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Introduction

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

e Online authorization requests by attorneys for service providers.

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

e Online voucher review and submission by the attorney.

e Online submission to the court.

Attorneys are required to create and submit vouchers for their service providers and associates.

The E-Voucher 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.

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services.

e Submission by attorneys for interim payment vouchers. (Upon authorization by the
Court.)

e Supporting document uploads to vouchers or authorization requests.

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

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

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57
e Apple Macintosh: Safari 10.1
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Compatibility View Setting — If you are using an approved browser and cannot access
eVoucher. go to Tools and Compatibility View Setting. A new window will open allowing
you to add a website address. Add uscourts.gov in the website box. click add and close.
This should allow you access to log into eVoucher.

Court Appointment
When an appointment is made in eVoucher, 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.

Accessing the CJA eVoucher Program

Starting with version 6.10, you are required to use Login.gov to securely sign in to the eVoucher
application. You must create a Login.gov account or use an existing Login.gov account and have
a Single Login Profile (SLP) to access eVoucher.

Note: Login.gov is a separate application from eVoucher. If you run into any issues, you must
contact Login.gov support via their Help center page at https://www.login.gov/contact.

Follow the instructions in the next section to create your Login.gov account. Click the following
links for additional information about Login.gov and helpful tips for creating your account.
https://login.gov/what-is-login/

https://login.gov/create-an-account/
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Creating a Login.gov Account

On the eVoucher sign-in page, click Sign in with LOGIN.GOV.

CJA eVoucher - Texas Eastern District Court

Release 6.10.0.0

We've changed how you will sign in to eVoucher!

We now require users to sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will use
Login.gov for all future sign-ins.

Sign in with 1 LOGIN.GOV P

Need to create a Login.gov account?

Use the Sign in button above and then use the "Create an account” button below the sign in fields.
Learn about our new sign in process.

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

On the Login.gov page, click Create an account.

D LoGIN.GOV m

8o ®

eVoucher is using
Login.gov to allow you to sign in to
your account safely and securely.

Create an account ]

Sign in for existing users

Email address

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Enter your email address, and then select your email language preference. Click the Rules of
Use link, read the Login.gov Rules of Use, and then select the | read and accept the Login.gov
Rules of Use check box. Click Submit.

Note: Login.gov recommends that you enter a personal email address that you can always
access, not a work email address.

© For your security, we clear what you entered if you
don't move to a new page within 15 minutes.

Create an account for new users

Enter your email address

daviddattorney210gmail.com

Select your email language preference
Login.gov allows you to receive your email communication in
English, Spanish or French

© English (default) P

O Espafiol

O Francais

I B | read and accept the Login.gov Bules of Use ]

N <

You will receive an email message at the email address you entered in step 3. In the email
message, click Confirm email address, and then continue creating your account.

0 LOGIN.GOV Confirm your email nsex «
@) Login.gov co-reply@identitysandbox govs
L

Check your email

We sent an email to daviddattorney210@gmail.com ith a link D LOGIN.GOV
to confirm your email address. Follow the link to continue
creating your account.

Confirm your email

Thanks for submitting your email address. Please click the link
below or copy and paste the entire link into your browser. This
link will expire in 24 hours.

Didn't receive an email? Resend

Or, use a different email address

You can close this window if you're done.

Confirm email address

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Next, create a password. It must contain 12 or more characters and cannot include commonly
used words or phrases. In the Password and Confirm password fields, enter, and confirm your
password, and then click Continue.

You have confirmed your email address

Create a strong password

Your password must be 12 characters or longer. Don't use
ccommon phrases or repeated characters, like abc or 111.

Password

[TTYXTYYYYYY

‘Confirm password

Show password

Your Login.gov account is now created, and you are directed to add an authentication method.
Continue to the next section and follow the instructions to complete this requirement.

Note: Once your Login.gov setup is complete, you will ONLY use the email address you entered

and the password you created in Login.gov to access eVoucher, so it is important to remember
them.
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Adding an Authentication Method

Login.gov requires that you set up at least one authentication method when creating your
account. However, it is recommended that you select at least two authentication methods on
different devices so that you have an alternative way(s) to sign in to eVoucher if your primary
method becomes unavailable.

Select your first method of authentication, and then click Continue. Authentication methods
include security keys, government employee IDs, authentication applications, text or voice
messages, or backup codes.

Authentication method setup

Add another layer of security by selecting a multi-factor
authentication method. We recommend you select at least

two different options in case you lose one of your methods. \

O D Authentication application

Download or use an authentication app of
your choice to generate secure codes.

{% Text or voice message

Receive a secure code by {SMS) text or
phone call.

) $ Backup codes
A list of 10 codes you can print or save to

your device. When you use the last code,
we will generate a new list. Keepin mind
backup codes are easy to lose.

0] @ Security key

A physical device, often shaped like a USB
drive. that you plug in to your device

m E Government employee ID

PIV/CAC cards for government and military
employees. Desktop only.

Note: Every time you sign in to eVoucher you are required to authenticate, so make sure you
use an authentication method that’s easy for you to access. For these instructions, the Text or
voice message option is selected.
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To authenticate by text or voice message, in the Phone number field, enter your phone number
to receive a one-time code by text message or phone call, and then click Send code.

Add a phone number
We'll send you a one-time code each time you sign in.

Message and data rates may apply. Do not use weh-based
(VOIP) phone services or premium rate (toll) phone numbers

Phone number

= 210-555-5555 ] h

How you'll get your code

QO Text message (SMS) (0 Phone call

You can change this anytime. If you use a landline number,

select “Phone call

Mobile terms of service

In the One-time code field, enter the one-time code sent to your device, and then click Submit.

Enter your one-time code

‘We sent a text (SMS) with a one-time code to (***) ***.5555.
This code will expire in 10 minutes.

One-time code
Example: 123456

555555 A

O Remember this browser

& Send another code

Having trouble? Here's what you can do:

Choose another authentication method >
I didn't receive my one-time code 5 >
Learn more about authentication options (3 >

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Once your code has been successfully authenticated, you are prompted to add another
authentication method (recommended). Click Add another method and follow the previous
steps to create a second authentication method.

Note: It is recommended that you use a different device for your second authentication
method, even if you choose the same setup option. For example, if you chose text or voice
message as your first method, you can do the same for the second, as long as you use a
different phone number.

D LOGIN.GOV

S

<

You've added your first
authentication method! Add a
second method as a backup.

Adding another authentication method prevents you from
getting locked out of your account if you lose one of your
methods

Add another method /

Skip for now

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



CJA eVoucher for Attorneys | 11

Identity Verification

To access eVoucher, you must verify your identity by uploading an acceptable form of
identification (driver’s license or state ID). This added security measure is to ensure that you are
you and not someone pretending to be you.

Note: This is a one-time identity verification; if you have previously proven your identity
through Login.gov, you are not required to do this again.

If you’ve previously created a Login.gov account, you will be asked to verify your identity after
signing in to Login.gov from the eVoucher sign-in page. If you’re in the process of creating your
Login.gov account, this step automatically appears after you’ve established your multi-factor
authentication method(s). Click Continue.

D LOGIN.GOV

Let’s verify your identity for CJA
eVoucher User Acceptance
Testing

CJA eVoucher User Acceptance Testing needs to make sure

you are you —not someone pretending to be you. Learn more
about verifying your identity 3

You'll need to:

o Take photos of your ID

Use your driver’s license or state ID card. Other forms of
ID are not accepted

@ Enter your Social Security number

You will not need your physical SSN card.

© Match to your phone number

Your phone number matches you to your personal
information. After you match, we'll send you a code.

o Re-enter your Login.gov password

Your password saves and encrypts your personal

information, /
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To continue, select the check box allowing Login.gov to ask for, use, keep, and share your
personal information to verify your identity, and then click Continue.

Getting started  Verify your 10 Verify your Verity phonear  Secure your
information address account

How verifying your identity works

Identity verification happens in two parts:

Verify your identity

We'll ask for your personal information to verify your identity
against public records.

Secure your account

We'll encrypt your account with your password. Encryption
means your data is protected and only you will be able to
access or change your information.

8 By checking this box, you are letting Login.gov ask for, use,
keep, and share your personal information. We will use it to
wverify your identity,

sarn more about our privacy and security measures &4

B

Choose an option for adding your identification information. One option is to upload photos of
your ID from your phone, and the other option is to upload them directly from your computer.

DLoGIN.GOV %

[ o

Gettngstarted  Verify your ID Verifyyour  Verffyphoneor  Secure your
information address sccount

How would you like to add your ID?

Well collect information about you by reading your
state-issued ID.

@ Use your phone to take photos
You won't have to sign in again, and you'll
swiitch back to this computer after you take
photes. Your mobile phone must have a camera
and a web browser.

Phone number

_I Continue on this computer

/=== Don't have a phone? Upload photos of your ID
from this computer.

Upload photos

Cancel
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Option 1: Upload photos from phone (recommended)

1. Click Send link. A message appears, prompting you to check your device for a text
message with instructions for taking a photo of your ID to verify your identity.

[ (o}
Getting started  Verify your ID Verify your Verify phone or Secure your
information address account
@ —
- Getting started Verify your ID erify your erify phecne or Secure your
How would you like to add your ID? wf::r;ﬂetic-n address acc:urw'.

We'll collect information about you by reading your
state-issued ID.

Do not close this window.
Use your phone to take photos The next stap will load automatically.
You won't have to sign in again, and you'll

switch back to this computer after you take
photos. Your mobile phone must have a camera

andl a vieb browser We sent a message to your phone

Phone number You entered: +1 210-555-56555

e () Sxes @ Please check your phone and follow
instructions to take a photo of your

2. Tap the link in the text message. A message appears, confirming that you are attempting
to verify your identity to access eVoucher. Scroll down for additional instructions.

wa 0

D LOGIN.GOV m

You're using Login.gov to
verify your identity for access
to CJA eVoucher
TrainingSand District and its
services.

ONLY ADD YOUR ID IF:

« You are using your own
Login.gov account

« You asked Login.gov to
verify your ID using your
phone

« You are trying to access
CJA eVoucher
TrainingSand District
services

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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3. Tap Take photo to switch your phone to the camera function. Take a photo of the front
of your ID card. Scroll down and tap Take photo again to take a photo of the back of the
card. Verify that each image appears in the appropriate box, and then tap Submit.

4:37
Add photos of your ID

N Back of your ID
Driver's license or state ID card ,

Tips for taking clear photos
» Use a dark background : :
+ Take the photo on a flat . Back of your driver’s license or ‘
surface : state ID :
» Do not use the flash on your :

camera

Front of your ID

: }
H H
H H

i Front of your driver’s license |

or state ID

4

4. Login.gov verifies your identity from your photos and prompts you to switch back to
your computer to complete the process.

D LOGIN.GOV ,m
L o]
e ity your 10

© We verified your ID

Switch back to your
computer to finish verifying
your identity.

1+

Continue to step 4 to complete the identity verification process.
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Option 2: Upload photos from your computer

1. Click Upload photos to upload photos of your ID from your computer.

_I Continue on this computer

/==\ Don'thavea phone? Upload photos of your ID
from this computer.

[ Upload photos

2. You can either drag photos of the front and back of your ID from your computer and
drop them in the appropriate boxes or click the choose from folder link to browse for
and select the photos to add. Once the photos are uploaded, click Submit.

o (e]

Gemingstarted  Verify yourID Verifyyour  Verfyphoneor  Secure your
information address account

Add photos of your ID

Driver’s license or state ID card

Tips for taking clear photos
+ Use adark background
« Take the photo on a flat surface
= Do not use the flash on your camera
+ File size should be at least 2 MB

Front of your ID
Must be & JPG or PNG

______________________________

|
|

i Front of your driver’s license or
H state ID
|

i

|

i

|

Drag file here or choose from folder

______________________________

Back of your ID
Must be a JPG or PNG

______________________________

Back of your driver's license or
state ID

Drag file here or choose from folder

______________________________

Note: You may see a processing screen as the upload completes and Login.gov verifies your
identity.
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Once your identity has been verified, Login.gov verifies your name, date of birth, and address
using your Social Security number (SSN). In the Social Security number field, enter your SSN,
and then click Continue.

U LOGIN.GOV m

Getting started Verify your ID Verify your Verify phone or Secure your
information address account

® We verified your ID

Enter your Social Security number

We need your Social Security number to verify your name,
date of birth and address. Learn more about how we protect
your sensitive information 3

Don’t have a Social Security number?

You must have a Social Security number to finish verifying
your identity. Exit Login.gov and return to CJA eVoucher User
Acceptance Testing

Social Security number
Example: 123-45-6789

...........'

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Your name, date of birth, and address are imported from your ID; verify the information is
correct. If any of the information has errors, click the Update link next to it and make necessary
corrections. Once your information is correct and complete, click Submit.

Note: You have five attempts to verify your personal information, after which your account will
be locked. To unlock your account, contact Login.gov.

© ] o)
Gefting started  Verify your ID Verify your Verify phone or Secure your
information address account
Verify your information N

We read your infermation from your ID. Review it and make
any updates before submitting for verification.

First name: FAKEY

Last name: MCFAKERSON
Date of birth: October 6, 1938
ID number: TTITI11111

Address line 1:1 FAKERD Update
Address line 2

City: GREAT FALLS

State: MT

ZIP Code: 59010

Social Security number: 5*%-*=-""5 Update

[J Show Social Security number

&~
[ e ]

Next, verify your phone number. To do this, in the Phone number field, enter your phone
number, and then click the appropriate radio button to receive a one-time code either by text
message or phone call. Click Send code.

@ We verified your infermation

Verify your phone number

We'll check this number with records and send you a one-time
code. This is to helpverify your identity.

Enter a phone number that is:

- Based in the United States (including U.S. territories)
« Your primary number (the one you use the most often)

Learn more about what phone number to use &

Phone number

==~ (210) 555-5555

How should we send a code?
If you entered a landline above, please select “Phone call”

below.

O Textmessage (SMS) O Phone call

=
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In the One-time code field, enter the code sent to your device, and then click Submit.

Getting started erify your ID Verify your Verify phone or Secure your
information address account

Enter your one-time code

We sent a text (SMS) with a one-time code to (210) 555-5555
This code will expire in 10 minutes.

