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Introduction

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

e Online submission of vouchers and authorizations by attorneys and experts.

e Line-item auditing of vouchers by judges and court staff.

e The ability to attach PDF documentation to vouchers and authorizations.

e Automatic email notification to attorney on approval or rejection of vouchers.
e Electronic transfer to the Circuit for excess approval.

e Panel management tools and reports for attorney appointments.

e Built-in reporting for budgeting and analysis.

Browser Compatibility

e  Windows: Internet Explorer (IE) 8 or newer
e Apple Macintosh: Safari 5.1 or newer
0 Chrome, Moizilla Firefox, and other browsers may not be used with CJA eVoucher

Accessing the CJA eVoucher Program

Your court staff will provide you with information on how to access eVoucher. It is suggested that you bookmark it for
easier access. Enter your username and password and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

Existing user? Please log in.

Username: |

Password:

Forgot your login?

Notice: This is a Restricted Web Site for Offidial Court
Business only. Unauthorized entry is prohibited and
subject to discipline by the Court and/or prosecution
under Title 18 of the U.5. Code. All activities and access
attempts are loggad.
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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

If you forget your username or password, click the Forgot your Login hyperlink. Enter your username or email address and
click Recover Logon. You will receive an email with instructions on how to reset your password.

Forgot your Login? Flease tell us your username and/or email address. We will
send you an email to reset your password.,

Username: || | andfor

Emnail: | |

| Recover Logon |

Profile

Your profile contains your login information, your contact information, as well as the billing information that will be used
to pay for your services. Your district may allow you to manage and update this information.

Home Operations Reports Links Help logout

e Welcome Abraham Astiey (Expert)
Login Info o
Your Login informs UserName Astley IED

Expert Info Your Name: Abraham Astley
’ o

aur persanal info Your Contact Info:
Phane: 210-555-3434
Fax:
deadmail @support.aot.uscourts. gov
deadmail @support. aotx.uscourts. gov
deadmail @support. aot.uscourts. gov

Your Address:

110 Main Street
San Antonio, TX 78210

us

Biling Info Your default biling info is:
9 . Abraham Astley

Listall availabie biling info records Billing Code:0101-000002 -m
110 Main Street
San Antonio, TX -Ed\t
78210 -Us
Phone: 210-555-3434
Fax:

Expert Spedialties Your current assigned spedialties are:

List your assigned spedalties [General]: Chemist, Toxicologist
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Changing Your Password

You may change your password in your profile. You may access your profile from the home page by clicking the My Profile
link to the right of the user profile picture. Or, you may select My Profile from the Help menu.

Click Edit on the right side of the Login Info section.

Login Info Username Astley change

Your Login information Password e reset

Passwords will expire every 180 days.

To change your password, click Reset. Type the new password and retype it in the confirm field and click Reset. Click Close
to exit the Login Info section.

Expert Info

The Expert Info section of the profile contains your designation, name, and contact information. If any information is
missing or incorrect, you can change your personal info by clicking Edit to the right of this section of the profile.

Only self-employed Service Providers must enter a social security number in the user profile, Company-employed service
providers will need to enter the EIN. Once you have saved your social security number, it becomes read-only and the
record is transmitted to CJA 6x. Once your record has been transmitted to CJA6x, any changes to the social security
number can only be made by an eVoucher administrator. If you need to make a change, you must contact your court.

Expert Info * Required Felds Save
) (= B First Mame * {1f s=#-=mploy=d) Middle Last Name
SEEEDE T Abraham Astley Inactive
" Tax Identification Mumber: = (I s2¥-2mploy=d)
S5N Instructions:
If you are a selfemployed service S5N; 123-45-6788

provider, you are required to enter

+ 123456758
your Sodil Security Number in the ssiy | | Confm:

field. Main Email =
deadmail @support. aotk. uscourts. gov
If you are company-employed service 9rd Email
provider only, do not enter your Sodal ma?
Security Mumber in the SSM field, deadmail @support. aotx. uscourts.gov
3rd Email
Payee Certification: deadmail @support.aotx, uscourts.gov
Thiz message informs you that the Phane * Cell Phane Fax

Mame and TIN entered are collected
pursuant to IRS Guidelines that govern
what information must be collected by

