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Nota Bene: Edit Before Using!
We are distributing this manual in Word format to make it easier for you to customize the
content to follow your local rules and CJA rules. Consider the following questions when

customizing your information:

° Do you wish to include CJA administrator contact information for attorneys or include a
website link?

°  Areyou using the CM/ECF link in eVoucher?

Are attorneys allowed to edit their own profiles and billing information, or enter holding
periods?

° Do attorneys still file any CJA-related documents in CM/ECF?
°  What is your policy about interim payments?

°  How does your site handle the CJA-24 Auth and the CJA-24 voucher? Are court reporters
involved as experts? Does the attorney create the CJA-24?

° Do the panel attorneys use the Continuing Legal Education (CLE) tracking feature in
eVoucher?

° Do the attorneys complete the travel authorization provided in eVoucher?

° Do you use the email proposed appointments available in eVoucher? How are attorneys
notified of appointments?

° Canyou provide more specific information about the kinds of documents you wish the
attorney to attach for each document type?

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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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.

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Supporting document uploads to vouchers or authorization requests

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

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

Browser Compatibility

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

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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Court Appointment

When you make an appointment, the program automatically generates an email message to
the appointed attorney. The email confirms the appointment and provides a link to the CJA
eVoucher program.

Some courts may send a proposed email to the attorney, awaiting acceptance of a specific case.

Accessing the CJA eVoucher Program

Prior to version 6.4, if you had eVoucher accounts in multiple courts, you were required to sign
out and sign in to each individual court account in which you wanted to work. You had a
separate username and password assigned by each individual court. Starting with version 6.4,
you can now create a Single Login Profile (SLP) with a single email address and password that
can be linked to each eVoucher account you have. You can now switch from one eVoucher
account to another from within the eVoucher application without the need to log off.

Note: Users with more than one eVoucher account must designate one account as the default
account; the court used to create your Single Login Profile (SLP) automatically becomes your
default court unless you change it.

Single Login Profile for David D. Attorney

SLP email address
Password

David D. Attorney David D. Attorney David D. Expert
Account linked to Account linked to Account linked to
X District Court Y Circuit Court Z District Court

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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Creating a Single Login Profile (SLP)

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

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

&= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

Email Address

| daviddattorney@gmail.com X I

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

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

EE An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Link CJA eVoucher account

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

Username

Dattorney ‘

Password

Forgot your password? /

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

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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On the Create New Single Login Profile page, complete the First name, Middle name, Last

name, and Suffix (if applicable) fields, and then enter and confirm your email address.

E= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Create New Single Login Profile
You will use the email address entered below to log into all of your assigned eVoucher accounts.
If you have multiple accounts, you will be given an opportunity to link them to your single login profile.

First name Middle name Last name Suffix

David ‘ ‘D ‘ ‘Attomey ‘

Email address

daviddattorney@gmail.com ‘

Confirm email address

daviddattorney@gmail.com ‘

Next, answer the security questions. In the Security Questions section, select a question from

each question drop-down list, and then type your answer in the corresponding answer field.
Click Next.

Security Questions
Select three security questions and enter your answers.

Question 1

o

In what city or town was your first job?

Answer 1

Boston ‘

Question 2

“»

‘ What was your childhood nickname?

Answer 2

Davey ‘

Question 3

O

‘ What was your first car?

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

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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A message appears, stating that an email was sent to the email address you provided when
creating your Single Login Profile (SLP).

E= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

o Check your email

An email has been sent to daviddattorney@gmail.com with a link to confirm your email address. Follow the link to
continue creating your single login profile.

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

30

Go to your email account. Click the link in the email message to continue creating the profile.

Note: The email is valid for only 30 minutes and can be used only once. In the email message,
click the confirm your email address link.

g b Login Profile Email Verification - david attorney  inbox x & B
nbox
d Starred cja_atty@aotx.uscourts.gov 3:25PM (0 minutes ago) Yy 4
© Ssnoozed fome ~
> Sent Dear David Attome!
B Drafts Thanks for setting up S— i
Please click on the link cl confirm your email address. I
v More
Meet This link will be valid for 15 minutes and can only be used once.

You will use this email a<4ess and the new password you are about to set to login to eVoucher from now on.
® Start amesting 20

Regards,
B Join a meeting US Courts

Hangouts

In the Enter password field, enter a new password to be used for your Single Login Profile (SLP).

The new password must:

e Be at least eight characters.

e Bealphanumeric.

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

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

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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To view current password requirements, click the plus sign (+) icon to expand the Password
Requirements section. You must change your password every 180 days. In the Verify password
field, verify the password, and then click Next.