One-time code
Example: 123ABC

Once your phone number is verified, in the Password field, re-enter the password you created
to access Login.gov, and then click Continue.

o o o o 0o
Getting started Verify your ID Verify your Verify phone or Secure your
information address account

& We verified your phone number

Re-enter your Login.gov password

Login.gov will encrypt your information with your password.
This means that your information is secure and only you will
be able to access or change it.

Password

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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A personal key is generated. You will need this key if you ever forget your password or lose your
authentication method. Keep your key in a secure place and do not share it with anyone. Select
the check box to confirm that you have saved your personal key, and then click Continue.

@ <o o M O
Getting started Verify your ID Werify your \erify phone or Secure your
information address account

& We secured your verified information

Save your personal key

AR

- -
VGCH - MCDA - CGYR - HAX8

-

Your personal key was generated on January 22, 2024 at 11:33 AM

0 Copy s Download (text file) & Print

You need your personal key if you forget your password.
Keep it safe and don't share it with anyone.

If you reset your password without your personal key, you'll
need to verify your identity again.

Learn more about the personal key (3

[ | saved my personal key in a safe place.

B <
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Step 10

Your Login.gov account is now verified. Next, you are asked to connect, or link, your Login.gov
account with your eVoucher account. Click Agree and continue and follow the instructions in
the next section to complete this connection.

<

Connect your verified information
to CJA eVoucher TrainingSand
District

CJA eVoucher TrainingSand District needs to know who you
are to connect your account. We'll share this information with
CJA eVoucher TrainingSand District:

@& Email address
daviddattorney210+f@gmail.com

Add a second authentication method. You will have to
delete your account and start over if you lose your only
authentication method.

<

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuing. Click Add a second authentication method and review the Adding an
Authentication Method section for those instructions if you wish to complete this task.
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Linking Your eVoucher Account to Your Login.gov Account ——

For NEW Login.gov accounts:

After you complete your identity verification and receive your security key, you are
automatically directed to your court’s eVoucher linking page. Note that the email address you
used to create your Login.gov account is pre-populated in the eVoucher Email Address field.

CJA eVoucher - Texas Western District Court

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login.gov accoun
After completing this step, you will sign in using Login.gov going forward.

Mote: Please contact an eVoucher administrator for assistance.

eVoucher Email Address

daviddattorney@gmail.com h

MNotice: This is a restricted government system for official judiciary business only. All activ
access attempts, may be recorded and monitored or reviewed by persons authorized by 1
protection of system security, performance of maintenance, and appropriate manageme

For EXISTING Login.gov accounts:

From your court’s eVoucher sign-in page, click Sign in with LOGIN.GOV and follow the prompts

to sign in and authenticate your Login.gov account.

B= in official website of the United States government

CJA eVoucher - Texas Western District Court

TSD NV1VM IDC - Releas2 6.10.0.0

We've changed how you will login to eVoucher!
We now require users ta sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will use
Login.gov for all future sign-ins.

Sign in with ' LOGIN.GOV —

Need to create a Login.gov account?
Use the Sign in button above and then use the "Create an account” button below the sign in fields.
Learn about our new login process
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After successful Login.gov account sign-in and authentication, you are then asked to connect, or
link, your Login.gov account with your eVoucher account. Click Agree and continue.

<

Connect your verified information
to CJA eVoucher TrainingSand
District

CJA eVoucher TrainingSand District needs to know who you
are to connect your account. We'll share this information with
CJA eVoucher TrainingSand District:

& Email address
daviddattorney210+f@gmail.com

Add a second authentication method. You will have to
delete your account and start over if you lose your only
authentication method.

e

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuing. Click Add a second authentication method and review the Adding an
Authentication Method section for those instructions if you wish to complete this task.

Login.gov automatically directs you to your court’s eVoucher linking page. Note that the
eVoucher Email Address field is now pre-populated with your email address.

CJA eVoucher - Texas Western District Court

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address te connect your eVoucher account with your Login, gov accoun
After completing this step, you will sign in using Login.gov going forward.

Mote: Please contact an eVoucher administrator for assistance.

eVoucher Email Address

daviddattorney@gmail.com h

Notice: This is a restricted government system for official judiciary business only. All activ
access attempts, may be recorded and monitored or reviewed by persons authorized by 1
protection of system security, performance of maintenance, and appropriate manageme
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Linking Your Accounts Using Your SLP Email Address and
Password

Existing eVoucher users who have an SLP can sign in using their SLP email address and
password.

In the eVoucher Email Address field, delete the pre-populated Login.gov email address and
enter your eVoucher SLP email address. Click Next.

I\\\' WNITTDSTATTS | CJA eVioucher - Texas Western District Court

M"(‘OU RTS SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account
Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Email Address /

I daviddattorney@firm.com I

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

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024

23



CJA eVoucher for Attorneys

In the eVoucher Password field, enter your eVoucher SLP password (the password you
normally use to access eVoucher), and then click Connect Accounts. If you don’t remember
your password, click the Forgot your password? link and follow the security question prompts.
If you enter your password incorrectly six times or fail your security questions three times, your

account locks and you must contact your eVoucher administrator.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter the password for your eVoucher account to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Password

Forgot your password?

Connect Accounts

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

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher normally.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0
Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Home

I O You have successfully connected your eVoucher account to your Login.gov account, which you will use tosigninto eVoucher from now on.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.
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Linking Your Accounts by Email Invitation — New User

New eVoucher users who do not have an SLP can also link their accounts from the eVoucher

linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address
field. Click Next.

I'\\\“'—-"' 45| CJA eVoucher - Texas Western District Court

M“ COURTS SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account
Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Email Address

I daviddattorney@gmail.com I

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

A message appears, prompting you to check your email and confirm that you entered the
correct email address.

SN\UNTIDsTATs| - CJA eVoucher - Texas Western District Court

llilCOURTS

SDSO Training Sandbox - Release 6.10.0.0
0 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.
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Click the link in the email message to automatically link your accounts and return to your
eVoucher home page.

Dear David D Attorney,

District of Texas Western sent this link for you to connect your eVoucher Single Login Profile with Login.gov. In order to confirm this, you must click the link below to create or use an
existing Login.gov account.

PLEASE NOTE:
If you already have a different eVoucher Single Login Profile using a different email address that you would prefer be linked to this court instead, OR this email is in error and you
should not be linked to this court, please contact lisa ornelas@ao.uscourts.gov to reach the CJA eVoucher help desk.

Click here to connect this eVoucher Single Login Profile to Login.gov. Once connected, you will use Login.gov to sign into eVoucher.

Regards,
District of Texas Western

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher normally.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Home

I o You have successfully connected your eVoucher account to your Login.gov account, which you will use tosigninto eVoucher from now on.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.
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Linking Your Accounts by Email Invitation — Existing User

An existing eVoucher user who has an SLP but does not know their SLP credentials can also link

their accounts on the eVoucher linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address
field. Click Next.

\l‘. fTED sTATTs CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

[l CouRTs

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Email Address

I daviddattorney@gmail.com I

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

If your Login.gov email address is not the same as your SLP email address, an error message
appears, prompting you to contact your court’s help desk.

CJA eVoucher - Texas Western District Court

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

Note: Please contact an eVoucher administrator for assistance.

I o Single Login Profile not found with that email address. Contact your local court helpdesk.

eVoucher Email Address /

Idavidda‘domey@gmail.com I
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If you do this, your court then sends you an email message with a link that you can click to
automatically connect your two accounts.

Dear David D Attorney,

District of Texas Western sent this link for you to connect your eVoucher Single Login Profile with Login.gov. In order to confirm this, you must click the link below to create or use an
existing Login.gov account.

PLEASE NOTE:
If you already have a different eVoucher Single Login Profile using a different email address that you would prefer be linked to this court instead, OR this email is in error and you
should not be linked to this court, please contact lisa ornelas@ao.uscourts.gov to reach the CJA eVoucher help desk.

Click here to connect this eVoucher Single Login Profile to Login.gov. Once connected, you will use Login.gov to sign into eVoucher.

Regards,
District of Texas Western

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher normally.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0
Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Home

o You have successfully connected your eVoucher account to your Login.gov account, which you will use tosigninto eVoucher from now on.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.
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Signing In to eVoucher

Once you've created your Login.gov account, linked it to eVoucher, and signed into the
application for the first time, you will use your Login.gov credentials to access eVoucher going
forward.

To sign in to eVoucher, use any US Courts CJA eVoucher URL to access the Login.gov sign in
button. Click Sign in with LOGIN.GOV.

Y M CJA eVoucher - Texas Western District Court

'"" COURTS SDSO Training Sandbox - Release 6.10.0.0

We've changed how you will sign in to eVoucher!
We now require users to sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will use
Login.gov for all future sign-ins.

Signinwith 't LOGIN.GOV

Need to create a Login.gov account?

Use the Sign in button above and then use the "Create an account” button below the sign in fields.
Learn about our new sign in process.

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

By default, you are directed to the Login.gov sign-in page. In the Email address and Password
fields, enter the email address and password used to create your Login.gov account, and then
click Sign in.

eVoucher SDSO is using Login.gov
to allow you to sign in to your
account safely and securely.

Sign in for existing users

\Emailaddrsss
\Passwurd

[ Show password
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Complete the action required by your chosen authentication method. In this example, you'll
authenticate using a mobile device. In the One-time code field, enter the one-time code sent to
your device, and then click Submit.

Enter your one-time code

Ee

We sent a text (SMS) with a one-time code to {™)
5555,This code will expire in 10 minutes.

One-time code
Example: 123ABC

= |

& Send another code ‘

Login.gov directs you to your eVoucher home page.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

David Attorney (Attorney)

Home Operations Reports Links Help Sign out

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

Case Defendant Type Status Date Entered

.47 SR RARAT e L T I A 0 T e . AATA AR A
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Single Login Profile (SLP)

An SLP allows you to link to your other court accounts and switch from one account to another
from within the eVoucher application without needing to sign out. It is set up by court staff
when your court profile is initially created in eVoucher.

Single Login Profile for David D. Attorney

SLP email address

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

On the Single Login Profile page, you can:

e Edit your first, middle, and last name.
e Edit your email address.

e View your linked eVoucher accounts.
e Change your default court.

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 Welcome, David Attorney ©

Single Login Profile

David D Attorney (Attorney)
Court Profile
Home Operations Reports Links Help Sign out m

> Help > Single Login Profile
Court Profile

Contact Us

Privacy

eVoucher Documentation: Attomey and Expert Users
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Editing Your SLP

Your SLP information is divided into two sections: Account Information and Linked eVoucher
Accounts. Click the plus (+) or minus (-) signs to expand or collapse each section.
Note: The Account Information section automatically displays when you access your SLP

information.
Home  Operations Reports Links Accounts Help  Signout _E
> Help > Single Login Profil
Single Login Profile — Andrew Anders
Account Information  siffs—"s E
First name Middle name Last name Suffix
Andrew - Anders - Edit

Email address

aandersattorney+10@gmail.com Edit

Password

O LOGIN.GOV

Linked eVoucher Accounts «imm—s

Modifying Your Name

To edit your name, in the Account Information section, click the Edit link to the right of your

name.

Single Login Profile - Andrew Anders

Account Information

First name Middle name Last name Suffix
Andrew & Anders =
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Make any necessary changes, and then click Save changes.

Single Login Profile — Andrew Anders

Account Information -_

First name Middle name Last name Suffix

I |Andrew I Anders H ‘

=3

Note: It is important to remember that changing your SLP name does not change the name
associated with your court profile.
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Updating Your SLP Email Address

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

Email address
aandersattorney+10@gmail.com Edit

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

Single Login Profile — Andrew Anders

Account Information -
A Note: This email change does not change the email associated with Login.gov

First name Middle name Last name Suffix
Andrew - Anders -

Email address

aandersattorney+10@gmail.com ‘

Confirm email address /

aandersattorney@gmail.com

Note: It is important to remember that changing your SLP email address does not change the
email address associated with your Login.gov account.
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Updating Your SLP Password

After you link your Login.gov account to your eVoucher account, Login.gov handles all password
changes and forgot your password requests. The Login.gov logo is visible in the Password
section of your SLP account information; you do not have the option to edit your password
from here.

Help > Singls Lagin Profile

[Backtolst] | [ EditUser | [ AssionRoles | Single Login Profile

Single Login Profile — Morales Attorney

Account Information

First name Middle name Last name Suffix
Morales - Attorney -

m
2.

Email address
MoralesAttorney210@gmail.com

m
=

Password
DLOGIN.GOV

Note: Login.gov is a separate application from eVoucher. For password assistance, visit their
Help center page at https://www.login.gov/help or call their 24-hour help line at (844) 875-
6446.

Linked eVoucher Accounts

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

Single Login Profile - Andrew Anders

Account Information +

Linked eVoucher Accounts

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. Users with more than one eVoucher account have
one account designated as the default.
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Your default court is the court that initially appears when you sign in to eVoucher. To change
your default court, click the radio button for the desired court account, and then click Save
changes.

Home Operations Reports Links Accounts Help Sign out

> Help > Single Login Profile

Single Login Profile — Andrew Anders

Account Information -+

Linked eVoucher Accounts -

Multiple eVoucher accounts can be linked to a Single Lagin 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
District of Texas Western (Anders) Attorney O
Fifth Circuit Court (Anders) Attorney

=N

Accessing Multiple Accounts in eVoucher

From the Accounts menu, click the court account in which you wish to work.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Andrew Anders (Attorney)

Home Operations Reports Lin s Accounts Help Sign out

District of Texas Western - Attorney

Fifth Circuit Court - Attorney

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entered
1:14-CR-08805-AA- Jebediah Branson (# 1) AUTH-24 . Voucher Entry 04/14/2014
Start: Claimed Amount: 0.00 Andrew Anders N Edit
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Single Login Profile (SLP) vs. Court Profile

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

Court account to which Single Login Profile (SLP) username

o you are signed in
e aProfile icon

B= An official website of the Uni d States government

CJA eVoucher - Train District Court 4
SDSO Training - Release 6.4.0.0 Welcome, David Attorney ©

Single Login Profile
Court Profile

David D Attorney (Attorney)

Operations Reports Links Accounts Help Sign out

) Single Login Profile Circuit - Attorney

District - Attorney

Attorney/expert court
account username 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. It connects multiple eVoucher
accounts a user may have.

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

4. Court account username — 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 the court accounts to which you are
linked.
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Home Page

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.

