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CJA eVoucher for Attorneys

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
e 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, Internet Explorer 10.1 with Compatibility Mode,
Internet Explorer 11
e Apple Macintosh: Safari 10.1

CJA eVoucher | Version 6.4 | January 2020
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CJA eVoucher for Attorneys

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.

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 6.4 | January 2020
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CJA eVoucher for Attorneys

Creating a Single Login Profile (SLP)
Creating your Single Login Profile (SLP) only has to be done once, or whenever you need to relink your
account to your default court. To create your Single Login Profile (SLP), visit the eVoucher site for the
district or circuit in which you already have an eVoucher account.

Step 1

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

=0 anofficial website of the United States government

CJA eVoucher - Train District Court
SDSO0 Training - Release 6.4.0.0

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 x |

Motice: 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.

Step 2

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

B an official website of the United States govermment

CJA eVoucher - Train District Court
SDSO0 Training - Release 6.4.0.0

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

Username

Dattorney

Password

seosorees |

Forgot your password? /

Notice: This is a Restricted Web Site for Official Court anly. L ized 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 logged.

CJA eVoucher | Version 6.4 | January 2020
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CJA eVoucher for Attorneys | 5

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.

E= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Create New Single Login Profile

You will use the email address entered below to log into all of your assigned eVoucher 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 ‘ ‘Attcmey ‘

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
question 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

o

In what city or town was your first job?

Answer 1

Boston ‘

Question 2

‘ What was your childhood nickname? s

Answer 2

Davey ‘

Question 3

“»

‘ What was your first car?

Answer 3
Saturnl X
When you click Next, we will send an email with a lin irm your email address.

CJA eVoucher | Version 6.4 | January 2020



CJA eVoucher for Attorneys

Step 5

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

E= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

o Check your email

An email has been sent to daviddattorney@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 15 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 15 minutes and can be used only once. In the email message, click the
confirm your email address link.

O mbox Login Profile Email Verification - david attorney inbox x &5 @
%  Starred cja_atty@aotx.uscourts.gov 325PM (D minutes ago) Yy 4
© Snoozed fome ~
> Sent Dear David Aftorney
B Drafts Thanks for setting up - : :
y Please click on the link 1§ confirm your email address.
v ore | I
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 Start a meeting

Regards,
B8 Join a meeting US Courts

Hangouts

Step 7

Enter a new password to be used for your Single Login Profile (SLP). The new password must:

e Be at least eight characters.

e Be alphanumeric.

e Contain at least one lowercase and one uppercase character.
e Contain at least one special character.

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

CJA eVoucher | Version 6.4 | January 2020
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CJA eVoucher for Attorneys | 7

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

W\M CJA eVoucher - Train District Court
[l SDSO Training - Release 6.4.0.0

COURTS

Enter password

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

Enter password

Verify password

Password Reguirements

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 offcial website of the United States government

iriosiars| - CJA eVoucher - Texas Western District Court
TSD NV1 - Release 6.4.0.0

[ICOURTS

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

Notice: This s 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 af tha 11.5. Code. All activities and access attempts are logged.
Please wait ... &

CJA eVoucher | Version 6.4 | January 2020
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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.

|\' wiEnsiais | €JA eVoucher - Train District Court

]||CO URTS

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 pattorney 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 6.4 | January 2020
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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 >
tome =

"0" topmargin="0" style="background-color: #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'
froge the CIA - district_trng site. In order to start the recovery process, please

cli m i you will be taken to the proper page.

Regards,

US Courts

Note: The password link expires after 15 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 6.4 | January 2020
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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 15 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

Username

Email

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 6.4 | January 2020
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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.

E= An official website of the United States government

CJA eVoucher - Train District Court

SDSO Training - Release 6.4.0.0

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

I daviddatterney@gmail.com x I

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.

Step 2

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

E= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Sign in to CJA eVoucher

Please enter your password to continue.

Password

Forgot your password?

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

CJA eVoucher | Version 6.4 | January 2020
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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.

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.

Signin to CJA eVoucher

Please enter your password to continue.

Password

[Fo rgot your password? ]

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 6.4 | January 2020
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CJA eVoucher for Attorneys | 13

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 15 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) ¢ 4=
tome «

N

Dear David D Attorney,

On 10/20/2020 8:39:15 AM we received a request to reset your Online C1A password

- 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 6.4 | January 2020
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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 for 15 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

Confirm Password

Email

| |
BT

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.

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 6.4 | January 2020
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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 6.4 | January 2020



CJA eVoucher for Attorneys
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 hame
Profile icon
B= An official website of the Uni d States government

- gl

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 Signout

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 6.4 | January 2020
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Home Page

CJA eVoucher for Attorneys

Your home page provides access to all of your appointments and vouchers. Security measures prohibit
you from viewing other attorneys’ information. Likewise, no one else can view your information.

Claimad Amount: 0.00

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Enterec
3:19-M1-04562- . Mister Badman (# 4562) TRAVEL _ Voucher Entry 12/11/2018
S Claimed Amount: 0,00 ;_.' Edit
End: L
3:19-M1-04562-... Mister Badman (# 4562) TRAVEL 01/28/2020

- Voucher Entry

Page 1 of 3 (30 items)

Appointments

Defendant

Case: 3:15-MJ-04562-1L
Defendant #: 4562

Case Title: USA vs Badman
Attorney: Atty Longoria

Case: 1:19-MJ-96325-L
Defendant #: 9876

Case Title: Voucher vs USA
Attorney: Atty Longoria

Defendant: Mister Badman
Representation Type: DR 1 - Drugs Minus 2
Order Type: Federal Defender

Order Date: 06/06/19

Pres. Judge: Judge Longoria

Adm./Mag Judge:

Defendant: Practice Voucher

Representation Type: DRA - Drug Minus 2 Appeal

Order Type: Appointing Counsel
Order Date: 06/10/19

Pres. Judge: Judge Longeria
Adm./Mag Judge:

Page 1 of 1 (10 items)}

Defendant

All cases have been currently assigned

Mo data

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

Search:

Case Defendant Type Status Date Entered
1:19-M1-963... Practice Voucher (# 95... CIA-21 Submitted to Court 07/24/2019
Seart: 06(10/2019 Claimed Amount: 263.38  Longoria Expert /' 01010000389

End: 07/31/2013 Accountant FINAL PAYMENT

1:19-MJ-963... Practice Voucher (# 95... CJA-21 Submitted to Court 07/24/2019
S=rt 06/10/2019 Claimed Amount: 600.00  Longoria Expert Y 0101.0000391

