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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.

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

Panel Management

e Allows attorneys to manage their own account information including address, phone, firm associations, and
applicable CLE credits

e Allows for submission of holding periods or a specific amount of time taken off for medical leave, vacation, etc.
(DO NOT USE THIS FEATURE)

Voucher and Authorization Request Submission

Authorization requests by attorneys for expert services

Requests by attorneys for interim payment

Supporting document uploads to vouchers or authorization requests

Reports for attorneys to take an active part in monitoring costs

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

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57, Internet Explorer 10.1 with Compatibility Mode, Internet Explorer 11
e Apple Macintosh: Safari 10.1

Court Appointment

When you accept an appointment, your appointment will be added to the case representation in eVoucher, and an
email will automatically be generated to you by the program. The email confirms the appointment and provides a link to
the CJA eVoucher program.

VERY IMPORTANT! Notify the Clerk’s Office if your contact information changes and maintain it in eVoucher.

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Accessing the CJA eVoucher Program

Your court provides information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log on using the user name and password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release
Training District 5.0

Existing user? Please login.

P E—
- ——

Forgot your login?

Notice: This is 2 Restricted Web Site for Offidal Court
Business only. Unauthorized entry is prohibited and
subject to disdpline by the Court and/or proseaution
under Title 18 of the LS. Code. All activities and access
attermts are logged.

You are required to change your password within 30 days of the first time you log on to eVoucher. Passwords must:

e Be at least eight characters in length.

e Contain one lowercase character.

e Contain one uppercase character.

e Contain one special character.

e Be alphanumeric.

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

You are required to change your password every 180 days.

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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If you forget your user name or password, click the Forgot your Login? hyperlink. Enter your user name or email address
and click Recover Logon. You will receive an email offering help. The link provided in the password reset email is valid
for 15 minutes and can only be accessed one time.

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

&n email with instructions on how to reset your password was sent to the email
address stored on our system.

IMPORTANT: The link provided in the password reset email is only valid for 15
minutes and can only be accessed one time.

Usernarme: || | andor

Email: | |

| Recover Logaon |

Home Page

Your home page provides access to all of your appointments and vouchers.

Security prohibits you from viewing information for any other attorney. Likewise, no one else has access to your
information.
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Contents

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

Appointments’ List

This is a quick reference to all your appointments.

My Proposed
Assignments

Cases appear in this folder if an appointment has been proposed to you and you have
not accepted or rejected it.

My Submitted
Documents

This folder contains vouchers for yourself, or your service provider, that have been
submitted to the court for payment. Documents submitted to the court requesting
expert services or interim payments also appear in this folder.

My Service Provider’s
Documents

This folder contains all the vouchers for your service providers, including:
*Vouchers in progress by the experts.

*Vouchers submitted to the attorney for approval and submission to the court.
*Vouchers signed off by the attorney and submitted to the court for payment.

Closed Documents

This folder contains documents that have been paid or approved by the court. Closed
documents only display for open cases. Closed documents display until they are
archived and/or for 60—90 days after the appointment is terminated. They are still
accessible through the Appointment page.

Navigating in the CJA eVoucher Program

Breadcrumb Mavigation

Attorney login

Menu Bar ¥ .
confirmation

Home Operations Reports Links Help logout

i

Welcome Andrew Anders: My Profile

My Appointments:  View

Menu Bar Item Description

Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you may run on your appointments.
Links Click to access hyperlinks to CJA resources such as forms, guides, publications, etc.
Click to access:
e Another link to your profile.
Help e Contact Us email.
e  Privacy Notice.
e eVoucher help documentation for attorneys and experts.
Logout Click to log off of the eVoucher program.

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Customizing the Home Page

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

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

Moving Folders

Step 1

Place your mouse pointer on the top edge of the folder you wish to relocate.

A crosshair icon %F appears.

Step 2

Click and drag the folder to the new location.

Sorting

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

Step 1

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

Step 2

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

Note: The folder size does not increase; therefore, some columns may move off the screen.

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Customizing the Home Page (cont’d)

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

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

E My Active Documents

To group by a particular Header, drag the column to ﬂisu'ea|
Case Defendant Type " Status

Step 2

Click and drag the header to the Group by: header bar.

E My Active Documents

Tdl i drag the column to this area.
C
Ca nt Type v Status
Step 3

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

B My Active Documents

Group by: Case - I

Case Defendant Type T Status

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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My Profile

In the My Profile section, the attorney can:

e Change the password (Login Info section).

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

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

e Add a time period in which you will be out of the office (Holding Period section). (DO NOT USE THIS FEATURE)

e Document any CLE attendance.

Click the My Profile hyperlink from either the Home page or the Help menu bar to access the My Profile page.

Home Operations Reports Links Help logout

My Profile

Contact Us ‘h

Privacy

eVoucher Documentation: Attorney and Expert Users

My Profile
ATTORNEY My Appointments:  View

Home Operations Reports Links Help logout
= Help 4 My Profile Welcome Andrew Anders (Attorney)
Login Info Edit

o _ UserMame Anders
Your Login information

Bar Number: Edit
AUDeyiIn ‘Your Mame: Andrew Anders

Your personal info
Your Contact Info:
Phone: 210-833-5622
Faxz
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us

HIH Your default biling info is: -B
Billing Info ) Andrew Anders
List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX
78210 - US Edl
Phone: 210-833-5623
Fax:
Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored.

Education Please click VIEW to type your info.

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Changing My Profile User Name and Password

In the Login Info section, click Edit to change your password.

= Help = My Profile Welcome Andrew Anders (Attorney)
Login Info Edit
UserMame Anders

Your Login information

To change your user name, type the new user name and click the change hyperlink. The “The Username has been
changed” message appears. (DO NOT CHANGE YOUR USERNAME)

To reset your password, click the reset hyperlink.

> Help > My Profile Welcome Andrew Anders (Attorney)
Login Info Username Anders change
Your Login information

Password s reset

Enter the new password, and then reenter it in the Confirm field.

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Step 5

Click Reset to save.

> Help > My Profile

Login Info

Your Login information

Confirm

Username Anders change
Password | sessses| = Strength:Strong

=

1
Rmetl cancel

Step 6

Click Close to exit the Login Info section.

= Help = My Profile

Welcome Andrew Anders (Attomey)

Login Info

Your Login information

Username Anders change

Password =+ resat

Close

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019



Attorney Info

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

Attorney Info

Bar Number: 12345
‘four Mame: Andrew Anders

Your Contact Info:

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

Fax:

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

Your Address:
110 Main Street
San Antonio, TX 78210

usa

Make any necessary changes, and then click Save.

Attomey Info

Your personal info

SSH Instructions:

If youare an appointed panel
attormney, you are required to enter
your Social Security Murrber in the S5M
figld.

If youarean assodate onfy, donot
enter your Sodal Security Nurmber in
the 55N field.

* Required Fidds
Bar Murrber

Tax Identification Murrber: = (Ifon Pand)

Payee Certification:

This message informs you thatthe
Nameand TIN entered are collected
pursuantto IRS Guidelines that govern
what inforration must be collected by
thejudiciary for payments made to
norn-enployees and other entities for
services provided and for purposes of
issUinga Form1099-MISC. You have
provided this inforration under
penalties of pefjury and certify that
1- The nurrber entered as my SSN or
EIN is rry correct @xpayer
identifiction nurmber: and

2-1ama .5, dtizen, LS. resident
alien, or other L. 5. person (3
partnership, corporation, corrpany, or
assodation crested or organized in the
U.S. or under the laws in the U. 5.).

Notes:

S5N:
Confirme
First Ma e = Middle  Last Narme =
|An|:|rew || H Anders |
Main Erail =
| deadrrail@support.a obx. uscourts. gov |
2nd Enail
| deadmail@support.a obx. uscourts. gov |
3rd Email
| deadrrail@support.a obx. uscourts. gov |
Phone = Cell Phone Fax
[210-833-5623 | |
Address 1= City =
[110 Maim Street | [san Antonio |
Address 2 State = (US only) Zip* (Us only)
| | [eas v| [7e210
Address 3 Country =

| [UnITED STATES v

CJA eVoucher for Attorneys

e Each attorney (except associates) must enter their SSN into the user profile or they will not be paid.
o The Country field is automatically set to UNITED STATES unless otherwise indicated.
e |[f you are a foreign vendor, select that check box and enter the appropriate information.

You can list as many as three email addresses. Notifications from eVoucher are sent to all email addresses.

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Billing Info

In the Billing Info section, click Add if no billing information is available.

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

B"Iﬂ Info Your default biling info is: Select
| Andrew Anders

| | Listallan allable biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX

‘ 78210 - US
Phone: 210-833-5623
Fax:

Notes:

e You must have billing information entered before any payments can be made.
e The SSN/EIN is used when reporting income to the IRS.
e Select the Copy Address from Profile check box if your billing address is the same as your attorney info address.

Make any necessary changes and click Save.

Biling Info Biling Type: s
List all available biling info records @Serf-Enpbyed cancel
OFirm
() Associate

Copy Address from Profile

Name:

Phone: Fant:
[210-833-5623 [

Address 1:

110 Main Street

|Addrass 2: |

Address 3:

| |

City: State: Zip Code:
[san Antonio | [Texas v/ [78210
Country:

[unrTeD STATES V|

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Step 4

If applicable, add billing information for a firm or an associate by clicking the corresponding radio button.