BE An official website of the United States government

|\ UNITED | CJA eVoucher - Train District Court

lIlICOU RT\

SDSO Training - Release 6.4.0.0

Enter password

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

Enter password

Verify password

[ | ‘/

Password Requirements

A success message appears, and you are directed to the eVoucher home page. Your email
address and new password are now your new login credentials. You have now successfully
created your Single Login Profile (SLP) and can use the email address you entered when setting
up your Single Login Profile (SLP) to log in to all your CJA eVoucher accounts going forward.

BE An official website of the United States government

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

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

Notice: This s a Restricted Web Site for Official Court Business only. Unauthorized entry i prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the L1.S. Code. All activities and access attempts are logged.
Please wait ... %

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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Forgotten Password — Legacy

If you have forgotten your current court password or entered it incorrectly, a login failed
message appears. To recover your password, click the Forgot your password link. Please note
that you should follow this same process if you have not reset your password in the last 180
days. If you entered your password incorrectly more than six times and your account is locked,
or if you are still unable to recover your password, contact your court administrator.

EE An official website of the United States government

14115 | CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

COURTS

Link CJA eVoucher account

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

Login failed.
Invalid username or password or your account is locked.
Please contact an eVoucher Administrator for assistance.

Username

I Hattorney X I

Password

Forgot your password?

Click the Forgot your password? link.

Username

kattorney X

Password

Forgot vour password? <=

Notice: This is a Restricted Web Site for Official Court Business only. Ur
Court and/or prosecution under Title 18 of the U.S. Code. All activities .

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022

10



CJA eVoucher for Attorneys

11

In the Username and Email fields, enter your information, and then click Recover Logon.

Forgot your Login?

Please tell us your username AND email address. We will send you an email to reset your password if there is a match in our records.

Username

Email

Back to sign in /

In the email message, click the here link to create a new password.

CJA - Logon Recover by Joe Attorney  Inbox

cja_atty@aotx.uscourts.gov N
tome -

"0" topmargin="0" style="background-color: #ffffff, padding: 30 30 30 30"=

Dear Joe Attorney,

On 11/4/2020 11:02:20 AM we received a request to reset your Online CJA 'password’
frog the Ccia - district_trng site. In order to start the recovery process, please

cli @ d vou will be taken to the proper page.

Regards,

US Courts

Note: The password link expires after 30 minutes and can be used only once. If you don’t reset
your password within that time, you must return to the login page and repeat the process.

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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You are taken to the Reset your password page, where you must create a new password to
complete the Single Login Profile (SLP) process. Enter and confirm your new password,
username, and email address, and then click Reset.

IMPORTANT: The link provided in the password reset email is only valid for 15 minutes and can only be accessed one time.
If necessary, return to the login page and click "Forgot your login" to repeat the process.

Reset your password

New Password

Confirm Password

Username

Email

Password Requirements =

+ Password must be at least 8 characters.

+ Password must be alpha-numeric.

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

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

Your password is now reset. A success message appears, and you can either continue creating
your Single Login Profile (SLP), or if you have already created one, enter your email address and
signin to eVoucher.

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

Password updated.
Your password was successfully updated.

Email Address

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

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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Signing In to eVoucher with Single Login Profile (SLP)

On the eVoucher webpage, in the Email Address field, enter the email address you used to
create your Single Login Profile (SLP), and then click Next. If you forget this email address,
contact the security administrator for your court.

EE An official website of the United States government

|\\U ATEs | CJA eVoucher - Train District Court

I ICOURTS SDSO Training - Release 6.4.0.0

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

Email Address

I daviddattorney@gmail.com X I

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

In the Password field, enter your password, and then click Sign In. You have now successfully
signed in to eVoucher.

EE An official web f the United States

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Sign in to CJA eVoucher

Please enter your password to continue.

Password

Forgot your password?

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

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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Forgotten or Expired Passwords

If your password is expired, entered incorrectly, or you have forgotten it, an error message
appears, stating that your password is expired, invalid, or locked.

To reset your password, click the Forgot your password? link.

Note: You should follow this same process if you have not reset your password in the last 180
days.
Sign in to CJA eVoucher

Please enter your password to continue.

Password

I Forgot your password? I

On the Reset your password? page, the email address you entered for your Single Login Profile
(SLP) displays. You are prompted to reset your password by answering one of the challenge
guestions you selected when creating your Single Login Profile (SLP). Enter the correct answer,
and then click Reset your password. You will receive an email notifying you that an
unsuccessful attempt was made to sign in to your account and that you must reset your

password.
Reset your password?