Home Operstions Reports Links Help  Signout _ﬂ

o group by 2 particuler Heades, drag the colum to this ares. Appointments Defendant

Ccase Defendant Type

Paul Villiarm lark (# 1 AUTH
Caimed Ameunt: 1,200.00 Imvestigater

Date Entered &l cases have been cumenty assiges

12/0272015

o duta

Paul Villiam Clark (= 1 AuTH24

o1/21/2016
Gaimed Amaunt: 0.00

oofeazons To group by a parscular Heades, drag the cokma to th area. Search

Case Defendant Type Status. Date Entered
om Cark (= 1

3-CR-08842 Paul vlliam Cark (= 1 ans
- Gaimed meunt: 0.00

a0 ‘Submitted to Court 11/09/205
1 Poge 1.0f 1 (3 items) # BgRLLee

Pal Wiliam Clack (5 1 AUTH
Clsimed Amount: 20,000.00 Parslegsl Senvices

Submitted to Court A
01000005

Paul Wilkam Clark

*1 sz Submitted to Court 127205
Climed Ameurt: 5,900.00 F uoicoons

Paul Willam Clark (= 1 T4 ]
Claimed Amount: 0.00 Submitted to Court

Page 1 681 (4 ems)

To group by a parbeular Header, drag the cokum bo this area. Sewchi

Pres. Judge: Albert
‘Adm jMag Judge:

Case Defendant Type Status Date Entered

1 Page 10f 1 (2 ems) frex—r—7) Poul viliam Clock (= xze Voucher Entry
Claimed Amount: 0.00 Teresa Transonpts N

/o7

1a13-CR08882 Pal Wilkam Clark (# ey

2 e 01/2872016
Gt Aot 500 Y By S e

1 Page 1o 1 (2 items)

To group by & partular Heades, deag the colume to this arca. Search: |
Case Defendant Trpe Status Date Entered

Mo data

Section Name \ Contents

This section contains documents that you are currently working on or that have been
My Active Documents | submitted to you by an expert service provider. These documents are waiting for you
to take action.

Appointments’ List This is a quick reference to all your appointments.
My Proposed Cases appear in this section if an appointment has been proposed to you and you
Assignments have not accepted or rejected it. (Not used by the Eastern District of Tennessee.)
. This section 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

requesting expert services or interim payments.

This section 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 certified/signed off by the attorney and submitted to the court for
payment.

My Service Provider’s
Documents

This section 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 days after the appointment is terminated. They are still
accessible on the Appointment page.

Closed Documents
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Navigating in the CJA eVoucher Program

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9

Home Operations Reports Links Accounts Help Sign out _m

Menu Bar ltem \ Description
Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you can 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 Enter search criteria 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 each section.

Expand/Collapse a Section: Click the plus sign (+) to expand a folder. Click the minus sign (-) to
collapse a section.

Resize a Column

Along the column headers (e.g., Case, Defendant, Type, etc.), point to the line between the
columns until a double arrow <= appears.

Click and drag the line in the desired direction to enlarge or reduce the column size.
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Note: The section size does not increase; therefore, some columns may move off the screen.

Group by Column Header: To sort all the information within a section, you can group
documents by column header. All folders displaying the group header bar can be sorted in this
manner.

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

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

Case Defendant = Type Status Date Entered

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

Tngw drag the column to this area.
C
Ca nt Type T Status

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

Group by: Case 1
Case Defendant Type T Status
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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.

> Help > Court Profile

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Operations Reports Links

B= Anofficial website of the United States government

Help Sign out

Welcome, David Attorney 9
Single Login Profile

Court Profile

On the Court Profile page you can:

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

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.
Add a time period in which the attorney will be out of the office in the Holding Period
section. (Not utilized by the Eastern District of Tennessee.)
Document any continuing legal education (CLE) attendance. (This is not monitored or
tracked by the Court.)

Click Edit, Select, Add, or View to the right of each section to expand the section and edit any
information. Review your court profile and add any missing information as needed.
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> Help > Court Profile

Court Profile

Attorney Info
Your personal info

Billing Info

List all available billing info records

Holding Period

Continuing Legal
Education

Bar Number: TX125568
Your Name: David D Attorney

Your Contact Info:
Phone: 555-555-5555

Fax:
deadmail@ao.uscourts.gov

Your Address:

123 San Antonio Way
San Antonio, TX 78228
us

Your default billing info is:
David D Attorney
Billing Code:0101-000077
123 San Antonio Way
San Antonio, TX
78228 - US
Phone: 555-555-5555
Fax:

No info has been stored.

Please dick VIEW to type your info.

No info has been stored.

Please dick VIEW to type your info.
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Attorney Info

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

Attorney Info

Your personal info

Bar Number:
Your Name: Andrew Anders

Your Contact Info:

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

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

Your Address:

110 Main Street

San Antonio, TX 78210
us

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

other linked accounts:

Court Profile

o For Attorney Info or Expert Info section of this court profile, changes made to Address lines, City, State, Zip, Country, Phone and Fax WILL be applied to any linked accounts with the same SSN/EIN

Changes made to Name, Email, and Bar Number will NOT be applied to any other linked accounts with the same SSN/EIN.

| after one business day.

Make any necessary changes, and then click Save.

Attorney Info
Your personal info

[5SN Instructions:
[If you are an appointed panel
attorney, you are reguired to enter

* Required Fiekds
Bar Number

Tax Identification Humber: * (If on Panel) Oa Foreign Vendor?

ervices provided and for purposes of
issuing a Form 1099-MISC. You have
provided this information under
penalties of perjury and certify that:
1 - The number entered as my 55N or
EIN is my correct taxpayer
identification number: and
|2 - I am a U.5. citizen, .5, resident
alien, or other LS. person (a
partnership, corporation, company, or
association created or organized in the|

U.S. or under the laws in the U. 5.).

our Social Security Number in the S3MN:
SSN field. Confirm: m
[If vou are an associate only, do not First Name * Middle Last Name =
enter your Social Security Number in ‘Andrew H ||Anders ‘
the SSN field.

Main Email *

Payee Certification: lica_ornelas@aobe.uscourts.gov |
[This message informs you that the 2nd Email
Mame and TIN entered are collected P - |
pursuant to IRS Guidelines that govern| aobx.uscourts.gov

hat information must be collected by | | 3rd Email
the judiciary for payments made to deadmail pport.actx.uscourts.gov |
non-employees and other entities for || phone = cell Phone Fax

| 210-555-1234

210-833-5623

Address 1 = City *
110 Main Street | [san Antonio |
Address 2 State * (US onfy) Zip * (US cnly)
| [Texas v| [78210
Address 3 Country *
UNITED STATES v
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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 You can list as many as three email addresses. Notifications from eVoucher are sent to all
email addresses.

Billing Info

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

Hilling Info Your default billing info is:

List all available billing info records Andrew Anders
Billing Code:0101-00002
110 Main Street Add
San Antonio, TX
78210 - US
Phone: 210-833-5623
Fax:

If you have a Single Login Profile (SLP) that is linked to more than one court, changes made to
the Billing Info section of your court profile will not be applied to any of your other linked
accounts with the same SSN/EIN. This information displays at the top of your Court Profile page
and describes the action necessary to apply changes to any of your other linked accounts:

Court Profile

Changes made to the Billing Info section of this court profile will NOT be applied to any other linked accounts with the same SSN/EIN.
Use the Accounts menu to switch to other linked accounts and make changes to each court profile Billing Info section separately.
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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 @] Seff-Enployed cancel
@ Firm
OAssociate
Tax Identification Number:
EIN/TIN:
Confim:
Copy Address from Profile
Name:
Phone: Fax
Address 1:
Address 2:
Address 3:
City: State Zip Code:
| || vl
Country:
| unrTED STATES v
o " . .
Billing Info BinEqUI;Ed ;'_EHE
List all available billing info records 3 g Type
o
\_) Gelf-Employed
i
L Frm
i .
2/ Assodiate
Billing Code: | | Verify |
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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.

e Attorneys are responsible for ensuring their billing information (address, SSN/EIN) is up
to date.

Continuing Legal Education (CLE)

Note: This module may be used by the attorney to track their personal CLE, but this does not
report CLE required under the CJA Plan to the Federal Defenders Service or Court.

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

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

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

Court Profile

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

To add CLE information, click Add.
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e

Files Creidit Dute L] Salject

Y Gontniang Legal Educaton

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

Continuing Legal = ] Bl
Education
| crest [sertmnangea ] |
Date [0501/2014 [T
rourso |

N o

Document. After wou save the information abaut this Conbnung Educaton, you will be able 1o upload related documents,

Note: After you save information, you can upload related PDF documents.

Click Browse to upload and attach a PDF document. Once the document is uploaded, click Save.

Credit | Sentencing-re
Date |05/15/2014 | )
s [0

Descripbion

—_—
Document [ I erowse... |
|
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Continuing Legal [Back | | [ ear | [ aaa ] [ oae= |
Education
Search: ||
Files Credit Date Hours Subject
0 Sentencin... 04/16/2020
1 Page 1 of 1 (1 items)

Note: All entries appear in the grid. To access, edit, or delete an entry, click the entry and then
click Edit or Delete.

Appointments’ List

On your home page, in the Appointment’s List section, locate the desired case. Your
appointment list should include an appointment for every defendant/representation type
assigned to you. After a week from the date of appointment, if a case/appointment record is
missing from your appointment list, please email or phone the CJA eVoucher clerk to have the
appointment added.

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

Search:

Appointments Defendant

Defendant: Jebediah Branson

endant =: Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Reprasentation ID: 2 Pres. Judge: Albert Albertson
Appointment ID: 4 Adm./Mag Judge:
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Section Name
Appointment Info

Contents

This section contains all information about the appointment.

Vouchers on File

This section contains all vouchers for the appointment.

Appointment

Representation link to open

the Representation Info page.

This section describes the information found on the page. Click the View

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.

Appointment

[ ]

Create New Voucher
AUTH Create

Autharization for Expert and other
SErvices

AUTH-24 Create
Autharization for payment of
tramscripk

BUDGETAUTH Create

Autharization for Excess Attormey
Fees andior Expert and other Services
on Budgebed Case

CIA-20 Create
Appaintment of and Authority to Pay
Court-Appointed Counsel

ClA-21
Austhorization and Voucher for Expert
and other Services

CIA-24 Create
Autharization and Yeucher for
Payment of Transeript

CIA-26 Create
Statement for a Compensation Claim
in Excess of the Statutory Casa
Compensation Maximum: District
Court

TRAVEL .
Authorization for payment of Travel

Reports
Appointment Beport

Defendant Detail Budost Report
Detail budget infa for defendant

n m y ]

Tatals only of budget infa for
defendant

Appointment Info
B35 10—

jo101 [lebediah Branson

3. MAC. DETDEF NUMEER. A DIET, DET DEF NULEER

1:14-CR-08805-1-AA

£ AFFEALS. DT DEF NUMEER.

TOUCHER NUMBER

& OTHER. DEKT DEF NUMEBEE

[Phome: 210-833-5623

(Capital Qaly) Cammal

T IR CASLMATTER OF (Cant Mame) T FATMENT CATEGORY [V TUPE FERSON REPREGENTED |10 REFRESERTATION TVPE |
, [Felony (mcluding pre-trial diversion .

[USA v. Bramson lof alleged felony) L dult Deferdant ICrieainal Case

[T OTENEE 5] CHARGED

[15: 1825 F INSPECTION VIOLATION PENALTIES

[ES S MAMLE A0 MAILING, T3 COLRT ORDER.

mm —— o CCe 0 [ Fedenal O F Suba for Fedenal

[ian Antonie TX TE210 O LLswresd Comesdd 2 O Appeisting  © P Seda for Pasal (1 K Sabs fr Retuined

[Cell phene: 210-555-1234 — DTReiad  OUSSWEN o x gt
0 ¥ Stamdby Cound
{Priar Atiorssy's Name
|Appeimtment Date:
Eigzainre of Fresiding fadge or By Order of e Count
[T bert Alkertnon
14 LAW FIRA NAME AND MAILING ADDRESS e a s Tu Dute
Eepaymeni O ¥ES E XD
Vouchers on File
To group by a particular Header, drag the column to this area, Search: ||
Case Defendant Type Status Date Entered
1:14-CR-08805-44  Jebediah Bransan (= 1) AUTH ., Vioucher Entry 08/01/2022
S Claimed Amount: 1,000.00 Andrew Anders ‘ Edit
Erct: Chemist/ Toxicologist o
L:14-CR-08905-A4  Jebediah Branson (= 1) AUTH Voucher & urfza/zaz2
St Claimed Amount: 500.00 Andrew Anders I 9 Egﬁc ==
Enck Chermist/ Teniealagist =
1:14-CR-08805-84  Jebedish Branson (< 1) TRt Submitted to Court 0125000
Sart Q42572002 Claimed Amount: 0.00 Rick Astiey o
Eed 01252022 Chemist/Taxicalogist FIMAL PAYMENT
1:14-CR-08805-#%  Jebediah Branson (= 1) AUTH Voadher Cloced 01/25/2022
Sare QU202 Claimed Amount: 400,00 Andrewe Anders L .Q.LEELEQ[.Q_QE;&
En 042512022 Approved Amount: 400.00 ChemistfTaxicalogist -
1:14-CR-08805-A4  Jebediah Branson (= 1) AUTH Voucher Closed 01/25/2022
S OL/2872002 Claimed Amount: 900,00 Andrewe Anders " 0101.0000958
End: 01/35/2022 Approved Amount: 200,00 Chemist/Toxicologist T
:14-CR-0RB05- Jebediah Branson (= 1) AUTH Voucher Closed 01/19/2022
Sars OU/132022 Claimed Amount: 750,00 Andreve Anders L . uc_cr -
Ench 01/1512022 Approved Amourit: 750.00 Chemist/Texicologist =
1:14-CR-08B05-Ak-  Jebedish Branson (= 1) CIA-21 ‘oucher Entry 12/14/2021
St Claimed Amount: 0.00 Lucy Hall s Edit
Erd: Litigation Support Semvices
:14-CR-08805- Jebediah Branson (= 1) AUTH Voucher Clased izfidjz021
St l?'ll_--‘ﬂll Claimed Amount: 10,500.00 Andrev Anders l-@ g;wm _gcr;gg;;g
Erc 12/047202L Approved Amount: 10,000.00  Psychologist T
1:14-CR-08805-Ak-  Jebedish Branson (= 1) AUTH ‘oucher Closed 12/14/2021
e 1114200 Gaimed Amaunt: 1,200.00 Andrew Anders Vi, 11010000810
ncl: 12/14/2021 Approved Amount: 1,200.00 Chemist Toxicologist
s Jebediah Branson (= 1) A1 i 12/14/2021
Sars 1142001 Ciaimed Amount: 1,050.00 Rick Astiey i‘m&m
Ench: 13/14/2021 Chemist/ Toxicologist FINAL PAYMENT

123332 Last=
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View Representation

Click the View Representation link to display the following information:
e Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

In the Appointment section, click the View Representation link.