Biling Info giling Type: =a
List all available biling info records O Seff-Enployed cancel
® Firm
OAssociate

Tax Identification Number:
EIN/TIN:

Confirm:

Copy Address from Profile

Name:
| |
Phone: Fax:
| I |
Address 1: |
Address 2:
|
Address 3:
|
City: State: Zip Code:
| ] V|
Country:
[ unrTED STATES v
Billing Info = Required Fields
List all available biling info records Biling Type:
Self-Employed
Firm
® Assocate
Biling Code: | | | Verify |

Notes:

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

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

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

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Holding Period - (DO NOT USE THIS FEATURE)

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

In the Holding Period section, click View.

Holding Period ' Noinfo has been stored. [View |
Please dick VIEW to type your info.

Step 2
Click Add.
Holding Period [8ec | [ e [ Add J|[ el
search:
Starting Ending Hotes
Hio Holding Period
Ho dats

Step 3

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

Starting Date Ending Date

[o7711/2014 |2 [os0r2004 |23

Hotes

Vacation Cruise.|
"™
L4

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Continuing Legal Education

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

Continuing Legal ' Noinfo has been stored. [[view ]
Education Flease dick VIEW to type your info.

To add CLE information, click Add.

l C

‘ Fles Credit Date oz Sabject

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 Ce= ] [ s |
Education
|E.r\¢d! Sentendngrel W |

Dete [osay/mie |24
Hours [0 |

Description

el

v|

Doament After you save the information about this Conbinuing Education, you will be able to upload related documents.

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Note: After you save information, you can upload related PDF documents.

Continuing Legal Education (cont’d)

Step 6

Click Browse to upload and attach a PDF document. Click Save.

| Back | | save |
Credt [Sentencng-re /'

ose esjzaons |2
wous o]

Description
—_—1
L

Note: All entries appear in the grid and can be accessed, edited, or deleted by selecting the entry and clicking a button.

=== == ==T =1

Search: | |

05/15/2014 0 |

55

1 Page 1af 1 {1 ibems)

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019
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Appointments’ List

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

Step 1

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

View
Representation

= Appointments’ List
Appointments Defendant
(Case Tit: USA . Banson Ovcar o g e
o ) Defendant: Jebediah Branson
e Ji s A Representation Type: Criminal Case
Case Title: USA v. Branson Crder Type: Adbnniing taued!
2 USA Y. Order Date: 12/21/10
Attorney: Andrew Anders Pres, Judge: Albert Albertson
Adm. Mag Judge:
Appointment Appointment Info

1:14-CR-08505. 1. A4

£ AFFEALS. DK T DRF NUMBER

S

Create New Voucher

FrnESTCATIGGRY [enE m TV
Pelw_\‘[nxmdngpm:nd&mm |3t Des vizminal Case

13 COURT ORDER

[]A Avsciate []€ CoComm

Attorney CJA 20 AUTH (] e
Asthorization for Expert and ol [ Sulbs for Fanel Amarney [ Subs for Retained Attoeney
Voucher seriees ¥ Sundty Comma
AUTH-24 Create
Template Authorization for payment of transaript m&:‘
oA 20 [Eigaainse of Presiding Jadge or By Order of ihe Cont
Pulbert Albertson
Appaniment of and Authonty o Fay [l |14 LA FIRM NAME ANDMAILING ADORESS
Court ted C E‘:‘aﬂ" Nun Fro Tenc Duie
cIA-21 Repament [ ]VES [%0 |
Expert CJA21 | st ol ioahe ke beds / Group Header Bar ’_
- Vou File
CIA-26 Create -
Voucher Statement for a Compensation i 1 [l | 70 group by a partaudar Headsr, drag the colmn to this area. = Search:
Exeess of the Statutory Case
Tem plate Compersation Maimum: District Court Case Defendant Type Status
T SR (= 1) a0 Submitted to Ceurt
Authorization for payment of Travel St QMM Claimed Amount: 778.40 Andrew Anders A 01010000001
[ INTERIM PAYMENT 1
-CR-Q8805-AA- =1
Reports e Mmm&“:\m WMYmmhqm rd w;m.mhm;
Detailed o — ok i
= ) 1:14<R 0880544 (= AUTH24 . Voucher Clused
Payment Reports Deferciant Detal Budget Report Sran: DGIOA2014 Claimad Amount: 0,00 'f* 01010000026
Detad budget infio for defendant Erc: 06042004 Agproved Amount: 0.00
|:14.08.-08305-84- Jebedish Branson (= 1) -
; B o oUTNR0 Cisimed Aot 0,00 Gt v [ b
Totals ordy of budget info for D Hair, Fibtr Expert & Gt
defendant TS OsaA 1 o2 s w—
A" vouchers by sav [ Claimed Amount: 0.00 Teress Transcripts ‘, Bt X
l';zs"": 1 m' Erc 060A20M
. . o= e (=1 ?
associated with piRastran. aEed bR L T2 [ Pl
this case are aheniing '
- LE14-CR-0805-AA- (=1 cm-24 Submithed to Attomey
displayed. Sia: DBONZ0M Caimed Amount: 14.50 Teress Transarpts A 101000014
End: DEOAD014
1 Page 1 of 1 (7items)
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View Representation

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

Step 2

In the Appointment section, click the View Representation hyperlink.

Appointment

Step 3

On the menu bar at the top of the page, click Home.

Representation Info

1. CIELTIST/TIV.CODE 2.FERS0N REFEESENTED [VOUCHEE NUMEER

101 [Jebediah Branzon
3 MAG. DET/DEF NUMBER 4 DIST. DKCT/DEE NUMBER 5 AFFEALS. DET/DEF NUMBER 6. OTHER. DECT/DEF NUMEER

) 1:14-CR-08805-1-AA
7. IN CASEMATTER OF(Case Nams) 8 PAYMENT CATEGORY 9. TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
[USA v. Branson Felony (including pre-trial diversion |,y pyon gant Criminal Case
jof alleged felony)
Representation Report 11 OFFENSE(S) CHARGED

15:18235 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESIDING JUDGE MACGISTRATE JUDGE LESIGNEE
50 00000 Albert Albertzon
AppID Attorney Order Type Order Email

2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx. uscourts. gov
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CJA-20 Voucher Process Overview

Court CJA unit audits the
voucher.

Attorney enters

Court approves or rejects
the voucher.

Court processes the
time/expenses and voucher for payment.

submits the voucher.

Creating the 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 Appointment section, from the CJA-20 Voucher template, click the Create hyperlink.

CJA-20
Appointment of
Tab headings
The voucher opens the Basic Info page, which displays the information in the paper voucher format. appear at the
| Basic Info Services Expenses Claim Status Documents Confirmation / top Of the
: screen.
Basic Info
1 CIR.DIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER
101 [Jebediah Branzon
th—UCMJ’Ej 3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER 5. APFEALS DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER

1:14-CR-08803-1-A4

Voucher #:

7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9 TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
S [USA v. Branson iEtocty Guachnding pre.trialdiversion | et (Criminal Case
EnlD 14 jof allesed felony)
11. OFFENSE(S) CHARCED
) 15:1525 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY 'S NAME ANDMAILING ADDRESS 13 COURT ORDER
Andrew Anders - Bar Number: 123435 []A Associate [] € Co-Counsel

110 Main Street [JF Subs for Federal Defender 7] O Appointing Counsel

[ |P Subs for Panel Attorney || R Subs for Retained Attorney
[]¥ Standby Counsel

(] Expenses: $0.00 >

San Antonio TX 78210
[Phone: 210-833-3623

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report

Totals only of budget info for
defendant

[Frior Attorney's Name
|Appointment Dates
|Siznature of Presiding Judge or By Order of the Court

14 LAW FIRM NAME ANDMAILING ADDRESS

|Atbert Albertson
[Date of Order
|3/32014

Nunc Pro Tunc Date

Repayment [_| VES [ NO

Notes:

Payment Info

Preferred Payee | Andrew Anders %

Andrew Anders
SSNfEIN: =*=-**5789
123 Legal Blvd. South
AnyTown, DC

12345 - USA

Phone: 838-555-4000
Fax: 883-555-4001

A progress bar

appears at the

bottom of the
screen.

= First || < Previous H Mext > || Last » | | Save

| Delete Draft

e To avoid data loss, frequently save any entries made to a voucher.

o 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, use the tab headings or progress bar.
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Entering Services

Line-item time entries should be entered on the Services tab. Both in-court and out-of-court time should be recorded
here.

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

Step 1

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

| Basic Info | Services | Expenses | Claim Status | Documents | Confirmation

Services
Date = Description
Service Type | IZ| =
et [ ] e[| *
Hours l:l #  at $126.00 per hour. Add

* Required Fislds

Service Type Date Description Hrs Rate Amt]

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report

Totals only of budget info for Mo data|
defendant

[=First |[ <Previous |[ Mext> |[ Last» | [ save | [ Delete Draft

Step 2

Enter the date of the service. The default date is always the current date. You can either type the date or click the
calendar icon and select a date from the pop-up calendar.

