voucher, the user may delete the voucher by clicking Delete Draft.
e The user may navigate using the tab headings or progress bar.
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Entering Services
Line-item time entries should be entered on the Services tab.
Both In-Court and Out-of-Court time should be recorded on this screen.
Click the Services tab or click Note:
Next, located on the progress There is NOT AN AUTOSAVE function on
bar. this program. You must click SAVE
periodically to save your work.
.@ : L . . Basic Info Me'ﬂ_ Expenses Claim Doc Confir
e s S Services
b [oaumi o33 bescrpton
nk to CM/ECF Service Type | ;vl_
ucher #: DoczEcH) [ | Pages [ ]
: Hours l:]- at $126.00 per hour.
* Required Felds
© services: $0.00
© expenses: $0.00 Service Type Date Description Hrs Rate Amt|
Reports
Defendant Detail Budget Report
Detad budget info for defendant
Form CJAZ0
Defendant Summary Budget Report
;:m: of budget info for No data|
i «Frst || <Previous || Next> || Last» | | save | | Delete Draft |
Enter the date of the service. The .
default date is always the current Services
date. You may type in the date or Date ‘ . % Description
click the calendar icon to select a _
date from the pop-up calendar. Sate ks i June 2014
Doc.#(ECF) || = Su Mo Tu We Th Fr Sa
[ » 1 2 3 - 5 5] 7
» 8 9 1[1m]12 13 14
* Required Felds
» 15 156 17 18 15 20 21
h22232425262?28i
0 29 m i ; 7 d C
Service Type : "
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Services (cont’d)

From the Service Services
Type drop-down Date [6/11/2014 | = Descripton
menu, select the Service Type [l TE-
service type. ; — ]
yp Doc. # (ECF) In Court Services A
a. Arraignment andfor Plea
Hours
Note: b. Bail and Detention Hearing
. " Regusred Feds
You may add dates in any order. You c. Motion
can sort in chronological order at any d. Trial

time. Service Type e, Sentencing Hearings

Enter hours of Services -
icei Date 6/11/2014 [= = =
service in tenths T e — —
of an hour. Service Type  a. Arraignment andior Plea v s arraignment of Defendant.
Doc.# [ECF) Pages bl

Hours 0.5|* at$126.00 per hour. Remave

Enter a e FeE
description.

Note:
Click ADD.

e You may add time in any order.
e Click an entry to edit.

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

Services

N TR — -
Service Type LA \
ooce) [ | pem [ ] R

Hours _ |+ at$126.00 per howr. : Remave

Service Type Date Description Hrs  Rate  Amt
5. Arrwgneant andor Paa 06/11/2004  First appaarance and armgnewnt of Defendant 05 1260000 ISLEBI
I Paneuu{uan)‘
[ «Frst || <Previous |[ MNext> || Last» | [ Save | | Delete Draft |
] . L . .
3 P Click the Date header. This will sort services according to date.

Click Save.
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Entering Expenses

Click the Expenses tab or
click Next.

Basic Info Services ) Expenses  Claim Status Documents Confirmation
. ——— ]
Expenses
owe [ ]+ —
Expense Type | e |
S mmT :

Amount [T— | Add “ Remove

* Required Fields

Expense Type Date Description Mile Rate Am

No data

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

From the Expense Type drop-down Expenses
menu, select the applicable expense. Date 6/12/2014 | * E

Expense Type ||| - |4
Miles Travel Miles
Amount Travel Misc.

* Required Fields Fax

ﬁ o e e i
Photocopies

' '"'e! Postage
Other Expenses
[ «First || < Previous || Next> || Last» |
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Entering Expenses (cont’d)

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

Enter a description in the Description field.

Expenses

Date 6/12/2014 | * ﬁ Description Travel to and from Court]

Expense Type  Travel Miles - |=

Miles “ at $0,5600 per mile. s
Amount | Add || Remove

* Required Fields

Expense Type Date  Description Mile Rate  Amt

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

B Click Add.

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

Expenses

owe  [sazaon |8 R l
Expense Type | - =

Miles [ ] ats0.5600 per mile. T
Amount | Add H Remave I

* Required Fields

Expense Type Date Description Mile Rate Amt

Tranvel Miles 0E/12/20 . Travel to and from Court 20 0.5600 11.20

; Page 1 of 1 (1 items)
[ «First || <Previous || Next> || Last» | [_save |
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Entering Expenses (cont’d)

Notes:

e If photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per page.
e Remember to click Add after each entry.

e Click an entry to edit.