Appointment

The Representation Info page appears.

Representation Representation Info
e or T CIR DIST DIV CODE 7 PERSON REFRESENTED [TOUCHER NUMBER

[Jebediah Branzon

3 MAG. DKT/DET NUMEER T DIST, DET/DEF NUMBER % APFEALS, DKT/DEE NUMBER 5. OTHER DEI/DEF.NUBMBER
1:14-CR-028805-1-A4

7 IN CASEMATTER OF(Caze Name) T PATMENT CATEGORY T TUPE PERSON REPRESENTED 10 REPRESENTATION TYFE

) [Felony (including pre-trial diversion i
Renresentation Renort [USA v. Branson of allesed felony) |4 dult Defendant [Criminal Case
11 OFFENGE(S) CHARGED

15:1823 F INSPECTION VIOLATION PENALTIES

EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
511.500.00 |Albert Albertzon
DESIGNEE 1
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornelas@aotx. uscourts.gov
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Creating a CJA-20 Voucher

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 Create New Voucher section, from the CJA-20 voucher template, click the Create link.

C1A-20 Create)
Appointment of and Authority to Fay
Court-Appointed Counsel

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

CIA-20 |l Basic Info Services Expenses Claim Status Documents Confirmation
L Attorney Enters —— -~

Basic Info PP

Def.: Kip Longori 1. IR DIST/DIV.CODE 7. FERSON REFRESENTED VOUCHER NUMBER

R Renaees 101 [Kip Longoria at the top Of

3 MAG. DRI DEFNUMBER 4 DIST. DET/DEF NUMBER 5. APPEALS. DT DEFNUMBER 6. OTHER. DKT/DEFNUMBER

Link to CM/ECF 1:71-CR-01089-616-AA
71N CASEAIATTER OF (Case Name) S PAVAIENT CATEGORY U_TYPE FERSON REPRESENTED 10 REPRESENTATION TYPE t h e screen.
[Longoria vs USA [Fetony [mclud.mf_! pre-trial diversion |Adult Defendant Criminal Case

ot aliezed felomy)

11. OFFENSE(S) CHARGED
15:1644.F CREDIT CARD FRAUD
12 ATTORNEY 'S NALE AND MAILING ADDRESS 13 COURT ORDER

End
o = forales Attorney - Bar Number: 2222222 [m] (m]
@ Services: 50.00 - z i D Federal F Subs for Federal
125 v S Otvosse  Ocorcoma GoIbmt Crirtes
[San Antonio TX 78221 Ut 1esrmed counset 0 0 Appointine [ 2 Subs for Panel [ R Subs for Retaimed
) Expenses: 50.00 v [Phone: 2105551234 - Fax: 2105354321 (Capital Only) Counsel Abtorney Attorney

[Email: MoralesAttorney210@gmail.com D sProse O rreteimed v Subs forers [ % Administrative
Attorney se 8

Representation Fee Limit: =]
¥ Standby Counsel
$11,500.00

Prior Attormer’s Name
Fee Amount Remaining After Approved Appointment Dates

- Sicnature of Presiding Judge or By Order of the Court
and Pending: Thert Albertson
$11,500.00 14, LAW FIRM NAME AND MAILING ADDRESS [Date of Order Nunc Pro Tanc Date
| 10/1/2021
Tasks Repayment [ yes & xo
Link To Appeintment P I f
Link To Representation ayment nro
eeessssss—— | Prefered Payes A progress bar
Actions Morales Attorney
Import Service Entries (.csv) Iilzllswr:‘ghéuigzgtgtl—ooulw a p pe a rS at th e
| San Antonio, TX
Reports 78200 - US bottom of the
Phone: 2105551234
Form CIA20 Ere
Defendant Detail Budget Report screen.
Detazil budget info for defendant
« First | | < Previous H Next > | ‘ Last » Save

Notes:
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 tabs 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.

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

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

Date 4177200 | =28 Description -

Service Type v |*
* Reuired Fiekds

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

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

(Empty)

Mo data to paginate Go to page: \:\ View items per page: 10 25 50 100

| « First | | < Previous I| Next = ||| Last » Delete Draft Audit Assist

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.

Services
Date 04/17/2020 | = =5 Descr
Service Type I 4 April 2020 4
Doc#(ECF) || sy Mo Tu we Th Fr sa
Hours [ » 29 30 31 1 2 3 4

» 5 6 7 & 9 10 11
+ Rt Fekis » 12 13 14 15 16 18

» 19 20 21 22 23 24 25 |
To group by a parf

» 26 27 28 29 30 1 2 |
Service Type » 3 4 5 § 7 8 9
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Click the Service Type drop-down arrow and select the service type.

Services

Date 04/17/2020 | * 25 Description
Service Type E*

Doc.# (ECF) In Court Services -
Hours a. Arraignment and for Plea

b. Bail and Detention Hearings

FReuined Fiekds <. Motion Hearings

To group by 2 pg d. Trial

Sarvice Type e. Sentencing Hearings

Note: You can add dates in any order; they will automatically sort in chronological order, oldest
to newest, as they are entered.

Also note the difference between in court service types and out of court service types and be
mindful that you are selecting the correct service type.

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

Date \04/ 17/2020 j % % Description First appearance an arraignment of defendant.

Service Type a. Arraignment and/or Plea v | *

Doc.# (ECF) | Pages ar
Hours 5.0/ % at $148.00 per hour. Remove

* Required Fields ]

=
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The entry is added to the voucher and appears at the bottom of the Service Type column. The
default sort for services is chronological by date, oldest to newest. Be sure to click Save. Click an
entry to edit.

Basic Info |» Services Expenses Claim Status Documents Confirmation
Services
Date 04/17/2020 | = :@ Description First zppearance an arraignment of defendant. -
Service Type a. Arraignment and | or Plea - (*
Docr®F [ | Pages [ | -
Hours * &t $148.00 per hour
* Reguinad Fiekds
To group by a particular Header, drag the column to this area.
Service Type ‘ Date =« ‘ Description ‘ Hrs‘ Rate ‘ Amt
a. Arraignment and/or Flea 04/17/2020 First appearance an arraignment of defendant. 5.0  $148.00 5740.00
Page 1 of 1 (1 items) [1] Go to page: || | View items per page: 10 25 50 100
wrirst | [ < Previous |[ Next> || Last» Save Delete Draft Audit Assist
NOTE:

Please refer to the CJA Billing Guidelines

http://tned.uscourts.gov/docs/cja billing guidelines.pdf

and the CJA Helpful Hints and Tips http://tned.uscourts.gov/docs/cia_help.pdf for information
concerning entry of services and expenses.
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Importing Service Entries

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

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

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

After you select the appropriate appointment and click the Create link for the CJA-20 voucher,

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

A CIA-20 b Basic Info Services E)Jpenses Claim Status Documents Confirmation
Attorney Enters
Basic Info
T CIE DSt DIV CODE T IR0 REPRESENTID TOUCHER NUSBER
D _ o101 Jebedizh Branson
Def.: Jebediah Branson 3 XIAG, DT DEFNUMBER 7 DIST, DRI DEFNUAEER S APPEALS, DKT DEFNUREER ¥ OTHER. DRI DEFNUMEEE,
1:14-CR-03803-1-AA
op -~ TINCASLALNTIER OF(Coe Name) |5 PAVALENT CATEGORY § TPE FERSON REFRESENIED T9 REFRESENTATION TVPE
= [usa +. Branson Felony (mncluding pra-tnal diversion |, 3 nopongone feriminal Case
of allezad felony)
- 11 OFFENSE(S) CHARGED
LELIEET 15:1825 F DNSPECTION VIOLATION PENALTIES
Start Date: TT TTTORNETS NALIE AND MAILING ADDREES TT COCRT GRDER
End Date: |AAndrew Anders 7 - m ¥ Sebs
110 Main Serast Adsanine Corcmua GoTe s
@ Services: $0.00 - 5““"‘"‘:’“‘""{3’ 10 01, Learnsd Connzel & 0 Appoinring ) 2 Subs for Pazel () & Subs for Recsined
- 210-833- (Capical Ozl Conz e Avtorney

3
-1234

Zlo-sssia u OrReiss Clusubssorsrs .
© Expenses: $0.00 - || [Email: lisa omslas@acocucourts gov (Jsprose Pk 2 UEROE CIy Admicisiratne

¥ Scxndby Conmsel

on Fee Limit: [Prier Amorpey's Nume
£11,500.00 [ispeistmers Dare:

Sigmarsre of Bresiding Judge or By Order of the Court

A bert Albart
:‘Jmﬂ;:"""i"i"‘?m"w 12 LAW FIRM NAME AND MAILING ADDRESS ‘i";:'s?;“" = Fowur Pre Tonc Dusn
$11,500.00 Reparment [ yzs B vo
Tasks
o Payment Info
ink To Appointment
. Preferr |Andrew Anders - Andrews Anders v |
Link To Representation Andrew And
Andrew Anders - rew ers
Action Billing Code:0101-00002
Import Service Entries (.csv) ;n :'at';‘ Sh?;;
n Antonio,
Reports 78210 - US
Form C1A20 FPhulne: 210-833-5623
Defendant Detail Budget Report =E
Fatail hidnat infn far Aafandant

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



CJA eVoucher for Attorneys | 55

The Services page appears. To download and view a sample .csv file, click the sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click the Additional Information link to view instructions for importing time from a .csv file.

Basic Info [+ Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing s i a Separated Values (C5V)
farmat. The C5V file must contain all required column headings and data types. Please download ofir sample spreadshest ffir the correct column headings

and service type values.

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

contents of the imgorled SV file.

- Additional Information

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

Date

Hours

Description

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

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

n DocE
= Pages

For additional information refer to the eVoucher Online Help.

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

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

Import Service Entries (.csv) |

Date 9/3/2021 | =24 Description -

Service Type bl

s [ | mew [ -J.
Hours : *  at $155.00 per hour.
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

Basic Info ) Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billng system and saved in Comma Separated Values (CSV)
format. The CSV file must contain 3l required column headings and data types. Please download our sample spreadsheet for the correct column headings
and service type values.

IMPORTANT: It is recommended to start with 3 blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the contents
of the imported CSV file.

+ Additional Information

I Import Service Entries (.csv) I

Date [s/6/2021 | =) Description
Service Type [
ooce® | | pages | ] :

Hours [ | at$155.00 per hoe Add_|[ Remove

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

Service Type Date = Description Hrs Rate VAmt
[k (Empty)

No data to paginate ‘ Go to page: | [ View items per page: 10 25 50 100

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

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

A« External Users 5 timeimport v o 2 Search time import LENIELOGOUT B Steck Photos Stock. G5internal @) E3ax
I Confirmation
Organize * New folder =~ m @

I Deskiop A Name Date modified Type

Docurments B39 CIA-20 Service Time Import.csv /972021 10:01 AM Microsoft Excel

& Downloads jsystem and saved in Comma Separated Values (C5V) format. The CSV file must ci
le type values.

B Music
ntries on the voucher will be overwritten vith the contents of the imported CSV fil

=] Pictures

& Videos

25 Local Disk (€) Import Senvce Entieseo) |

= TempShare (\ac

= common (\lynx =

= work (\\junglé\a

= software ("\jung

= traindev (Wjungl | >

File name: || Microsoft Excel Comma Separa
T

‘ (Empty)

‘Hrs‘ Rate ‘Anvt

To Appointment |‘
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A success message appears, indicating the number of entries that were imported and saved to
the services table.

Basic Info I Services Expenses Claim Status Documents Confirmation

Service entries have been updated!
13 entries have been successfully added from CJ4-20 Service Time Import_correct.csv and saved to the services table below. Click here to view a report for the entries imported.

Services
Date 9/2/2021 | =24 ription N
Senice Type | =

2
Doc.# (ECF) Pages i
Haurs [ ]* atsisso0perhour.

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

Service Type ‘ Date ‘ Description ‘ Hrs| Rate ‘ Amt
&. Investigative or Other Work

07/01/2021 Test

01 $155.00 $15.50

a. Arraignment and/or Plea 02 515500 £31.00

d. Travel Time. 07/02/2021 Test 03 515500 $46.50

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

While it is recommended to start the Import Service Entries feature on a new or empty CJA-20
voucher, you can add time to the services table of an existing voucher.

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

ndrew Anders (Attorney)

Home Operations Reports Links Help Signout

> Home
g
To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status Date Entered
2:18-MJ-07088-- Person201853 (£ 1) CIA-20 Vou ntry 09/02/2021
Sart Claimed Amount: 852.50 Andrew Anders B
End ; Edit
2:18-MJ-07088-- Person201853 (# 1) CIA-20 09/02/2021
Start Claimed Amount: 1,441.50 Andrew Anders - VO!JCI‘IEF Entry
End: bl Edit
2:18-M1-07088-- Person201853 (# 1) BUDGETAUTH Voucher Entry 09/03/2021
Start Claimed Amount: 0.00 e

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

p CJA-20 b Basic Info Services Exlp!nses Claim Status Documents Confirmation
- Attorney Enters

Basic Info

T CTR DIST DIV CODE TTERION REPRESENTED TOTCHER NUEER
S 0101 Jebedizh Branson
ediah Bronson ¥ XIAG, DRT DEF.NUABER 7. DIST, DKT DEFNUAEEE. T APPEALS, DKT DEFNUMBER ¥ OTHER. DRI DEFNUMEEE,

1:14-CR-03803-1-AA

TN CASE SLATTER OF (Cove Name) % PAYALENT CATEGORY T TYFL FIRLON REFRESENTED T9 REFRESENTATION TVPE

e IFalony (imchading pre-trial diversion . i

[USA v Branson £ alleged falom] Adult Defendant JCrmumal Case

[T GFFERSERS) CHARGED

15:1825.F INSPECTION VIOLATION PENALTIES

T ATTORNEY & NADE AND MAILING ADDRESS T3 COURT ORDER.