Services
N T Desarpton
Service Type _4 June 2014
Doc#(ECF) || = Su Mo Tu We Th Fr Sa
[ #> 1 2 3 4 5 B i
» 8 9 1[1m]12 13 14
* Required Felds
» 15 16 17 B 19 20 21
» 2 23 24 25 % 27 B i
» 29 3 1 2 2 4 5
Service Type - -~ a a *
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Services (cont’d)

Step 3

Services
Date -3 Desaription

Service Type || +|
Doc. # (ECF) In Court Services

a. Arraignment and/or Plea

Hours
* Required Fiaids

€. Mation
d. Trial
Service T\ipef e. Sentencing Hearings

b. Bail and Detention Hearing

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

Click the Service Type drop-down arrow and select the service type.

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

Services

e [ |+ =

Service Type .a. Arraignment and/or Plea vle

oocsb® [ | pws [

First appearance and
arraignment of Defendant.

Hours ' at $126.00 per hour,

T Required Feids

uidd, | Pomme

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

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

The Date header sorts by date. Be sure to click Save.

Services

owe [y |+

= ) ‘ ‘

de) [ | ewes [ i

s [ ]+ ssusmashor

* Required Fieids

Service Type Date Description Hrs  Rate  Amt

B Arraigneaet andfor Pea 06{11/2004  Frst appearance and arragneant of Defendant Q5 126.0000 €3.00

1 Page 1.of 1 (1items)
| «rrst || <Previous || mest> ][ Lasts | | swe | | Deletetraft |
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Entering Expenses

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

|+ Basic Info - Services | Expenses » Claim Status " Documents .+ Confirmation
Expenses
Date 6/12/2014 | = 2] Description
Expense Type | =
Miles [ ] ats0.5600 per mile. :

Amount |:| | Add || Remove

Expense Type Date Description Mile Rate Amt

No data

| « First || < Previous || Next = || Last = | | Save | |DEIeteDraﬂ|

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

Expenses
Date s/12/2014 | =25

Expense Type || - “{
Miles Travel Miles

Amount Travel Misc.
* Required Fields | Fax
Long Distance Charges
ﬁ Photocopies i
ExpenseTm| Postage

Other Expenses

| «First || < Previous || Next> || Last» |
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Entering Expenses (cont’d)

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

Expenses
Date 6/12/2014 | =) Description | Travel to and from Court
Expense Type | Travel Miles v
Miles 3t $0.5600 per mile. 2

Amount | Add || Remove

* Required Fields

Expense Type Date Description Mile  Rate

No data

| =First || <Previous || Next> || Last= | [ save | | Delete Draft |

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

Expenses

Date [er12r2014 ] =20 Description

Expense Type [ =l

Miles [ ]= ats0.5600 per mile. y
Amount | Add || Remove |

* Required Fialds

Expense Type Date  Description Mile Rate  Amt
Travel Miles 08/12/20... Trawel to and from Court 20 OLSE00 11.20

1 Page 1 of 1 (1 items)
[«Frst || <previous |[ Net> |[ Last» | [ save ] [ Delete Draft |
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Entering Expenses (cont’d)

Click in the Date column header. This sorts expenses according to date. Click Save.

Expenses

N T —

- =

Expense Type |
Miles at 50.5600 per mile.

Amount - Add Remove
— | |

* Required Fields

Expense Type | Date | Description Mile Rate  Amt
Photocopies 06f12/20... Copses - 100 pages & .15 per page v} /] 15.00
Travel Miles DEf12/20... Travel to and from Cowrt 20 0.5600 11.20
i Page 1 of 1 (2 items)

1
| =First || <Previous || Net> || Last= | | save |
Notes:

e If you choose photocopies or fax expenses, indicate the number of pages, and the rate charged per page.
o Remember to click Add after each entry.
e C(Click an entry to edit.
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Claim Status

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

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

Claim Status

I Swmrtbate  |6/11/2014 | = | End Date 612/2014 | = =) I
Payment Claims
) Firal Payrrent

® IntermPayment | 2|(payment #)*
) Supplerrentz| Payment
() Withholding Return Payment

**= Reminder: Please seled: the approprizte daim status.

1. Have you previousdy applied to the court for compensation and/or reimbursement for this case? ®Yes CNo

If Yes, were you paid? @ Yes (No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment OYes ®No
(compensation or anything of valie ) from any other source in connection with this representation?

= Required Fields

[erfrst [ <previous |[ Mext> |[ Last» | [ save | | DeleteDraft | [ Audt Assist ]

Step 3

The Payment Claims section features the following payment claims type radio buttons:

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

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

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

e The attorney may submit a blank (no services or expenses) CIA-20/30/21/31 at the end of the case, clicking the
Withholding Return Payment radio button to request return payment of withheld funds.

Answer all the questions regarding previous payments in this case. Click Save.
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At any point while creating services or expense, click Audit Assist to view any errors or warnings regarding your
document.

{2 US Courts - CJA eVoucher - Internet Explarer =l £

cInfo | Services

‘Vices Errors

11/15/2016 | = No errors found
e Type
en [
Felts
wp by a particular Header,
ce Type
lignment and/or Plea Warnings

A service and/or Bxpenses are out of the Voucher Start and End Dates.

] Cred

If you try to submit with errors, you may receive the following pink error message:

¥, Service andfor Expenses are out of the Voucher Start and End Dates.

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

Attorneys (as well as courts) may 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.

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

Add a description of the attachment.

Click Upload.

Supporting Documents

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

File G:\AD\eVoucherCJA eNol Browse... |

Description |Copies of receiptd x

The attachment and description is added to the voucher and appears at the bottom of the Description column.

Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
File | Browse...
Description | |
Description Delete  View
Copies of receipts Delats Vigw
| «Frst || <Previous || MNext> || Last= | [ save | | Delete Draft |
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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.

Step 1

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

The Confirmation page appears, reflecting all entries from the previous screens.

Confirmation
L. CIR/DIST/DIV.CODE 2. PERSON REFRESENTED :'OL'C‘HIR NUMBER
0101 lizh Branson

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

8. PAYMENT CATECORY

[Felony (including pre-trial diversion

5 APFEALS DET/DEF NUMBER 6 OTHER DET/DEF NUMBER

7. IN CASE/MATTER OF (Case Name) 0. TYFE FERSON REFRESENTED 10 REFRESENTATION TVFE

[USA v. Branson ! dult Defendant Criminal Case
of alleged felony)

11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12. ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER

Andrew Anders - Bar Number: 12345 [J4 Associate []€ €o-Comsal

110 Main Strest
5an Antonio TX 78210
[Phone: 210-833-3623

[]F Subs for Federal Defender [7] O Appointing Counsel
[]P Subs for Panel Attorney [ | R Subs for Retained Attorney
[]¥ Standby Counsel

14. LAW FIRM NAME ANDMAILING ADDRESS
[Prior Attorney's Name

[Fax: 88 -4001

Andrew Anders TIN: ***.22_§780 |Appointment Dates

123 Legal Blvd. South nature of Fresiding Judge or By Order of the Court
Tor U Albert Albertson

payTown DOID IS8 [Date of Order Nunc Fro Tunc Date

[Phone: 88 ?))4003 332014

Repayment [ ] VES [7]50

CLATMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL 2 i
CATEGORIES HOURS 3 ~ ADJUSTED ADJUSTED &
CLAIMED gf[‘:ll’]‘; HOURS AMOUNT BN
15. |2 Arraigament anglor Plea 03 $63.00
. Bl and Detention Hearing 0 50.00
< Motion 0 50.00
4. Trial 0 50.00
= Sentencing Hearings 0 50.00
£ Revocation Hearings 0 50.00
& Appeals Court 0 50.00
| [k Other 0 50.00
Totals 0.3 563.00
16. |2 Interviews and Conferences 0 50.00
. Obtaining and Reviewing Records 0 50.00
 Legal Research and Brief Weiting 0 50.00
4. Travel Time 0 50.00
= Tnvestigative or Other Work 0 50.00
Totals 0 50.00
—Tcavel Expenses (lodging, parking, meals,
17 2 51120
mileage, eic.)
| [Other Expenses (other than expert, S0
transeripts, efc.)
GRAND TOTALS o5
(CLAIMED AND ADJUSTED) =

19. CERTIFICATION OF ATTORNEY EOR THE FERIOD OF SERVICE [20. APPOINTMENT TERMINATION DATE IF OTHER

1. CASE DISPOSITION
AN CASE COMFLETION

FROM: 61122014 _TO: 6122014
P2 cLanistaTus ] Fina! Payment ] interim Payment ()

[] Supplementa] Payment

you Previously applied to the court for compensation and/or reimbursement for this?
yes. were youpaid?  [] YE§ [ NO

Other than from the Court, have you, or to your knowledge has anyon:
any other sourcs in connection with this representation? [ YES
1 Stwear or affirm the truth or correctess of the abore statements.

[JYES []NO

sceived payment (compensation of anything of valug) from
O ~No If yes. please attach supporting documentation

Signature of Attorney: Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY

3. IN COURT COMP_ 4 OUT OF COURT COMP. 5 TRAVEL EXFENSES [26. OTHER EXPENSES 7. TOTAL AMT. AFFRCERT.
0.00 50.00 50.00
8. SIGNATURE OF THE FRESIDING JUDGE [patE

|2 oTEER ExPENSES
50.00

[pATE

30 OUT OF COURT COMP.
50.00

31 TRAVEL EXPENSES
50.00

9.
50.00
|4 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR DELEGATE) Payment aoproved in.
|excess of the starutory cereshald amoune

42 JUDGE CODE

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

Public/Attarney
Notes

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

«First ][ <Previous |[ Next> |[ Last» | [ save | [ DeleteDraft |

You may include any information to the court in the Public/Attorney Notes field.
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Signing and Submitting to Court (cont’d)

Step 2

Verify the information is correct.