Expenses

Date 611212014 | = Description

S N .

Miles at $0.5600 per mile. ?

Amount - Add Remove
— | |

* Required Fields

Expense Type | Date | Description Mile Rate  Amt
Photocopies 06/12/20... Copées - 100 pages & .15 per page o o 15.00
Travel Miles DEf12/20... Travel to and from Court 20 0.5600 11.20

1 Page 1 of 1 (2 items)

|1 : .
[ <Fist |[ < Previous |[ Net> |[ Last= | [ save |
E Click the Date column header. This will sort expenses according to date.
E Click Save.
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Claim Status

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

1\ Service and/or Expenses are outof the Voucher Start and End Dates.

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

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

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

startDate (06132014 | = 2H) EndDote  [o/12/2004 | = 2H)

Payment Claims
Final Payment )
®) Interim Payment 2 Hpenet )

Supplemental Payment

1. Have you previously applied to the court for compensation and/or reimbursement for this? * Yes

If Yes, were you paid? ¥ yos
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment ves ®ing
(compensation or amything of v3iue] from any other source in connection with this representation?

[C<fist J[ <Previous |[ Met> |[ Last» | [ Delete Draft |

Indicate payment type.

Note:

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

e Interim Payment allows for payment throughout the appointment, but each court’s practice may differ. If using
this type of payment, indicate the interim payment number.

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

Answer all the questions regarding previous payments in this case.

Click Save.
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Documents

Attorneys (as well as the court) may attach documents.
Attach any documentation that supports the voucher, i.e., travel or other expense receipts, orders from the court.

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

Add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie GlAD\eVouchenCJA eNor  Browse. ..

Description |Copies of receiptd

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

Supporting Documents

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

Fie Browse...

Description | |
Description Delete  View
Copies of receipts Dalate Vigw

[ <Frst ][ <Previous |[ Next> ][ tast» | [ save | [ Delete Draft |

B Click Save.
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Signing and Submitting to Court

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

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

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

110 Main Street
[San Antonio TX 78210

Confirmation

1. CIR.DIST DIV.CODE 2 FERSON REFRESENTED Rmmx%m

0101 Pebediah Branson

3 MAG DKT DEF XUMBER 4 DIST. DKT DEF NUMBER. £ AFFEALS DKT DEF NUMBER & OTHER DET DEF NUMBER
1:14.CR-08805-1-A4

TIN Cmmmmtm Name) 8 PAYMENT CATEGORY 5 #. TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE

JUSA v. Branson ;:’,mj s pretral VSO0 |y e Defendant JCriminal Case

11 OFFENSELS)

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS

|Andrew Anders - Bar Number: 12345 []€ Co-Comnsal

[7]F Sabs for Faderal Defender [7] O Appsiatisg Coussel

Phone: 210-833.5623 R
[[]¥ Seandby Coumsel
14 LAW FIRM NAME ANDMAILING ADDRESS
[Pricr Attorsey's Name
adown fadam TR, 2074618 ﬁmdmmnumw of e Camrt
¥ 3
k;_}rf;lnnr')\: ISR it IS N
[Phone: 888-555-4000 300 G
[Fax: 888-555-4001 i []vEs (750
CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL .
o HOURS e ADJUSTED | ADJUSTED :
CLATMED cr_% HOURS AMOUNT o
15. |2 Array and'or Plsa 0. $63.00
b. Bail and Detantion Hearing 50.00
& Motion $0.00
4. Trial 00
. Sentencing Heanings K
£ Revocation Hearmngs 0.0
£ A s Court K
| b Other 50.0¢
Totals 0. §63.0C
16. | 2. Interviews and Confarences S0
b. Obtaining and Reviewing Records 50.00
¢ Legal Ressasch and Brief Writing 500
4. Travel Time $0.
& Investigative or Other Work $0.
Totals 50.00
I ravel Expenses (lodging. parking, meals, $11.20
e, oic.)
Expenses (other than expert,
18 seripts. skt $15.00
GRAND TOTALS $89.20
AND iy
LI
15 CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE [20. AFPOINTAIENT TERMINATION

X CASE COMPLETION
FROM:
L CLAIM STATUS

014 TO:

- 6122014
[] Firal Pryment

[[] Tetari Prvment (=)

[] Soppiemennl Prymact

DATE IF OTHER rL CASE DISPOSITION

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

Ifyes, were youpaid? [ YES [ NO

Other than from the Coust, have you, or to your knowladge has anyons else, raceived payment (compensation of amthing of valus) from
any other source in connection with this representation” [ YES [ NO I yes, please attach supporting documentation