End: 07/31/2019 Accountant LS LA

FINAL PAYMENT

Page 1 of 4 (34 items)

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

Search:

Case Defendant Type Status Date Entered
3:19M)-04  Mister Badman (# 9562)  CJA-21 . Voucher Closed 06/07/2012
S 06062019 Claimed Amount: 730.35  Misses Expert L‘;\‘- 0101.0000384
End: 06/07/201%  Approved Amount: 730,35 Computer Forensics Expert FINAL PAYMENT
3:19-M1-04 . Mister Badman (# 4562)  CJA-21 TG 07/23/2019
é‘f“t Claimed Amount: 0.00 Misses Expert I4#" 5101.0000387
= Chemist/ Toxicologist =
12

Page 1 of 2 (16 items)

osed Documents

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) CJA-20 _ Voucher Closed 06/07/2019
Seart: 06/06/2019  Claimed Amount: 4,234.2¢ Atty Longoria Lf— 0101.0000378
Ench 06/07/2015 Approved Amount: 4,234, FINAL PAYMENT
3:19-M1-04562  Mister Badman (# 4562)  CJA-21 Voucher Closed 06/07/2019
S DGOB/209  Claimed Amount: 730.35  Misses Expert | 11010000384
Enc ORI ppproved Amount: 730.35 Computer Forensics Bxpert 8 ouux: bavascsrr

12345 Page 1 of 5 (48 items)

Folder Name Contents

My Active Documents

to take action.

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

Appointments’ List

This is a quick reference to all your appointments.

requesting expert services or interim payments.

My Proposed Cases appear in this folder if an appointment has been proposed to you and you have
Assignments not accepted or rejected it.
. This folder contains vouchers for you—or your service provider—that have been
My Submitted . . .
Documents submitted to the court for payment, along with documents submitted to the court

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 6.4 | January 2020

17



CJA eVoucher for Attorneys | 18

Navigating in the CJA eVoucher Program

CJA eVoucher - Train District Court .
SDSO Training - Release 6.4.0.0 Welcome, David Attorney ©

David D Attorney (Attorney)

Home Operations Reports Links Accounts Help Sign out _m

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.

Customizing the Home Page

You can customize your home page to change the way your information displays in the folders.
Expand/Collapse a Folder: Click the plus sign (+) icon to expand a folder. Click the minus sign (-) to
collapse a folder.

Resize a Column

Step 1

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

Step 2

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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Group by Column Heading: To sort all the information within a folder, you can group 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.

B My Active Documents

|Tu 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

Td ? drag the column to this area.
C
Ca nt Type v 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 T Status
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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 mail 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 m

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  Operotions Reports Links Help  Signout

- Welp » Zingl Loan Erohle

Single Login Profile

Account Information -

First name Middle name Last name Sutfix
David B Attomey
Email address

attorneyl? 1 0@@gmail com

Password
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Modifying Your Name

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 -

Make any necessary changes, and then click Save changes.

Account Information

First name Middle name Last name Suffix

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

Updating Your Email Address

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

Email address
attorneyl2 10@gmail.com Edit

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

FREER A

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

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

Password

Confirm password
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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 +

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 ity or town was your first job?

L1

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.

CJA eVoucher | Version 6.4 | January 2020



CJA eVoucher for Attorneys | 24

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 more 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 -+
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Link Your eVoucher Accounts to Your Single Login Profile (SLP)——

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

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 user name 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 & court that you would like (o nk o your Single Login
Prafile? You will be able lo access all your eVouches Accounts through a Single Logm Profile and
swilch batwesan accounts without having (o log oul.

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

District Appellate

Train Destnct Court

Couwrt login usermame
Court login password >

]
=11
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Step 3

Click Link Account.

Court

L1

Train Circuit Court

Court login username

dattorney

Court login password

C....l....l \
m Link Account

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

> Help > Single Login Profils

O Link Success!

You have successfully linked this Circuit account to your single login profile.

Court Profile

If given access by your court, you can make changes to your eVoucher account information. On the
home page, point to your profile icon, and then click Court Profile.

= An official website of the United States government

CJA eVoucher - Train District Court )
SDSO Training - Release 6.4.0.0 Welcome, David Attorney ©

David D Attorney (Attorney)

Single Login Profile

Court Profile

Home Operations Reports Links Help Sign out

> Help > Court Profile

In the Court Profile you can:

e Edit contact information, phone, email, and/or physical address in the Attorney Info section.

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

e Add atime period in which the attorney will be out of the office in the Holding Period section.

e Document any CLE attendance.
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Changes made to your court profile are not applied to any of your other linked accounts. This 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.

Attorney Info Bar Number: TX125568

Wi Mamn: Finsid B Abaemos,

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
Your :ersa!al nfo ‘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 dgfault billing info is:

List all available billing info records David D Attorney
Billing Code:0101-000077
123 San Antonio Way Add
San Antonio, TX
78228 - US
Phone: 555-555-5555
Fax:

Holding Period No info has been stored. View

Please dick VIEW to type your info.
Continuing Legal No info has been stored. View

Please dick VIEW to type your info.

Education
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Attorney Info
Step 1

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

Attorney Info Bar Number:

Your personal info Your Mame: Andrew Anders

¥our Contact Info:

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

lisa_ornelas@aobe.uscourts.gov
deadmail@support.aob uscourts. gov
deadmail@support.aob uscourts.gov

Your Address:

110 Main Strest

San Antonio, TX 78210
s

Step 2

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

Your personal info Bar Number

[55M Instructions:
[If you are an appointed panel Tax Identification Number: * (I on Panel) [ Foreign Vendor?
attorney, you are required to enter S5H: [essnennnses
our Social Security Number in the '
SSM field. Confirm: |[esssssseses
[If vou are an associate only, do not First Name = Middle _ Last Name =
enter your Social Security Number in |Andrew | ”J"“"de"5 |
the SSN field.
Main Email =
Payee Certification: lisa_ornelas@aobx.uscourts.gov |
[This message informs you that the 2nd Email
Name and TIN entered are collected I t.30bUsCourts |
pursuant to IRS Guidelines that govern| Lk ourts.gav
hat information must be collected by 3rd Email
the judiciary for payments made to deadmail pport.aobuscourts.gov |
non-employeeds ;nd z‘;l?er entities fol'f Phone * Cell Phone Fax
ervices provided and for purposes of
issuing a Form 1099-MISC. You have 210-633-5623 | 210-555-1234 | |
provided this information under
penalties of perjury and certify that: Address 1+ City =
1 - The number entered as my 55M or | | |110 Main Street | |53ﬂ Antonio
EIN is my correct taxpayer Address 2 State * (US only) Zip * (US only)
identification number: and | |TEXAS vl |7321_0
[2 - 1 am a U.5. citizen, U.5. resident <
alien, or other U.5. person (a Address 3 Country
partnership, corporation, company, or | WED STATES V|
association created or organized in the
U.S. or under the laws in the U. 5.).