Please answer the following challenge question to have a password reset link sent to your email.

Email
daviddattorney@gmail.com

Question: In what city or town was your first job?

Answer

Back to signin /
Reset your password

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022

Your password is expired. Login failed.
o Invalid username or password or your account is locked.
Please use the “Forgot your password?*" link to reset your password. Please contact an e¥oucher Administrator for assistance.
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Note: If you incorrectly answer the first security question, you must answer one of the two
remaining security questions. If you incorrectly answer all security questions, your account
locks, and you must contact your court to unlock it.

A message appears, telling you to check your email. Go to your email account and locate the
email message containing a link to reset your password.

Note: The link expires after 30 minutes and can be used only once.

Reset your password?

Please answer the following challenge question to have a password reset link sent to your email.

o Check your email

If the information entered matches our records, we will send an email with instructions on how to
reset your password. If you do not receive this email, please check the information provided for
accuracy, or contact an eVoucher Administrator for further assistance. 30

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

In the email message, click the here link to create a new password. You are taken to the Reset
your password page, where you must create a new password for your Single Login Profile (SLP).

cja_atty@aotx.uscourts.gov 11:54 AM (0 minutes ago) Yy 4
tome -

Dear David D Attorney,

On 10/20/2020 8:39:15 AM we received a request to reset your Online CJA password
frogg the - district_trng site. In order to start the recovery process, please

clic] @ d you will be taken to the proper page.

Regards,
US Courts

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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Enter your new password, and then confirm it by entering it again. Enter the email address

associated with your Single Login Profile (SLP), and then click Reset.

IMPORTANT: The link provided in the password reset email is only valid for 30 minutes and can only be accessed one
time. If necessary, return to the login page and click "Forgot your password? link" to repeat the process.

Reset your password

New Password

Confirm Password

Email

| |
TR

Password Requirements +

A message appears, stating that your password was successfully updated. You can now enter

your email address, click Next, and then enter your new password to signin.

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

° Password updated.
Your password was successfully updated.

Email Address

Next

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

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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Locked Accounts

You can attempt to create a Single Login Profile (SLP) or sign in with an existing Single Login
Profile (SLP) a maximum of six times. If you attempt a seventh time and are unsuccessful, your
account locks and you can no longer enter a correct password. You must contact your eVoucher
administrator to unlock your account. Additionally, you will receive an email notifying you that
an unsuccessful attempt was made to reset your password.

Login failed.
Invalid username or password or your account is locked.
Please contact an eV¥oucher Administrator for assistance.

Note: If you make fewer than seven consecutive attempts, the allowed number of unsuccessful
creation attempts resets to zero after 30 minutes.

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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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 9

Profile icon
B= An official website of the Uni d States government

i

CJA eVoucher - Train District Court r
SDSO Training - Release 6.4.0.0 Welcome, David Attorney ©
Single Login Profile

Court Profile

David D Attorney (Attorney)

Operations Reports Links Accounts Help Signout

Sinale 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. Regardless of the court
account you are accessing, you must always be signed in to your Single Login Profile (SLP).

3. Profileicon — 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 of 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

Home Operations Reports Links Help  Signout | | a]
> tioms
o grous by a particular Header,drag the column to tis ares Sesrch: Defendant
case Defendant Type status Date Entered A cases nave been cumenty assines
Faul Valkam Gk (7 o oucher Enry e
Claimed Amaunt: 1,200.00 Ivestigator W ni0100000:8 o dita
Paul Viham Clck (2 1 A28 uchar Ent 1222015
Claimed Amount: £.00 [ ki [ = vy submitied Docoments ]
verm—ry vl ik 1 s [ — o group by a particular Header, drag the colamn to this area Search

Claimed Amoust: £.00 L Sy Defendant Tvpe Status. Date Entered

Poul Veliam Clark. oAz
a it 20445

Submitted to Court 110972015
David D Atarney # uen00002

Page 1.of 1 (3 items)

Poul Wolkam Clark (+ 1
Clamed Am:

Submitted to Court 02/11/2022
I R gy

Search:

Poul Villiam Clark (# oz

Submitted to Court 1241072015
Clamed &mosnt; 8,890.00 / uonnonos

Appointment ID: 109

1

Paul Volkam Clark (# 1 auTH24

Submitted to Court 12j0a01s
Cmed Aot .09 # suennones

1 Bage 16f 1 (4 items)

o group by 8 paticular eade; drag the columa 1o this ares. Search

al
Adm./Mag Judge:

Case Defendant Trpe Status Date Entered
Page 1o 1 (2 tems) L13-CR00947 P

Crad Voucher Entry 2jo773015
T nsrints L

Folder Name

My Active Documents

PRLE. ) Voucher Entry 17282018
3 x

Page 1of 1 (2items
o group by 8 partcular Feader drag the cokmn t th ares Search:

Case Defendant Type Status. Date Entered

He rows have been recorded on the dalsbase

o data

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

requesting expert services or interim payments.