1 5wear er affirm ofthe

[ YES

Signature of Attomey:

7. TOTAL AMT. APFRLCERT
[50.00

.00 . .
SIGNATURE OF THE FRESIDING JUDGE 82 JUDGE CODE

'

0.00 0.00 0.00
{4 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR DELEGATE) Paymnt azproved i |
ucers of the stafutory chrerhold smoune )

[50.00
142 JUDGE CODE

Attenbon: The notes you enter will be avadable to the next approval level,

Pubbc/Attomey
Notes

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

() Submit

<Frst || <Previous || Next> |[ Lasts | |

Delete Draft |
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Signing and Submitting to Court (cont’d)

Verify the information is correct.

Scroll to the bottom of the screen.

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

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

Public/ Attorney
Motes MNotes

| I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | O Submit
[ <Fest ]| <Previous || mext> |[ Last» | | save | [ Delete Draft |

Click Submit to send to the court.

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

Success

Your voucher has besn submitted for payment. You will receive a notification if we need more detalls.
Flease keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page
Appointment Page

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

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

(T T

To group by a partiodar Header, drag the column to this area. Serda:[

Case Defendant Type Status

1:19-CR-DBAOS-AA- Jebediah Branson (= 1) CIA-20 Submitted to Court

S 06122014 Claimed Amount: §9.20 Ancrew Anders # 0101,0000150

Enc: DEM1272014

i Jebediah Branson (= 1] ClA-20 Submitted
Claimed Amount: 773.40 Andrew Anders > i
INTERIM PAYMENT 1

1:14-CR-08305-A4 - Jebediah Branson (= 1) AUTH Submitted to Court

St GHOL20N4 Clamed Amount: 1,000,00 Chemist, Toxicologist / 0101.0000002

End: 017011900
1 Page 1 of 1 (Jitems)
Notes:
e Ifavoucheris rejected by the court, it will reappear in the My Documents section and will be highlighted

in gold.

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

Case

Start: 06/19/2014

e An email message generated by the system will be sent explaining what corrections need to be made.
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CJA-20 Quick Review Panel

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

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

Voucher #: 0101.000C

ﬂ E:ptniu 5: $26.20

© services: $61.00 i

e Expand the item by clicking the down I Couit Services

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

Bad and Detention
Hearing

Maotion Hearings
Trial

Sentencing Hearing
Revocation Hearings
Appeals Court
Other

Totals

Out of Court Services
Sarvice Hours
Interviews and
Canferences -
Obtaining and
Reviewing Records
Legal Research and
Brief Writing
Travel Tima 1]
Investigative and o
Other Work

Totals 0.0

)
W

WS Do o oo O

=

o

0 Expenses: $26.20

Travel
Expense Type
Travel Miles
Travel Misc
Totals
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whether a case has the potential to exceed the
statutory maximum allowed for representation.

Therefore, attorneys are encouraged to monitor the status of funds, attorney hours as well as expert services, by
reviewing the reports provided in the CJA eVoucher program. Items to remember:

e  Viewable reports appear on the left review panel.

e Each panel, depending upon which document you are Reports
viewing, can have different reports available.

e  Each report can have a short description of the
information received when viewing that report.

e  The two main reports are the Defendant Detail Form CJA20
Budget Report and the Defendant Summary
Budget Report.

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Report

Totals only of budget info for
defendant

Other accessible reports can be found on the menu bar.

Home Operations Reports Links Help logout

* Reports

Internal |

Appointment Report

Attorney Time
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Defendant Detailed Budget Report

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

The report will provide the information in two sections: Attorney appointment and authorized expert service.

Please be advised that when you are required to enter a case number it must be entered in the following format:
1:YR-CR-###### (5 digit case #) Example: 1:16-CR-00004

When the defendant’s name is required you must also enter the full name as it is listed in the appointment.