Step 3

Scroll to the bottom of the screen.

Step 4

Select the check box to swear and affirm to the accuracy of the voucher. The voucher will automatically be time
stamped.

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

Public/ Attomey
Notes Motes

[«] 1 swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | 0 Submit
[ <Frst ]| <Previous || Next> |[ Last» | [ save |

Click Submit to send to the court. A confirmation screen appears, indicating the previous action was successful and the
voucher has been submitted for payment.

Your voucher hags been submitted for payment. You wil receive a notification if we need more details.
Please keep the following voucher number for your own records:

0101.0000150

Back to:

Click the Home Page hyperlink to return to the home page. Click the Appointment Page hyperlink if you wish to create
an additional document for this appointment.
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Signing and Submitting to Court (cont’d)
The active voucher is removed from the My Active Documents folder, and now appears in the My Submitted Documents
section.

To group by a partioular Header, drag the column to this area. Sﬂrd'l:[
Case Defendant Type Status
Li14-CR-0B805-AA- Jebedish Branson (= 1) CIA-20 . Submitted to Court
Stact: 06/12/2014 Claimed Amount: 89.20 Andrew Anders J 01010000150
End: 06/12/2014

: -BA- Jebediah Eranson (= 1) CIA-20 Submitted to Court

S 15 Claimed Amount: 778.40 Andrew Anders 7 01010000001
End: 06/05/2014 INTERIM PAYMENT 1
1: 14-CR-0B805-AA- Jebediah Branson (= 1) AUTH - Submitted to Court
St 0410272014 Claimed Amount: 1,000.00 Chemist, Toxicologist 4 01010000002
End: 01/01/1900

1 Page 1of 1 (Jitems)

Note: If a voucher is rejected by the court, it reappears in the My Active Documents section highlighted in gold.

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

Case

The system generates an email message explaining the corrections that must be made.
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CJA-20 Quick Review Panel

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

The Services and Expenses fields tally as entries are entered the voucher.

e Expenmsa £26.20

Expand the item by clicking the down arrow (¥) to reveal specifics.

0 Services: $63.00 =

In Court Services
Sarvice Hours
Arraignment and/or 05
Plea .
Bai and Detention 0
Hearing
Maotion Hearings ]
Trial a
Sentencing Hearing "]
Revocation Hearings 1]
Appeals Court o
Other 1]
Totals 0.5

Out of Court Services
Service Hours
Interviews and 0

ceg
Obtaining and
Reviewing Records
Legal Ressarch and
Brief Writing
Travel Tima 0
Investigative and 0
Other Work.

Totals

]

o Expenses: $26.20

Travel
Expense Type
Travel Miles
Travel Misc
Totals

Expenses
Expense Type
Fax

Long Distance Charges

Postage
Other Expenses

o ict of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019




CJA eVoucher for Attorneys | 32

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. Iltems to remember:

e  Viewable reports appear on the left review panel.

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

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

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

Reports

Defendant Detail Budoet Repart
Detail budget info for defendant

Form CJAZ20

Defendant Summary Budget Repaort

Totals only of budget info for
defendant

You can find other accessible reports by clicking Reports on the menu bar.

Home Operations Reports Links Help logout

* 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.

The report provides the information in two sections: attorney appointment and authorized expert service.

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

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

panaing C . owa | mountRemaming
Time Parlod Vouchar
For Vouchar Humbsr Faas Expenass Tiotal Faasa Expanses Total After Approved | After Approved
Trawsl Crthar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
0232015 to 0232015 | 0101.0000001 30.00 30.00 +0.00 000 $5.350.00 .00 000 36.350.00 33.550.00 $3.550.00
0140171801 to 01011904 50.00 50.00 50.00 S0.100 $0.00 0.00 50.00 50,00 5355000 5$3,550.00
01/0171901 o 0101120 30.00 30.00 +0.00 S0.00 0.00 .00 s0.00 s0.00 33,550.00 $3,550.00
Taotal Panding: $0.00 Total Approved: $6.350.00 %3.550000 $3.550000
Panding Amaunt Remalning
Time Perlod Vouchar
For Vouct Humbsr Faes Expenass Total Fass Expansss Total After Approved | Afber Approved
Trawsl Orthar Trawel Other And Pending
Authorization Humber: 01010000002 . -
Specialty: Chemist, Ti - amount Requeated: §1.000.00 Amount Authorized: $0.00 Attomey: Andrew Anders

$0.00 $0.00 $0.00 $6.350.00 40.00 $0.00 $6.350.00 $6.350.00 $E.350.00

“Dioas not Includs Travel Auth $0.00

Trursday, Movember 5, 2015 -Ver. 1.1
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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 Caae
Budgst Amount Requested: 0,00
Budgst Amount Approved: £9,500.00

Panding T Approwd  AmountRsmaining
mm m; Feas Expanses Total Feas Expenass Tuoital After Approwed | After Approved
Traved Other Trawal Other And Pending
attomay: Andrew Andsre  [Appointing Counaal) Active
Total Pending: $0.00 Total Approved: $£,350.00 £3,550.00 $3,550.00
Panding
mm m Faes Expenass Total Fess Expansas Total After Approved | After Approved
Travel Othar Trawel Other and Panding
A Humiber: 01010000002 " t R I $1,000.00
HOTE: The Grand Totals iIncluds Panding
Counssl CJA20 or CJA30
vouchars a8 well 38 vouchsrs for Faes Expenass Tiodal Faas Expensss Total approved and Pending
Expart or Ssrvices on CJA2M or
CJA31. They repressnt tha total Travel Other Travel othar Fogs ExF“. and
submitied sxpenditures for this penzes
II:IHF'HI'IEI:“ taticn. & Travel Auth $0.00 $0.00 $0,00 $0.00 $6.350,00 $0.00 $0.00 $E.350.00 $6,350,00 $£.350.00
Trursgay, Movember 05, 2015 - ver. 1.1 Page 101
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Creatlng a CJA-21 Voucher - (See pages 65 & 66 before creating the CJA-21 voucher)
Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.

Step 1

From the Appointment page, click Create from the CJA-21 Voucher template. The voucher opens the Basic Info page.

CIA-21

Authorization and Voucher
and other Services

Step 2

When submitting a CJA-21 Voucher, you have two options from which to choose in the Authorization Selection section.

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

hn Authorization Required
f your voucher compensation is under
e statutory limit and does not require
rior authorization.

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

se Existing Authorization
elect this option to display and select
rom a list of approved authorizations

| Basic Info

Basic Info

1. CIR/DISTDIV.CODE
0101

3.MAG. DKT/DEF.NUMBER

7.IN CASEMATTER OF(Case Name)

JUSA v. Branson

2. PERSON REPRESENTED
lebediah Branson

[VOUCHER NUMBER.

4. DIST. DKT/DEF.NUMBER
[1:14-CR-08805-1-AA
8. PAYMENT CATEGORY
elony (including pre-trial diversion
f alleged felony)

£ APPEALS. DKT/'DEF.NUMBER

9. TYPE PERSON REPRESENTED

Adult Defendant

6. OTHER. DKT/DEF. NUMBER

10. KEPRESENTATION TYPE

(Criminal Case

11. OFFENSE(S) CHARGED

13:1825.F INSPECTION VIOLATION PENALTIES
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EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRAIE JUDGE DESIGNEE L
@ summary: 50.00 + | [s10.300.00 Albert Albertson
Services ‘DESICNEE 2
Totals $0.00°
Travel
Expense Tvpe Ameto | | Authorization Selection
Travel Misc $0.00 | ||| You can dlick the Use Existing Authorization button to select from 2 list of approved autherizations, or dick the No Authorization Required button
Totals $0.00 | |} if under the statutory limit.
Expenses No Authorization Required
E;)?ense Type A"nl;"g; If your voucher compensation is under
10, the statutory limit and does not require
Long Distance Charges $0.00 i
Phatocopies $0.00 prior authorization.
Posta 0.00
Otherngperses :0‘00 Use Existing Authorization
Totals $0.00. Select this option to display and select
from a list of approved authorizations
_ —
Tasks
Link To Appointment
Link To Representation
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Creating a CJA-21 Voucher (cont’d)

If you click Use Existing Authorization, the Associated Authorization list appears.

Select the authorization you wish to use. It turns beige when selected. You cannot continue until it is highlighted.

The service type automatically fills in based on the authorization selected. If no authorization is being used, click the
Service Type drop-down arrow and select the service type.

Step 5

In the Description field, enter a description of the service to be provided.

Step 6

From the Expert drop-down list, select the expert.
If the expert you select is not authorized to use eVoucher, the Voucher Assignment radio buttons remain unavailable,
indicating the attorney will be responsible for filling the voucher claim part.

Voucher Assignment ® Attomey Eapert

This indicates who wil be responsble for fling the voucher daim parf

If the expert selected is authorized to enter expenses on their own voucher, the Voucher Assignment radio buttons
become available, indicating the expert can be selected and can then fill in their own services and expenses on the
voucher.