My Service Provider’s
Documents

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

e Vouchers submitted to the attorney for approval and submission to the court.

e Vouchers signed off by the attorney and submitted to the court for payment.

Closed Documents

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

Home Operations Reports Links Accounts Help Sign out _n

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 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 Use this field to look up any of your cases.

Customizing the Home Page

You can customize your home page to change the way your information displays in the folders.

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

Resize a Column

Along the folder headings (e.g., Case, Description, 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.

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022



CJA eVoucher for Attorneys

21

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

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

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

E My Active Documents

|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.

B s i s e
C
Ca nt Type * Status

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

B My Active Documents

Group by: Case 1
Case Defendant Type T Status
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Accessing Single Login Profile (SLP)

On the Single Login Profile page, you can:

e Edit your first, middle, and last name.

e Edit your email address.

e Edit your Single Login Profile (SLP) password.

e Edit security questions.

e View your linked eVoucher accounts.

e Link your eVoucher accounts to your Single Login Profile (SLP).

To access the Single Login Profile page, from the menu bar, click Help, and then click Single
Login Profile, or point to the profile icon, and then click Single Login Profile.

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9
Single Login Profile

Court Profile
Home Operations Reports Links Help Sign out m

= Help > Single Login Profile
Court Profile

Contact Us

Privacy

eVoucher Documentation: Attorney and Expert Users

Account Information

In the Account Information section, you can change your name, email address, and password.

Home Operations Reports Links Help  Signout Q

> Help > Single Loain brofile

Single Login Profile

Account Information =

First name Middle name Last name Suffix
David B Attorney -

Email address
attorneyl210@gmail.com

Password
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Modifying Your Name

To edit your name, click the Edit link to the right of your name.

Single Login Profile

Account Information -

First name Middle name Last name Suffix
David B Attorney -

Make any necessary changes, and then click Save changes.

Account Information =

First name Middle name Last name Suffix

I pavid X I B H Attorney H -Select-  *

Covecore |

Updating Your Email Address

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

Email address

attorneyl210@gmail. com

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

Email address

attorneyl210@gmail.com ‘

Confirm email address

‘ attorneyl210@gmail.com (
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Updating Your Password

Click the Edit link to the right of your password.

Password

FAREEREE

Make any necessary changes, and then click Save changes.

Password Requirements

+ Password must be at least 8 characters.

+ Password must be alpha-numeric.

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

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

Password

Confirm password

Cancel
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Updating Your Security Questions

To access your security questions, click the plus sign (+) icon to expand the Security Questions
section.

Single Login Profile

Account Information +
Security Questions
Linked eVoucher Accounts +
Link your eVoucher Accounts to your Single Login Profile +

Make any necessary changes, and then click Save changes.

Security Questions
Select three security questions and enter your answers.

sl Show my Answers
Question 1

In what dity or town was your first job?

Ll

Answer 1

Question 2

“»

‘ What street did you live on in third grade?

Answer 2

Question 3

In what year (YY) did you graduate from high school?

4

Answer 3

sesane ‘

Cancel Save changes

Note: The answers to the security questions are hidden. To view your answers, click the Show
my Answers link.
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Linked eVoucher Accounts

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

Account Information -+
Security Questions =+
Linked eVoucher Accounts
Link your eVoucher Accounts to your Single Login Profile +

If this is your first time in the system, your only linked account is the one with the court you just
logged in as. This is your default account.

Note: You can also change your default court in the Linked eVoucher Accounts section, but you
will always initially be logged in through your default account.

Linked eVoucher Accounts \ -
Multiple eVoucher accounts can be linked to a Single Login Profile. If more than one account is linked, select a default eVoucher account.
Use the Accounts menu to switch between accounts.

Account User Type Default
Massachusetts (DDAttorney) Attorney ©
Link your eVoucher Accounts to your Single Login Profile +
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Linking Your eVoucher Accounts to Your Single Login Profile (SLP)

If you need to sign in to other district or appellate courts, you must link to those accounts. Click
the plus sign (+) icon to expand the Link your eVoucher Accounts to your Single Login Profile
section.