Notes:

e Each attorney (except associates) must enter their SSN into the user profile or they will not be paid.
e The Country field is automatically set to UNITED STATES unless otherwise indicated.

e Foreign vendors should 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.
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Billing Info

Step 1

In the Billing Info section, click Add if no billing information is available. Click Edit to change the
information already entered.

Billing Info Your default billing info is:
Andrew Anders a

Billing Code:0101-00002

110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623

Fax:

List all available billing info records

Step 2

Make any necessary changes and click Save. If applicable, add billing information for a firm or an
associate by clicking the corresponding radio button.

Biling Info Biling Type: cave
List all available biling info records O seff-Employed cancel
@ Firm
() Associate

Tax Identification Nurrber:
EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:
| I |

Address 1:

Address 2:

Address 3:

City: State: Zip Code:
[ || |
Country:

[unrTeD STATES v
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Billing Info * Required Fiskls
List all available billing info records B"!'ng Type:
\_! Self-Employed

i
./ Firm

) )
2! Associate

Billing Code: | | verify |

Notes:

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

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

e See the Associates Functionality document to learn more about creating vouchers as an
associate.

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 Select the Copy Address from Profile check box if your billing address is the same as your
attorney info address.

Holding Period

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

Step 1

In the Holding Period section, click View.

Holding Period There are 9 periods of time during which cases cannot be taken.
Step 2
Click Add.
Holding Period [ Back | | [ Eac ||[ add || [ pelete |
Search:
Starting Ending Notes

Mo Holding Period

Mo data
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Step 3

In the corresponding fields, enter the starting date and ending date, along with any applicable notes.
Click Save.

Holding Period [ Back |
Starting Date Ending Date
4/27/2020 = [s11/2020 =3

Notes

Val:ﬂl:iun.|

Appointments’ List

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

Step 1

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

Appointment Info
TEOCBEThIY CObE Tr
hlol %nm
2 : T AP, BT BT SRR TR
1:14-CR. 088001 A0
. T ]
fosa v. Branscn eicay (including pre.trial 81ertion |y Dfonam foraminal Cae
[T OFTEGES, CHdIs
£:1523 F INSPECTION VIOLATION PENALTIES
['ﬁ:mmwm—. I3
¢ Anders oDfesrl T sk Fadaral
u 1 4 At € CaCommul
Create New Voucher 110 Main Street Delrnder Detinsar
fise: Amtomio T 76200 4L Larad Conmal 5 O Appintmg P bt Pl - S ar Ranined
frhcme: 210-533-260%  tCagerad Ouly Comml Ansesay Asry
Authortralivn l Expred and sther foeit phoee: 210.555.1234 T O TR O USRI gy
5 il lisa s g e a
o £ ¥ Senndly Commal
AUTH-24
Aulborizalion for paymerd of Fcioe Abtmrney's Name
- firrizimest
. o Pl Judg s By Oedos f the Comt
BUDGETALTH ot i S
fusthicization for Prcess Altey (LU0 PR SASIE A0 AL VG ADDRESS -rimkipy
Fee andjor Expeit gl otfer Servim Fim—
on Budgeted Case SRR
ca-2n Create Vouchers on File
Appontrent of and Autharty o Fay
Caurt-Aggonted Lounial Ta group by & partxiulss Header, deag the ok b this ares. Search: |
CIA-71 Create Case Defendant Type Shatws Date Emtered
Anhocioaticn el Vowhar S Eart LLSCR-0SI0E-A:  Jebefish Beansan (7 1) o0 [E—— afizjane
and ethes Senices e GTVE Clamed Amunt 6.350.00  Asdrew Asders e AT
CIA-24 Crsale ot OREVNS Aooeoreed Reseusd: 6,350.00
Autharation aed Veuches for LIACR S35 44  Jehediah Brangon (= 1] MUTH Vmcher Clesed sy
e S DU 16
Parpmeed of Transeriph e mm :,I!Iwm Chernist sk alogist VL, BAILORNO0IZ
[Te Cromte ¢
Statement for 3 Compencation Clam LLE-CROSBOS M,  Jotdnh Besson (# 1) AUTH-24 . Vomcher Enry i
in Excess of the Stabutory Case o Clmed Ameunt: .80 o
Competation Maxmes: DRt L
Court i
LA-CRGSANS AA.  Jebodiah Beamon (4 1} =) Vomdhar Botry 11852015
TRAVEL =3 CHAna Nt w05 Noca
Autonization for payment of Travel
LAA-CE-0M05AA:  Jebediah Bramson (= 1} =) = oscher Lritry LSS
T B Claimsed Ameunl: 050 =+
b ’
Acugictment Bepor}
LiL-CR-08805 80 Jebodieh Brmngon (= 1) AUTH2Y Viocher Cloind LTt 0
Difendant Detl Dudget Sencet S BTG Caimad Amaunt: 0,00 4 gn01 ooc00n
Deetasl bugget infa far defendant ok .
LISCR-OMOEAL  Jebediah Beanson (7 1) TRAVEL _ Voschar Fritry [T
T - Cwimed Ameunt: 0.00 N
delendant -
LISCROMOEAL  Jebadah Bewasun (¥ 1) 2 Vowther Entry LT
pr— oy Chaimad Amaunts 0.0 E
Cass Dot Dudhont Recnt
LASCROSI05 AL ebodish Bramsgon (# 1) e Voocher Loty W
Py Clasond Aeunt: B2.75 Andrew dnders |
ok AT 00K = FINAL PATMENT
LRSS AL Icboded Brsmson (£ 1) MITHZ4 . Vomchar Closd wEe
i BH NG Claimscd Auunl: 0,80 i
e iy ' IL02010
122452 - Lat= Fage 1 o 7 (70 Rems)
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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.

View Representation

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

Step 1

In the Appointment section, click the View Representation link.