Defendant Detail Budget Report - Attorney
1:14-CR-08805-1-AA

Type of Repreasntation: Criminal Cags
Budget Amount Requested: $0.00
Budget Amount Approved: $9.500.00

ponding o mpews  amountRemaning
p;:.m :m Faes Expenzss Toal Fags Expanzas Total After Approved | Afber Approved
Trawsl Crbhar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) ntive
0972372015 to 097232015 | D101 0000001 30.00 50,00 50.00/ s0.00 $6,350.00 S0.00 s0.00 36,350.00 33,550.00 $3,550.00
01/0171901 o 0101120 30.00 30.00 =0.00 S0.00 .00 .00 s0.00 s0.00 33,550.00 $3,550.00
010171201 to 01011201 F0.00 30.00 #0.00 S0.00 0.00 .00 000 =0.00 33.550.00 33,550.00
Total Panding: $0.00 Total Approved: $6.350000 $3.550000 $3.550000
Panding Amaunt Remalning
Time Perlod Vouchsr
For Viouct Numbar Faes Expenass Todal Faas Expanses Total After Approved | After Approved
Trawsl Crthar Trawel Other 4nd Panding
Authorization Humber: 01010000002 . .
Spacialty: Chamist, T ; amount Requested: $1,000.00 Amount Authorzed: $0.00 attomey: Andraw Anders

“Does not II'ElITﬂTI’I'I‘lI Auth $0.00 $0.00 $0.00 $0.00 $6,350.00 $0.00 $0.00 $6.350.00 $6,350.00 $6.350.00

Thursday, Movember 05, 2015 - Ver. 1.1 Page 1071
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Defendant Summary Report

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

Please be advised that when you are required to enter a case number it must be entered in the following format:
1:YR-CR-##### (5 digit case #) Example: 1:16-CR-00004

When the defendant’s name is required you must also enter the full name as it is listed in the appointment.

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

Typs of Repressntation: Criminal Caae
Budpgst Amount Requested: $0.00
Budgst Amount Approved: £3,300.00

me m; Feas Expanzes Total Feas Expenass Total After Approwed — After Approved
'i‘mwl ohm | |-IBHH- | U‘h’ﬂ[ | ﬂﬂﬂ'mﬂl’lﬂ
Total Pending:| $0.00 Total Approved:| $6,350.00 &3,550.00| £3,550.00

Trursday, Movember 05, 2015 - ver. 1.1

Page 1011
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Submitting an Authorization Request for Expert Services

Open the Appointment record.

Click Create next to AUTH.

The Basic Info screen will open.

Note:

Create New Voucher

AUTH

T |

Authorization for Expert and oty

SEMVICES

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

work.

> Basic Info

Basic Info

Documents

Confirmation

1. CIR/DIST/DIV.CODE
101

2 PERSON REFRESENTED
Jebediah Branson

[VOUCHER NUMBER

3. MAG DET/DEF NUMBER

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

5 AFPEALS. DKT/DEF NUMBER

6. OTHER. DET DEF NUMBER

7.IN CASE'MATTER OF(Case Nams¢)

B PAYMENT CATEGORY
[Felony (including pre-trial diversion

9. TYPE PERSON REFRESENTED

10. REFRESENTATION TYFE

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

[USA v. Branson - |Adult Defendant ICriminal Case
jof alleged felony)

11. OFFENSE(S) CHARGED

15:1825.F INSPECTION VIOLATION PENALTIES

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

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

[]P Subs for Panel Attorsey
[[]¥ Standby Counsel

[Prior Attorney’s Name
|Appointment Dates

14 LAW FIRM NAME ANDMAILING ADDRESS

Albert Albertson
ite of Order

332014

Repaymeat [ | VES [/]NO

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

[Fignature of Presiding Judge or By Order of the Court

Nunc Pro Tusc Date

Order Date

Nunc Pro Tunc Date
Repayment L
Estimated Amount
Authorized Amount $

Basis of Estimate

Requested Provider

|
‘
[
I

[C=Frst_][ <Previous |[ Next> |[ Last» |

[ save

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

Complete the information in the blue section at the
E bottom of the screen. This includes the following fields:
e Estimated Amount
Basis of Estimate

Service Type drop-down list
Request Provider drop-down list

Order Date
Nunc Pro Tunc Date

Repayment |:|

Estimated Amount s 8000.00 | 4

Authorized Amount 5

Basis of Estimate | 100 hours at 530, hour
Description
Service Type | Investigator V=

Requested Provider |J|:|hn Doe |

[ «First ]| <Previous || mext> || Lasts |

Click the Supporting Documents tab or click Next.

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

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

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

In the Description field. add a description of the attachment.

Click Upload.

Supporting Documents

File Upload {Only Pdf files of 10MB size or less!)
Fia Browse
| Description | | |

|

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

Supporting Documents

File Upload (Only Pdf files of LOMB size or lesst)

Fa Birowse. ..