Account Information +
Security Questions +
Linked eVoucher Accounts +
Link your eVoucher Accounts to your Single Login Profile

Click District or Appellate for the type of court you want to link to. From the Court drop-down
list, select your court, and then in the Court login username and Court login password fields,
enter your username and password for that court.

Link your eVoucher Accounts to your Single Login Profile -—

Do you have an eVoucher Account with a court that you would like to link to your Single Login
Profile? You will be able to access all your eVoucher Accounts through a Single Login Profile and
switch between accounts without having to log out.

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

District Appellate

Court

Train District Court

Court login username
Court login password >

]
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Click Link Account.

Court

4

‘ Train Circuit Court

Court login username

dattorney ‘

Court login password

l..l..l'.ll \
m Link Account

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

> Help > Single Login Profile

o Link Success!

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

Court Profile

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

= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9
Single Login Profile

Court Profile

Home Operations Reports Links Help Sign out

= Help = Court Profile
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On the Court Profile page you can:

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

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

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

e Document any Continuing Legal Education (CLE) attendance.

Changes made to your court profile 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.

Bar Number: TX125568
Attor“ev I“.fo Vo Mamar Nowid N Ataenow

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.

> Help > Court Protile

Court Profile

Attorney Info Bar Number: TX125568 Edit
Your pg‘;[mv;‘ nfo Your Name: David D Attorney

Your Contact Info.;
Phone: 555-555-5355

Fax:
deadmail@ao.uscourts.gov

Your Address:

123 San Antonio Way
San Antonio, TX 78228
us

Billing Info Your default billing info is:

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

= 3 No infa has been stored. View
Holding Period Please dick VIEW to type your info.
Continuing Legal No info has been stored. View

Education 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 Mumber:
Your Mame: Andrew Anders

Your Contact Info:

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

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

Your Address:

110 Main Street

San Antomio, TX 78210
s

Make any necessary changes, and then click Save.

Attorney Info
Your personal info

[5N Instructions:
[If you are an appointed panel

* Required Fields
Bar Number

Tax Identification Number: * (If on Panel) O Foreign Vendor?

partnership, corporation, company, or
association created or organized in the

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

attorney, you are required to enter 551: [snsnsnssnse
lyour Social Security Number in the !
SSN field. Confirm: |[eesesssesss
[If you are an associate only, do not First Name Middle Last Name
enter your Social Security Number in |Andrew ” ||Anders |
the SSN field.
Main Email =

Payee Certification: lisa_ornelas@aobx.uscourts.gov ‘
[This message informs you that the 2nd Email
Mame and TIN entered are collected deadmail ‘
pursuant to IRS Guidelines that govern eadmail@support.aotx.uscourts.gov

hat information must be collected by 3rd Email
the judiciary for payments made to deadmail pport.aobeuscourts.gov ‘
non-emplnyeeds :nd t‘;l?er entities fnrf Phone = Cell Phone Fax
[services provided and for purposes of
issuing a Form 1099-MISC. You have 210-833-5623 | 210-555-1234 ‘ |
provided this information under
penalties of perjury and certify that: Address 1% City =
1 - The number entered as my 55N or | | |110 Main Street | |53ﬂ Antonio ‘
EIM is my correct taxpayer Address 2 State * (US only) Zip * (US only)
identification nur!'l_ber: and . | |TEXAS v‘ |732]_0
2 - I am a U.5. dtizen, U.5. resident "
alien, or other U.5. person (a Address 3 | CL‘::I’-I'F?D STATES v|

e Each attorney (except associates) must enter their SSN into the user profile or they will not

be paid.

e The Country field is automatically set to UNITED STATES unless otherwise indicated.
e Foreign vendors should select the Foreign Vendor check box and enter the appropriate

information.

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

email addresses.
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Billing Info

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:
Andrew Anders a

Billing Code:0101-00002

110 Main Street

San Antomio, TX

78210 -Us

Phone: 210-833-5623

Fax:

List all available billing info records

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: Save
List all available biling info records OSe?f-Er‘rployed cancel
@ Firm
OAssociate

Tax Identffication Number:
EIN/TIN:

Confirm:

Copy Address from Profile

MName:
\ |
Phone: Fax:
\ I |
Address 1: |
Address 2:
|
Address 3:
|
City: State: Zip Code:
\ | V||
Country:
[ UNTTED STATES v|
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Billil‘lg Info * Required Fields
i } P Billing Type:
List all available billing info records
) self-Employed

) Firm

(®) pssociate

Billing Code: | | verify |

Notes:

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

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

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

e Billing information must be entered before any payments can be made.

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

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

Holding Period

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

In the Holding Period section, click View.