Appointment
II Da0e W

Representation Info

1 CIR/DISTDIV.CODE 2. PERS0N REPRESENTED [VOUCHER NUMEBER.
101 Pebediah Branson
[T0AG. DRTDEF NUMBER  |4.DIST DRIDEENUMBER |5 APPEALS. DRLUDEF NUMEER |0 OTHER DEI/DEF NUMBER
1:14-CR-02805-1-44
[T IN CASEMATTER OF(Case Name) | 8. PAVMENT CATEGORY _ |V.IYPE PERSON REFRESENTED | 0. REPRESENTATION TVPE

) [Felony (inchading pre-trial diversion
Representation Report US4 B lof alleged felony)
TL. OFFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES
[EXCESSFEELIMIT  |PRESIDING JUDGE RIACISIRATE JUDCE DESIGNEE 1
I511,500.00 |ATbert Albertson

Adult Defendant [Criminal Case

DESIGNEE 1

App.ID Attorney Order Type Order Email

4 Andrew Anders Appointing Counsel 03/03/14 lisa_omel uscourts.gov
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Creating the CJA-20 Voucher

CJA eVoucher for Attorneys

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

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.

CIA-20

Appointment of and Authority to Pay
Court-Appointed Counsel

Create

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

CIA-20

Attorney E

3

(2] ediah Branson

Link to CM/ECF

Voucher #:
Start Dat 14
End Date: 14

© services: $0.00
(5] Expenses: 50.00

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Eorm CJA20

Defendant Summary Budget Report
Totals only of budget info for
defendant

Notes:

Tab headings

|» Basic Info Services Expenses Claim Status Documents Confirmation
appear at the
Basic Info fth
T CIRUDIST DIV.CODE 2 FERSON REFRESENTED [VOUCHER NUMBER top of the
101 JTebediah Branson
3 MAG. DKT/DET NUMBER 1 DIST. DKT/DEF NUMBER . APPEALS. DT/ DEF NUMEER 6. OTHER DKT/DEE NUMBER screen.

1:14-CR-08803-1-AA

110 Main Streat
San Antonio TX 78210
[Phone: 210-833-3623

7.IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 9 TYPE PERSON REFPRESENTED 10. REPRESENTATION TYFE
lUSA v. Branson iEloay (rchufing e trildversion. | |Criminal Case
fof alleged felony)
11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMATLING ADDRESS 13.COURT ORDER
|Andrew Anders - Bar Number: 12345 [[]A Associate []€ Co-Counsel

DFS\IM{MF&HHM O:\p])mnnngcmsel
[ |P Subs for Panel Attorney || R Subs for Retained Attorney
[]¥ Standby Counsel

Jeiznature of Presiding Judge or By Order of the Court

14 LA FIRM NAME ANDMAILING ADDRESS

| Albert Albertson
[Date of Order
332014

Nun« Pro Tunc Date

Repayment [ | VES [ N0

Payment Info

Preferred Payee | Andrew Anders

Andrew Anders
SSN/EIN: ***-**-6789
123 Legal Blvd. South
AnyTown, DC

12345 - USA

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

A progress bar

appears at the

bottom of the
screen.

<« First H < Previous H MNext > || Last » | | Save ‘

[ Delete Draft Audit Assist

e 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 Expenses Claim Status Documents Confirmation

Services
Date 4/17/2020 | =2 Description
Units ‘ -
Rate *

* Required Fields
To group by a particular Header, drag the column to this area.
Date Description | I.lnils| Rate | Amt

(Empty)
[ «Fist |[ <Previous |[ Mext> || 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 af17/2020 | =3 Des
L 4 April 2020
Rate
I: = Su Mo Tu We Th Fr Sa
» 29 30 31 i 2 3 4
* Required Fields * 5 6 7 8 9 10 11
» 12 13 14 15 16 17 | 18 | |
To group by a par| = 19 20 21 22 23 24 25
E 26 27 28 29 30D 1 2 1
Date | Descy B - ~
#* 3 4 7 [ 7 il 9 -
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Click the Service Type drop-down arrow and select the service type.

Services
Date a/17j2020 | =2 Description
Service Type || | = |x
Doc.# (ECF) In Court Services
Hours a. Arraignment and/or Plea =
b. Bail and Detention Hearing
* Ragpared Fickds <. Motion

To group by a pg 4 Trial

- - 2. Santencing Hearings

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

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

Services
Date 4/17(2020 | * % Description First appearance an arraignment of defendant,
Service Type | a. Arraignment and/or Plea - | =
Doc.# (ECF) | Pages =
Hours *  at $148.00 per hour.
Ronydred Foks

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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Entering Expenses

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

> Basic Info | Services | I Expenses |/ Claim Status | Doc

+ Confir

Expenses

Date 4/17/2020 | ==ZH Description

Expense Type | -|=

Miles at $0.535 per mile. -

—
= Required Fields

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

Expense Type Date Description | Milel Rate | Amit

(Empty)

—_—
« First | [ < Previous ||[ Mext> |[ Last= Save

Delete Draft Audit Assist

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

Expenses

Date af9f2020 | *=H

| Expense Type

Miles Travel Miles

Amount

Travel Misc.

Fax

. . .
Fequirad Fields Long Distance Charges

Tao group by a ps Photocopies

Expense Type Postage

Other Expenses

5 drea.

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

description. Click Add.
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Expenses

Date 4f17/2020 | = % Description Travel to and from court.

Expense Type |Travel Miles - |=

Miles | 20 at$0.535 per mile. -
Amount “ Add ||| Remaove
* Required Fields

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

Expense Type | Date | Description | Hil% Rate | Amit

(Empty)
<t ] [ <o | [ iwt> ] [ 1>

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

Expenses

Description

Date 4/17/2020 | =25

Expense Type | > |*

I:I * at $0.535 per mila.

Miles

Amount

* Required Fields

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

CJA eVoucher | Version 6.4 | January 2020
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Step 4

Click in the Date column header to sort expenses by date. Click Save.

Expenses

Date 4172020 | =28 Description

Expense Type | > |*

Miles l:l * at 50,535 per mile. *
Amount | Add | | Remove
* Requirad Fields

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

Expense Type | Date | Description | Hile| Rate | Amt
Travel Miles 04/17/2020 Travel to and from court, 20 $0.535  $10.70
Photocopies 04{17/2020 Copies- 100 pages @ .10 per page. 0 $0.000  $10.00

[P [<provius | o> ] [ o>

Notes:

e If you choose photocopies or fax expenses, indicate the number of pages, and the rate charged

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

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

P v [ o7
Payment Claims =
) Final Payment
O Interim Payment (payment #)

(@] Supplemental Payment
) Withholding Return Payment

=* Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for c ion and/or rei for this case? = O¥es Ohia
If Yes, were you paid? Yes No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment . Oves Tino
(compensation or anything of value)from any other source in connection with this representation?
* Required Fiekds
[t ] [< rovis || voscs [ _tostn ] Come ]
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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 Documents Confirmation

Claim Status

statpate | [« EndDate [ |=7f

Payment Claims =
) Final Payment
) Interim Payment | )
Q 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? = iz W
If Yes, were you paid? Yes Mo
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment _ Oes Cltio
(compensation or anything of value) from any other source in connection with this representation?
* Required Fiekds
(CFirst ] [ Previous | [ Wext> | [Ttast> | save
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, 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.

o 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.

