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Introduction

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

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

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

e On-line submission to the court.

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

Panel Management

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

Voucher & Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Upload supporting documents to vouchers or authorization requests

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

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

Browser Compatibility

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

Court Appointment

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

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

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

Existing user? Flease log in.

Username: |

Password:

Forgot your login?

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

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

e One special character

Users are required to change their passwords periodically.
If you forget your username or password, click the Forgot your Login? hyperlink.

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

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

Username: “ J and/ar
Email: |

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

information.

My Active Documents

Appointments’ List

My Proposed
Assignments

My Submitted
Documents

My Service Provider’s
Documents

Closed Documents

Folder Descriptions | |

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

Quick reference to all your appointments
Cases will appear in this folder if an appointment has been proposed to you and you
have not accepted or rejected the appointment.
Contains vouchers for yourself, or for your service provider, which have been
submitted to the court for payment. Documents submitted to the court requesting
expert services or interim payments will also appear in this folder.
Contains all the vouchers for your service providers.
This will include:
e Vouchers in progress by the experts
e Vouchers submitted to the attorney for approval and submission to the court
e Vouchers signed off by the attorney and submitted to the court for payment
Contains documents that have been paid or have been approved by the court.
Closed documents will only be displayed for open cases. When the appointment is
completed, the closed documents will no longer be displayed on your homepage. They
are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation

Attorney login
confirmation

Menu Bar

Home Operations Reports Links Help logout

= Home

Welcome Andrew Anders (Attomey)

ATTORNEY

'V
=
Welcome Andrew Anders: My Profile

My Appointments:  View

Home
Operations
Reports
Links

Help

Logout

T

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

e Another link to your Profile

e “Contact Us” email
Privacy Notice

Logs user off the eVoucher program
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Customizing the Home Page

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

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

Moving Folders

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

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

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

Resizing of Column

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

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

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

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

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

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

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

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

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

In the My Profile section, the attorney may:

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

e Update social security number (SSN) or employee identification numbers (EIN) and any firm affiliation (Billing Info
section).

e Add atime period in which you will be out of office (Holding Period). (Unnecessary in the Seventh Circuit)
e Document any CLE attendance (Continuing Legal Education section). (Unnecessary in the Seventh Circuit)

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

Home Operations Reports Links Help logout

My Profile ||
= Home contact UM, Welcome Andrew Anders (Attorney)

Privacy
Welcome Andrew Anders:
A | l ORNEY My Appointments:  View
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Home Operations Reports Links

= Help :’ My Profile

Help logout
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Welcome Andrew Anders (Attorney)

Login Info

Your Login information

Attorney Info

Your personal info

Billing Info

List all available biling info records

Holding Period

Continuing Legal
Education

UserMame Anders

Bar Mumber:
Your Mame: Andrew Anders

Your Contact Info:

Phone: 210-833-5623

Fax:
deadmail@support.aotd.uscourts.gov
deadmail@support.aot.uscourts.gov
deadmail@support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us

Your default biling info is:
Andrew Anders
Biling Code:0101-000001
110 Main Street
San Antonio, TX
78210 -Us
Phone: 210-833-5623
Fax:

There is 1 period of time during which case cannot be taken.

Mo info has been stored.
Please click VIEW to type your info.

Edit

Edit

Add

Edit

Changing My Profile Username and Password

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

To change your Username,

type the new Username
and click change. It will

show “The Username has

been changed.”

To reset your password,

click reset.

> Help > My Profile

Welcome Andrew Anders (Attorney)

Login Info

our Login mation

> Help > My Profile

Login Info

Edit

UserName Anders

Welcome Andrew Anders (Attorney)

Username Anders change

=]

Password xxxx
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Type the new > Help > My Profile
Pas::wcérd ?.nd rstyllge it Login Info —— -
in the Confirm field. oo Ko R IJ =
Confirm _|

. Reset
Click Reset to L
save.

J) Help > My Profile

Click Close to exit Login Info Usemame Anders change
the Login Info = Passiord =2 reset
section.
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Attorney Info

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

Make any necessary

changes.

Click Save.

CJA eVouchers for Attorneys | 10

Attorney Info

Your personal i

Bar Number: 12345
four Name: Andrew Anders

Your Contact Info:

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

Fax:

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

Your Address:
110 Main Street
San Antonio, TX 78210

UsA

Attorney Info

SSN Instructions:

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

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

Bar Number

|

|Tax IdentFication Number:

SSN: |888-44-6666 |

|Confirm: | 888-44-6666 |

First Name Middle Last Nome

|_p‘1ndrew I. _Anders

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

|2nd Email

3rd Emil

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

[110 Main Street | [san Antonio

Address 2 State Ip

I | [Texas v| [78210
Address 3 Country

i | [unrTeD sTaTES v

Note:

e Each attorney (except Associates) must enter his or her social security number

into the user profile or they will not be paid.

e The Country field will automatically populate UNITED STATES unless otherwise

indicated.

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

£

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

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

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

Add if no billing Phone: 210-833-5623

. . . Fax:

information is

available. (

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

Note:

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

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

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

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

_Phone: _ Fax:
210-833-5623

Address 1:
110 Main Street
Address 2:

Address 3:

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

| UNITED STATES v|
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Biling Info

List all available biling info records

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

Biling Info

List all available biling info records

Note:

Billing Type:
Yy
L/ Seff-Employed
®Firm

() Associate

Tax Identification Number:

EIN,-’TIN:l

Confirm: |

Copy Address from Profile

MName:

Phone: Fax:

CJA eVouchers for Attorneys ‘ 12

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V|

Country:

| UNITED STATES

vi

Billing Type:
O sef- Employed
f: Firm

) .
(®) Associate

Save

| |\.-'erify |

Biling Code; |0101-000001

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

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

(required).

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

Holding periods can be used for medical leave, vacation, etc. During this time you will not be given a new assignment.
(NOTE: Holding Periods will not be used in the Seventh Circuit Appellate Court.)

B In the Holding Period section, click View.

Holding Period Mo info has been stored.

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

Holding Period o= -
' P
.!nlarllng Ending Motes
Mo Holding Period
N data
B Enter the Starting Date and Ending Date, along with any applicable Notes.
Starting Date Ending Date
07112014 |ZH] |osforjaons |
Notes

Vacation Cru'rse.|

B Click Save.
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Continuing Legal Education

(NOTE: This section will not be used by the Seventh Circuit, but attorneys may use it for their own record keeping.)

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

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

To add CLE information, click Add.