Andrew Anders — — 0

Adssocisny Occecomm goIum E',f.“‘”"””""

@& Services: $0.00 -

D1 Learned Connsel 0 0 appoincing T P Subs for Pasel [ R Subs for Recsined
(Cagieal Quly) Cauas Anurney Atiorzer
[t Resized 0 S0bs for

Se

Ty Fre [Ix Admasictrasve

Osprse

© Expenses: $0.00 -

(0% Sexndby Connzet

Pw-‘m“é‘- =
i Diter
$11,500.00 e of Preiiag dude oe By Orderof he Court

Albert Albartson
[Date of Order unc Prs Tasc Date

Fee Amount Remaining After Approved
and Panding:

$11,500.00 Reparment | yrs @ xo

14, LAW FIRM NAME AND MAILING ADDRESS

sks
Tan To Appointment Pa yment Info
T i
. Prefarr | Andrew Anders - Andrew Anders v |
Link To Representation o
Andrew Anders - Andrew
Action Billing Code:0101-00002

oot Service Enez Lazv) 110 Mo Steck

San Antonio, TX
Reports 78210 - US
Form C1A20 Phone: 210-833-5623
Fax:

Defendant Detail Budget Report
Fatail hidnat infn far dafandant
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The Services page appears. To download and view a sample .csv file, click the sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click the Additional Information link to view instructions for importing time from a .csv file.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

evoucher now provides the ability to import service time entries exported from a law firm billing sysjEmraTrTTTelTEwga Separated Values (C5V)
format. The CSV file must contain all required column headings and data types. Please download ol sample spreadshest ffir the correct column headings
and service type values. —_—

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

contents of the imgorted CSV file.

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

n Date

= Hours

= Description

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

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

n Docz
= Pages

For additional information refer to the eVoucher Online Help.

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

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

Import Service Entries (.csv) |

Date 9/3/2021 | =4 Description —

=

Service Type | i

e - -
Hours : *  at §155.00 per hour.

¥ Recuired Fields

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

Service Type Date | Description | Hrs ‘ Rate ‘ Amt
a. Arraignment and/or Plea 09/03/2021| Plea in court 0.5 | $155.00 £77.50
. Motion 0%/03/2021 in court 1.0 | 5155.00 $155.00
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

|+ Basic Info |r Services * Expenses » Claim Status " Documents » Confirmation

Services

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

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

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

Date 9/3/2021 | = = Description ‘ R

+ Additional Infarmation

Service Type | =

Doc.# (ECF) Pages =
b [ |+ ssissonperhon

* Recuired Pkt

-

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

Service Type |Date |D5t:|phon |Hrs|lla‘le |Amt
&. Arraignment and/or Flea 09/03/2021| Plea in court 0.5 | 515500 $77.50
£ Mction 09/03/2021 in court 1.0 | $155.00 $155.00
2. Interviews and Conferences 03/03/2021 interview with dient 4.0 515500 s820.00

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

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

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

Upload Spreadsheet

Warning Message

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

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

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

Basic Info Services \ Claim Status Documents

Confirmation

Expenses

Date 417/2020 | =24 Desaription -

Expense Type ‘ =

Miles at $0.575 per mile. dl::

o ||
* Required Fields

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

Expense Type | Date = ‘ Description | Mik% Rate ‘ Amt

(Empty)

No data to paginate Go to page: l:l View items per page: 10 25 50 100

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

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

Expenses
Date 4/9/2020 | ==
| Expense Type - |*
Miles Travel Miles
Amount Travel Misc.
Fax
* Required Fields || 0 Distance Charges
To group by a pg Photocopies 5 area.
Expense Type Postage fom
Other Expenses

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

Miles

Expenses
Date 4/17/2020 | = 2H

Travel Miles

* at $0.575 per mile.

* Required Fields

Travel to and from court.

i | remove |

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

Expense Type ‘ Date =« ‘ Description ‘ Hile‘ Rate ‘ Amt
(Empty)
No data to paginate \:\ View items per page: 10 25 50 100
[ Fst ] [ Previous | [ hext> | [ tast>

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

Expenses
Date ’W\ = ﬁ
Expense Type | - | *
Miles * at $0.575 per mile.
Amount

* Reguired Fields

Description

R P

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

Expense Type ‘ Date =« ‘ Description ‘ Hil(—% Rate ‘ Amt
Travel Miles 04/17/2020 Travel to and from court. 20 | $0.575 S11.50
Page 1 of 1 (1 items) [1] Go to page: E View items per page: 10 25 50 100
«First | [ < Previous |[ Next> || Last» Save Delete Draft Audit Assist
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Expenses are sorted chronologically by date, oldest to newest. Click Save.

Expenses
Date % Description

Expense Type
Miles at $0.575 per mile.

e

* Reguired Fields

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

Expense Type | Date =« |Dﬁcripti0n | Mil(—4 Rate | Amt
Travel Miles 04/17/2020] Travel to and from court. 20 | $0.575  S11.50
Photocopies 04/18/2020 Copies - 100 pages @ .10 per page. 0 £0.000 S10.00

Page 1 of 1 (2 items) [1]1 Go to page: E View items per page: 10 25 50 100
[ «First |[ < Previous |[ Next= ][ Last» [ save | Delete Draft Audit Assist

Notes:
e |f you choose photocopies or fax expenses, indicate the number of pages, and the rate

charged per page. (Sixth Circuit sets the copy rate maximum at ten cents per page.)
e Remember to click Add after each entry.
e Click an entry to edit.

Claim Status

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

Basic Info Services Expenses Documents Confirmation

Claim Status

soowe [ |7 eavse [ |73
Payment Claims *
O Final Payment
(payment #)

) Interim Payment
O Supplemental Payment
O withholding Return Payment

** Reminder: Please select the appropriate daim status.

Oves Onmo

1. Have you previously applied to the court for ion and/or reil for this case? *
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 Ono
(compensation or anything of value) from any other source in connection with this representation?
* Required Fiekds
« First < Previous Next > Last » Save Delete Dra Audit Assist
el ft di
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In the Start Date field, enter the start date from the services or the expenses entry, 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 P Claim Status Documents Confirmation

Claim Status

Statbate | |=7H EndDate | |<7f

Payment Claims *=
O Final Payment
: Interim Payment (payment #)
O Supplemental Payment
O Withholding Return Payment

** Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for comp ion and/or reimb for this case? * PALY BLY
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 Ono
(compensation or anything of value) from any other source in connection with this representation?
* Required Fields
[C«First ]["<Previous |[ Next> ][ Last» Save Delete Draft Audit Assist

Notes:
In the Payment Claims section, click one of the following radio buttons:
¢ Final Payment to request payment after all services have been completed.
¢ Interim Payment to allow for payment throughout the appointment, but each court’s
practice may differ. If using this type of payment, in the (payment #) field, indicate the
number of interim payments.
e Supplemental Payment to request payment due to a missed or forgotten receipt after
the final payment has been submitted.
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, including incomplete dates, the following pink error message
may appear:

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

The message disappears 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.

In the Eastern District of Tennessee, completed CJA 26 forms must be filled out and saved as a
PDF and uploaded here to the documents tab.

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

.~ Basic Info Services  Expenses . Claim Status . Confirmation

Supporting Documents

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

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

Description | Document |

Upload
Description Delete  View
Document Delete View
[erist ][ <Pprevious [ next> ][ tast» ]

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

Supporting Documents

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

File C:\Users\JaimeLongoria\l Browse...
Description | Document |
Upload
Description Delete View
Document Delete View
|
| « First | | < Previous | | MNext = | | Last = | | 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 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 P Confirmation
Confirmation
[ FERSON REFPRESENTED OUCHER NUMBER
101 jebediah Branson
T MAG. DKTDEF NUMBER 1 U [T APPEALS. DKTDEF NUMBER |6 OTHER DKTDEF NUMBER
1:14-CR-08805-1-AA
T IN CASEMATTER OF (Caoe Name) X A [3-TVPE FERSON REPRESENTED | 10 REPRESENTATION TVPE
I [Felony (including pre-tnal diversion
JUSA v. Branson of alleged feloay) Adult Defendant ICriminal Case
[T OFTENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
[T ATTORNEY S NAME AND MAILING ADDRESS TG
Andrew Anders O D Federal O F Subs for Federal
O A Assecisti O € Co-Connsel
110 Main Street y P Defender Defeader
[San Antonio TX 78210 O LLearned Counsel @ O Appoisting O P Subs for Pasel O R Subs for Retained
[Phone: 210.833.5623 (Capital Oaly) Cosnsel Attorsey Attorsey
[Cell phone: 210- O SProSe ) TRetaised O USabsforPro eratve
[Emal: lisa o Attorsey Se
T O ¥ Stasddy Counsel
[Prior Attorney’s Name
14 LAW FIRM NAME AND MAILING ADDRESS Dates
— . JSigaatare of Pre Judge or By Order of the C
Andrew Anders TIN: XX-XX000XXX “ ot
Albert Albertson
110 Main Street i IDate of Order Neac Pro Tusc Date
San Antonio TX 78210 US 332014
[Phone: 210.833.5623 Repayment O VES @ NO
'CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY “
TOTAL - N
HOURS ADJUSTED ADJUSTED -
CATECORIES CLAMED B HOURS AMOUNT REVIEW
15. |a. Arraigl and or Plea 1.0 $158.00
b. Bail and Detention Hearings 2.0 $316.00
c. Motion Hearings 3.0 $474.00
d. Trial 40 $632.00
<. Sentencing Hearings 3.0 $474.00
f Revocation Hearings 0.0 $0.00
2 Appeals Court 0.0 $0.00
h. Other 7.0 $1,106.00
Totals 20.0 $3,160.00
16. | a. Interviews and Conferences 8.0 $1,264.00
b_Obiaining and Reviewing Records 7.0|  $1.106.00
c. Legal Research and Brief Writing 8.0 $1,264.00
d. Travel Time 6.0 $948.00
e. Investigative and Other Work 13 $205.40
Totals 303 $4.787.40
|7 [Travel Expenses (lodging, parking. medls, G253
mileage, eic.)
18 O"hﬂ Expenses‘/afher than expert, $4.40
|~ franseripis, et )
GRAND TOTALS
(CLAIMED AND ADJUSTED) 7.976.32
[F5- CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE |20 APPOINTMENT TERMINATION DATE IF OTHER THAN |21, CASE DISPOSITION
JCASE COMPLETION
FROM: 11/01/2022 TO: 11,30/2022
22, CLADM STATUS Final Payment [Ep—— [ —— T Witkholding Payment (=) (Total )
Have you previously applied to the court for compensation and or reimbursement for this case? [ YES NO
If yes, were youpaid? () YES [ NO
Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation or anytiing of vaiue) from
any other source in connection with this representation? O vEs NO If yes, please attach supporting documentation
18wear or affirm the truth or correctnes: of the ahave statements.
Signature of Attorney: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
231N COURT COMP. 4. OUT OF COURT COMP. |’—- TRAVEL EXPENSE 76, OTHER EXPERSES 7. TOTAL ANIT. APPR.CERT.
25, SICNATURE OF THE PRESIDINC JUDCE [DATE 252, JTUDCE CODE
5. T COURT CONP. [30.OUT OF COURT COMP- L TRAVEL EXPENSES |33, OTHER EXPENSE 33 TOTAL ANIT, APPR./CERT.
34. SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR  [DATE 4a. JUDGE CODE [TOTAL AMT. CERTIFIED FOR
IDELEGATE) Payment approved in excess of the statutory threshold [PAYMENT
amount
Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes
["] 1 swear and affirm the truth or ¢ of the above
oate: ¢ Submit

« First < Previous Next > Last » i Save
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In the Public/Attorney Notes field, you can include any notes to the court. Select the check box

to swear to and affirm 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/Attomney

Notes MNotes

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

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

payment.
Flease keep the falowing voucher rumber for your own records:
0101.0000150

Back to:
Home Page
Appointment Page

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

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
1:14-CR-08805-AA- Jebediah Branson (= 1 Cla-20 Submitted to Court
Scart: DG/12/2084 Claimed Amount: §9.20 Andrew Anders # 01010000150
End: DEA22014
(AR SAA- Jebedah Branson (= 1 CIA-20 Submitted to Court
St 03032014 Clamed Amount: 773.40 Andrew Anders # 01
et T
1:14-CR-08805-AA- Jebediah Branson (= 1 AUTH Submitted to Court
Seen 4022008 Clamed Amount: 1,000.00 Chemist, Toxicologist F 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.

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

3 -AA-
Start: 06/19/2014
End: 06/19/2014
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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.

ClA-20
Attormey Enters
.4 Elizabeth Wawerly
Link to CM/ECF

Start Date:
End Date:

@& Sservices: $9,400.00

€) Expenses: $215.42

Representation Fee Limit:
£11,500.00
Fee Amount Remaining After Approved

and Pending:
£2,100.00
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The Services and Expenses fields tally services and expenses as those entries are entered in the
voucher. Expand either item by clicking the drop-down arrow to reveal specifics about the

services or the expenses.

@ Sservices: $9,400.00 | vl

In Court Services

Service Hours
Arraignment andor Plea 6.0
Bazil and Debention 0
Hearing
Mokion Haarings 20
Trial ]
Sentencing Hearing a
Revorcation Hearimgs a
Appeals Court a
Cther ]

Totals 8.0
Out of Court Services
Service Houwrs
Intarviewws and 120
Caonferances '
Obtaining and Reviewing 50
Records '
Legal Research and Briaf cn
Writing '
Trawel Timne 4.0
Investigative and Other

8.0

Work

Totzls 35.0

€) Expenses: $215.42

Amit.
%1,200.00

50.00

=400.00
£0.00
50.00
£0.00
s0.00
£0.00
<1,600.00
Amit.

£2,600.00

£1,600.00

£1,200.00
EB00.00
<1,600.00

=7,800.00

Trawvel
Expense Type
Trawal Miles
Trawel Misc
Totals
Expenses
Expense Type
Fax
Long Distance Charges
Photocopies
Postage
Cther Expensas
Totals

Amount
590.42
s0.00
590.42

Amount
=0.00
50,00

Z100.00
50,00
525.00
£125.00

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024

69



CJA eVoucher for Attorneys | 70

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

there is a negative amount, it shows in red.