Voucher Assignment | Attorney @ Expert
This indicates who wil be responsble for fling the voucher claim parf

Click Create Voucher.

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019



CJA eVoucher for Attorneys | 37

Please Select the Associated Authorization

ID Number: 186

Service Type: Interpreter/Translator
Order Date: 03/03/2014 Estimate; imount:p$5,000,000.00
Authorized Amount: $100.00 Notes:
Grand Total Amount: $100.00
ID Number: 223 ) ) . .
Order Date: 03/03/2014 gs{%ﬁgiﬁ;ﬂ;ﬂsﬂﬁgomm
Authorized Amount: $800.00 Notes: ' ’
Grand Total Amount: 50.00 .

New Voucher Information

Service Type Interpreter/Translator il

Description

Voucher Assignment @ Attorney O Expert
This indicates who will be responsible for filling the voucher daim part

Service Provider

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

Expert Campos, Charlene i

Expert Info Charlene Campos
Details
o 110 Main Street
San Antonio TX 78210 US
Phone: 210-477-2344

Create Voucher

Notes:

Only experts registered with the service type selected appear in the drop-down list. If you wish to submit a person
for approval, steps on how to add an expert are outlined in the next section.

e If you don’t enter all information, you cannot advance to the next screen.

If the expert you selected is authorized to use eVoucher, you are done at this point and can click Home or logout.
If the expert you selected is not authorized to use eVoucher, you must file the voucher on behalf of the expert.
The voucher appears in the My Active Documents section as submitted to attorney. You 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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Creating a CJA-21 Voucher (cont’d)

From the Expert drop-down list, select the empty value. In the Voucher Assignment group, the Attorney radio button
should be selected.

Step 2

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

Please Select the Associated Authorization

ID Number: 186

Order Date: 03/03/2014
Authorized Amount: $100.00
Grand Total Amount: $100.00

Service Type: Interpreter/Translator
Estimated Amount: $£5,000,000.00
Notes:

ID Number: 223

Order Date: 03/03/2014
Authorized Amount: $800.00
Grand Tetal Amount: $0.00

Service Type: Chemist/ Toxicologist
Estimated Amount: $800.00
MNotas:

New Voucher Information

Service Type Interpreter/Translator W=

Description

Voucher Assignment ® pttorney  Expert
This indicates who will be responsible for filling the voucher claim part

Service Provider

fou can ssarch one of the service providers already in the system
OR can enter the required information for another provider

Last Name *
| | | | | I
Email *
| |
Phone * Fax
| | | |
— ) |
Address 2 State (U.S. Only=) Zip
| | | v | |
Address 3 Country=
| | [UNITED STATES V]

Notes:

e The person you submitted goes through an approval process. Once that person is approved, an email is sent to
you.

e You can now select the person from the Expert drop-down list, and their information automatically populates.
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Creating a CJA-21 Voucher (cont’d)

After Create Voucher has been selected, proceed by following the steps mentioned previously for adding services,
expenses, claim status, and documents on the CJA-20 voucher.

Note: If you have submitted the voucher for the expert, you must approve the voucher twice; once while sending it for
the expert, and a second time after it appears in the My Active Documents section.

Step 1

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

Step 2

In the corresponding fields, enter the date, units, rate, and description.

Step 3

Click Add.

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

Services
Date 4/22/2019 |=* ﬁ Description -
we -

* Requirad Figlds

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

Date Description | l.lnils‘ Rate ‘ Amt

03/27/2019

The item appears at the bottom of the Services section. Click Save.
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Creating a CJA-21 Voucher (cont’d)

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.

. Basic Info . Services ) Expenses . Claim Status . Documents . Confirmation

Xpenses

Date 4/30/2019 = =] Description -
Expense Type | v |+

Mies = at$0.55 per mie. -

Amount

= Required Fields

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

Expense Type ‘ Date ‘ Description ‘ Mie{ Rate ‘ Amt

Travel Miles 04/30/2019 Travel 30 %0.545 %16.35

#

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

The item appears at the bottom of the Expense Type column. Click S3

Note: At any point, click Audit Assist and the system searches for any warnings or errors.
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Creating a CJA-21 Voucher (cont’d)

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.

Basic Info Services Expenses b Claim Status Documents Confirmation

Claim Status

[saroate G -3 | [endoste (142014 |- 3
Payment Clims
* Fral Payment
) Tetar mPayment (poymert. #)
) Supplemertal Payment
() Wanholding R etum Payment

** Rennder: Please select the aproprate camsats,

* Begured Fuald

ahrst |[ <Prevous |[ mext> |[ Lass | I sae |l | DeleteDraft | | Auct Acsst |

Notes:

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

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

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

e Atthe end of the case, to request return payment of withheld funds, click Withholding Return Payment on a blank
CJA-21.
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Creating a CJA-21 Voucher (cont’d)

Click the Documents tab or click Next on the progress bar. Click Browse to select a PDF file to attach. Click Upload. The
document appears at the bottom of the Description column. Click Save.

Basic Info Services Expenses Claim Status b Documents Confirmation

Supporting Documents

Fie Upload (Only PAf files of 10MB size or kess!)

File Browse. ..
Description |
Descripbian Delste View
inwoice from Expert Delate Nigw

[see ]| [ ]

[ =Prst )| <Previows || mest> || Last= |

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Creating a CJA-21 Voucher (cont’d)

A confirmation page appears.

Step 1

Verify all information is correct.

Step 2

Select the affirmation check box. This automatically time stamps the voucher.

Step 3

Click Submit.

Step 4

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

Akbention: The notes you enter will be avalable to the next approval kevel,

Public/ Attormey
Hotes

[+ 1 swear and affirm the truth or comectness of the above statements
Date: 6/19/2014 9:28:36 o Submit
[ «Frst |[ <Previcus |[ Mext> |[ Laste | [ save | | Delete craft |

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

eur voucher has been submitted for payment. You will receive a notificason if we need more detads,
Please keep the followirg voucher number for your own records:

0101.0000154

p
Appolntment Page
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Creating a CJA-21 Voucher (cont’d)

The case file appears in the My Active Documents section.

Click the case hyperlink to select the file.

To group by & parboulsr Hesder, drag the colusn to this area, Seardch: |
Case Defendant Type Status
L I4-CR-OBH0T-AN- Wendly Wilson (= 2] CIA-21 . Submitted to Attome
S DRAZ20L Clamed Amgunt: 165.80 Gna Gabriel 7 opromeres
End OETST0I Weapons Firearms Explosi. .. FINAL PAYMENT

Navigate to the Confirmation tab.

Verify all information is correct.

Certify the information by selecting the certification check box. This automatically time stamps the voucher. Click
Approve.

Aftervier The nobet vou orter il be gvadsbis 1o the rext soorgval el B
Publc/Attomey
Hotes

& 1 certaly that | have reviewed the above

# napprove || €D Reject

Date: 671972004 4324

(At [ cpevion [ Hets [ Laste | [ e | | Dot ]
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Submitting an Authorization Request for Expert Services
(See pages 65 & 66 before creating the AUTH)

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

Open appointment record.

Click the Create hyperlink next to AUTH.

Create New Voucher
AUTH

Authorization for Expert and o
Services

Click the Create New Authorization hyperlink.

L | 1

Authorization Type Selection

You can click the Create New 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
authorization.

Request Additional Funds
Use this button to select an approved
authorization that you would like to
request additional funds for.
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Step 4

The Basic Info page appears.

| Basic Info Documents Confirmation

Basic Info

1 CIR_DIST/DIV.COTE 2 FERSON REFRESENTED [VOUCHER NUMBER
101 [Jebediah Branzon
3 MAG. DKT/DEF NUMBER 4 DIST. DKT/DEF NUMBER 5 AFPEALS DKT/DEF NUMEER 6. OTHER DKT/DEF NUMBER
1:14-CR-08803-1-AA
7 IN CASEMATTER OF(Case Name) | 5. PAYMENT CATEGORY o TYPE FERSON REFRESENTED 10. REFRESENTATION TVFE
[USA v. Branson ekety{sic o et Chvermon | cile Detdant Criminal Case
of alleged felony)
11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
| Andrew Anders - Bar Number: 12345 []A Associate []€ Co-Counsel
110 Main Street n [|F Subs for Federal Defender 7] 0 Appointing Counsel
]E';no;[?;ﬁs%;:ilﬂ [P Subs for Panel Attorney [ | R Subs for Retained Attorney
[]¥ Standby Connsel

[Frior Attorney's Name

Appointment Dates
Signature of Presiding Judge or By Order of the Court
. j | Albert Albertzon

14 LAW FIRM NAME ANDMATLING ADDRESS IDate of Order Nunc Pro Tunc Date
3/3:2014
Repayment [ | VES [7]¥O

Order Date

Nunc Pro Tunc Date

Repayment |:|

cotated Amount  §[ -

Authorized Amount %

Basis of Estimate |

Description

Service Type | W=

Requested Provider | |

| =First | | < Previous | | Mext = | | Last » | | Save | | Delete Draft |
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Step 5

Complete the information in the blue section at the bottom of the screen. This includes the following fields:

e Estimated Amount

e Basis of Estimate

e Service Type drop-down list

e Requested Provider drop-down list

Click Save.
Order Date
Nunc Pro Tunc Date
Repayment |:|
Estimated Amount $ | 8000.00 | 4
Authorized Amount $
Basis of Estimate | 100 hours at £80/hour
Description
Service Type | Investigator V| =
Requested Provider |Jnhn Dioe |

| «First | | < Previous | | Mext = | | Last = | | Save | | Delete Draft

Click the Supporting Document tab, or click Next on the progress bar.
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Submitting an Authorization Request for Expert Services (cont’d)
Note: All documents must be submitted in PDF format and must be 10 MB or less.