Continuing Legal -
P, =] | I ]

Files Credit Date Moy Sabject

o Contnging Legad [oucation

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

Continuing Legal o= ) |
Education

Credt | Senpendngrel W |
Date [o5m0/2014 | ZH
Hours ()

Descriphon

Doament After you save the informaben abouk thes Conbnuing Education, you will be able to upload related documents

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

Click Save.

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

B Click Browse to upload and attach a PDF document.

[ Back | |_save |

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

Description

|
Document | I Browee. ]

B Click Save.

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

mme o [)] e []

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

1 Page 1 af 1 (1 items)
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Appointments’ List

Locate the Appointments section under the Appointments’ List on your home page.

Click the case number
hyperlink to open the
Appointments page.

x

O T |
:JI-‘ ._I" _—t

Appointments Defendant

: Representation Type: Criminal Case
Case Tithe: USA v. Branson mnlwn Imm
Attormey: Andrew Anders i

) Pres. Judge: Albert Albertson
Adm. Mag Judge:
. g4 =LA Defendant: Jebediah Branson

g:se. 1; l't ﬁr-:::naal:s AA R T ous el &

> Crder Type: Appointing Counsel

Case Titke: USA v. Branson
Attorney: Andrew Anders

Order Date; 12/21/10
Pres. Judge: Albert Albertson

View
Representation

Attorney CIA 20
Voucher

Template

Appointment

B

Create New Voucher

16

Expert CJA 21
Voucher
Template

Detailed
Payment Reports

All vouchers
associated with
this case are
displayed.

/ putho

Adm. Mag Judge:

Appointment Info

1. CIL CR3T GOV CODL 7 FLRFON RETRISINTID GLCILE NUMBLR

101 [iebedaah Branson

3. MAG. DKT IEF SUMEER 4 TIST. DKT DEF NUMBER E AFFEALS. DKT TNF SUMEER i OTHER. DET DEF NUMBER

1:14-CR-08505.1.A4
T, N CASE MATTER OFpCas Nami) & PAVAENT CATECORY B TYTEFERSON REFRESENTED 10 REFRESENTATION TYFE
7 [Fslony (mchudng pre.trial dversion

USA v. Brmion - 4 fedoary) LAduli Dedendant ICreminal Case

11 FFEXEE(S) CHARCED

15:1825.F INSPECTION VIOLATION PEMALTIES

ITE ATTORNEY'S MALE ANDUATLING ADDRESS 11, COURT ORDER

|Andrew Anders - Bar Number: 12343 [ AAnscia [[]€ CorCommunl

|10 Miain St
foan Antonio TX 78210
Phone: 210-833-5623

[V Sramdley Comaaal

[Pl ATrmey 1 Xam
APt intmamt Dinlei

L LA FTRL NAME ANDALAILING ADCRESS

|Albert Albertson
[Date o v dir
B32014

i_';FSH-!'HF‘:i‘.I Dfumdod 'ﬁﬂwcm
|jr5|l|l'||"h-l Amareay :j]lkhhrlhu-ﬂm

[Sigaains of Présiing Fedge of By Order of the Comn

Nouma: Fru Tumc Dts

Reparment || VES [/ N0

Voudhers on Fle

e

Group Header Bar

To group by a parbouar Header, drag the column to this area, i Seanch:
Compersation Maamum: Dstrict Court Case Defendant Type Status
TRAVEL B L14CR 0880544 . Jebedish Brangon (2 | Cla-20 Subrtted to Court
Astheetration for paymient aF Teavel sy QWO (Clamed Amount: 778,40 Ardrew Anders A 01010000001
P — INTERIM PAYMENT 1
12 14-CR-0BBY5-AA - Jebediah Branson | = | AUTH Submitted to Court
Sower D4D22014 : 5 ;
ey Claimed Amcont: 1,000.00 Chemist, Tondcologist ,‘ 4 5
L14CR-0080 Jebedizh Branson (= | AUTH-24 Voudher Closed
fercipng Detpd Busdget Rieport Sact; R4 Clamed Amount: 0,00 ML 02010000026
Detad budgetinfo for defendant o DEEYEE Approved Amount: 0,00 -
L1440 OBR0G-A8- Jebedish Brangon |2 | Cla-1 Voudher
Defendant Summary Sudas Report i LA Claimeyd Amount: 0,00 Lisr Garoia ‘ Edit Entry
Totals andy of budget info for o Haw, Fiber Expert
cefendant Jebadiah Brarson (2 | Cla-24 . Vousher Entry
ot D04 (Claimerd Amount: 0,00 Terees Transcrpts L, St
Attomey Teme Sepor] Ench D640
R QR0 - - Jebediah Branson (= | ALTH-24 Voudher
= OO0 Ol Amcunt: 0.00 -‘ it iaid
BLoY01 =
L14-CR-00805-AA - Jebedish Branson (= | CIA-24 Submitted to Attorney
s DET20LL s Amaunl: 14,50 Teresa Transonipts , Q1070000 149
DRDAT0ME

Page 1 of 1 (7iems)
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View Representation

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

From the Appointment page, click
View Representation.

Appointment

Home Operations Reports Links Help logout

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

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

Attorney enters
time/expenses

and submits
voucher

Court CJA Unit
audits voucher

CJA eVouchers for Attorneys | 18

Court approves or
rejects voucher

Court processes
voucher for
payment

Creating the CJA 20 Voucher

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

Note:

All voucher types and documents function primarily the same.

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

CIA-20

Create |
Appointment of and Authority o Pay
Court-Appointed Counsel

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

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

ink to CM/ECF 3. MAG. DKT/DEFNUMBER 4. DIST. DKT/DEF NUMBER £ AFPEALS. DKT/DEF NUMBER 6. OTHER. DET/DEF NUMBER

1:14-CR-08805-1-AA

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

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

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

[T]¥ Standby Counsel
Reports [Prior Attorney's Name
A Dates
Defendant Detai Budget Report {Signature of Presiding Judge or By Order of the Court
budge! fendan Albert Albertson
Detai tinfo for de i 14 LAW FIRM NAME ANDMAILING ADDRESS te of Order Nuac Pro Tunc Date

5/3:2014

Form CJA20 Repay []¥ES [9]¥0

Defendant Summary Budget Report

g Payment Info

Preferred Payee | Andrew Anders W

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

12345 - USA

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

| «First || <Previous || mext> || Last» | | save | | Delete Draft |
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

—

CJA eVouchers for Attorneys | 19

|+ Basic Info Services Expenses Claim Status Documents

« First < Previous Next > Last »

Save

Confirmation

/’/,’-?

Progress Bar appears at the bottom of the screen.