210-555-3434

the judiciary for payments made to Address 1 * City =

non-employees and other entities for 110 Main Street San Antonio

services provided and for purposes of = FLUS anhsl i0 TS anh)
issuing a Form 1099-MISC. You have Address 2 Statt.a {S eniv) Zp * (1S enly)
provided this information under TEXAS v 78210
penalties of perjury and certify that: Address 3 Country =

1-The number entered as my S5M or UNITED STATES -

EIM is my correct taxpayer
identification number: and
2-1amaU.S. dtizen, U.S. resident
glien, or other U.5. person (a
partnership, corporation, company, or
association created or organized in the
.5, or under the laws in the U, 5.).
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Billing Info

The billing information for your services is contained in the Billing Info section of the profile. If your personal information,
address, and phone are correct, you can select the Copy Address from Profile check box. You will not be allowed to submit
a voucher in CJA eVoucher without complete billing information. You may edit the billing info by clicking Edit to the far
right of the Billing Info section of the profile.

Company-employed service providers are required to enter their name, email information, company’s EIN, name, and
payment address information in the billing information section of the user profile. This information is used to establish
the company’s record in CJA 6x.

Billing Type:

B'llﬁng Info * Required Fickds

available billing info records

@) SelfEmployed

Company

Copy Address from Profile

Mame: =
Abraham Astley

Phone: = Fax:

210-555-3434
Address 13 =

110 Main Street
Address 2:

Address 3:

City: = Stater = (US anly) Zip Code: * {US onby)
San Antonio TEXAS * 73210

Country: =

UNITED STATES A4

You may add additional billing records by clicking Add. You, or the attorney for whom you are providing services, must
choose the billing information you wish to use when creating vouchers or authorizations.

Payments cannot be made if the social security number or EIN is missing from your profile. This is a requirement of the
payment system with which eVoucher is interfacing.

The Billing Info section has added Billing Type radio buttons that include:

¢ Self-Employed - used when payments are made to the expert’s social security number.
e Company - used when payments are made to a firm’s EIN number.

Validations have been added to billing information to ensure the data is in the proper format to be sent to the payment
system. If the data is not in the proper format, payments cannot be made. The system will alert you if there are
problems with your billing information data. You will need to fix those problems before payments can be made. We ask
that you access your profile and verify your social security number, add your social security number if it is not there
(unless you are acting only as an associate on the system) and verify your billing information. Please do this as soon as
possible so there will not be an interruption in your payments.
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Please note that you will not be able to change your social security number or your EIN once it has been synced with the
interface. Only the CJA6XAdmin user will have rights to change social security numbers. Also, remember to add new or
additional billing records if your billing information changes. Do not edit the existing record.

Expert Specialties

The Expert Specialties section will list any specialties for which you are approved for eVoucher billing. If you are selected
from the approved experts list, when vouchers or authorizations for service providers are created in eVoucher, the
selection of your specialty will populate your name and billing information (with social security number/EIN masked). That
specialty will also be checked on any of the CJA forms (CJA-21, CJA-24, or CJA-31) created in eVoucher.
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Home Page and Navigation (menu)

The home page provides access to information about your cases and billing information which you submit, or the billing

information the attorney submitted on your behalf.

Home Operations Reports Links Help  logout

> Home Welcome Teresa Tran:

Welcome Teresa Transcripts: My Profile

My Appaintments:  View

My

My Submitted

Documents

To group by a particular Header, drag the column to thil

To group by a particular Header, drag the colum)

Case Defendant Date Entered Case Defendant Type Status Dat
1:14-CR-088065-CC- Beatriz Ramos (# 1) 04/0/2014 1:13-CR-08810-FF- Jeffrey Gardner (# 1) C1a-24 . Submitted to Attorney 101
Seart: 04/09/2014 Claimed Amount: 0.00  Teress Transcripts S 10/13/2015 Chaimed Amount: 42.90 Teresa Transcripts / 0101.0000034

End: 04/09/2014 End: 10/13/2015
L:14-CR-OBBOS-AA- Al Perez (# 1) a-24  Voucher Ent 10/13/2015
Stan: 01011301 Claimed Amount: 0.00  Terssa Transcripts ;_J EdE i 1 Page 1 of

End: 011011501

1 Page 1.of 1 (2 itemg
C | d - To group by a particular Header, drag the colurm to this area. Search:

Case  Defendant Type Status Date Entered

Ko row s have been recorded on the database

Documents

My Documents
The My Documents folder contains vouchers which have been created by you or for you by the attorney. They have not
yet been submitted to the court for processing.