H{:Iding Period There are 9 periods of time during which cases cannot be taken.
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Click Add.

Holding Period

[ Back | [ Edit ||[ add ] [ Delete |
1]

Starting Ending

MNotes

Search:

Mo Helding Period

Ho data

In the corresponding fields, enter the starting date and ending date, along with any applicable

notes. Click Save.

Holding Period

Starting Date Ending Date
4/27/2020 =4 [5/1/2020 =3

Notes

\l’acal:inn.|
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Continuing Legal Education (CLE)

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

Continuing Legal No info has been stored. @
Education Please dick VIEW to type your info.
To add CLE information, click Add.
contmbngregd () ()| |
| N —
Files Credit Cate Hoawrs Tabjeck
Mo Cominung Legal Ehceins

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 (| |[ save | |

Education

| cese [semmangra ] |

Date |05/01/2014
Hours [0 |

Description

=

|
Document After you save the nformaton about this Continung Education, you il be able 10 upload related documents.

Note: After you save information, you can upload related PDF documents.
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Click Browse to upload and attach a PDF document. Once uploaded, click Save.

Credit | Sentencing-re v
Date |05/15/2014 | =)
s o]

Deseripbion

—_—
Document [ I erowse... |
|

Continuing Legal

—_— —
. [ Back | [ Edit | [ add | |[ pele= |
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.
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Appointments’ List

On your home page, in the Appointment’s List section, locate the desired case.

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

Search: |
Appointments Defendant
Case: 1:14-CR-08305-AA Defendant: Jebediah Branson
o 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:
bppHmETen Appointment Info
i - T CIR PERSON [VOUCHER NUMBER.
101 ehediah Branson
TIRC T DIST, DRTDEF NOMEER S APPELS FOTHE
1:14-CR-08805.1-A4
23 7 PAVIIENT CATEGORY B ™ TV
[USA v. Branson [Fslony (ncluding pre-trial divarsion |y 4yt Defendant |Criminal Case
alleged felony) |
T
[15:1825 F INSPECTION VIOLATION PENALTIES
T TOORESS T COURT ORDER
Anders X O DFedersl O FSubsfor Federal
" A Asociate € Co-Comnl
Create New Voucher [110 Main Street e e Defender Defender
[Sen Antonio TX 78210 O LLearmed Conzsel @ O Appeiating 0 PSubsfor Panel 0 F:-Subs for Rebainad
AUTH Create |M [Phone: 210-833-3623 (Capital Only) Couzsel Attoruey Attoraey
Authorization for Expert and other [cell phone: 210-555-1234 o SProse O TResised O USbsferPre |y,
Services [Email: lisa_ormelas @aotx uscourts gov Attorney s
01V Standby Connsel
AUTH-24 Create
Authorization for payment of orr oy Y
poin o
Lol u? Jsiguature of Presidiag Judge or By Order of the Court
Jalbert Albertson
BUDGETAUTH Create ate of Order Nunc Pro Tunc Date
Authorization for Excess Attorney 14 LAW FIRM SAME AND MATLING ADDRESS 132014
Fees and/or Expert and other Services Repryment 0 VES @ NO
on Budgeted Case. s
CIA-20 Create Vouchers on File
Appointment of and Authority to Pay
Court-Appainted Gounsel To group by a particular Header, drag the column to this arca. search:
cIA-21 Create Case Defendant Type Status Date Entered
Authorization and Voucher for Expert L:14-CR-0BB05-AA-  Jebediah Branson (¥ 1) [=ren) Voucher Closed 03/17/2016
lcthioniSenices St 9232015 Claimed Amount; 6,350.00  Andrew Anders V€ 01010000001
cIA-24 Create £ 03(Z3/2015 Approved Amount: 6,350.00 -
Authorization and Voucher for LieCuogsosa  Jebedish Branson [+ ) AUTH p————— 11/16/2017
Payment of Transcript FECAEETES Claimed Amount: 1,000.00 Chemist/Toxicologist 1" 0101.0000002
TR Approved Amount: 1,000.00 6, 01010000002
CIA-26 Create
Statement for a C Claim L14-CR-08805-M:  Jebedizh Branson (¥ 1) AUTH-24 _ Vaucher Entry 04/19/2014
in Excess of the Statutory Case E Claimed Amount: 0.00 N e
Compensation Maximum: District Ends
ot Li14-CROBB0S-AA-  Jebediah Branson (# 1) an20 Voucher Entry 11/05/2015
S ; -
— —— = Claimed Amount: 0,00 ;‘\ Edit
Authorization for payment of Travel
1:14-CR-08B05-AA-  Jebediah Branson (# 1) CA20 . Vaucher Entry 11/05/2015
a ot ‘Glaimed Amounts 0.00 |
End: :
Appointment Report
cintment Repo 1:14-CR-08805-AA-  Jebediah Branson (¥ 1) AUTH-24 Voucher Closed 01/21/2016
Defendant Detail Budget Report S QL2016 Claimed Amount: 0.00 V" 0101.0000082
Detail budget info for defendant End: OL21/2016 b
Defendant Summary Budast Report 1:14-CR-08805-A4-  Jebediah Branson (# 1) TRAVEL - Voucher Entry 01/21/2016
Totaks only of budget info for = Claimed Amount: 0,00 J Edt
defendant -
1:14-CR-08805-AA- Jebediah Branson (# 1) aa20 _ Voucher Entry 014212016
Attorney Time = Claimed Amount: 0.00 ;‘\ Edit
Case Detail Budget Report
1:19-CR-08805-A4-  Jebediah Branson (# 1) A0 Voucher Entry 03/22/2016
Seart 03222016 Claimed Amount: 802.75 Andrew Anders B/ Edrt
= FINAL PAYMENT
1:19-CR-08805-A4-  Jebediah Branson (# 1) AUTH-24 Voucher Closed 03/22/2016
S 032302016 Claimed Amount: 0.00 [ u;;; ‘:Drm,:::
Ench 03/22/2016 g 120
123453 . Lasts Page 1 of 7 (70 ftems)