ClA-20
Attormey Enters

Def.: Elizabeth Waverly

Link to CM/ECE

her #:
Start Date:
End Date:

@ Sservices: $9,400.00

€) Expenses: §215.42

Representation Fee Limit:
511,500.00

Fee Amount Remaining After Approved
and Pending:

£2,100.00

CIA-20
Attorney Enters

lizabeth Waverly
Link to CM/ECF
er #.

Start Date:
End Date:

€) Expenses: $215.42

Representation Fee Limit:
511,500.00

Fee Amount Remaining After Approved
and Pending:

($1,100.00)
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Reports and Case Management

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

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

e Viewable reports appear in the left review panel.

e Each panel, depending on the document you are viewing, can have different
reports available.

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

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

Reports

Defendant Detail Budget Repart
Detail budget info for defendant

Form CJAZ0

Defendant Summary Budget Report

Totals only of budaget info for
defendant

To find other accessible reports, from the menu bar at the top of the screen, click Reports.

Home Operations Reports Links Help Sign out

> Reports

" Internal |

Appointment Report

Attorney Time ‘
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Defendant Detailed Budget Report

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

It 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 Repressntation: Criminal Case
Budget amount Requasted: $0.00
Budget amount &pprovad: $3.300.00

panaing S smms ot
pon :m Faeg Expenzss Tintal Fags Expanses Total Artar approved | After Approved
| Traval other | | Travel | oOther | 2nd Pending
| - 1 P | | | !
09232015 to 023015 | 0101.0000001 | 50.00 50.00 50.00| 5000 56.350.00 50.00| S0.00| 56,350.00 53,550.00 53,550.00/
0111901 to DD | [ S0.00| 50.00 50.00| 000 50.00| 50.00| S0.00 | S0.00| 53,550.00 53,5000/
[01011901 to DDA | | 50,00/ 5000 50.00/ 000 50.00| 50.00| S0.00| S0.00| 53,550.00 sa.550.00/
) ' | Total Panding: | $0.00 | | Total Approved: | $6.350.00 | $3.550.00 $3,550.00
Panding ‘Amount Remalning
Time Period Voucher
For Vouct Humber Faes Expensss Total Fass Expanses Total Aftar Approved | Afber Approved
Traval other | | Travel | oOfher | &nd Panding
autmorzation Numbsr: 0101.0000002 ; ' g i ' ' ' |
p Wity C1 _I_t.T ot amount Requested: $1,000000 EAmount Authorized: $0.00 Attomey: Andrew Andsrs

hars a8 well as for Faas Expensss Tota| Fass Expensss Total Appmié&f and Pending
mt"““mw:;; Traval Other Travel other Faes Feag and
aﬂmihdmhm for this Expenzes
*Doas not Includs Travel Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $6.350.00 $6.350.00 $6.350.00
Thursday, Movember 05, 2015 - Wer. 1.1 Page 1071
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Defendant Summary Budget Report

This 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

Typs of Repressntation: Criminal Case
Budgst Amount Requested: $0.00
Budget Amount Approved: $3,500.00

2 ﬁ e
;:,‘?,m m ] Expansas Tuotal Faas Expengss Total After Approved | After Approved
| Travel Ofhar Travel | And Pending
. I R e |
Total Pending: $0.00 Total Approved:| $5,350.00 $3,550.00 $3,550.00

CJadg 5
vouchers as well 38 vouchers for Foes | Expenses Total Feaz | Expensss
Emdwlmwc.;:ﬂur Traval Other Travel ot
0 ‘ot Inciuds Travel Auth $0.00 $0.00 $0.00 0,00 $E.350.00 $0.00

Trarssay, November 05, 2015 - var. 1.1
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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.

On the Appointment page, from the CJA-21 voucher template, click the Create link to open the
Basic Info page.

CJA-21 Create

Autharization and Voucher for Expert
and other Services

When submitting a CJA-21 voucher, the Authorization Selection section displays in one of two
ways, depending on the availability of associated authorizations.

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

Basic Info

1 CIR.DISTDIV.CODE 2 PERSON REFRESENTED [VOUCHER NUMBER

0101 Tebedizh Branzen

3. MAG. DKT DEFNUMBER 4. DIST. DKT DEF.NUMBER £ APPEALS DKTDEFNUMBER 6. OTHER. DKT DEENUMEBER
1:14-CR-08803-1-AA

7. IN CASE'MATTER OF (Case Name) §. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE

USA v Branson Fetony (including pre-trial diversion |, 4y g Crizminal Case

of alleged felony)

11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PEESIDING JUDGE MAGISTREATE JUDCE DESIGNEE 1
511,300.00 |ATbert Albertzon

DESIGNEE 2

Authorization Selection

Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization
1D Number: 917

anlian Service Type: Chemist/Toxicologist
Order Date: 12/14/2021 Estimated Amount: $1,000.00
Authorized Amount: $1,000.00 Notes:

Grand Total Amount: §2,200.00

1D Number: 920 Service Type: Psychologist

Order Date: 12/14/2021 "
Authorized Amount: $10,000.00 Fatimated Amount: £10,500.00

Grand Total Amount: $10,000.00

1D Number: 955 Service Type: Chemist/Toxicologist

Order Date: 01/25/2022 N
Authorized Amount: $900.00 ﬁitt‘::md Amount: $300.00

Grand Total Amount: $1,300.00

No Authorization Required

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

Note: The No Authorization Required link is located below the authorization choices.
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If you are using an approved authorization, click the desired authorization, which is then
highlighted in blue. You cannot continue until the authorization is highlighted.

Please Select the Associated Authorization

ID Number: 4

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

Service Type: Chemist/Toxicologist
Estimated Amount: 51,000.00
Motes: Abraham Astley

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
MNotes:

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

link.

Mo Authorization Required

prior authorization.

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

Associated Authorizations Unavailable

If there are no associated authorizations available, a message appears stating that no
authorization requests were found, and you must click the No Authorization Required link to

proceed.
Basic Info
1. CIR_DIST DIV.CODE 2. PERSON REPRESENTED
0101 Cztherine Brown
3 MAG. DKT DEFNUMBER 4. DIST. DKT DEF.NUMBER.
1:14-MIJ-07020-2-BB
T.IN CASE'MATTER OF (Caze Name) §. PAYMENT CATEGORY

US4 v Roberts et al of alleged felony)

[Felony (including pre-trial diversion

£ APPEALS DET/ DEENUMEER

|Adult Defendant

9. TYFE PERSON REFRESENTED

[VOUCHER NUMEER
6. OTHER. DKT DEENUMEER

10. REFRESENTATION TVFE

Criminzl Caze

11. OFFENSE(S) CHARGED
CMP 18:13-3400.F THEFT OF US. FROPERTY

EXCESS FEE LIMIT PRESIDING JUDGE
5100,000.00 [Bamey Ball

MAGISTEATE JUDGE

DESIGNEE 1

DESIGNEE 1

Authorization Selection

Please Select the Associated Authorization

Mo Authorization Requests Found

No Authorization Required

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

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

New Voucher Information

Service Type Chemist/Toxicologist W

Toxicology report.
Description

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 active. Click the
appropriate radio button to indicate whether you or the expert will enter the service fees on
the voucher. Once you have made your selection, click Create Voucher.

Service Provider

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

Expert | Jennings, Julie v
Expert Info Julie Jennings
Details

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

Voucher Assignment * O] Attorney O Expert

This indicates who will be responsible for filling the voucher claim part

“ Create Voucher ]l

Notes:

e Only experts assigned with the service type selected appear in the drop-down list.

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

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

e [f 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.
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If the expert does not have an eVoucher account and profile, you must contact an eVoucher
administrator to add a new provider.

New Voucher Information

Service Type | Chemist/ Toxicologist v

Description

Service Provider

Search for a service provider. Ifyou do not find who you are looking for, contact an evVoucher

administrator to add a new provider. \

Expert

Voucher Assignment = Attorney  Expert

This indicates who will be responsible for filling the voucher claim part

Create Voucher

«First || < Previous || Next> || Last»

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
petals 110 Main Street
5San Antonio TX 78210 U5
Phone: 210-477-2344

Voucher Assignment = () Attorney (®) Expert

Create Voucher
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Step 7

Click Create Voucher.

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

Voucher Assignment = ' Attorney ‘® Expert

Create Voucher

Notes:
e The expert goes through an approval process. Once approved, an email is sent to the
attorney.
e When you select the expert from the Expert drop-down list, their information
automatically populates.
e [f the attorney submitted the voucher for the expert, they must approve the voucher

twice—once while sending it for the expert, and again after it appears in the My Active
Documents section.

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 entry appears at the bottom of the Services
section. Click Save.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services
Date 4/17/2020 |« EH] Description
Service Type v |*
poczEh [ | paoes [ ] .
Hours l:l ©  at $152.00 per hour.
Rexuired Fiekds
To group by a particular Header, drag the column to this area.
Service Type | Date =« ‘ Description | Hrs| Rate | Amt
(Empty)
No data to paginate Go to page: I:I View items per page: 10 25 50 100
| « First | | < Previous || Next > | | Last » Delete Draft Audit Assist
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Click the Expenses tab, or click Next on the progress bar. In the corresponding fields, enter the
date, expense type, description, and miles. Click Add. The entry now appears in the Expense
Type column. Click Save.

Basic Info Services |} Expenses Claim Status Documents Confirmation

Expenses

Date 4/17/2020 | = 2 Description -

Expense Type | - =

Miles at $0.575 per mile. -

smome [ |
* Raguired Fields

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

Expense Type ‘ Date = ‘ Description ‘ Hil(-* Rate | Amt

(Empty)

No data to paginate | Go to page: || | View items per page: 10 25 50 100

[ «First ][ < Previous |[ Next> ||| Last» Delete Draft Audit Assist

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 t. Confir

Claim Status

g e— eavoe [ |-
Payment Claims *
O Final Payment
) Interim Payment (payment #)

@) Supplemental Payment
O Withholding Return Payment

** Reminder: Please select the appropriate daim status.

|__* Required Fields

[————
[<First_] [<Previous || [ Next> ][ Last> ]
—— 1
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Notes:

e Final payment is requested after all services have been completed.
e The start date cannot be before the appointment date of the attorney.

CJA eVoucher for Attorneys

e Interim payment is not allowed for experts without prior approval of the Court. If
interim payments have been approved by the Court, attach a copy of the order
approving interim payments and indicate the number of this payment request.

e 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.

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

Click Save.

Basic Info Services Expenses Claim Status Confirmation

Supporting Documents

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

File C:\Users\JaimeLongoriall Browse...
Description | Document
Upload
Description Delete  View
|Document Delete Vi ‘
T ] T ]
[erist | [ < Previous | [ Next> |[ Last» [Csave ]
|| |
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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 to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.

Basic Info Services Expenses Claim Status Documents Confirmation
Confirmation
1 CIR/DISTDIV.CODE 2 PERSON VOUCHER NUMBER
101 Pebedizh Branson

3 MAG. DRT/DEF NUMBER 1 DIST. DRT/DEF NUMBER

1:14-CR-08805-1-A4

EALS. DR T/DEF NUMBER

. OTHER DKIDEFNUMBER.

7 TN CASENIATIER OF (Case Name) T PAVAENT CATEGORY

[USA v. Branson Jof alleged felony)

[Felony (including pre-trial diversion

T TVPE PERSON REPRESENTED

|Adult Defendant |Criminal Case

T0 KEPRESENTATION TYPE

1L OFFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES

L ATTORNEV'S STATEMENT

@ semice
0 Approval of: 3 ythe U

|as the Anome for the person represearsd above, T heraby affirm that the services TequEsted 22 Decessary faT adsquate represemmarion. 1 hereay request:

the Defender s i

Jsignature of Attorney
Andrew Anders

110 Main Streat

[San Antomio TX 78210

[Phone: 210-833-3623

Cell phone: 210-353-1234

[Ermail: lisa_omelas@aotx uscourts gov

T3, DESCRIFTION AND JUSTIFICATION FOR SERVICES(5es Wtractions)

T4, TVPL OF SERVICE PROVIDER,

O 01 Tuvestigator 0 15 Other Madical

15. COURT ORDER
[Financial ligibiliry of i oy

0 02 Tnterpreter Translator
0 03 Psychologist

00 16 Voice/Audio Aualyst
00 17 Hair Fiber Expert

euthorization requested in stem 12 is hereby grasted
sizmature of Presiding Tudge or By Order of the Court
Albertson

Nunc Pro Tunc Date

j03/042014
Repayment 0 YES @ NO

00 04 Prychintrist
00 0 Palygraph

(1 06 Dacuments Examiner

(1 07 Fingerprint Analyst

0 08 Accountant

0 08 CALR (Westla/Leris, stc)
@ 10 Chemist Toxicologist

O 11 Ballisties

00 12 Weapons Firearms Explosive

00 19 Computer
00 19 Paralegal Services
00 21 Jury Consultant

O 22 Mitigation Specialist
O 23 Duplication Services
O 24 Other (Specify)

0 14 PatbologistMedical Examiner

(Hardware Software Systems)

£ 20 Legal Aulyst Consulat

O 25 Litigation Support Services
Expert O 26 Computer Forensics Expert

i
T8, SERVICES AND EXPENSES AMOUNT CLAIMED ‘ADJUSTED AMOUNT [ REVIEW.
ry ation 0 W
b, Tvavel Expanses (00E0E, parkig. miak,
prileage. e} wu w0
 Othar Expeteas ] Wi
| GRAND TOTALS $0.00 00
(CLAIMED AND ADJUSTED) . _
T7. PAVEE'S NAME,

|Abraham Astley TIN: J0{-XNXXNKX
110 Main Street

[San Antonio TX 78210 US

[Phone: 210-333-3434

Victeby certity tha the above ki

Signature of Claimant/Payee.