My Submitted Documents
The My Submitted Documents folder contains documents which have been submitted to the court for processing.

Closed Documents
The Closed Documents folder contains documents which have been completely processed.
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The eVoucher menu

Home Operations Reports Links Help logout

MenuBartems {

Home The eVoucher home page

Operations Appointments you have been assigned

Reports Selected reports you may run on your appointments

Links Hyperlinks to CJA resources: forms, guides, publications, etc.
Help Provides:

e Another link to your Profile
e “Contact Us” e-mail
e Privacy Notice

Logout Logs user off the eVoucher program

AUTH-24

The attorney will create and submit an AUTH-24 to the court requesting permission from a Judge to order transcripts.
Once permission has been granted, the attorney will complete the Transcript Request Form available on the District Court
website. After the transcript is completed, please contact the attorney to let him or her know that they must create the
CJA-24 voucher. After the CJA-24 voucher has been created you can send the transcript.

ClA-24

The attorney will create the CJA-24 voucher. The attorney should notify the service provider that the voucher has been
created and is awaiting completion by the provider.

Log in to the eVoucher application. The voucher should appear in your My Documents folder on your home page.

To group by & partoulsr Header, drag the: colusn to this area. Sead-u:l
Case Delendant Type _Slatus
L1 13RO 73768 Sevrin Brian |2 Cha-21 Wercher Entry
LT Chaimed Amound: 0,00 Charlene Campos ‘ Edit
B0 Interpreter Transiator
Page 1of 1 (1 ibems)

(Note: The same options and procedures apply for CJA21s and CJA24s. Your screen will list CJA-24 under Type)
To enter your fees and expenses, click the Edit hyperlink under the Status column.

The Voucher will open to the Basic Info tab screen. The left panel will display a running summary of the services and
expenses as they are entered and saved.
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(Note: The same options and procedures apply for CJA21s and CJA24s. Your screen will say CJA-24 Voucher Entry)

Home Operations Reports Links Help logout

ClA-21 I Basic Info Services Expenses Claim Status Documents Confirmation
! Voucher Entry —
f.: Jeffrey Gardner BaSIc Info
1. CIR/DIST/DIV.CODE 2 FERSON REFRESENTED [VOUCHER NUMBER
101 Jeffrey Gardner
3.MAG.DKT/DEFNUMEBER 4 DIST. DKT/DEFNUMEER 5. AFFFALS DKT/DEFNUMBER 6. OTHER DKT/DEF.NUMBER
1:13-CE-08810-1-FF
7.IN CASE/MATTER OF(Case Name)  |3.PAYMENT CATEGORY 9 TYFE FERSON REFRESENTED 10. REFRESENTATION TYPE
Start Date: 10 [USA v Gardner F;'lj)" (m;:l@g pretrial diversion |30 v Defendant Criminal Case
End Date: of alleged felony)
- 11. OFFENSE(S) CHARGED
o 18:1035F FALSE STATEMENTS RELATING TO HEALTH CARE MATTERS
Summary: $0.00 12.ATTORNEY S NAME AND MAILING ADDRESS 13. COURT ORDER
— [Forrest Fudd []A Associate [F]€ Ca-Connsel [ F Subs for Federal Defender
110 Main Strest - "
Total 0.00 - - 0 Appointing P Subs for Panel R Subs for Retained
& : San Antonio TX 78210 @A Emm Em.\
Travel [Phone: 210-834-8823 [F]8Prose [F] T Retsined Sttorney [F]¥ Standby Counsel
Expense Type Amount
Travel Miles $0.00 . o
Travel Misc £0.00 Pnor_.amru_\ s Name
Totals 50,00 jAppointment Dates
[Giznature of Presiding Judze or By Order of the Count
Expenses - _ _ - [Fanny Farkle
Enﬁm Type o 14 LAW FIRMNAME AND MAILING ADDRESS ateof Order Nunc Pro Tune Date
FAX $0.00 812013
Long Distance Charges $0.00 Repayment [ VES [7|NO
Phaotocopies $0.00
Postage
Other Expensas
= Payment Info
Preferred Payee  Abraham Astley ~
Abraham Astley
Eiling Code:0101-000002
110 Main Street
LTS San Antonio, TX
. _ 78210 - US
Link o ADDOINTment
Link to Appointment Phone: 210-555-3434
Link to Representation FTE
«First |[ <Previous [ MNext= [ Leste | [ save | [ Delete Draft |
 e— |