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.

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 CiUsers\JaimelLongoria\l Browse...
Description |Ducument |

Upload
Description Delete View
Document Delete Wiew

[« st ][ <Previous || mext> ||| vast»

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
T

<] [prevows ] o> ] [ =T
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Signing and Submitting to Court
Step 1

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.

Basic Info Services Expenses Claim Status Documents | Confirmation
Confirmation
1 CIR/DISTDIV.CODE 2. PERSON REFRESENTED VOUCHER NUMEER
lebediah Branson
3. MAG. DKTDEF NUMBER 4. DIST. DKT'DEF NUMEBER AFPEALS. DKT'DEF NUMEBER 6. OTHER. DKT/DEF NUMBER
[1:14-CR-08803-1-A4
7.IN CASE'MATTER OF(Caze Name) 3. PAYMENT CATEGORY 9. TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE
. [Felony (including pre-trial diversion .
[USA v. Branson Jof alleged felomy) Adult Defendant [Criminal Case
11 OFFENSE(S) CHARGED
[15:1825 F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY'S NAME AND MAILING ADDRESS T3, COURT ORDER
Andrew Anders 01 D Federal 1 F Subs for Federsl
110 Main Street o A Assodute O CCoComst prger Defener
[San Antonio TX 78210 O LLearned Counsel @ O Appointing O P SubsforPanel 0 R Subs for Retsined
[Phone: 210-833-3623 {(Capital Oaly) Counsel Attormey ¥
Cell phone: 210-353-1234 O SErose O T Retained O USsbsfrPro | v soinaive
[Email: lisa_omelas@aotx nscourts pov Attarney Se
O ¥ Standby Counsel
- IPrior Attormey's Name
14 LAW FIRM NAME AND MAILING ADDRESS |Appointment Dates
Jandrew Anders TIN: XX-3000000K e ing Jad or By Ordersfthe Court
110 Main Street [Date of Order ‘Numc Pro Tunc Date
[San Antenio TX 78210 US 332014
[Phone: 210-833-5623 Repayment 0 YES @ NO
CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL " -
CATEGORIES Jouksy | avount | ADISTED | ADIUSTED REVIEW
CLAIMED
15. |2 Armaignment and'or Plea 0 S0.00
b. Bail and Detention Hearing [ 50.00
. Motion [] $0.00
d. Trial [1] 0.00
&. Sentencing Hearings [] 0.00
£ Revocation Hearings [ 0.00
£ Appeals Court [] 50.00
h. Other 1] $0.00
Totals Q $0.00
16. | 2. Interviews and Conferences Q 50.00
b. Obtaining and Reviewing Records [ $0.00
. Legal Research and Brief Writing [ 50.00
d. Travel Time 0 $0.00
. Investigative or Other Work 0 50.00
Totals 0 $0.00
[Travel Expenses (lodging, parking, meais,
7 fnileage, ete) 50.00
n Other E.xpen:es (other than expert, $0.00
ramscripts, etc )
GRAND TOTALS $0.00
.
N CASE COMPLETION
FROM: TO:
22. CLAIM STATUS O Funal Paymest O Interim Payment (#) 0 Supplensental Pryment O Withholding Payment (---) (Total
Have you previously applied to the court for compensation and/or reimbursement for thiscase? 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 (compensation or anything of vaiue) from
any other source in connection with this representation? o YES o NO  If yes, please attach supporting documentation
1 Swear or affirm the truth or correctness of the above statements.
Signature of Attorney: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
31N COURT COME. 1-0UT OF COURT COMP. F TRAVEL EXPENSES |6 OTHER EXPENSES 77 TOTAL AMT. APPR/CERT.
Ea SIGNATURE OF THE PRESIDING JUDGE [DATE 7 JUDGE CODE
5. TN COURT COMF. ‘OUT OF COURT COMF. T TRAVEL EXFENSES 1. OTHER EXFENSES |73 TOTAL AMIT, AFPRUCERT.
1 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR [DATE s JUDGE CODE [TOTAL AMT. CERTIFIED FOR
[DELECGATE) Payment approved in axcess af the statutory threshold [PAYMENT
Jarmonune

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: @ Subm-t

< First || < Previous || Next> || Last» Save
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Step 2

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.

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

Public/ Attormey
Notes Notes

[¥] I swear and affirm the truth or correctness of the above statements
© Submit
[«Frst || <Previous ][ mext> |[ Last» | | save | | Deletepraft |

Step 3

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 payn
Please keep the folowng voucher number for your ow records:
0101.0000150

Back to:
Home Page
Appointment P:

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
L1:14-CR-08805-AA- Jebediah Branson (= 1) ClA-20 Submitted to Court
Saa: 0611272014 Claimed Amount: 89.20 Andrew Anders / 0101.0000150

End: D612/2014

TSGR 0ea05-AA- Jebediah Branson (= 1) CIA-20 Submitted to Court
Sat 0032004 Claned Amount: 778.40 Andrew Anders oL

End: 0605/2004 INTERIM PAYMENT
1:14-CR -03805-AA- Jebediah Branson (= 1) AUTH Submitted to Court
Sta: Q40272014 Claimed Amount: 1,000.00 Chemist, Toxicologist / 01010000002

End: 01/01/1900

1 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.

My Documen

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-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.

(5] Expensc s: §26.20

I

Expand the item by clicking the drop-down arrow to reveal specifics.

0 Services: §63.00

In Court Services
Service

Arraignment and|or
Plea

EBad and Detention
Hearing

Motion Hearings
Trial

Sentencing Hearing
Revocation Hearings
Appeals Court
Other

2

o oo o000 O

Totals

Out of Court Services
Service Hours
Interviews and a

i= 1
Obtaining and
Reviewing Records
Legal Research and
Eirief Writing
Travel Time 0
Investigative and 9
Other Work

Totals

o

o

© Expenses: §26.20

Travel
Expense Type
Travel Mies
Travel Misc
Totals

Expenses
Expense Type
Fax

Long Distance Charges
Photocopies

Postage
Other Expenses

Totals

Amount
$11.20

$11.20

$0.00
$0.00
$15.00
£0.00
$0.00
$15.00
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Reports and Case Management

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

Therefore, attorneys are encouraged to monitor the status of funds, attorney hours, 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.