To add the attachment, click Browse to locate your file. In the Description field, add a description of the attachment.
Click Upload, click Save, and then click Next.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Filg Browse...
| Description | | |

The attachment description uploads and appears at the bottom of the Description column.

Supporting Documents

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

i

Description

Prepoted erdar

Affidavit in Support of Expert Service Requaest
Expart's Curficulurm Vites

FEES
FEER

| sFrst || <Previeus || Mext > Laste | | save | | Delete Draft |

The Confirmation screen appears. Select the check box to swear and affirm to the accuracy of the authorization, which
automatically time stamps it. In the Public/Attorney Notes field, you can include any notes to the court.
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Attention: The nobes you enter will be avadable to the next approval level,
Publc/Attomey ‘

Notes

[+«] T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | [ Submit
| _«Fst || <Previous || Mext> || Last= | [ save | [ Delete Draft |

Click Submit to send to the court.

A confirmation screen appears, indicating the previous action was successful and the authorization request has been
submitted.

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

The authorization request now appears in the My Submitted Documents section of the Attorney home page.

Success
four voucher has been submitted for payment. You wil recenve & notification if we need more detais.
Plaass keep the folowing voudher number for your own reconds:

0101.0000152

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.

From the Appointment page, click the Create hyperlink next to AUTH-24.

Authorization for payment ot
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The authorization opens to the Basic Info page. Click the No Authorization Required hyperlink.

No Authorization Reguired

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

Enter the details for the transcript required on the Basic Info page. Click Save.

'g Atomay ¢ EiDests oty Decuments Confirmation
Basic Info
1 CER. DS I S 1 FERICN RIFRISINTID b4, CHER STURER
SH Jlrtadiak Bramson
ERTEI-E: wls sl gt & DNST. DKT TN XU MEEIE S AFTEALS DKT THT NLMBEIR & OTHLR DT DEF NURIBELK
1-14-CR 88001 AX

"IN O AR TTHR OF fCwas N L FAVUENT CATECORY TP FEERON RIFRISINTID b REIFRESENTATRON VD

[U5A v Brasaca whoury (o .a. L Acuh Dedradarn - rerenl Case
e —— Mol felowry
11 OFFENINLT) CHARGED
15:1E23 F INEPECTION VEOL ATION PEMNALTIES
13 ATEORNEY 4 NAMT ANDAUEAISIN G ADERT & 1 CHRT cRDR
|Andres- Anden - Bar Nember 12145 [ Anscinte [ € Co-Comanal
LU0 Nle=s Srreet _ [ S fum Fosorad Dafonsber [ © Aggeianing Cimmsdl
wﬁsﬁsﬁ! [ ] ¥ S o Pl Ay || K s it Rt Aaoriry
e
rriost ABoraes Nama
|\ emans Dten
fapastute of Froviting budipn b By Coviims o f Flea C wirt
14 LAT ITRM XAME AND WAT] NG ADOKESS Ltm":n " e Wgnd: Pr Tome: Date
L E 4
[o— et

Wﬂm |.
Proceeding To Be [ I

Transcribed L -
Apportionsd Cost (%) |

Boporponed Cumsed )

Special Transcrpt :lm win

e Dxaering S e & gurrer T Presecuten Rettsl
[ ] perferse Opering Siatement [ e fense degument [ ury tnstrucsions [ v e

Transcrpts

Order Date
Fuine Pro Tunc Dakte

[Ceremt [ <erevious |[ st > [ Last= ] || [ Deteteoeaft |

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

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

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

Click Browse to select a PDF file to attach. Click Save.
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Click Upload.
The document appears at the bottom of the Description column.

Click Save, and a confirmation page appears.

Basic Info ¥ Documents Confirmation

Supporting Documents
File Upload (Only Pdf files of LOMB size or lessi)

TofumeEassn Pt b v Wikni

sFrst || <Prevos || mMext> || Last= | | Swe | | DeleteCraft |

Verify all information is correct. Select the affirmation check box, and then click Submit.

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

Public/ Attorney
Hotes

I swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 0 Submit

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

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

==

Vour woucher b bever mabmitied for pavmert o il reosve s moticaton # s reed mone detals.
Plaase e S followng voucher rumber for wour o necords:

0101.0000148
Home Page
Appointment Page

The AUTH-24 now appears in the My Submitted Documents section of the Attorney home page.

Creating a CJA-24 Voucher - (DO NOT USE THIS FEATURE)

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

Step 1

From the Appointment page, click the Create hyperlink next to CJA-24.

Ay thorization and Voucher for Payment
of Transcript

The Basic Info page appears, showing approved authorizations.

| Basic Info

Basic Info

1. CIR./DIST/DIV.CODE 1. PERSON REFRESENTED [VOUCHER NUMBER

0101 Jebediah Branson

3. MAG. DKT/DEF NUMBER 4. DIST. DKTDEF.NUMEER 5 APPEALS. DKT/DEF.NUMBER 6. OTHER. DKT/DEF. NUMBER
1:14-CR-08805-1-AA

7. IN CASEAIATTER OF(Case Name) 8 PAYMENT CATEGORY 9 TYPE PERSON REPRESENTED 10. REPRESENTATION TYFE

USA v. Branson Felony (including pre-trial diversion |, 4 i pefengant Criminal Case

of alleged felony)

11. OFFENSE(S) CHARCED
151825 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
$10,300.00 Albert Albertson

DESIGNEE 2

Authorization Selection
You can click the Use Existing Authorization in eVoucher button to select from a list of approved authorizations, or click the No Existing
Authorization in eVoucher button.

Use Existing Authorization in eVoucher
You may dlick here to select from a list of approved
authorizations.

No Existing Authorization in eVoucher
If you do not have an existing authorization in
eVoucher, you may proceed by dlicking here.

[ «First ][ <Previous |[ Next> |[ Last=» Delete Draft | [ Audit Assist
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If your court does not require an AUTH-24, click the No Existing Authorization in eVoucher hyperlink. It is similar to
creating a CJA-21, outlined in the CJA-21 section. If your court does require an AUTH-24, click the Use Existing
Authorization in eVoucher hyperlink, and then click the applicable AUTH-24. This highlights it in yellow. You cannot
move forward until it is highlighted.

Authorization Selection

Select an approved authorization request for this C14-24

Existing Requests for Authorization

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

Authorized Amount: 0 Estimated Amount: 0

ID Number: 148 Service Type: Court Reporter /
Order Date: 03/03/2014 Transcript

Authorized Amount: 0 Estimated Amount: 0

Step 3

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

In the Voucher Assignment group, click the appropriate radio button indicating whether you or the transcriptionist will
be entering information.

Dssrrigrtion

Voucher Assignment &

T i ey ol bl o g e voucher olae o !
Court Report/ Transonber Status

o Officeal  Contract | Transcriber | Other

Service Provider

Yeus th one of the ser derd sready n e syiten
O you can enter e nequened information for ancier proseder
Expeert -,

[First Maema Migdls Hamea  Last Plame =
Ermai »

iy =
Address 2 State oo -
Loy

| <Frst || crreves |[ Mestx [ Lases ] [Ceetemrain ]

Step 4

Click the Expert drop-down arrow and select the transcriptionist. Click Create Voucher.
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New Voucher Information

Description

Voucher Assignment Attomey @ Expert

This indicates nio nal be responsihls for iling e voucher dlaim parf
Court Report/ Transcriber Status

& Offical ) Contract ) Transcrber () Other

Service Provider

Yous can search one of the service providers akeady in the system
OR. you can enber the required informaion for another provider

Expart Transcripts, Teresa =
E!m Info Tereds Transcripls
Dt 110 Mg Street

San Antonio TX 78210 US4
Phone; 210-553-5692

[ aPrst || <Previous ][ mext> ][ Lasts ] I ]

Notes:

e To enter a new transcriptionist into the system, select the Expert drop-down list, and enter all required
information.
e Selecting a transcriptionist already in the system automatically populates that expert’s information.

Creating a CJA-24 Voucher (cont’d)

Note: If you click the Expert radio button, the expert fills out the required expense information and submits the form.
The attorney then approves it and submits to the court. You may also click Audit Assist at any time to verify warnings or
errors.

Step 1

Click the Services tab, or click Next.

Step 2

Complete the Date, Service Type, No. of Pages, Rate, and Description fields, and then click Add.
The items appear at the bottom of the Service Type column. Click Save.

Basic info b Services Empenses Do umments Comlirmation

ices

e T Tr R | [Pescrioon

Sorven Type

teckue Fage rarmbers.

[ e Per Page

Lesin Aemcurt Ao Bored.

Lo Aemcunt Acutnd =0 T

--ﬂl) | AO-SDSO-Training Division | April 2019
Pagm 1of 11
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Note: From the Service Type drop-down list, you can select Original or Copy. The rate should vary between two
choices.

Creating a CJA-24 Voucher (cont’d)

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

Complete the Date, Expense Type, and Description fields, and then click Add.