[CLAIMANT'S CERTIFICATION FOR FERIOD OF SERVICE: FROM 04202020 TO 04202020
o

@ Finl Paymest
0 Interim Payment (3 )

[ Supplemental Paymest

O Withholding Payment (-—} (Total —)

payment (conmgensacion o a

T8, CERTIFICATION OF ATTORNEY T Bereby certiy that the services
[Signature of Attorney

ThEs case

[Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
16. TOTAL COMP. 20. TRAVEL EXPENSES 'l OTHER EXPENSES lll. TOTAL AMT. APFR/CERT.
T OEberte P ) of these servi F y mayimas, ot prior authorizatian was obtzined
01 Prior autherization was not obtained, but in the interest of | finds that timeh ‘these. ould i authorization, even though the cost
fexeluding expenses) excesds the stanatory maximum.
Siguature of Presiding Judge Date Tudge Code

T TOTAL COMF 5 TRAVEL EXPENSES

lzﬁ OTHER EXPENSES lz'v TOTAL AMOUNT

[F5_ PAVMENT APPROVED IN EXCESS OF THE STATUTORY THRESHOLD

Signature of Chiel Judge, Court of Appeals (or Delezate)

Date Judge Code

Total Amt_Certified For Paymeni

Public/Attorney
Notes

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

Date: 4/20/2020 21:27:33

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

() Submit

« First <Prev\c|us‘ Next > I Last »
[t |

Save Delete Draft
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Step 13

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.

[Siccess |
Your voudher has been submitted for payment. You will receive a notificaton if we reed more detaids,
Please keep the following voucher number for your own records:

0101.0000154

| At oae

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.

Search:

Appointments Defendant

Case: 1:14-CR-08805-AA Defendant: Jebediah Branson
Defendant #: 1 Representation Type: Criminal Case

Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14

Reprasentation ID: 2 Pres. Judge: Albert Albertson
Appointment ID: 4 Adm./Mag Judge:

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

AUTH
Authorization for Expert and other
SErvices
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Click Create New Authorization.

Authorization Type Selection

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

Request Additional Funds

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

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
Service Type drop-down list
Notes field
Click Save.

P Basic Info Documents Confirmation

Basic Info

1. CIR/DISTDIV.CODE 7. PERSON REPRESENTED "OUCHER NUMBER
0101 Pebediah Branson
3.MAG. DKIDEENUMBER 1 DISL. DKIDEENUNBER 5 APPEALS. DKTDEENUMBER 6. OTHER. DKTDEENUMBER
1:14-CR-08805-1-AA
7.IN CASENATTER OF(Case Name) |8, PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10, REPRESENTATION TYPE
'SA v. Branson [Felony (including pre-trial diversion [Adult Defendant ICriminal Case
of alleged felony)
1L, OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME AND MAILING ADDRESS 13 COURT ORDER
|Andrew Anders O b Federal ) F Subs for Federal
110 Main Street ([ A ssociate O cercoma - DEERL ¥ Sobs ir Fedar
[San Antonio TX 78210
IPhone: 210-833-5623 (O LLearned 0Appointing (J Psubsor () R Subs for
Cell phone: 210-555-1234 Counsel (Capital Ouly) Counsel PanclAttorney  Refained Attorney
[Email: lisa_ornelas@aotx.uscourts.gov & i
S R (O sprose E‘r:!‘f“’““'“ pE]seL Subsfor (] X Aduinistrative
() v Standy
Counsel
[prior Attorney's Name
[ppoiatment Dates
Signature of Presiding Judge or By Order of the Court
Ibert Albertson
14, LAW FIRM NAME AND MAILING ADDRESS 1;";‘;’;‘1)_‘;‘1" NancPfy Tuinc Date
Repayment (] yves [ ~o

Master Authorization Information

Order Date i)
Nunc Pro Tunc Date i |
Repayment O
Estimated Amount $ 8,000.00 | *
Authorized Amount $ Deactivated
| Basis of Estimate 100 hours at $80/hour ]
Description
Service Type | Investigator v]*
Notes | John Doe ]
(s ] (< prios | (> ][ msis (=
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Click the Documents tab, or click Next on the progress bar. To add an attachment, click Browse
to locate your file, and then add a description of the attachment. Click Upload. The attachment
and description are added to the voucher and appear at the bottom of the Description column.

Basic Info | » Documents Confirmation

Supporting Documents

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

File C:\Users\JaimeLongoriall Browse...

Description | Document

Description Delete  View

Document Delete View
[ | Crets |

< First || < Previous || Next > Last »

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

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 to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.

BasicInfo  Documents | » Confirmation |

Confirmation

TR DI Cooe
101

Date Signed Judge Code Appeoved Amount

Signature of Chuet Judge, Courtof
Appeai (or Delegate)

‘Attention: The notes you enter wil be avaiable to the next approval level.
Publi/Attomey
Notes

[
oate: ¢ Submit

[t [<previows ] [Cet> ] ["st> ] =
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A confirmation screen appears, indicating the previous action was successful and the
authorization request has been submitted. Click the Home Page link to return to the home

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

Your voucher has been submitted for payment. You wil receive a notification if we need more detads.
Pleage keep the following voucher numier for your own records:

0101.0000152

Back to:

Home Page
Appointment Page
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Creating an Authorization for Transcripts (AUTH-24)

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

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

AUTH-24

Authorization for payment of
transcript

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

| Basic Info Documents Confirmation

Basic Info

1. CIFDISTDIV.CODE 7 PERSON REFRESENTED [FOUCHER NUMBER
0101 Jebedizh Branson
3. MAG. DKTDEENUMEBER 4.DIST. DKTDEENUMBER S APPEALS. DKT DEF.NUMEER 6. OTHER. DKT DEENUMEER
1:14-CR-03203-1-A4
T IN CASE'MATTER OF(Caze Name} 8. PAVMENT CATEGORY 0 TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE
. [Felony (including pre-trial diversion L
[USA v Branzon S = F | A dult Defendant Criminal Caze
of alleged felony)
11. OFFENSE(S) CHARGED
135:1825 F INSPECTION VIOLATION PENALTIES
17 ATTORNEY'S NAME AND ALAILING ADDRESS 13, COURT ORDER
|Andrew Anders O O
N D Federal F Subs for Federal
110 Main Street U assacite e to-tomsel Defender Defender
San Antonio TX 78210 L Learned Counsel B 0 Appointing [ P Subs for Panel R Subs for Retsined
[Phone: 210-233-5623 (Capital Only) Counzel Attorney Attorney
5 51734 ) .
Cell phone: 210-353-1234 (5 Prose E;{ﬁ!uned E USubsforPIe [y 4 qministraive

[Email: lisa_omelas/@aotxuscourts gov

Oy standby Coansel

[Prior Attorney's Name

| Appointment Diate:

Signature of Presiding Judge or By Order of the Court

[ Albert Albertzon

[Date of Crder Nunc Pro Tunc Date
14 LAW FIRM NAME AND MAILING ADDRESS 3/3/2014

Repayment [ ves @ o

Transcript is to be

Proceeding in Which
Used :

Proceeding To Be
Transcribed -

Apportioned Cost (%) | |
Apportioned Case and | |
Defendant

Spedial Transcript
Handling

| None hlb

DPru&Ecuﬁon Opening Statement DPru&Ecuﬁun Argument DPrusecution Rebuttal

Transcripts
DDefense Opening Statement DDefense Argument DJury Instructions DVoir Dire

= First || < Previous || Next > || Last » || Save |
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Click the Documents tab, or click Next on the progress bar. To add an attachment, click Browse
to locate your file, and then add a description of the attachment. Click Upload. The attachment
and description are added to the voucher and appear in the Description column. Click Save.

Basic Info | Documents Confirmation

Supporting Documents

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

File Browse...
Description |
Description Delete View

Proposed Order.pdf Delete View

« First || <Previuus|| MNext > || Lask = | Save |

Note: 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 to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.

Basic Info Documents | b Confirmation

Confirmation

T CIL DT DIV COBE FERSON REFRESENTED TOUCHER RUMBER
101 ebediah Branson

3. MAG. DET/DET NUMBER. T DIST. D TDET NUMBER
1:14.CR-08805. 1-AA

7.1V CASE MATIER OF (Case Mame) B PAYMENT CATEGORY

T AFFEALS. DRT/DEF NUMBER

TNTE FERSON RETRESENTLD

¥ OTHER. DRTDET NUMBER.

T REFRESENTATION TVET

kieA v B [Felomy (includmg pre-tial diversion | o p o ke Case
S pzed felomy)
TT FROCELDOG 10 BE eeliy NOTE. =y e y
frramms defise arpones 7 o7 A7) SNSTTANT o3 $caily autkorcied by che Coust ive Joem 141
14, SPECIAT AUTHORIZATIONS JUDGE'S INTTIAL:

A Apportioned Cost % of transeript with

B. 014Dsy oEspeditsd 03Dey oDaly oHewly o Resltime Unedited

C. o Prosecution Opening Statement o Prosecution Argument o Prosecution Rebuttal
o Defenze Opening Statement o Defense Argument o Voir Dire o Jury Instructions

D. In this multi-defendant case, eommercial duplication of transcripts will impede the delivery of scceleratad
transcript services to persons proceeding under the Criminal Justice Act.

15 ATTORNEY § STATEMENT 1% COURT ORDER.

hereby affirm that the transcript requested

15 necessary for adequate

As the attomey for the person represented who is managed sbove, 1 | Finaneial eligibility of the pesson represented having been established to
the Court's satisfaction the authoriza

tion requested in Item 15 is hereby

Signature of Presiding Judge or By Order of the Court

Telephone Number: 210-833-5623

representation. I, therefore, request authorization to obtain the tanscript granted.
services at the expense of the United States pursuant to the Criminal
Justice Act
Signature of Attorney Date
Andrew Anders Date of Order
Printed Name

Nune Pro Tunc Date

Public/Attormey
Notes

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

& 1 swear and affirm the truth or correctness of the above statements .
Date: 4/20/2020 21:49:45 () Submit
[ ] Ceprevons ] [ e [ e | Come ]

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

appointment.

This document has been submitted.

Please keep the following document number for your own records:

0101.0000626

Back to:

Home Page
Appointment Page
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Note: Upon approval of the AUTH 24, the CJA eVoucher Clerk will create the CJA 24 voucher for
the court reporter. The attorney will receive the CJA 24 from the court reporter after the
transcript has been prepare. The attorney must open the voucher and certify that the transcript
has been received and the voucher is ready for payment.

Creating a Travel Voucher

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

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

The Basic Info page appears. The Travel Agency to be Used section auto-populates.

T irave

P Basic Info Authorization Request Documents Confirmation

Basic Info

T CIDSTBITCODE 7 FERSOS "UCHER NUMEER
01 ebedizh Branson
ERtE T DIST DETDEF NONBER. T AFPEATS DR 5 oTEER
1-14-CR-088051-A4
TIN CASEATAT [ PATAIENT CATEGORY T TYPE FERSON REPRESENTED 0 REPRESENTATION TYPE
JSA v. Branson Eﬁ;‘a (1‘:1;"‘1‘5‘“3 pre-trial diversion of |, 41 Defendant riminal Case

TI OFFENSETS) CHARGED
|15:1825.F INSPECTION VIOLATION PENALTIES

T2, ATTORNEY S NABLE 45D MATLING ADDRESS TS COURT ORDER
Andrew Anders O D Federal O F Subs for Pederal
1110 Main Street 0 A Assodate 0 CCoConnsel e der Defender

[Sen Antonio TX 78210 O llunedComl  © Odppoisting O PSubsfarPasel O R Subsfor Retsined
[Phone: 210-833.5623 (Capital Ouly) Conmsel Attorney Atteraey

[Cell phone: 210-555-1234 o SPrase O TReGied gy farProSe 0 X Administrative

[Email: [iza_ommelas@aotx uscourts gov Attorney
O ¥ Standby Counssl

Attoraey's Name
|ppointment Daces
siguature of Prusiding Judge or By Order of the Conrt
| Tbert Albertson
ate of Order ‘Nunc Bro Tuzc Date

14, LAW FIRM NAME AND MAILING ADDRESS.
/32014

Repiyment 0 YES @ NO

Travel Agency to be Used: National Travel Service (NTS) ™

National Travel Service (NTS)
707 Virginia Street East

Suite 100

Charleston, WV 25301

Phone: (800} 445-0668
Fax:

Email:
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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 14 ization Request Confi

Request For Travel*
Required Fiekds

Name 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 b
Estimated Dates of Travel: 5/25-5/28 ©
Travel Requested: * Cost: for ing amounts for the travel items:
Airline Tickets via CJA Government Travel Agency: 300.00| | Complete the estimated dollar amount for each applicable line.
Ground Transportation: 20.00| | the "Total Esti Cost™ field is -
Subsistence (Hotels & meals): [ 100.00| | on the estimated amounts entered in the Travel line items.
Other: \:| [ Complete information for one traveler per form.
Total Estimated Cost: 420.00
Total Authorized:

Travel to talk to witness.
Purpose and Justification: R

Court Notes:

= All ravel and expenses must be in compliance with travel ons. 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 MAIE rate.

Purpose and
Justification
Andrew Anders San Antonio, TX  Los Angeles, CA 5/25-5/28 Travel to talk to witness. 420.00

Traveler Travel From Travel To Travel Dates Estimated Authorizec

1 Page 1 of 1 (1 items)

<< Farst | [< Previous ] [[Next> | [Last>>

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 \Tra\.rel Receipts |

Description Delete  View
Travel Receipts Delete View

<< rrst | [ < previous ] [ Wexe> ] [Last>>
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Note: All documents must be submitted in PDF format and must be 10 MB or less.