. 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 Budoet Repart
Detail budget info for defendant

Form CJAZ20

Defendant Summary Budget Repaort

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 Representation: Criminal Cage
Budget Amount Reguested: $0.00
Budget Amount &pprovad: £3,300.00

ancing C 0 wowd | amountRemaing
Time Parbod Vouchsr
For Vouchar Humbsr Faea Expanass Total Faas Expansas Total Aftar Approved | After Approved
Trawal Orthar Trawel Other 4nd Panding
Attorney: Andrew Andsrs  (Appolniing Counssl) Actlve
0232018 o 0232015 | 0101 0000001 30,00 30.00 +0.00 5000 95.350.00 .00 s0.00 36,250.00 33.550.00 33.550.00
01011901 o 011490 50.00 50.00 §0.00 $0.00 $0.00 0.00 s0.00 50,00 $3,550.00 $3,550.00
01011901 o 01D1A90 50,00 50.00 £0.00 s0.0 1.00 100 s0.00 0,00 $3,550.00 $3,550.00
Total Panding: $0.00 Total Approved: $6.350000 $3.550.00 %3.550.00
Panding amount Remalning
Time Period Vouchsr
For Vouct Humbsr Fasa Expenass Total Faes Expanzas Total Aftar Approved | Aftsr Approved
Trawal Othar Trawel Other And Panding
Authorization Humbear: 0101 0000002 . .
Spacialty: Chemis, Ti X amount Requested: $1.000.00 Amount Authorized: $0.00 Attomey: Andrew Anders

= — D
Counsel CJA20 or CJA30

hers sa well ag for Feas Expenass Total Faag Expenass Total Approved and Pending
w“‘““mm%& Traval Other Travel Other Foes Fasa and
submitted expenditures for this Expenzoa
*Ooas not IIlHI;ﬂ Travel Auth $0.00 $0.00 $0.00 $0.00 $6,350.00 $0.00 $0.00 $6.350.00 $E,350.00 $6.350000

Trursday, Movember 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 Repressntation: Criminal Case
Budget Amount Requeated: $0.00
Budgst Amount Approved: £3,900.00

i 0 apmwd | AmountRemalning
Fuvm ““'n]:; Fegs Expansas Total Feas Expangss Taotal After Approved | After Approved
Travel Ofther Travel Othar And Pending
Attomey: Andrew Anders  [Appointing Counssal) Active
Total Pending: $0.00 Total Approved: $8.350.00 $3.550.00 $3.550.00
Panding Amount Remalning
Time Period Vouchar
me Numbar Faes Expenses Total Fess Expanses Total After Approved | After Approved
Travel othar Travel Other And Panding
spacialty: 2Aldd Amount Requesated: $1,000.00 Amount Authorized: $0.00 Attormey: Andrew Anders

e s e
Counsel CJA20 or

vouchers g well 38 WoUuchsers for Fass Expensss Total Faas ExXpengss Total Approved and Pending
et S icus o o) Travel Other Travel other Faes Feas and
submitted sxpenditures for this Expanzes
“Doas not Includs Travel Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $5.350.00 $6.350.00 $£6.350.00
Trurseay, November 0S5, 2015 - Ver. 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

Autharization 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.

If the request does not require advance authorization, click No Authorization Required. If you have a
previously approved authorization, click Use Existing Authorization.

|» Basic Info

Basic Info

1 CIR./DISTDIV.CODE 2. PERS0N REPRESENTED [VOUCHER NUMEER
101 Jebediah Branson
3. MAG. DKT'DEF NUMEER 4.DIST. DKT/DEF NUMEER 5. AFPEALS. DKT/DEF.NUMEER 6. OTHER. DKTDEF.NUMBER.
1:14-CR-08805-1-A4
T.IN CASEMATTER. OF(Caze Name) 5. PAYMENT CATEGORY 0_TYPE PERS0N REFRESENTED 10. REPRESENTATION TYFE

. [Felony (including pre-trial diversion
[USA v. Branson of alleged felony) P

T1. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
[EXCESsFEELTMIT  |FRESIDINGJUDGE | MAGISTRAIE JUDGE DESIGNEE 1
$11.500.00 |Albert Albertzon

A dult Defendant Criminal Case

DESIGNEE 1

Authorization Selection
You can click the Use Existing Authorization button to select from a list of approved authorizations, or dick the Mo Authorization Required button
if under the statutory limit.

No Authorization Required

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

Use Existing Authorization
Select this option to display and select
from a list of approved authorizations
for this appointment.

+ First | | < Previous | | Next > | | Last »
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Step 3

If you click Use Existing Authorization, a list of associated authorizations appears. Click the desired
authorization, which turns blue when clicked. You cannot continue until it is highlighted.

Please Select the Associated Authorization

ID Number: 4

Order Date: 03/04/2014
Authorized Amount: 51,000.00
Grand Total Amount: $1,500.00

Service Type: ChemistToxicologist
Estimated Amount: 51,000.00
Motes: Abraham Astey

ID Number: 186

Order Date: 02/01/2017
Authorized Amount: $100.00
Grand Total Amount: £100.00

Service Type: Interpreter/ Translator
Estimated Amount: 55,000,000.00
Motes:

Step 4

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

Searvice Type Chemist/ Toxicologist W=
Toxicology report.
Description
Step 5

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

|Expert |Astley, Rick v||

Expert Info Rick Astley

Details 110 Main Street

San Antonio TX 78210 U5
Phone: 210-555-3434

Voucher Assignment = @ Attorney ) Expert
This indicates who will be responsible for filing the voucher diaim part

Create Voucher
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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.

o If the expert selected is authorized to use eVoucher, you are done at this point and can click
Home or Sign out.

e 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.

Step 6

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
OR you can enter the required information for another provider

Expert 'Y

|F|rsl Name | |Midd|e Name Last Name =

Email * |

Phone = | Fax

Address 1 = | |City * |

Address 2 State (L1.S. Only=) Zip*
| ]

Address 3 Country *

| | [UNITED STATES V|

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

Create Voucher
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Step 7

If the service providers or experts have rights to enter their own expenses, the 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

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

Expert |Campos, Charlene v/|

Expert Info Charlene Campos
Detals 110 Main Street
5an Antonio TX 78210 US
Phone: 210-477-2344

Voucher Assignment = ) Attorney @) Expert

Create Voucher

Step 8

Once you have made your selection, click Create Voucher.