The item appears below the Expenses section.

Click Save.

B lals Serviies b Enpenses eiments Conlirmation

Expenses

Date Tiymas e Dracpton

Expre Tyose o
Mir rate por ey 01,5600

prrxrow
|_=rrst || <Peevces || Mext> || Lasts || [ | Deieie rpty | S

Creating a CJA-24 Voucher (cont’d)

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

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

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019



CJA eVoucher for Attorneys | 56

Click Browse to select a PDF file to attach. Click Upload.

The document appears at the bottom of the Description column.

Click Save.

Bassr Indo SEriDEs Ewpenses |k Doossents. Canlbrmatinn

Supporting Documents
File Upload (Ondy Pf fles of 10MB sire or lesst)
Dascrption

e Amachem

=Frit_|[ abeios |[hents J[ wmee | TN [ Belere ovare_|

A confirmation page appears. Verify all information is correct, and then select the affirmation check box, which
automatically time stamps the voucher. Click Submit.

Atmenson: The rates oo enber wil be avadable b2 the rett aoproval level
Publc/Attomey
Hotes

Date: 7/1/2014 15:53:57 () Submit
) Ces e ([ ] (o= [oswow]

A confirmation screen appears, indicating the previous action was successful, and the voucher has been submitted. Click
the Home Page hyperlink to return to the home page. Click the Appointment Page hyperlink if you wish to create an
additional document for this appointment.
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Wor woucher has been submtted for payment. Yo will recerve & notflcason o we nesd more detals.
Please keep Tre following voucher rumber for your own records:

0101.0000165

Back to:
Home Page
Appointment Page

Creating a Travel Voucher - (po not use THis FEATURE)
Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.

From the Appointment page, click the Create hyperlink next to TRAVEL.

TRAVEL
Authorization for payment of

The Basic Info page appears.

— -
g '_I'F’.M'FI ] b Basic Info Authorization Request Documents. Confirmation
Basic Info
1 CTR.DHST DIV.CODE 2 FERSON REFRESENTED OUCHIR NUMBIR
101 [Wandy Wilson
3 MAC DKT TEF NUMBER 4 ST DT DEF NUMBER & AFFEALS DT TEF NULBIR & OTHER DKT DEF NUMEIR.
1-14.CR.08802.2.44
it ate: 17111 1 T IN CASE MATTER OF¢Cioe Nasa) & PAYMENT CATEGORY ¥ TYPE FERSON REFRESENTED 18 REFRESENTATION TYPE
Decition Date: 1/1/1901 : 2 [Fetomy (inchading pre.trial diversion
JUSA v. Wilson et al alleged Selomy) Diefindast [Criminal Case
Amouni Claimed: 11 OFFENSE(S) CHARGED
@ Amourt Climad: 3040 18:13-4530.F INCOME TAX, FAILURE TO FILE

12 ATTORNEY S NAME ANDMAILINC ADDRESS 13 COURT ORDER
Andieor Amders - Bar Number: 1214 )& Assaciane € CoComml
110 Mlain Street q
|| F Suba for Faderal Dufunder || O Appainting Counnsl
fian Antomo TX 78210 s =
eboor: 210,833,543 17 Subn for Pasel Amormey [ R Subs for Rataimed Asarey
]V Ssadty Comaal
rice Amsraiy's Name
A ppeianmen Dytey
g tare 2f Frmiding Sadpe or By Orndar of tha Comnt
14 LAY FIRM ¥AME ANDMUAILING ADCRESS ;m:zmm umt Pra Tase Dute
272004
Bopaymans [ VES [ %0
Travel Agency to be Used: e
Global Travel
1234 Travel Lane
Suite 200
Second Floor
Los Angeles, CA 03765

Fhone: 1-800-444- 7800
Fanc 1-800-555-7777

Email: mail @ support.sobLuscourts. gov
] (<rees | i | (5 ]

The Travel Agency to be Used section automatically populates.
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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  F Authorization Request Documents Confirmation

Request For Travel*
* Required Flelds

Hame and Tithe of Person Traveling: -

Address of Person Traveling:

Purpase ol Travek -
Travel From location: =
Travel To Location: =
Estimated Dates of Travek -

Travel Requested Estimated Cost
|| irtine Tickets via CIA Government

et L ]
|| Ground Transportation

|| Per Diens (Hobel & Meals)** |

|m|mmm

= Al travvel and expenses must be in complance with goverrment iravel reguiations.
== Achul cost of hotel and meals up to the establshed per dem rate. Experaes for Tavel for one day or last day s up o the MIE rate.

Name Purpose Travel To Travel Date  Requested
Wendy Wison Aquire docsments Los Angeles, CA Iy 15 30,00

H Mlﬂl[l“i

[Cexrrst |[ <Previes | [hext= | [Last== |
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Creating a Travel Voucher (cont’d)
Note: All documents must be submitted in PDF format and must be 10 MB or less.

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

Click Browse to select a PDF file to attach. Click Upload.

The document appears at the bottom of the Description column.

Click Save.

Bamic Inds Authariration Request b Documents Conflirmation

Supporting Documents

File Upload (Ondy Pdf files of 10MB sire or less!)

() e | (o] (s) | (o) | o)

The Confirmation tab appears. Verify all information is correct.
Select the affirmation check box, which automatically time stamps the voucher.
Click Submit.

Artenieon: The notes you enler wil be avalable 1o e next aoonoval ievel
Pubbcf Attomey
Haotes

| Lswear and affirm the truth or comectness of the above statements
Date: 6/19/2014 S:78:36 0 Submit
aFrst || <Previons |[ reextx || Lasts | [ seve | | Delete Draft
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Step 4

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

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

Vo veoucher Fass bessn ] for pavy Vou wll & neificaton o wie nesd mons debals,

Pleade ket T Toderaang vinsther PrRbEs M pouf S TE0ontH .

0101.0000162

Back o

Home Page
Appointment Page

The travel voucher now appears in the My Submitted Documents section.
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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.

From the Appointment page, click the Create hyperlink next to CJA-26.

Statement for a Compensation Claim in
Excess of the Statutory Case
Compensation Maximum: District Court

This opens the Basic Info page.

JA-26 ¥ Basic Info Justification Documents Confirmaticn
Basic Info
| CIR ST 0V CODE Iz FERSON REFRISENTLD TOUCHIR SULBER
aL ekl Braneen
3 ALAG DKT THF NUMEIE 4 ST DT DEF NTAURIR # AFFEALS DKT DEF XUMEER & OTHIRE. DKT TNF XULEER
|:14-CR-E505.1. A4
"IN CASLAATIER OffCioe Name) |8 PAYMENT CATLGORY ¥ TUPE FERSON BIFRISENTLD: 6 REFRISENTATION TVFE
A IF oy (mcludeny pre-trad divernsn
[UE4 v Brassce lof aliognd deleery) it Dhefesaduen Ceeeena] Cane
11 CRTLIEE) CHARGID
15:1525 F INSFECTION VIOLATION PENALTIES _
L2 ATTORNTY S NAME ANDALAIL DVG ADDRESS 13 COLRE ORDER
Ardern Aaden - Blar Nasmier 12381 [ & Aussciain € Ca-Lomal
e || . Gt ot
¢ tiey ntoess TX T8 — —
dudanclonst YTy [0 S e Pas] Aisrney || S s Rt mined Aswrney
[ Standn Commsal
Ceeferichant D bl Bt Rispert .
Dietad buddget info for defendant e L
fiugnarsrn sf Frvsidiag Judpe e By Ovdar o the Tt
sl 1. LAW FIRA MAME ANTMATLING ADDRESS m"&h‘n“'m P
R
Regurrment [ [ VI3 [ N0
Amownii d o= Bmount Approved
- s Gither In-Court Cut-GfCourt
PrtTri.lI'nnI '\3] Trial Hours | o mrnn| L] [ [ 0
Pumber of Counts: [i Musber of CoDefendants | 0
Orter Perading Cases |
Sevitercng Gusteine Rampe |
Mandabory Minmus Fourd [

aFrgt || <Previon || Pemt> || wete | | T | Ceehte ceart |

Enter the details for information required on the Basic Info page. Click Save.
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Creating a CJA-26 Voucher (cont’d)

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

On the Justification page, enter information in the text fields, and then click Save.

Hicrr e s e S Coal

' Justification

. Destrbs ducovery materal (rature and volume) dsd/or dectery practices which e 3 nateworthy factor in the mumber of
ey clairmad.

4. Lst and describe motions, memoranda, Mmﬂmwu l‘lﬂi‘lﬂﬂi’ﬂ“l‘r
Mnamwwfmmo’f'?mmwm-mwm u-am«mmm
stardandoed motons, e, s cootent was

5. SUIMMarDe Mvesieation and cass preparaton (8.0, rumber and acoessbity of witnasses ntarvewed, recoed cobaction,
L]

dequmant organzation]) which [t i n the numier of hours chimed,

B L on the sumiser of hours cimed of of othir services used i

]
7. Descrise whether afry of the chent consiferations Bhe 3 nobeworthy factor in the fumber of hours dimed and Bxphin
wach: with af of other

~

W

B Bxplain any wxpines (tems 17 and 18 of the CWA 20 vouchser) greater than 3500

reguest,
Baclate, "irpal s and fnctas!