Description | |

Description Delate  View

Proposed oidar Calming Wigw

Affidavit in Support of Expert Servics Regquest Calgte Yiaw

Expart's Cursisulum Vitsae Ca'lute il L
[=Fmst || <Previous |[ mext> Last» | [ save | | Delete Draft |

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

Click Next.

The Confirmation screen will open.

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

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

Public/Attomey
Notes

[+«] T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | ~ Submit
w =
| <frst || <frevious || Next> || tast= | [ save | | DeleteDraft |

Click Submit to send to the court.

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

Sucoess

Your voucher has bean submitted for payment. You will receive & notification if we need more detals.
Plaage keap the folowing vowdher number for your own reconds:

0101.0000152

Back to:

Home Page
Appointment Page

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

The Authorization Request will now appear in the My Submitted Documents section on the Attorney home page.
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Creating a CJA-21 Voucher

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

The voucher opens to the Basic Info page.

Note:

from
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Authorization and Voucher for Expert
and other Services

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

F Basic Info

Basic Info

T CIR a7 DIV COoE 7 FLESCN REFRISINTED FOUCIELR NUAMER

101 [Wendy Wilea

3 MAG. DRT DT SUMBER 4 DI3T DRT DRF SUMBER F. AFTTALS. DR T, IRF NUMBIR & OTIER. DT KT NLMBLR
11 4-CR-08500. 2.4

7 IN CASEALLTTER OFiCh Name) |8 PAVMENT CATEGORY ¥ TVTE FERS0N REFRESENTED 18 REFRESENTATION TYPE

FUSA v, Wikson ot al ;fm:?xﬁ pretrial divenion |, ot Defeodunt Criminal Case

[TL CITENSE) CHARGED

18134530 F INCOME TAX FAILURE TO FILE
FRESCINNG JUDGE ALAGISTRATT UDGE CEXGNTT

TACTES FIT LT
[59.500.00

Albert Albertson

statutory bt

Authorization Selection

¥ o glect & Previous Autharization Request, request s New Asthorization o chek the "o Authorization Requined™ butten if under e

Bo Authorizath

Required

fhes apponiment

|_=Frst -|E « Prévious ” Maak = || st =

Deferdant Summary Bucont Repory
Totnls only of budoet info for
defendant

Detal budget info for defendant

[tz ot ]

When submitting a CJA-21 voucher, you’ll have two options from which to choose under Authorization Selection.

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

If you have a previously approved
authorization, click Use Previous
Authorization.

No Authorization Required
It your voucher compensation is under

the statutory limit and does not require
prior authorization.

Use Previous Authorization
Select this option to display a list of
previous authorizations and requests in
this appointment.
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Creating a CJA-21 Voucher (cont’d)

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

Select the authorization you wish to use.

The selected authorization will highlight Existing Requests for Authorization

in yellow. You will not be able to

. e s L Lpe ID Number: 155 Service Type: Weapons Firearms
continue until it is highlighted. Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

The service type will roll over from the

authorization selected. If no authorization  Mew Voucher Information
is being used, use the Service Type drop-

down list to select the service type. = Y
Enter a description of the service to be Description
provided in the Description field.

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

Service Provider

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

Expert Gabriel, Gina jod

From the Expert drop-down list,

Gina Gabriel
select the expert. _EKPEH Lo
etals 110 Main Street
San Antonio TX 78210 USA
If the expert you selected is Phone: 210-553-3340

authorized to enter their own voucher
information, the Voucher Assignment
button will unlock for you indicating
the expert will be responsible for
filling in the voucher claim part.

Create Voucher

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

Voucher Assignment ) Attorney © Expert
This indicates who will be responsible for fillng the voucdher daim part

Note:

Only experts registered with the service type selected will appear in the drop-down list. If you wish to submit a
person for approval, the attorney must contact the Federal Public Defender’s Office on behalf of the expert at 202-
208-7500 for a user name and nassword.
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Creating a CJA-21 Voucher (cont’d)

E Click Create Voucher.

Notes:
e |If all information is not entered you cannot advance to the next screen.
e |If the Expert you selected is authorized to use eVoucher, you are done at this point and you may click
Home or logout.
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Creating an Authorizations for Transcripts (AUTH-24)

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

Authorization for payment o

The Authorization opens to the Basic Info page.