To enter your service fees and expenses, from the Basic Info screen, click the Services tab at the top of screen or click
Next at the bottom of the screen.
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Entering Services on a CJA-24 Voucher

Required fields are marked with a red asterisk. Enter the date of the service, number of hours billed and the rate. A
description of the service provided is required.

There is no autosave feature in eVoucher — make sure to click Save after every few additions. You will be prompted to
save if you try to navigate to another area within eVoucher.

Click the Services tab or click e Tl B incuices b Pryasmas’ 3 Detmmisaty <} Caslirmalion
Next.

Enter the Date, Service Type, No.
of Pages, Rate, and Description. s o Pages R -

fif
|

Note: You'll have two options to choose R m Bt
from under Service Type: Original or Copy.

The rate should vary between the two choices.

Click Add.

Fage 1ol 1 {1 deva)

[Fm |[ <Fwaan |[fesix |[ Lma= | [sem | [ Ceeind |

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

Click Save.

Basic Isls Services  F Enpenses Dt wenenis Confirmation

Click the Expenses tab or click
Next.

e ke o et . 500

Enter the Date, Expense Type, I n _—
and Description. -

Click Add.

-
L
|

The item will appear below in the Expense section.

. [ 4 Pt ” « Prowicim || Mt > Ir Laat = I ] II IWJHL".
Click Save. =
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Creating a CJA-24 Voucher (cont’d)

Bass Indi BErvioes Ewpenses  F Daiwments Cnlurmation

Click the Documents tab or click Supporting Documents
Next.

Click Browse to select a PDF file

to attach.
DEacrgtsn alsts  View
Note: All documents must be submitted in
PDF format, and must be 10 MB or less.
B Click Upload.
[ afest ][ avwvims |[ e [ Lmie | [ Eave Dilete Deaft ||

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

the voucher.

Click Submit.

B Click Save.
Atenior: The robes you enter wil e svalable to e next aporoval ieeel
Fublcfattomey
Click on the Confirmation Moo
tab. Verify all information
: X 4 1 swear and affirm the truth or correctness of the above statements

Select the affirmation Date: 7/1/2014 15:53:57 ~ Submi
¢y =2ubmit

check box. This will

automatically time stamp i ) crmea | [Bots [we: ] [Sw] [oowoen ]

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

Click Home Page to return to the

home page. Click Appointment Page

If you wish to create an additional Your voucher has been submtted for payment. You will recerve a notfication if we need more detads.
document for this appointment. Phease ke e fokrwng voucher rumbeer Sor o o records

0101.0000165

Back to:
Home Page
Appointment Page
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Returned Vouchers

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) CIA-21 - Voucher Entry
Start: 01/20/2009 Claimed Amount: 215,00 Abraham Astey S| 0101.0000030
Enc: 05/26/2010 Interpreter Translator T FINAL PAYMENT
1:14-CR-0B308-AA- Thomas Howell (= 1) CIA-21 -, Vioucher Entr
Stz 0GNE/2014 Claimed Amount: 0,00 Abraham Astley o it 1
EndzIoE2uLY Chemist, Toxicologist = =
i Page 1 of 1 (2items)

Should there be any issue with your voucher, the attorney may return the voucher to you for correction or additional
documentation. Any voucher returned to you will appear with a gold-yellow background. Often the return of the voucher
will be accompanied by an email explaining the circumstances. Additionally, you can examine the attorney notes on the
Confirmation page to find additional direction.

Printing a Form CJA24

Should you wish to print a copy of your submission, from the left-hand panel, click the Form CJA24 link to print a standard
version of the voucher.

Reports

Form CJAZ1

(Note: The same options and procedures apply for CJA21s and CJA24s. Your screen will say Form CJA24)
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