110 Main Street
San Antonio TX 78210 U5
Phone: 210-477-2344

Voucher Assignment = ' Attorney ‘@ Expert

Create Voucher

Notes:

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
populates.

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.
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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 | I Services || Expenses | Claim Status | Documents |+ Confirmation

Services

Date 04/17/2020 | == Description

Units = =
Rate *
* Required Fiekds

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

Date ‘ Description | Uni‘ls| Rate ‘ Amt

(Empty)
«First | [ <Previous | [ Next> |[ Last>

Step 10

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 411772020 | =3 Description

Expense Type ‘ - | ®

Miles at 50.535 per mile.

Amount & Add Remove

* Requirad Fields

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

Expense Type Date Description Mile Rate | Amt

(Empty)

< First_] [ < Previous | [ text> [ Last>
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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 [ Claim Status Doc

Confir

Claim Status

startpate | |+3{

End Date

Payment Claims =

) Final Payment

) Interim Payment

O Supplemental Payment

(payment #)

) Withholding Return Payment

** Reminder: Pleaze select the appropriate daim status.

* Required Fields

[ 1
[ «first |[ < Previous |[ Mext> ||[ Last=
| S—

Notes:

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

Delete Draft

Audit Assist

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.

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

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

Step 12

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

Supporting Documents

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

Claim Status Confirmation

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.

Basic Info Services Expenses Claim Status Documents | Confi

Confirmation
1 CIR CODE 2. PERSON REFRESENTED [VOUCHER NUMBER
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. Branzon efa]leged felony) A4 dult Defendant [Criminzal Case

TL OETENSE(S) I
15:1825 F INSPECTIO\I VICLATION PENALTIES

T2 ATTORNEY S STATEME]
|as the artomay Fnﬂll!pu:m!@n;emsd ahove, Thereby affirm fant the sarvices requested ave mecassary for adequare reprasemmation. T hareby raquast
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
w 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

o Tramslaior 0 16 Voice/Andio Analyst
18, COURT ORDER 1 08 Psycholagist O 17 Hair/Fiber Expert

fed hving oy the courts satsfaction, the
, “t5e| (1 04 Paychiatrist [0 18 Compaier

s epi e 11 e s S e etare Systems)
Siganure of Presiding fudge or By Order of the Coun ) 08 Dacaments Examiner 019 Parategal Services
[Albert Albertson ) 20 Lagal Analyst/Consubiast
[Date of Qv Musi Pro Tune Date £ 07 Fisgerpriat Auslyst e
03042014 0 08 Arcoustent 24 Jury Coultant
Repayment 0 YES @ XO 0 09 CALR (Westhuw Lesis, tc) 0 22 Mitigaton Specilist

10 Chemit Toxcaogst © 23 DaplicatonSeices

o0 11 Ballistcs ) 24 Otter (Specify)

O 13 WeaponsFirearms/Explosive 0 25 Litigation Support Services
Expert 0 16 Compater Foremsics Expert

01 14 Pathologist Medical Examiner

NOTES
[Abraham Astley

a ? o :
- Trav i (1o0Ag, PRIE, WG,
e %)

ALS
(CLAIMED AND ADJUSTED)

17 PAVEE'S NAME
|Abraham Astley TIN: XX-XXXXXXX
110 Main Street

San Antonio TX 78210 US

[Phone: 210-555-3434 jng Payment (—) (Total —)

[CLAIMANT s CERTIFICATION FOR PERIOD OF SERVICE: FROM 042020200 84202020

ety cerify tha he abane clit o edered sl i coerecs, amcd |

gmature of Claimant Payee:

T8 CERTIFICATION OF ATTORNEY T kereby certiy T caoe
Signature of Attorney:
[Date Signed

AFPROVED FOR PAYMENT - COURT USE ONLY

15, TOTAL COMF. 10, TRAVEL EXPENSES 1. OTHER EXPENSES [zz TOTAL AMT. APPRCERT.

T O Etbar the cont (reel was obrined

T
0 Priee autherization wes not nblmn!d.bu[mmemmel[nﬂmutzmamunﬁnimumeh phelisskn autherization, even
(iRcluding expencer) excesds the sanaory auagim

Sigaature of Presidiag Judge Date Tudge Code

[FT TOTAL COMF. T TRAVEL EXFENSES Izﬁ OTRER EXFENGE Iz" TOTAL AMOUNT

7T PAYMENT APPROVED IN EXCESS OF THE STATUTORY THRESHOLD

Sigaature of Chief Judge, Court of Appeals (or Delegate) Date Judge Code Tolal Amt, 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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Step 14

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.

Yeur voucher has been submitted for payment. You wil receive a notificason if we need more detads,
Please keep the folowing voucher number for your own reconds:

0101.0000154

P
Appointment Page

Submitting an Authorization Request for Expert Services

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.

Appointments Defendant
Case: 1:14-CR-08805-AA Defendant: Jebediah Branson
Defendant #: 1 Representation Type: Criminal Caze
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 Create
Authorization for Expert and other
Senvices
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Step 3

Click Create New Authorization.

Authorization Type Selection

You can click the Create New Authorization button to create a new authorization request, or dick 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.

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 Requested Provider field
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| Basic Info Documents Confirmation
Basic Info
1. CIR/DIST/DIV.CODE 2. FERSON REFRESENTED VOUCHER NUMBER
101 ebediah Branson
3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEE NUMBER 5. AFPEALS. DKI/DEF NUMBER 6. OTHER. DKT/DEF.NUMBER.
1:14-CR-08803-1-A4
¥ CAERATTER OF G Name |7 PAYSENT CATEGORY S TYPE FERSON REFRESESTED T EEFRESENTITION TVPE
) [Felony (including pre-trial diversion L.
JSA v. Branson Jof allezed felomy) 4 dult Defendant |Criminal Case
1 OFTENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
11 ATTORNEY'S NAME AND MAILING ADDRESS T13"COURT ORDER.

Basic Info | [» Documents Confirmation

Supporting Documents

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

File C:\Users\JaimeLongoria\l Browse...
! | Description |DDcument |
Description Delete View
Document Delete Wiew
I | | |
[Pt ] [<Frevows | [ oot> [ s oo ]
— |
Service Type |Ir1vest|gab0r Vl =
Requested Provider |Johr1 Doe |
| =First || < Previous ||| Mext = ||| Last = | | Save | | Delete Draft |
——l

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.