Notes:

Delete Draft

e The user should SAVE any entries made to a voucher often to avoid data loss.
e At any time prior to submitting the voucher, the user may delete the voucher by clicking Delete Draft.

e The user may navigate using the tab headings or progress bar.
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Entering Services

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

Click the Services tab or click Note:
Next, located on the progress

periodically to save your work.

There is NOT AN AUTOSAVE function on
bar. this program. You must click SAVE

@ . Basic Info P Services Expenses Claim Doc

Confir

Services
b o |28 o
nk to CM/ECF Service Type | ;vl-
ucher #: DoczEcH) [ | Pages [ ]
: 6/11/2014 Hours [ ]= ats125.00perhour.
* Required Felds

O services: $0.00

© expenses: $0.00 Service Type Date Description Hrs Rate Amt|
Reports
Defendant Detail Budget Report
Detail budget info for defendant
Form CJAZ0
Defendant Summary Budget Report
;:m: of budget info for No datal
i «Frst || <Previous || Next> || Last» | | save | | Delete Draft |
Enter the date of the service. The .
default date is always the current Services
date. You may type in the date or Date ‘ /112014 | = % Description
click the calendar icon to select a _
date from the pop-up calendar. Sate ks i June 2014
Doc.#(ECF) || = Su Mo Tu We Th Fr Sa
[ *> 1 2 3 4 5 B 7
» 8 9 1[1m]12 13 14
* Required Felds
» 15 16 17 18 19 20 21
» 22 23 4 25 X% 27 B i
» 2 30 1 2 3 i 5
Service Type = -
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Services (cont’d)

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

time. Service Type e, Sentencing Hearings

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

Hours 0.5|* at$126.00 per hour. Remave

Enter a e FeE
description.

Note:
Click ADD.

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

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

Services

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

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

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

Click Save.
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Excess Compensation Claims

Any request for compensation in excess of the statutory maximum should be submitted as an additional document with
the CJA-20 Voucher. This should be a comprehensive memorandum justifying counsel’s claim for excess under the CJA

Guidelines. (Guide, Vol.7, § 230.30(b)

Entering Expenses

Click the Expenses tab or
click Next.

.~ Basic Info Services ) Expenses Claim Status Documents Confirmation
Expenses
Date 6/12/2014 |38 Description
Expense Type v =
Miles [ ] ats0.5600 per mile. <

Amount :l | Add H Remove

* Required Fields

To group by a particular Header, drag the ¢
Expense Type Date  Description Mile Rate Amt
No data
[_«First || <Previous |[ Next> |[ Last» | |_save | [ Delete Draft |

NOTE: It is recommended that you click Save at the bottom of the screen after the entry of each Service
& Expense to prevent loss of information.
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From the Expense Type drop-down
menu, select the applicable expense.

Entering Expenses (cont’d)

Expenses

Date

Expense Type
Miles

Amount

* Required Fields

=

6/12/2014 | =
I

Travel Miles

Travel Misc.

Fax

Photocopies

Postage

Long Distance Charges

Other Expenses

| «First || < Previous || Next> ]|

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

Enter a description in the Description field.

Travel to and from Court]

Expenses
Date 6/12/2014 | = =H) Deseription
Expense Type  Travel Miles - |=
Miles * 2t $0.5600 per mile.
Amount

* Required Fields

| Add |

Remove

Mile

Rate

Mo data

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

| Delete Draft |

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

Expenses

Date [s112/2014 | =2 Descrption

Expense Type | g

Miles [ ]* ats0.5600 per mile. ”

Amount 1_ Add H Remove ]

‘H.rl'quirr':Fllld:I

Expense Type Date Description Mile Rate Amt

Tranvel Miles DB.-'iI,I’Z;D Travel bo and from Court 20 0.5500 11.20

: Page 1 of 1 (1 items)
| _=First || <Previous || Next> || Last= | | save | Delete Draft

Entering Expenses (cont’d)

Notes:

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

e Double-click an entry to edit.

Expenses

o [epams |30 Descrpon
Expense Type Eilt

Miles at 50.5600 per mile.

Amount - Add Remove
A | |

* Required Fialds

Expense Type | Date | Description Mile Rate  Amt
Photocopies 06/12/20... Copées - 100 pages & .15 per page 0 o 15.00
Travel Miles DEf12/20... Travel to and from Court 20 0.5500 11.20

1 Page 1 of 1 (2 items)

| =First || <Previous || Mext> || Last= | [ save | Delste Draft

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015




Click the Date column header. This will sort expenses according to date.

Click Save.
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Claim Status

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

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

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

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

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

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

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

Supplemental Payment

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

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

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

Indicate payment type.

Note:

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

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

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

Answer all the questions regarding previous payments in this case.

Click Save.
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Documents

Attorneys (as well as the court) may attach documents.
Attach any documentation that supports the voucher, i.e., travel or other expense receipts, orders from the court.
Attach supporting memorandum to justify compensation in excess of the statutory maximum.

To add an attachment, click Browse to locate your file.
Note:

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

27

Add a description of the attachment.

Click Upload.

Supporting Documents

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

Description |Copies of receiptd * |

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

Supporting Documents

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

Fiz Browse...

Description [ ]

Description Delete  View

Copies of receipts Delate Vigw
[ <Frst ][ <Previous |[ Next> ][ tast» | [ save | [ Delete Draft |

B Click Save.
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Signing and Submitting to Court

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

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

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

110 Main Street
[San Antonio TX 78210

Confirmation

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

0101 Pebediah Branson

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

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

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

11 OFFENSELS)

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS

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

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

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

X CASE COMPLETION
FROM:
L CLAIM STATUS

014 TO:

- 6122014
[] Firal Pryment

[[] Tetari Prvment (=)

[] Soppiemennl Prymact

DATE IF OTHER rL CASE DISPOSITION

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

Ifyes, were youpaid? [ YES [ NO

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

1 5wear er affirm ofthe

[ YES

Signature of Attomey:

7. TOTAL AMT. APFRLCERT
[50.00

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

'

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

[50.00
142 JUDGE CODE

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

Pubbc/Attomey
Notes

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

() Submit

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

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

Verify the information is correct.

Scroll to the bottom of the screen.

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

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

Public/ Attorney
Motes MNotes

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

Click Submit to send to the court.

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

Success

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

0101.0000150

Back to:

Home Page
Appointment Page

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

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

(T T

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

Case Defendant Type Status

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

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

Enc: DEM1272014

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

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

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

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

in gold.