Basic Info Services E Doa
Confirmation
T CIRLDIST/DIV CODE 7 PERSON REPRESENTED FOUCHER NUMBER
Jebediah Branson
3. MAG. DKT'DEF NUMEER 4. DIST. DKTDEF NUMBER & APPEALS. DKT'DEF NUMEER 6. OTHER. DKT/DEF NUMBER
1:14-CR-08803-1-AA
7.IN CASEMATTER OF (Case Name) 3. PAYMENI CATEGORY 0. TVPE FERSON REPRESENTED 10, REPRESENTATION TYPE
) [Felony (including pre-trial diversion s
[USA v. Branson of allezed felony) |Adult Defendant [Criminzl Case
11. OFFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES
REQUEST AND AUTHORIZATION FOR TRANSCRIPT
12, PROCEEDING IN WHICH TRANSCRIFT IS TO BE USED
Transcipt
13 PROCEEDING TO BE TRANSCRIBED (Describe specyteally). NOTE: The 0l SOAseripts a7e 10T 1D IRCude Prosecuion opening
Transcription
14. SPECIAL AUTHORIZATIONS JUDGE'S INITIALS
A Apportioned Cost % of transcript with
B. o 14.Day o0 Expedited 0 3-Day o0 Daly o Howly o0 Realtime Unedited
C.o Pr Openin o Pr Argument o Prosecution Rebuttal
0 Defense Opening Statement o Defense Argument o Voir Dire o Jury Instructions
D. In this multi-defendant case, commercial duplication of transcripts will impede the delivery of accelerated
transcript services to persons proceeding under the Criminal Justice Act.
15, ATTORNEY § STATEMENT T6. COURT ORDER.
As the attorney for the person represented who is managed above, [ Financial eligibility of the person rep d having been established to
hereby affinm that the transcript requested is necessary for adequate the Court's sati the auth q d in Ttem 15 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/ 12172016 14:48:16 Signature of Presiding Judge or By Order of the Court
Signature of Attomey Date 0172172016
Andrew Anders Date of Order Nunc Pro Tunc Date
Printed Name
Telephone Number: 210-833-3623
CLAIMS FOR SERVICES
17.COURT REPORTER TRANSCRIBER STATUS 15, PAYEE'S NAME AND ADDRESS
LeVar Expert, Inc
@ Official o Contract o Transcriber o Other AD-CMSO
19, SOCIAL SECURITY NUMBER OR EMFLOYER ID NUMBER OF PAVEE ;h ! 502, %g %géf" us
TIN: XX-XXXKXXX o e
. TRANSCRIPT N mers . | No.orpaces | matemErpack | suromaL [ pposnott TOTAL
Criginal w0 detail [} 10 detail 30.00 see detail
Copy e detail 1] see detail $0.00 see detail
Expanses (Jremize] 0.
TOTAL AMOUNT CLATMED:| 000
21. CLAIMANT CERTIFICATION OF SERVICE PROVIDED
Vherehy ceriify than the above chaim i fow services rendered an is coemees, asd ai | have o soght ar arany froum sy eeber souree o these services.
of Clai ayee: Date:
ATTORNEY CERTIFICATION
71 CERTIFICATION OF ATTORNEY OR CLERK 1 Beraby certify that the services were rendered and fhat the franscript was receved
Signature of Attorney or Clerk Date
- v
23, APPROVED FOR PAVMENT
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 (4 Submit

Save |

| « First || <Prevu:|us|i Next > “ Last » | ‘
=

Delete Draft

Audit As

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 to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.
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A confirmation screen appears, indicating the previous action was successful and the voucher
has been submitted. Click the Home Page link to return to the home page. Click the
Appointment Page link if you wish to create an additional document for this appointment.

Fionar voucher Fass besn i o pavy Vo will & neifica o F we nesd more detals,

Please keep e Tolowing vaucher number for your o recondic

0101.0000162

Back ta:
Home Page

Creating a CJA-26 Voucher

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

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

Step 1

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

CIA-26 Create
Statement for a Compensation Claim
in Excess of the Statutory Case
Compensation Maximum: District
Court

26
The Basic Info page appears. Enter the required information. Click Save.

b Basic Info 2

Basic Info
T CRCDRTDN CODE
101 ebediah Branson
TA0E TDIST DT DEF NAGER Bz O
1:14.CR.08805-1-A4
2 S FATNENT CATECORT g ™
JSA v. Branson [iciony Gncluding pre-trial dversion |y gy Defendant |criminal Case

T OFFENSES) CHARGED

[15:1825 F INSPECTION VIOLATION PENALTIES

T ATTORNEY S NANE AND MAILING ADDRESS. ™
drew Anders

ODFedersl O FSubs for Fedensl
0 AAsociate 0 Ceocoma ] s
O LLearued Coussel @ O Appeiating O P Subs for Panel O R Subs for Retained
(Capital Onky) Coussel Atorsey Attoraey

o 5Prose OIRwisd O USSGOR Y pgmisrtie

¥ Stasdby Counsel

IPrior Atormey's Name

pistmentDutes
areof Presding Judge o By Orde of e Cout
Albert Albertson }
1L LAW FIRM NAME AND MAILING ADDRESS pueoforic NexcProTuscDate
Repayment 0 VES 0 30

AmountRequested [ |* Amount Approved

Pre Trial Hours [ o] Tral Hours [ 0] Sentencing Hours | o] Other In-Court Hours [ 0] Out-Of-Court Hours [ 0]
Number of Counts [0 ] Numberof Co-Defendants

Other Pending Cases [ |

Sentencing Guideline Range | |

Mandatory Minimum Found  []

[t ] [<proons ] [it> ) [t ]
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Click the Justification tab, or click Next on the progress bar. On the Justification page, enter
relevant information in the fields, and then click Save.

Basic Info | | Justification Documents Confirmation

Justification

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

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

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

6. Explain, if noteworthy, impact on the number of hours claimed of investigative, expert, or other services used (CJA 21 voucher)

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

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

9. Explain any other noteworthy circumstances regarding the case and the representation provided to support this compensation request.
Indlude, if applicable: (a) negotiations with LL5. attorney’s office or law enforcement agency; (B) complexity or novelfy of legal issues and factual
complexity; (c) responsibilities involved ed by the tude and importance of the case: (d) manner in which duties were performed and
knowledge, skill efficiency, professionalizm, and judgment required of and used by counsel: (a) nature of counsels practice and hardship or infury

ing from the representation; and (T) any extraordin. wressure of time or ether factors under which services were rendered.

| p—
[ «First ][ <Previous |[ Mext> |[ Last» | Delete Draft Audit Assist
 E—
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Click the Documents tab, or click Next on the progress bar. Click Browse to locate your file, and
then add a description of the attachment. Click Upload. The attachment and description are
added to the voucher and appear in the Description column.

Basic Info Justification Confirmation

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

File C:\Users\JaimelLongoriall Browse. .

Description |Ducumen1

Description Delete View
Diacument Dzlete View
[t [ < previous | o> ][ test> |

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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DO NOT submit the CJA 26 voucher as a separate voucher. You must save the completed
document as a pdf document and attached under the document tab of the CJA 20 voucher.
You may save a pdf by clicking the "form CJA 26”" link in the left panel under reports.

Basic Info Justification Documents

Confirmation
SUPPLEMENTAL INFORMATION STATEMENT FOR A COMPENSATION CLATM IN EXCESS OF THE STATUTORY CASE
COMPENSATION MAXIMUM: DISTRICT COURT
THIS FORM PROVIDES INFORMATION TO SUPPORT COUNSEL’S CLAIM THAT THE REPRESENTATION GIVEN WAS IN AN
EXTENDED OFR. COMPLEX CASE, AND THAT THE EXCESS PAYMENT IS NECESSARY TO PROVIDE FAIR. COMPENSATION.
PARAGRAPH 2.22 B(3) OF THE GUIDELINES FOR THE ADMINISTRATION OF THE CRIMINAL JUSTICE ACT, VOLUME VII, GUIDE 1O
JUDICIART POLICIES AND PROCEDURES, DEFINES THE TERMS “EXTENDED™ AND “COMPLEX." AND SUGGESTS CRITERIA FOR
DETERMINING “FAIR COMPENSATION.” THIS FORM SERVES AS COUNSEL'S MEMORANDUM REQUIRED BY PARAGRAPH 2.22
(2) OF THOSE GUIDELINES, AND DOES NOT REPLACE ANY OTHER DOCUMENTATION REQUIRED TO SUPPORT THE PAYMENT
JUEST. IF EXTE.A SPACE IS NEEDED, ATTACH ADDITIONAL SHEETS OF PAPEE.
ATTORNMNEY NAME: Andrew Anders
CASE NAME: USA v. Branson
DOCKET NUMBER: 1:14-CR-08803-AA |DEFE'ND:\NT NUMBER: 1 | VOUCHER NUMBER:
1 |PERIOD OF APPOINTMENT (DATES): 3/3/2014
TOTAL NUMBER OF IN-COURT HOURS: 0
PRETRIAL HEARINGS: 0 TRIAL: 0 SENTENCING HEARINGS: 0  ALL OTHER IN-COURT: 0
TOTAL NUMBER OF OUT-OF-COURT HOURS: 0
2 | OFFENSES CHARGED: 15:1823 F INSPECTION VIOLATION PENALTIES

NUMBER. OF COUNTS CHARGED: 0 [NUMBER OF CO-DEFENDANTS: 0
'OTHER PENDING CASES (DOCKET NUMBERS) OF DEFENDANT DURING REPRESENTATION:

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

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

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

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

EXPLAIN, IF NOTEWORTHY, IMPACT ON THE NUMBER OF HOURS CLAIMED OF INVESTIGATIVE, EXPERT, OF. OTHER
SERVICES USED (CJA 21 VOUCHER):

CHECK WHETHER ANY OF THE FOLLOWING CLIENT CONSIDERATIONS ARE A NOTEWORTHY FACTOR IN THE NUMBER.
OF HOURS CLAIMED AND EXPLAIN EACH: COMMUNICATION WITH CLIENT/FAMILY, LANGUAGE DIFFERENCE,
ACCESSIBILITY OF CLIENT, OTHER.

-

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

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

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

Signature of Attorney. Date Sizned Requested Amoumt

Andrew Anders

Signature of Presiding Judge Date Signed Tudge Code Approved Amount

Signature of Chief Judge, Cowt of .

ppeals (or Delegate) Date Signed Judge Code Approved Amount
Attention: The notes you enter will be available to the next approval level.

Public/Attorney

Notes

] I swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 22:27:34

wFirst | [ < previous |[ Next> ][ Last» Save
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[
Reports

Form CJA26

Defendant Summary Budget
Report

Totals only of budget info for
defendant

Defendant Detai Budget Report
Detail budget info for defendant

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

[ success |
Your vocher has been submithed for payment, You vl recerse a noSficaton o we nead more detsls.

[Plnpes epep the following voucher rusher for your own reconds:
0101.0000167

Back to:

Home Page
Appointment Page
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Appendix A: Correcting Errors in Your .csv File

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

A message appears at the top of the page, indicating the number of errors found. Click the View
Report link to view errors.

o Import failed.
5 errors were found in CJA-20 Service Time Import.csv during import process. No data was updated.correct errors and try again.

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

@ Errors Only O Full Report

Person Rep d: Jebediah o
Row Errors late Hours Description IService Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arrzignment and/or Plea
Row 9 Hours is missing; 11/2021 |Test 16¢c. Legal research and brief writing
Row 10 mﬁ*éﬁ?m":ifﬁu:“g:mc value onty; Pages 15 12051 oo ITest 15c. Mation Hearings I s
Row 11 § |Date is missing; 1 |Test; 16d. Travel time
Row 12 N |Description has invalid character(s); 14/2021 1.1 [Test<> 16a. Interviews and Conferences

Note: Click the Full Report radio button to view an error report that includes all imported
service lines.

Return to the Services page, click the try again link, and then follow steps 4-5 in the Importing
Service Entries on Previously Created CJA-20s section to attempt the import again.

Basic Info I Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in CZ4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors ang

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

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

Basic Info I Services Expenses Claim Status Documents Confirmation
Services

eVoucher now provides the ability to impert service time entries exported from a law firm billing system and saved in Comyma Separated Values (C5V)
format. The CSV file must contain all required column headings and data types. Please download curjsample spreadsheet for the correct column headings
and service type values.

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

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

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

A B € D E F

1llﬂate Hours Description Service Type Doc.# Pages J
29 97272021 0.1"Emailto/from co-detlayer revisit wi ientand need for preliminary hearing 16e. Investigative and otherwork e

3 9/3/2021 0.2 Attend Arraignment, etc via Zoom 15a. Arraignment and/or Plea

4 9/4/2021 0.3 Travel time from Other to Newtown to SA forinitial appearance and conference 16d. Travel time 3 10
5 9/5/2021 0.4 Review of court filings as a result of prelim hearing; Copy to Client 16b. Obtaining and reviewing records 6 12
6 9/6/2021 0.5 Receiving, reviewing and copying to client all paperwork as a result of arraignme 16b. Obtaining and reviewing records 5

7 9/7/2021 0.6 Receive & review order scheduling preliminary hearing; Copy to Client 16e. Investigative and other work

8 9/8/2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16c. Legal research and brief writing

9 9/9/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.5.C. §2251, 2252, 16c. Legal research and brief writing

10 9/11/2021 1 Travel from Pgh to SSJ (no return travel due to travel to IC) on CJA | 16d. Travel time

1 9/12/2021 1.1 Call to codef lawyer X and AUSA re: status of cases and plea deal 16a. Interviews and Conferences

12 9/14/2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1

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

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

In your Excel file, click the File tab.

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

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

% Cut Calibri 1WA A E == ® Bbwmp et Text
Paste Copy ~ I A [
I U -~ . - |l === == . . 9 <
- Format Painter = — = ==|== Merge & Center $ % 9 S
Clipboard ] Font ] Alignment ] MNumber
Fl4 7 5
A 1 B 1] C 1]

1 |Date Hours Description Service Ty
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
L] alninnna AR A AnAd Acrnimmmnnnd Adnia Tanms ACA Avenio

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

Good morning

v~ New
D New
A 3
]
= Open 2
a
Infa
Blank workbook
Save
Save As
Save as Adobe | /o Search

PDF

Print Recent Pinned Shared wi

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

T [ T:»FS > QA » 6.6 > Job Aids > External Users > time import
‘ CIA-20 Service_Time_lmport

Exccel Workbook (*.xlsk) - [P save

CSV UTF-8 (Comma delimited) (*.csv)
AML Data (*xml)

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

Excel Template (*.xltx)

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

Text (Tab delimited) (*.txt)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*.xml)

ki bbbttty | ¢
CSV (Comma delimited) (*.csv)

" -prn)
Text (Macintosh) (*.txt)
Text (MS-DOS) [*.tet]

Your Excel file has now been converted to a .csv file and can be imported into the Services page
of your CJA-20 or CJA-30 voucher.

(o Name ’ Date modified Type Size
# Quick access

CJA-20 Service Time Import.csv Microsoft Excel C... 1KE

@ CJA-20 Service Time Import.xlsx Microsoft BExcel W... 12 KB
4 Downloads * = ppeep—— - . . e e erm— r——

£ Documents +

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024