Step 6

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.
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b Confirmation

o
0
oSO
511825 F INSPECTION VIOLATION PENALTIES
T ATTORVEY S SEATENENT
e R - FrO—
P ——
T —
[Asdraw Andery
110 Main Street
e Anrorzo TX 76210
Phose: 210.833.5623
Joul phone: 210.553-1234
[Emai: s3_omelas Baots wconts gov
TR
P re— 0 16 Ok Nl
L Te—— EET—
4. CouRT ORDER © 0Py e -
9 P 18 Compun
s e b 175 B i, [y e—
[ i e 3 e b o © 84 Docaments Pusmines 1P S
st o P —
ot e Smcors T D e A O 1y Constant
ptmat 11 YES 80 AL WL ey 2 MOORIS St
— 2 Duphasion Srie
et e
o -
e TEBY | 24 Chmpat Forwsics Eypt
Y S —
o
e ol Frencing Tz e e Tolee Code Tprore] Aot o Approved Amout
T Chuet Judge, Couttof
Fﬂm‘;‘;ww‘f@' o IIm:ngned Judge Code Approved Amount

Attention; The nates you enter il be available to the next approval level
Public/attomey
Mates
[] 1 swear and affirm the truth or correctness of the above statements. _
Date: ¢ Submit

o) e e J e ]

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.

The Basic Info page appears.

[success |
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

Back to:

Home Page

Appointment Page

Creating a Travel 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, in the Create New Voucher section, click the Create link next to TRAVEL.

TRAVEL

Authorization for payment of Trave

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

Step 3

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.

Basic Info | I Authorization Request Documents Confirmation

Request For Travel*

* Required Fields

MHame and Title of Person Traveling: Andrew Anders *

123 Way *
Address of Person Traveling: San Antonio, TX 78229
Travel From Location: San Antonio, TX =
Travel To Location: Los Angeles, CA =
Estimated Dates of Travel: 5/25-5/28 =
Travel Requested: = i Cost: ions for i ats for th | items:
Airline Tickets via CJA Government Travel Agency: 300.00| [ Complete the estimated dollar amount for each applicable line.
Ground Transportation: 20.00| | rhe "Total Esti Cost" field is automatically calculated based
Subsistence (Hotels & meals): 100.00] | on the estimated amounts entered in the Travel line items.
Other: l:l Complete information for one traveler per form.
Total Estimated Cost: 420.00
Total Authorized:

Travel to talk to witness,
Purpose and Justification:

Court Notes:

= All travel and expenses must be in compliance with travel ions. Actual cost of hotel and meals up to the established per diem rate. Expenses
for travel for one day or last day is up to the MGLE rate.

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

Purpose and
Justification
Andrew Anders San Antonio, X Los Angeles, CA 5/25-5/28 Travel to talk to witness.

Traveler Travel From  Travel To Travel Dates

Page 1 of 1 (1 items)

<< First | [ < Previous | [ Nexts | [ Lasto>

Step 4

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 Authorization Request | Documents Confirmation

Supporting Documents

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

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

Description |Trave| Receipts

Travel Receipts Delete View

<<t ] [< previous ] [ next> | [ Tasto>
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Note: All documents must be submitted in PDF format and must be 10 MB or less.

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.
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Confirmation

1 CIR.DIST/DIV.CODE

7 PERSON REFRESENTED
Jlebediah Branson

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

3. MAG. DKT/DEF NUMEER

& APPEALS. DKTDEF. NUMBER

[VOUCHER NUMBER

fi. OTHER. DKT/DEF NUMBER.

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

0. TYPE PERSON REFRESENTED

USA v. Branson [Felony (inchuding pre-trial diversion

10. REPEESENTATION TYPE

o allezed felony) Adult Defendant [Criminal Case
11 OFFENSE(3) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES
REQUEST AND AUTHORIZATION FOR TRANSCRIFT
12, PROCEEDING IN WHICH TRANSCRIPT IS TO BE USED
Transcipt
13, PROCEEDING TO BE TRANSCEIBED (Deseribe specyically). NOLE: The 0ial Fanscripts ars n0t o iNChide prosecuion spenmg
Transcription
14, SPECIAL AUTHORIZATIONS JUDGE'S INITIALS

A Apportioned Cost % of transcript with

B. o 14.Day o Expedited o 3-Day o0 Daly o Howly o RealtimeUnedited

C.o Pr Opening

o Pr Argument 0 Prosecution Rebuttal
0 Defenze Opening Statement

o Defense Argument o 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 Crimimal Justice Act.

15 ATTORNEY 5 STATEMENT T6. COURT ORDER
As the attorney for the person represented who is managed above, I Financial eligibility of the person d having been established to
hereby affinn that the transcript requested is necessary for adequate the Court’s sati ion the authori q! 1 in Ttem 173 is hereby
representation. I, therefore, request authorization to obtain the transcript granted
services at the expense of the United States pursuant to the Criminal
Justice Act, Albert Albertson
Andrew Anders /8/ 172172016 14:48:16 Signature of Presiding Judge or By Order of the Court
Signature of Attomey Date 012172016
Andrew Anders Date of Order Nunc Pro Tunc Date
Printed Name
Telephone Number: 210-833-3623
CLAIMS FOR SERVICES
17 COURT REFORTER TRANSCRIBER 5TATUS 18, PAYEE'S NAME AND ADDRESS
@ Official o Contract o Transcriber o Other ke&g&}s%ert‘ foe
19, SOCIAL SECURITY NUMBER OR EMFLOYER ID NUMBER OF FAYEE ‘P“iﬂ t 502 %g %ggf" us
TIN: XX-XXXKKXX o e
0 TRANSCRIPT N iamERs | NO.OFPAGES | RATEPERPAGE | SUBTOTAL | ippomTioNed TOTAL
Criginal s00 detail [] soa detail $0.00 sea detail
Copy see detail [ sae detail $0.00 see detail
Expanses (Tienze] X
TOTAL AMOUNT CLAIMED:| X
21 CLATMANT
Vherchy ceriify thas ar any fram mmy ceher source fi these serviees.
of Clail Date:
ATTORNEY CERTIFICATION
71 CERTIFICATION OF ATTORNEY OR CLERK 1 herehy certify that the services were rendered and fhat the franscript was receved
Signature of Anorney or Clerk Date
AFPROVED FOR PAYMENT - COURT USE ONLY
13, APFROVED FOR FAYMERT
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

| 1 swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 22:12:0

~ Submit

N

| « First ||<Prevmus|i Mext > il Last » ‘ | Save |
| e |

Delete Draft

Audit Assist

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.
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