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

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

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

Voucher #: 0101.000C

ﬂ E:ptniu 5: $26.20

© services: $61.00 i

e Expand the item by clicking the down I Couit Services

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

Bad and Detention
Hearing

Maotion Hearings
Trial

Sentencing Hearing
Revocation Hearings
Appeals Court
Other

Totals

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

Totals 0.0

)
W

WS Do o oo O

=

o

0 Expenses: $26.20

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

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

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

e  Viewable reports appear on the left review panel.

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

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

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

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Report

Totals only of budget info for
defendant

Other accessible reports can be found on the menu bar.

Home Operations Reports Links Help logout

* Reports

Internal |

Appointment Report

Attorney Time
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Defendant Detailed Budget Report

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

The report will provide the information in two sections: Attorney appointment and authorized expert service.
Defendant Detail Budget Report - Attorney
1:14-CR-08805-1-AA

Type of Repreasntation: Crminal Case
Budget Amount Reguasted: $0.00
Budget Amount &pproved: $5.300.00

panaing C . owa | mountRemaming
mm m Faas Expenass Tiotal Faasa Expanses Total After Approved | After Approved
Trawsl Crthar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
02372015 to 0232015 | 0101.0000001 30.00 30.00 +0.00 50000 §5.350.00 .00 000 36.250.00 33.550.00 33.550.00
0140171801 to 0101180 $0.00 50.00 #0.00 £0.00 .00/ 0.00 £0.00 $0.00 $3,550.00 $3.550.00
0140171801 o D180 $0.00 s0.00 #0.00 £0.00 $1.00 .00 £0.00 £0.00 5$3,550.00 $3.550.00
Taotal Panding: $0.00 Total Approved: $6.350.00 %3.550000 $3.550000
Panding smaunt Remalning
Time Pericd Wouchar
For Vouet Humbsr Faag Expensss Total Faas Expanzes Tokal After Approved | After Approved
Trawsl Othar Trawel Other and Panding
Authorzation Number: 0101.0000002 . .
specialty: Chemist, Ti - Amount Requested: $1,000.00 Amount Authorized: $0.00 Attomey: Andrew Anders

e — I
Counsel CJA20 or

vouchars a8 well a8 vouchsrs for Faas Expenass Total Faag Expenass Total Approved and Pending
E""""t“'““""“"““m‘ = Travsl other Traval Other Foes Fess and
submitied sxpenditures for this Expensaa
*Doas not Inﬂﬂ.Tm‘ll Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 40.00 $0.00 $6.350.00 $6,350.00 $E.350.00
Thursday, Movember 5, 2015 - Ver. 1.1 Page 1011
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Defendant Summary Report
This report contains the same information as the Detailed Report without the individual voucher data.

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

Typs of Repressntation:

Criminal Case
Budgst Amount Requested:  $0.00
Budgst Amount Approved: 5,900.00
mm m Feas . Expanszas - Total Feasz - Expenass - Total - N‘I-Appmwﬂ- After Approved
[ Travet | other | | Travel | other | And Pending
Attomay: Andrew Anders  [Appointing Counaal) Active
Total Pending:| $0.00 Total Approved: | $6,350.00

 $3,550.00] $3.550.00

Trursday, November 05, 2015 - ver. 1.1

Page 10f1
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Creating a CJA-21 Voucher

From the Appointment page click Create from CJA-21

the CJA 21 Voucher template. Authorization and Voucher fo
and other Services

The voucher opens to the Basic Info page.

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

F Basic Info

Basic Info

L COL NS T DIV COCE 3 FERSCN REFRISINTID FOUCIELR NUAMER

3101 [Wendy Wilies

1 MAG. IKT DT NTAMER A DEST DRCT/DEF SUMTER # AFTTALS DKT TNF NUMEIR 6 OTIEER. DKT THF ¥LMBIR
11 4-CR-08500. 2.4

T IN CASE MATTER OF§Crts N assil & FAVMEST CATEGORY #_ TYFE FERSON REFRESENTED 13 REFRESFSTATION TYPE

, = [Felomy (mchnding pre.trial drvenson

FISA v, Wikeon ot ol o ateard fetomn) |Adalt Defendant Criminal Case

1L OFFENSE(S) CHARGED

18134530 F INCOME TAX FAILURE TO FILE

EXCTSS MIE LIMIT FRESIINNG JUDGE ALLGISTRATE JUDGE ET=

[50.500.00 Akt Albertson

Authorization Selection

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

Bo Authorization Requiced

Use Proviows Mutho

rizatien

fhes apponiment

[rest J[ <mevom |[ mext> |[ Last= [ oeet=nesit |

Deferdant Summary Bucont Repory
Totss orly of budoet info for
defendant

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

If the request does not require advance No Authorization Required
authorization (S800 or less), click No If your voucher compensation is under

Authorization Required. the statutory limit and does not require
prior authorization.

If you have a previous authorization received Use Previous Authorization

through an order from the Court, click Use Select this option to display a list of

Previous Authorization. previous authorizations and requests in
this appointment.
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Creating a CJA-21 Voucher (cont’d)

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

Select the authorization you wish to use.
The selected authorization will highlight
in yellow. You will not be able to
continue until it is highlighted.

The service type will roll over from the
authorization selected. If no authorization
is being used, use the Service Type drop-
down list to select the service type.

Enter a description of the service to be
provided in the Description field.

From the Expert drop-down list,
select the expert.

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

If the expert you selected is
authorized to use eVoucher, the
Voucher Assignment field will unlock
for you indicating the expert will be
responsible for filling in the voucher
claim part.

Note:

CJA eVouchers for Attorneys | 36
Existing Requests for Authorization
ID Number: 155 Service Type: Weapons Firearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000
Requested Provider: Robert Arms
New Voucher Information
Service Type hdl
Description

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

Service Provider

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

Expert Gabriel, Gina jod

Expert Info Gina Gabriel

110 Main Street
San Antonio TX 78210 USA
Phone: 210-593-3340

Create Voucher

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

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

Only experts registered with the service type selected will appear in the drop-down list. If you wish to submit a
person for approval, steps on how to add an expert are on page 36.
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Creating a CJA-21 Voucher (cont’d)

p Click Create Voucher.

Notes:

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

e If the Expert you selected is authorized to use eVoucher you are done at this point and you may click
Home or logout.

o If the Expert you selected is not authorized to use eVoucher you will file the voucher on behalf of the
expert. The voucher will appear in the “My Active Documents” section as submitted to attorney. You
will perform the second level of approval/submission by clicking on the voucher, navigating to the
“Confirmation” page and approving the voucher. The voucher will then move to the “My Submitted
Documents” section. Qutlined steps are on pages 36-39.
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Creating a CJA-21 Voucher (cont’d)

If you wish to submit a person as an expert, follow steps 3 through 5 on page 34.

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

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

Step Click Create Voucher.