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

g AUTH-24  Dasic Infa Dacuments Confirmation
Basic Info
1 CER. ST TN Codm 1 PN RIFRERINTID G R MUTUREE
SH ! rtacdal; Ermvnon
L ALKE DT DT NUMEER 1 DIIT. ORI STURIE & AFPEALS DT DN SULSEE & OTEIR DKT SRT L MELR
|- 14-CR G800 1-A4

voucher #: DN CASE ALATTUR GO [Case Namay |8 FAVARNT CATUCORY W TUTE PHERCY RIFLTEENTID B REPREALT ATOO0 TNRE
By L L Pl mebabay pre-tnl #mees

54 v Brasica deeed felomryh 3 ult Dedemdarn - ramenal Caas
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Enter the details for the transcript required on the Basic Info screen.

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

Click the Documents tab or click S S P
Next. —_—
Supporting Documents
File Upload {Only Pdf files of 10MB size or kesst)
Click Browse to select a PDF file File Brawsa
to attach. DR
Click Save. Upiead
B Click Upload. Diesription Dulels  View

Note:

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

| =Frst |[ <Prevos [ Mext> |[ Lasts | [ 5= | | Declete oraift

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

Click Save.

A confirmation page will appear.

E Verify all information is correct. Public/ Attomey T ————
Notes
Select the affirmation check box. /] 1 swear and affirm the truth or correctness of the above statements _
Date: 6/19/2014 9:28:36 o Submit
E Click Submit. [ «Frst ][ <Previous |[ Next> ][ Last» | [ save ] [ pelete praft |

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

submitted.

our wonscher has beer mbmiSed for payment. Vo wll reoeea » roicaton ¢ we reed| mone detals.
Pleace kewp $a folowrg voucher number for your ome recordh:

Click Home Page to return to the
0101.0000148

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

OOI

Home Page
Apgointment Page

The AUTH-24 will now appear in the My Submitted Documents section on the Attorney home page.
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Requesting a transcript after the Auth-24 has been approved

You will receive an email from the eVoucher system letting you know your Auth-24 has been approved.
Included in this email is a link to request your transcript from the Court Reporter Service.

You must complete form by selecting Yes for Is this a CJA request, include the Auth-24 voucher
number and the approving official.

Is this a CJA request? (Criminal Justice Act - Court-appointed Attorney)
® Yes

No
For CJA Attorney Use Only
Authorization No
To be filled by CJA Attorney only.

Approved by

To be filled by CJA Attorney only.

You will be contacted by the court reporter when your transcript has been completed. You must create
the CJA-24 Voucher before you can receive your transcript.
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Creating a CJA-24 Voucher

After submission and approval of AUTH-24, you can create the CJA-24 voucher for payment.

From the Appointment page, click Create next to CJA-24. Authorization and Voucher for Payment
of Transcript

The Basic Info page will open, showing approved authorizations.

Note:
There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.
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Creating a CJA-24 Voucher (cont’d)

Select the authorization you wish to use. You Authorization Selection
must click it. This will highlight it in yellow. You I AT T
. of o4 ® Existing Requests for Authorization
will not be able to move forward until it is E—— e
highlighted. | S At Estnared Amunt: 0
1D Number: 148 Service Type: Court Reporter |
Click the Voucher Assignment radio button ook Evtmottd Amount: 0

indicating whether you or the transcriptionist
will be entering information. .

Note:

Under Voucher Assignment, please choose the Expert radio button as the Court Reporter will be filling out the
voucher claim portion.

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

Hew Voucher Information

New Voucher Information
Descriphion
Description
Woudcher Assignment
| i
Tar inclcates s pall b regponsile G Sling S voucher clam par? i t Artomey @ *

Court. Report/ Transcrber Status
@ Offical ) Contract () Transcriber Other

The cdicales nfio wll be refponslls of Bing e wiucher dae parl

Service Provider Court Report | Transcriber Status

‘Fioan e S ch one of the servioe proiders slneady in B Syten

e it s Lzl @ Offical ) Contract ' Transcrber | Other

Expert | e Service Provider

Frst Mame  Madde Mame  Last Mame = Yeu cin search one of e service providers sleady in the syitem
OR you can enber the required informaBon for another provder

SSNfEM: = Ewal = Expert Transcripts, Teresa -

Phone = Fax Expﬂ"t Infa Teress Transcripls

i Tt 110 Man Street

San Anitonio TX 7210 US4
Phane: 210-553-5692

Address 2 State - I -

Adress 3 Cinitry

[ aPrst || <Previes ][ bext> || Lasis :I
e ] (o |

Note:

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

Click Create Voucher. Please notify your court reporter that the CJIA-24 Voucher has been created.
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