ection Name Conten

Appointment Info This section contains all information about the appointment.
Vouchers on File This section contains all vouchers for the appointment.
Appointment This section describes the information found on the page. Click the View
Representation link to open the Representation Info page.
Create New Voucher Click the Create link next to the voucher to create a voucher for the appointment.

Reports This section contains reports for the appointment.
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View Representation

Click the View Representation link to display the following information:
o 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.

Representation Info

1. CIE.DISTDIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER

101 Jebediah Branson
3.MAG. DEI/DEF NUMBER. 3. DIST. DET/DEF NUMBER T AFPEALS. DK T/DEF NUMBER 0. OTHER DET/DEF NUMBER.

1:14-CR-02805-1-A4
7.IN CASEMATIER OF(Case Name) 8. PAYMENT CATEGORY 5. TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE
) [Felony (including pre-trial diversion .
Representation Report |USA v. Branson o allesed felony) | Adult Defendant |Criminal Case
11, OFFENSE(S) CHARGED
15:1823.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE IACISTRATE JUDGE DESIGNEE 1
1511.500.00 ATbert Albertson
DESIGNEE 2

App.ID Attorney Order Type Order Email

4 andrew Anders Appointing Counsel 03/03/14 lisa_or usCcourts.gov
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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.

CIA-20
Appointment of an
Court-Appointed C

Create
d Authority to Fay
ounsel

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

format.

CIA-20
Attorney Enters

J

Def.: Jebedizh Branson

Link to CM/ECF

St ate:
End Date:

e Expenses: 50.00 -

Tasks
Link To Appointment

Link To Representation

Actions

Import Service Entries {.csv)

Reports
Form CJA20

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary_Budget Report

Totals only of budget info for
defendant

Notes:

|» Basic Info Services Expenses Claim Status

Documents Confirmation

Tab headings

Basic Info

T CIRL DIST DIV.CODE
0101
3 MAG. DKTDEFNUMBER

T PERSON REFRESENTED
Jebedizh Branson

T DISL. DETDEENUMBER.
1:14-CR-08803-1-AA

OUCHER NUMBER

£ APPEALS. DKT/DEFNUMEER 6. OTHER. DKT/DEFNUMEER

7 IN CASEMATTER OF (Case Name)
[USAv. Branzon

§ PAYMENT CATEGORY
[Felony (including pre-trial diversion

9 TYPE PERSON REPRESENTED 10 REPRESENTATION TYPE

11. OFFENSE(S) CHARCED
15:1823 F INSPECTION VIOLATION PENALTIES

TI ATTORNEY'S NAME AND MAILING ADDRESS
|Andrew Anders

Cell phone: 2
[Email: lisa_ci

- k Adult Defendant Criminal Case
of alleged felony)
T3 COURT ORDER
. I Federat (¥ subs for Federal
[ 4 Assaciate e eotomsa g0 Dot
()L Lesrned Counsel B 0 Appoincing (P Subs for Panel (IR Subs for Retsined
(Capital Ouly) Counsel Attorney
Olserose E;rn?:;.jnga Ersmmrm ) x Adminitraive

[ Standby Comnsel

[Prior Attorney's Name
|Appoistment Dates
Sizusture of Presiding Judge or By Order of the Conrt

Albert Albertson

14 LAW FIRM NAME AND MAILING ADDRESS

|Date of Order
3/3/2014
Repayment [ yrs @ xo

Nunc Pro Tunc Date

Payment Info
Preferred Payee | Andrew Anders - Andrew Anders v |
Andrew Anders - Andrew Anders

Billing Code:0101-00002
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

appear at the
top of the
screen.