Note:

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

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

CJA eVouchers for Attorneys | 38
Existing Requests for Authorization
ID Number: 155 Service Type: Weapons Frearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000
Requested Provider: Robert Arms
New Voucher Information
Service Type v
Description

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

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

Expert [N V|

First Name Middle Name  Last Name *

SSN/EIN: *  Emai =

Phone * | |Fax ]
Address 1 = ] [Citxr . ]
Address 2 State = fip*

| | |
Address 3 Country

Create Voucher

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



CJA eVouchers for Attorneys | 39

Creating a CJA-21 Voucher (cont’d)

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

Note:

If you have submitted the voucher for the expert, you'll need to approve the voucher
twice, once while sending it for the expert, and a second time after it appears in the My
Active Documents section.

Basic Info  F Services Eapenses Claim Status Docwments. Confirmation

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

Enter the Date, Hours, Rate, and ] ) pud || Remeove
Description. :

Click Add.

§

The item will appear at the bottom of the

Services section. _ o e
[ afest || <Previes || Mexts || Last= | v | | Delate braft |
B Click Save.
Click the Expenses tab or click
Next on the progress bar. BasicInfo  Services b Expenses . Claim Stalus  Documents | Confirmation
Xpenses
Date 014 | =8 Descripfion
Enter the Date, Expense Type, Expere Trve x| .
. . . iy s 0. 5500 i e
Description and Miles. e :
= [l
Travel Wi S TR Travel infinom restrg wit defendest » S 1

The item will appear at the bottom of the
Expense Type section.

{ Pmlo'!{lh}!

Click Save. :
G ) Crmee e e ]| =] [(oempar |

N —
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Creating a CJA-21 Voucher (cont’d)

CI|Ck the CIaim Status tab or C“Ck Bazic Info SErvicEs ExpeEnses P Claim Status Dacuments Confirmation
Next.. i
Claim Status
Start Date :h&-.'E-I'.-l - __':| End Date :l':'!'i_':‘l:-.'-l - J
Enter the Start and End Date,
making sure to select the e
earliest date of services and :" G
[Final Payment
expenses as the Start Date. e iaymant #)
Cupplermental Payment
Select an option under the
Payment Claims section.
B Click save. (o | e ) (s (=] [oon ]| [osewoon]

Note:

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

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

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

Click the Documents tab or click Basic Infa Services Expenses Claim Status  » Documents | Confirmation
Next.. Supporting Documents
File Upload (Only Pdf files of 10MB size or besst)
Click Browse to select a PDF file = Dyt
to attach. i
Click Upload. e r— s g

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

[t ] [epos J (s e ] | (] | o]

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

Click Save.
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Creating a CJA-21 Voucher (cont’d)

A confirmation page will appear.

Atterbon: The notes you enier will be avalable to the rext spproval level,

the voucher.

Click Submit.

. . L Publc/Attomey | .,
Verify all information is Notes
correct.
Select the affirmation | Iswear and affirm the truth or cormectness of the above statements .

L Date: 6/19/2014 9:28:36 ~ Submit
check box. This will W=
automatically time stamp
[ =Frst ][ <Previos |[ Hest> |[ Last= | [z ] [ eetenaft |

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

Click Home Page to return to the
home page. Click Appointment

Page if you wish to create an
additional document for this
appointment.

Yeour voucher has been submitted for payment. You will necerve a nobification if we need more detals,
hﬂhﬁhmmmhmmrmﬁ:

0101.0000154

Home Page
Appointment Page

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

. | T growp by & particuler Hesder, deag the cobuen to this acea, Search:
Select the file. = : -
Case Defendant Type Status
 14-CR 03507 AN Wendy Wilson (= Cha-31 & bmtted o Attome
BELED014 Claimed Amount: 16680 Gana Gabrisl ’-" 01010000159 ¥
| GBI Weapons Frearms Explos. ., m AT

Navigate to the Confirmation tab.

Verify all information is e T e e e e e
correct. —— i ts o o el e avskable o >
Moles
Certify the information by
selecting the certification = e
automatically time stamp e b Lt - -
the voucher. -
Step Cormt |[coevon |[hesi> J[lame | [Sme | | ]
8 Click Approve.
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Submitting an Authorization Request for Expert Services

Open the Appointment record.

Click Create from the Authorization template.

The Basic Info screen will open.

Note:

Create New Voucher

AUTH

= |

Authorization for Expert and oty

SErvices

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

work.

> Basic Info

Basic Info

Documents

Confirmation

1. CIR./DIST/DIV.CODE 2 PERSON REFRESENTED [VOUCHER NUMBER
101 Jebediah Branson
3 MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER 5 AFPEALS DKT/DEF NUMBER 6. OTHER. DKT DEF NUMBER

1:14-CR-08803-1-AA

7.IN CASE'MATTER OF(Case Nams¢)

B PAYMENT CATEGORY
[Felony (including pre-trial diversion

9. TYPE PERSON REFRESENTED

10. REFRESENTATION TYFE

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

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

11. OFFENSE(S) CHARGED

15:1825.F INSPECTION VIOLATION PENALTIES

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

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

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

[Prior Attorney’s Name
|Appointment Dates

14 LAW FIRM NAME ANDMAILING ADDRESS

Albert Albertson
ite of Order

332014

Repaymeat [ | VES [/]NO

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

[Fignature of Presiding Judge or By Order of the Court

Nunc Pro Tusc Date

Order Date
Nunc Pro Tunc Date

Repayment ]

Estimated Amount
Authorized Amount $

Basis of Estimate

Requested Provider

|
‘
[
I

[ =First ][ <Previous |[ nNext> |[ Last» |

[ save

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

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

e Service Type drop-down list
Reque

Order Date

Nunc Pro Tunc Date

Repayment |:|

Estimated Amount s 8000.00 | 4

Authorized Amount 5

Basis of Estimate | 100 hours at 530, hour

Description

Service Type | Investigator V=

Requested Provider |J|:|hn Doe |

o> [ ot |

[ «Frst ]| <Previous |

Click the Supporting Documents tab or click Next.

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

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

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

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

Click Upload.

Supporting Documents

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

|

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

Supporting Documents

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

Fa Birowse. ..

Description | |

Description Delate  View

Proposed oidar Calming Wigw

Affidavit in Support of Expert Servics Regquest Calgte Yiaw

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

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

Click Next.

The Confirmation screen will open.

Select the check box to swear and affirm to the accuracy Note:

of the voucher. The voucher will automatically be time You may include any notes to the court in the
stamped. Public/Attorney Notes section.

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

Public/Attomey
Notes

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

Click Submit to send to the court.