#iapplcable: (x) nepotiators wi LLE. ik i office or dme i W cmely
mﬁi—aﬁhnﬁ_ﬂkh“dﬂm nﬁw—:-:m e e fovmmeny A
rmdecie, sl pfBoency, mrofeercrales, and Loment iecured of and ured By coursel (il netre of courpel ractior and handkhe o iy

il of B o other faciors under g pervaces mee fengere,

m-nu]rnur|[m-}.|s.u] [kt |

CJA eVoucher | Eastern District of Virginia | Version 6.0 | AO-SDSO-Training Division | April 2019



CJA eVoucher for Attorneys | 63

Creating a CJA-26 Voucher (cont’d)

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

Step 1

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

Step 2

Click Browse to select a PDF file to attach.

Step 3

Click Upload. The document appears at the bottom of the Supporting Documents section. Click Save. A confirmation
page appears.

Baic Info Justification  F Documents Confirmation

Supporting Documents
Fil= Upload (Only Pdf fles of 10MB sire or lesst)

[CeFrst ][ <Prevos |[eds [ tamae | | [(Swe ]| | [(Deetenan |

Verify all information is correct.
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Step 5

Select the affirmation check box.

Step 6

Click Submit.

A confirmation screen appears, indicating the previous action was successful and the authorization request has been
submitted.

Step 7

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

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

[ success |
Your woacher has been submitbed for payment, You will neceree & noSficaton & we need more detals,

Plegot keep the Following voucher rumber for your own reconds:
0101.0000167

Back bo:

Home Page
Appointment Page
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EXPERT OR SERVICE PROVIDER REQUEST PROCESS OVERVIEW (CJA-21)

Total compensation for expert services in excess of $900, excluding expenses, may be claimed by panel attorneys after receiving
prior court-ordered authorization. Total compensation for expert services less than $900 may be claimed without prior court-ordered
authorization.

For cases that are filed in the Norfolk, Newport News and Richmond divisions, panel attorneys are required to file a motion and
proposed order via CM/ECF for expert services in excess of $900. If the motion is granted by the Court, the panel attorney must
immediately submit an Authorization (AUTH) Request via eVoucher (see pages 45-49 for instructions) and include the order
granting the motion as supporting documentation. Once the Authorization (AUTH) Request is approved and closed in eVoucher,
the panel attorney creates and submits the CJA-21 voucher (see pages 35-44 for instructions) on behalf of the expert and includes
the expert’s final invoice as supporting documentation.

For cases that are filed in the Alexandria division, panel attorneys are not required to file a motion and proposed order via CM/ECF
for expert services in excess of $900. However, the panel attorney must immediately submit an authorization (AUTH) request via
eVoucher (see pages 45-49 for instructions) and include the expert’s estimate or invoice as supporting documentation. Once the
Authorization (AUTH) Request is approved and closed in eVoucher, the panel attorney creates and submits the CJA-21 voucher (see
pages 35-44 for instructions) on behalf of the expert and includes the expert’s final invoice as supporting documentation.

EDVA panel attorneys are not required to seek prior court-ordered authorization to employ a court-approved interpreter for jail
visits with their clients. However, panel attorneys must immediately submit an authorization (AUTH) request via eVoucher (see
pages 45-49 for instructions) and include the interpreter’s estimate or invoice as supporting documentation. Once the
Authorization (AUTH) Request is approved and closed, the panel attorney creates and submits the CJA-21 voucher (see pages 35-
44 for instructions) on behalf of the interpreter and includes the interpreter’s final invoice as supporting documentation. For
questions regarding employing interpreters, contact the eVoucher Help Desk where the case is filed.

A more detailed description of the authorization (AUTH) process is as follows:

Attorney submits o Attorney is
request to hire expert Expert rquest is AAuthotr[zatltgr;) notified and
. . approved or mount is set by submits CJA-
via motion and/or 9 denied by court. —> Court. —> 21on behalf
AUTH. of expert.

Recap:

®  Prior court-ordered authorization is required for experts claiming total compensation in excess of $900, excluding expenses.

® Norfolk, Newport News and Richmond panel attorneys are required to file a motion via CM/ECF and an Authorization (AUTH)
Request prior to employing the expert. Alexandria panel attorneys are only required to submit an Authorization (AUTH) Request.
Once the Authorization (AUTH) Request is approved and closed, EDVA panel attorneys submit the CJA-21 voucher on behalf of the
expert, and approve the CJA-21 voucher as the panel attorney.

® The authorization (AUTH) request must include either a copy of the order granting the motion, a pdf. version of the case budget
or the expert’s estimate or invoice as supporting documentation.

®  The CJA-21 Voucher must include the expert’s final invoice as supporting documentation.
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®  The panel attorney does not submit the CJA-21 voucher on behalf of the expert until after the motion is granted and/or the
Authorization (AUTH) Request is approved by the Court.

e Interpreters: EDVA panel attorneys are not required to seek prior court-ordered approval to employ a court-approved
interpreter for jail visits with their clients. However, panel attorneys must immediately submit an authorization (AUTH)
request via eVoucher and include the interpreter’s estimate or invoice as supporting documentation.

e  Translation of Documents: If the translation fee exceeds $900, Norfolk, Newport News and Richmond attorneys must file a motion

via CM/ECF and an Authorization (AUTH) Request via eVoucher prior to employing an interpreter to translate documents.
Alexandria attorneys submit an (AUTH) request via eVoucher prior to employing an interpreter to translate documents. The order
granting the motion, the translator’s estimate or invoice must be included with the Authorization (AUTH) Request as supporting
documentation. The translator’s final invoice must be included with the CJA-21 voucher as supporting documentation.

Additional Information:

®  The Clerk’s Office will enter the approved expert dollar amount to the authorization (AUTH) as specified in the Court’s order or
case budget. An email notification will be sent to the panel attorney once the authorization (AUTH) has been approved by the Court.

®  Panel Attorneys are responsible for providing the Clerk’s Office with their expert’s confidential personal and payment information
by completing the Request for Vendor Information and TIN Certification form located at:

http://vaed-dev.jdc.ao.dcn/cja-evoucher-training-and-resources

The completed form may be emailed to the eVoucher Help Desk (see page 67 for email addresses) where the case is filed. Once
the expert’s confidential personal and payment information is entered into eVoucher by the Clerk’s Office, the Panel Attorney will
select the expert’s name from the drop-down list while completing the CJA-21 voucher. If the expert’s name does not appear on
the drop-down list, the Panel Attorney should contact the eVoucher Help Desk (see page 67 for contact information) where the
case is filed.

® A CJA-21 voucher that exceeds the court-approved authorized amount cannot be submitted without additional approval. The
eVoucher program will automatically decline the submission of a voucher that exceeds the authorized amount.

®  The submission of the CJA-21 voucher is a two-step process — the panel attorney submits the voucher on behalf of the expert and
approves the voucher as the panel attorney. Please Note: EDVA experts are not permitted access to eVoucher.
Steps for Submitting the CJA-21 Voucher:
Step One: On the Home page, click on the case number on Appointments’ List. If the case number is not listed, contact the
eVoucher Help Desk where the case is filed.
Step Two: click: Create CJA-21 voucher.
Step Three: click: Use Existing Authorization.
Step Four: click: the ID Number that includes the court-approved authorization for the expert. Reminder: The expert authorization
will only appear after the Authorization (AUTH) Request has been approved and closed in eVoucher.
Step Five: click: the drop-down box and select the expert. Reminder: If the expert’s name is not listed, the panel attorney must
complete the Request for Vendor Information and TIN Certification form (located at:
http://vaed-dev.idc.ao.dcn/cja-evoucher-training-and-resources) and email it to the eVoucher Help Desk where the case is filed.

Step Six: click: Create Voucher.

Step Seven: Enter services and expenses.

Step Eight: Enter Claim Status. Please Note: When submitting interim CJA-21 vouchers, please ensure that service dates do not
overlap.

Step Nine: Upload the expert’s final invoice as supporting documentation.

Step Ten: click: Confirmation, check “I swear” and click: Submit.

Step Ten: Reopen the voucher on the Home Page under My Active Documents, click: Confirmation, and click Approve.

Step Eleven: The panel attorney will always receive a “Success” message after clicking Submit and Approve. If not, click: Audit Assist
at the bottom of the page for error message(s) or contact the eVoucher Help Desk where the case is filed.
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EDVA EVOUCHER HELP DESK

Alexandria eVoucher Help Desk: Clerk’s Office Criminal Division
(CJA Forms and Procedures)

(703) 299-2102

Rhonda Broaden, Deputy Clerk

(Payment & Login Issues)
cja Alexandria@vaed.uscourts.qov
(703) 299-2129

Richmond eVoucher Help Desk: Lisa Garrett, Deputy Clerk
cla_Richmond@vaed.uscourts.gov
(804) 916-2237

Rob Walker, Deputy Clerk
cja Richmond@vaed.uscourts.gov
(804) 916-2232

Norfolk, Newport News Angela Farlow, Supervising Deputy Clerk
eVoucher Help Desk: (CJA Forms, Procedures, Payments & Login Issues)
cja_Norfolk@vaed.uscourts.gov

(757) 222-7215

Lisa Tyree, Financial Deputy Clerk

(CJA Forms, Procedures, Payments & Login Issues)
cja_Norfolk@vaed.uscourts.gov
(757) 222-7253
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