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

Sucoess

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

0101.0000152

Back to:

Home Page
Appointment Page

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

The Authorization Request will now appear in the My Submitted Documents section on the Attorney home page.
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Creating an Authorizations for Transcripts (AUTH-24)

(NOTE: Transcript requests for cases on appeal in the Seventh Circuit will be processed by the originating District Court.)

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

Authorization for payment o

The Authorization opens to the Basic Info page.

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

r: AUTH-24 I Basic Info Do Confir

Basic Info

il L S—

1 CER. ST TN Codm 1 PN RIFRERINTID G R MUTUREE

aHd] letackal Boanaon

1 MLA G IR DT NUMANR 1L DU, T O NTAMIE L APFIALY DT N NUMBER I OTHIR OAT ONT NCARIR
|- 14-CR G800 1-A4

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

54 v Brasica { alloged feioeryh 3 ult Dedemdarn - ramenal Caas

11 CFTINIRE CHARGED

L1 IEILF INSPECTRONS VIOLATION PENALTIES

13 ATTORNEY § EAME ANDUNEING AR N i) LR eRIAR

Panare Ander « Bar Nomber 1213 | & Ananian [} € Ca-Commnat

LED Mo Stewet. : (LE oY L ML) S pe—" —

famn Amtomse TH TET I —

Fhase 210-E53- 3623
1 Ml £ i

v &Rorna " Name
LHEL S s TN

fiagmatey af Proidag Juigm s By Cvii 6 F tht © et
A fere Altertnon
T AT FTRM NAUME AND WAL NG AL S5 SR - i Frg: et D
L3004
Eeprrmans || VI3 o B0
ww-mmu |
T Be B
Promedng To Be |
Transoribed |=
Apportioned Cost (W)
mﬂﬂﬂ
Special Transcrpt e \...i.
P aareuton perang Liatement Dt e gurmert T e Dl tlal
Transorpts = 1
|, e Operng Satement | Dfere Arpument Ay Insruchons o Dire:
Order Date

aine Pro Tune Daks

[Cofms [ <rrevom [ tiest> |[ Lasts | [ Cetete peaf |

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

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

Click the Documents tab or click
Next.

tasic Info  * Decuments Confirmation

Supporting Documents
File Upload (Only Pdf files of TOMB size or hesst)

Click Browse to select a PDF file File Brawsa
to attach. Desariptin

Click Save. Upiead

Click Upload. Descripdion Duleln  View

Documastatcn

Note:

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

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

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

Click Save.

A confirmation page will appear.

Attenbon: The notes you enter will be avaiable to the next approval level.
. . . . Public/Attorney
Verify all information is correct. Hotes
Select the affirmation check box. 7] T swear and affirm the truth o correctness of the above statements _
Date: 6/19/2014 9:28:36 o Submit
E Click Submit. [ «Frst ][ <Previous |[ Next> ][ Last» | [ save ] [ pelete praft |

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

submitted.

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

Click Home Page to return to the
0101.0000148

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

OOI

Home Page
Apgointment Page

The AUTH-24 will now appear in the My Submitted Documents section on the Attorney home page.
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Creating a CJA-24 Voucher

(NOTE: Transcript requests for cases on appeal in the Seventh Circuit will be processed by the originating District Court.)

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

CIA-24
From the Appointment page, click Create from the CJA-24 »'-\;J-'J*-fbr:zahm‘l and Vioucher for Payment
voucher template. of Transaipt

The Basic Info page will open, showing approved authorizations.

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

F Banks Lnfo
[ES———

Basic Info
[Fem a7 o Lo 7 FLASON ELFRI N TTD FoCHTS STuBER
loas Iebaikalh Braeszn
[Flbe T OIT SCURER 4007 OATOO STMEER |8 AMTALL SkT SKTOSMEEE | OTEE AT ST STMETR
B K NN
ENCANL UATTUE Givfaie vame |1 PAVUENT CASRCORA & TITL MEGN ELrRAENTis 5 REFRISENE AT I8 TAFE
[tA v Brasen Faleary {imchodiog prs-tral dremciee |, oop tentant ol Case
ff nSmped o
11 CITESAR ) CHARCED
o — L4LEFS F INSPECTION VIOLATION FENAL TIES I o
o patmiif) e diting FELEISG JUTGE MACINTRATT LOGE MECNETD
= [lF R0 0 A Alberison
i 1 et = = =
i = || Authorization Selection
= Setect an aooroed suoraetion reguest fr S CIA-74

| Rxrling Regquests for Authorrafcn

10 Mamber: 26 Serveie Tipe: ourt Becortes |
Croer Dt Q0020 14 Trarmarpt

dayThawped gy () Extmadrd Amaourk: 0

1D Ml 148 Service Type: Court Seporier |
Crcher Bt 3,050 10 Transret

usthanoed Recurt: 0 Exwmaned Amauri

Hew Voucher Information

Dessrrigabion

Voucher Assigrament

i Fcaies i sl S Aeipome & g e voucher diaes st
Court Report [ Transorbser Status

= Officel Cortract  Tonscrber © Othar
Sarvice Prowitker

T g e o o o S pervice prowadery sy n e vyl
3R v min ke B requined] information. for anofe provider
Expet -

Fist laemsy Ml Kama  Lint Karms =

P Fax
Addres 1 Oy
Addreis 3 Sote = in
Addres 3 Coantry
| sfst || cPrewon || Nests || Lmas |
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Creating a CJA-24 Voucher (cont’d)

Select the authorization you wish to use. You
must click it. This will highlight it in yellow. You
will not be able to move forward until it is
highlighted.

Click the Voucher Assignment radio button
indicating whether you or the transcriptionist
will be entering information. .

Note:

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

CJA eVouchers for Attorneys

Authorization Selection

Selact an approved authorization request for this CJA-24

Exzshnq Requests for Authorization

49

1D Number: 26 Service Type: Court Reporter /
Order Date: 03/03/2014 Transcript

| Authorized Amount: 0 Estimated Amount: 0
1D Number: 148 Service Type: Court Reporter |

Order Date: 03/03/2014 Transcript

Authorized Amount: 0 Estimated Amount: 0

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

Hew Voucher Information

Descriptisn

Voudher Assignment
Tar inclicates s pall be regponsis G Slng B voucher clsm parf
Court Report/ Transonber Status
& Odffical (' Contract Transcriber Other
Servion Provider

Tiews £ Search one of The serice proniders alneady n B Systen
OR youl can enter the neguined infonmation for snother prowsder

Expart ] -

New Voucher Information
Description
Voudher Assignment Attomey @ Expert
Thes clicales nfio il be responslls for Sing S woucher daem pard
Court Report/Transcriber Status
@ Dffical ) Contract ' Transcrber | Other

Service Provider

Fest Maeme  Middle Mame  Last Mama » Yeou can search one of the service providers sleady in the system
O you can enter the requined informaton for another provider

SEMEM: = Eod Expert Transcripts, Teresa =

Phone = Fax Expert Info Teresa Transcripts
110 Main Street

Aaldregs 1 = San Antonia T, 75210 USA
Phone: 210-553-5692

Address 2 Srate = Ip-

Address 3 Counitry

| = First || < Prewvious || Hext > || Lt = E

| = First || o PrEvioLs || Mt = || Lagh = | I:I
Note:

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

information.

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

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

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

Click the Services tab or click BasicTaio b Sarvicss b Expensss | Docemests ¢ Coafirmakion
Next.
e P T |escrgran
Enter the Date, Service Type, No. mww
of Pages, Rate, and Description. N o Paces . Re PerPuce

Note:

You'll have two options to choose from under
Service Type: Original or Copy. The rate
should vary between the two choices.

Click Add.

Pagn 1of 1 (L tema)

[Cefrr J[Ceprevom |[hest> J[Gasie | | [ e ]| [eemind |

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

Click Save.

. . Basic Iale Servies ¢ Expenses L umenis Confirmanion
Click the Expenses tab or click —

Next Expense
: Date | Dl
Expran Type -
(e by pur e 0. SO0
Enter the I.)afe, Expense Type, s n —
and Description. o
Unpenas Type Date D=t wupek e Hile Rate  Amit
Click Add.
The item will appear below in the Expense section.
. L
aPist | [ <Prevous ][ met > |[ Lests | savr | | [ contete Drat
Click Save. [ =

—
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Creating a CJA-24 Voucher (cont’d)

Basns Indi SEFVITES Ewpenses b Daiwments Canlirmation

Click the Documents tab or click Supporting Documents
Next.

Click Browse to select a PDF file
to attach.

Lipiosd |

.
|
1

Kz 22pcteeiy

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

Click Upload.

[Cofer | [Capreema |[Chests [ e | [ Ere Bt [ il

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

Click Save.

A confirmation page will appear.

Atendor: Tha rotes vou enier wil be avadable to e next aporoval level

PubbcfAtTomey
Verify all information is ot

correct.

. . < 1 swear and affirm the truth or correctness of the above statements
Select the affirmation Date: 7/1/2014 15:53:57 s Submit

check box. This will
automatically time stamp o Jeroem Il meis |[mmr | [ ] [ooe=oen ]
the voucher.

Click Submit.

F
=
|
|

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 el recerve 8 notfication f we reed move detals.
document for this appointment. Shese b e foleg vouches rumbes K o o resords:

0101.0000165

Back to:
Home Page
Appointment Page
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Creating a Travel Voucher

From the Appointment page, click Create from the
Travel Voucher template.

TRAVEL Create

Authorization for payment of Travel

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

The Basic Info screen will open.

TRAVEL ¥ Basic Info Authorization Request  Documents  Confirmation
Basic Info
L CIR. DHST TV CODE L FERS0X REFRESENTED frOCCHER NOMBIE
101 [Wendw Wilson
HAIAC DR INF NUMEER L DHST DAY NS NUMBER & AFFEALS IR DR NUABER & OTHIR D&.T DEF NUMEER
I-14-CR-08R02-2-A34
1/1f1901 = [N CASEALCTTER OF(Cia Name) |1 PAVAENT CATEGORY ¥ TV PE FERSON REFRESENTED 18 REFRESENTATECN TAFE
DecEi /1901 L [Feicoy (inclnding pre-iral diversion
[USA v, Wilson ot ol L alloped Bl budali Dedendant [Ceiminal Case
@ Ameunt Clasmed: $0.00 1L CSFENSES) CHARGED
_ 18:13- 4530 F INCOME TAN, FAILURE TO FILE
1L ATTORNEY 5 NAME ANDUAILING ADDRESS 13 COURT GROER
| Andrrw Anders - Bar Number; 12345 [ A Aasbcit [ € Ca-Commsal
110 Main Street [IF Sun e Foara] Dafiender (7] 0 Appainiing Crmmaad
an Antoma TX 78210 '...'rmmh_:' :".f,“,':: 3
Fhooe: J10.833.2423 i Vi y
|¥ Senaily Eemsial
JFrisr Asmermen s Nams
hgfeiammi Don
[igmatary of Frmidiag Sedge e Ty Cordlar of i Cont
14 LAW FIRM ¥AME ANDUAILDNG ADDRESS "‘E':';w“ i
2T
Rapaveant [ ] VES [ 50
Travel Agency to be Used: W
Global Travel
1234 Travel Lans
Suite 200
Second Floor
Los Angeles, CA 93765

Fhone: 1-800-444- 7590
Faz 1-BO0-555-F777

Email:  mail@supportsobe uscourts.gov

| << First " < Previous ||M.-:-"I.:-||L¢ul!:-:|

The Travel Agency to be Used section will automatically populate.

Click the Authorization Request tab or click Next.
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Creating a Travel Voucher (cont’d)

Fill out all required
fields marked with a red
asterisk.

Click Add.

The information will appear in the
bottom section.

Click Save.

Basic Info  # Authorization Request Documents Confirmation

Request For Travel*®
* Required Flelds

Name gnd Title of Person Traveling: =

Address of Ferson Traveling:

Purpose of Travek -
Travel From location: i
Travel Ta Location: . |-
Estimated Dates of Travek |=
Travel Reguested
|| hirtine Tickets via €JA Government ]
Tm"w -..

[ Ground Transportation ' |
|| Per tiem (Hatel & Mealks)**

[ other| | |

Total Estimated Cost: |=

o
= Al trarvel and expenses must be in complance with govermment iravel r

eQuAsbons.
== Actual cost of hotel and meals up 1o the establshed per dem rate. Expenses for ravel for one day or st day s up o the MIE rabe.

Justification for Request: !

Travel Date  Reguested |

MHamie Purpose Travel To
Low Angeles, CA P TR 0,00

H P-Iﬂll.#l.{l"ﬂi]:

] s s [ |
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Creating a Travel Voucher (cont’d)

Click the Documents tab or
click Next.

Basic inde Autharizatson Begquest P Documenis Confirmabion

Supporting Documents

File Uiplosad (Qnty Pf files of 10MB sire or lesst)

Click Browse to select a
PDF file to attach.

Uptaad
Note:
e rjebinsy Dalats  View
All documents must be submitted in PDF Bocsmasts
format, and must be 10 MB or less.
B Click Upload << st || [ <Previeus | [Wests | [Laste | @
The document will appear at the bottom of the Description section.
E Click Save.
The Confirmation tab will appear.
Verify a” information iS Artentes: TRE faird yo el will e s alales w = neat orocal e
Pubkcf AtTormey
correct. Hotes
Select the affirmation
check box. This will | 1 swear and affirm the truth or corractness of the above statements ]
automatically time stamp et L o Submit
the voucher.
B Click Submit. [ =Frst ][ <Previoes || mmst> [ Laste | | _seve | I

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

B Click Home Page to return to the home
page. Click Appointment Page if you Vinr veucher s been submitted for naemeit, Tou wil neceive 8 notoation f we need mare detals,
wish to create additional document for Pictae keep the folowing voucher nuember fir your o record:
this appointment. 0101.0000162
Back fa-
Home Page

Appointment Page

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

(The CJA-26 will not be used in the Seventh Circuit. Any request for compensation in excess of the statutory maximum
should be submitted as an additional document with the CJA-20 Voucher. This should be a comprehensive memorandum
justifying counsel’s claim for excess under the CJA Guidelines. (Guide, Vol.7, § 230.30(b))

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

From the Appointment page, click Create from the
AUTH-26 Voucher template.

tatement for a Compensabon Claim in
woess of the Statutory Case

ompensaton Maximum: District Court

The voucher opens to the Basic Info page.

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

g CIA-26 ¥ Basic Info ustification Docisments Confirmaticn
b Basic Info
LI I I COmL 1 FLRBON KEFRIENTID oL LR NTMBER
: - lenl [ishedst Brnseen
Ll;"-:-':'—l:ri EI-! 3 UAG DKT THF NUMELR A DEST DT DT NTAUBRTR # AFFEALE IRT TNF NULERIR & OTHIR. KT TNF XTULMEER
|:14-CRCEE0E 1. A4
Voucher #: T DN CAGLALATIER Of(Cone Mame) |8 PATMINT CATLCART ¥ TTPL PR EIFRLIENTID 18 RIFRISINTATION TTPL
. Fige he o Py (nciudey pre-iral dverasn ;
i L84 v Bnmscs £ ariesed dioeny) 4ty Dhedeaciars e e
1L CIFENELN) CHARGTD
151325 F DNEFECTION VIOLATION PENALTIES _
Brparts L ATTORNEY § SAME A VD RLATL I ADCRTLS 11 COURT ORI
A utewn Amdery - Bar Neumber 12344 [ A Asssdiain £ Extisamal
;.:::2.‘-:&.’.:_-_..1'.!: .*.'.-.'.qr;.u;i-_:.x»_: hl:‘».t:- Sarwt o L L L rem———
Pl ey of buset it e ”:'“ETE‘;:]":' 1 S o Pkl Ao [ ] S i Bt Astnrns
¥ md B e
|V Brandies Commsal

Deferciant Detal Bucioet Reperl

Detnd basdget iifn for defendent

Priee Anurmen'y Nam
Appeiarmmt Duir
Fugnaretn of Tupmsting Jugs or B Dviber o the Cmrt

Ba AW TR MAMT ANDRAILTVG ADDRESS

Aben Allerizon

o Dl Nemii Frn Tl Dk

tie B w4

Regrvmen | VI3 [ 5O
Aomi it R a Amouint Approred

T Cither In-Court Out-0f Court

Pre Trial bows | 3 Trial Hours Q Sentencrg Mouss | a Mo | O Heurs | a
Husrber of Counts o Muber of Co-Defendants 0
Oier Percing Cases
Sevitrreng Cdeins arge
Mandlatory Mrwmus Fourd |

[ [ [ e ) e R )

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

Click Save.
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Creating a CJA-26 Voucher (cont’d)

Click the Justification tab or
click Next.

Fill out justification text fields.

Click Save.

o Basic Info P Justification hoc wmsents Confirmation

Justification
1. Descrbse decovery materal (rature and volume) sedfor decovery practices which e & noteworthy factor n the mamber of
fdnrsy caraed.

5. SUmmarTe msigaton and case preparston (e.0., number and accessbdty of witnasmses niervawed, rcoed colection,
degument organEtion) which ans 3 nebeworthy factor in the number of hours chemed.

£ Explain, f notewsrthy, Impact on the surmber of hours coimed of Fvestgaties, expert, of other senices used (DA 1 voudhe)

T. Describe whethe! any of the hent consderations: are 3 notewoithy Factor in the number of hours clemed and explan
wach: communication with af of othes

B Expln any wp-teee (beme 17 and 18 of the O 20 voudhe) greater than $500

%. Explain any othet nobessrthy Croumstances regandng the cse and the representation peovded to suppor the compensation

reguesL

Inccle, o scplcatsle; () nepotators me (A, srioreyh ofBce hm:ﬁl‘n oy o ey oflepal e and fcia’
mﬂmﬁﬁmmwkmm:mm uﬁmm:mmﬂmd
remitng fom e represeniatony: and {11 ary exirsordoury pressune of fme or other factors encler sénchh pervices mere rondered,

= Frut « Prewns |H.':1I:l [ Lasts | [[(se | | Deleeoeah |

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



CJA eVouchers for Attorneys | 57

Creating a CJA-26 Voucher (cont’d)

Click the Documents tab or click

Next.

Browse to select a PDF file to
attach.

Click Upload.

Note:

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

The document will appear at the bottom of
the Supporting Documents section.

Click Save.

A confirmation page will appear.

Verify all information is correct.

Select the affirmation
check box.

Click Submit.

Bawic Infa Tustification ¥ Do Canfi ald

Supporting Documents

File Upload (Only Pdi fles of 10MB sire or lesst)

i Eerarse
Dhascripdice
Upload
[Breriplage Dulrts  Views
o Aaporimanoy
[ sFmt |[ crevea |[Desis J[ Lem= | [ Deetemraht |
Amprbor: The noded youl iftier wil be avalalie & B reea® et ol vl
Publc) ATtonney
Notes
1 1 swear and affems the truth or corectness of the abowe statemants
Date: 7732004 14:5334 O Smel_‘t

[ =roest ][ <Previes |[ test> J[ Lasi= | TN | Delete oraft |

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

submitted.

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

'

Your wisacher has been submithed For paymend. You wil recesvee 8 noSfcation f we need mone detals.

Plispse kpep the Sollgwang voucher ruster for your owen reconds;
0101.0000167

Back to:
Home Page
Appointment Page

The CJA-26 will now appear in the My Submitted Documents section.
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