A progress bar
appears at the
bottom of the

e

« First ‘ | < Previous ‘ | Next = ‘ | Last =

Save

Delete Draft Audit Assist

e Toavoid 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 Tocheck for warnings or errors in the document, click Audit Assist at any time.
e To navigate, click the tab headings or the navigation buttons in the progress bar.
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Entering Services

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

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

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

Basic Info Expenses Claim Status Documents Confirmation

Services
Date 4/17/2020 | =28 Description
Units = e
Rate =
* Requirad Fields
To group by a particular Header, drag the column to this area.
Date Description | Unils| Rate |Amt
(Empty)
«First | [ < Previous |[ 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.

Servi
Date a/17/2020 | == Des
Lt 4 April 2020
Rate (]
= Su Mo Tu We Th Fr Sa
» 29 30 31 1 2 3 4
* Required Fiekds * g 2 2 . . LU

W 12 13 14 15 16 17 | 18 |
Togroupbyapad » 19 20 21 22 23 24 25

= 2 27 28 29 30 1 2 1

Date | Desc
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39



CJA eVoucher for Attorneys | 40

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

Services
Date 4172020 |+ Description

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

Hours a. Arraignment and/or Plea

b. Bail and Detention Hearing

* Required Felds . Motion

To group by a pg 9= Tral

&. Sentencing Hearings

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

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

Services
Date 4/17(2020 | * % Description First appearance an arraignment of defendant)
Service Type | a. Arraignment andlor Plea = | =
Doc.# (ECF) Pages =
Hours * @t $148.00 per hour.
|~ R s S -

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.
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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.

CIA-20 | Basic Info Sarvices Expenses Claim Status Documents Confirmation
- Attorney Enters [
Basic Info
1 CIR.DISTDIN.CODE 2. PERSON REPRESENTID VOUCHER NUMBER.
i Tt T o101 [ sbadiah Branson
SR EnCta I oSO 7. MAC, DET/DEF NUMBER. 3 DIST. DRT DEFNUMBER, T APPEALS. DRI DEFNUMEER € OTHER DET DEFNCMEER
L14-CR-O3803-1-A4
T 7 T¥ CASEAIATTER OF(Cave Same] |5 PAVMENT CATEGORY 5 TTPE PERSON REPRESENTED T7 REFRESENTATION TTFE
Link to CM/FCF , [Falomy (including pra-trial diversion .
: [USA . Branson ufa]]e-e;d Salom) Adult Defandant [Crimimzl Caze
- T OFTENSE(S) CHARGED
Voucher 15:1825 F INSPECTION WIOLATION PENALTIES
. 12 ATTORNEY'S NAME AND MAILING ADDRESS 15. COURT ORDER.

[Andrew Anders

T Coronmel

Start 110 Main Strest O A dssociee
e [San Antonio TX 78210 O ]
D '-1t1'9‘ Phone: 210 (Copin g St g..‘l—" & ;
End Date: (Cell phona: 2 m]
Email: lisz om: xuscourts gov s prose S e
14. LAW FIRM NAMF AND MATLING ADDEESS 2 ; 2014
Repazmeni [ ves Bxo
Tasks
Link To Appointment Payment Info
Link To Repi ation Preferre | Andrew Anders - Andrew Anders v |
Andrew Anders - Andrew Anders
Billing Code:0101-00002
110 Main Street
(=)
Import Service Entries {.csv) san Antonio, TX
78210 - Us
Reports Phone: 210-833-5623
Form CJA20 Fax:

Defendant Detail Budget
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The Services page appears. To view a sample .csv file, click the downloadable 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

eVioucher now provides the ability to import service time entries exported from a law firm billing s i a Separated Values (C5V)
format. The C5V file must contain all required column headings and data types. Please download ofr sample spreadshest fiir 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 | = 2H Descrigtion -

Service Type | hd | *

s [ | mew [ -J.
Hours : *  at $155.00 per hour.

* Recuired Fields
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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 billing system and saved in Comma Separated Values (C5V) format. The CSV file must contain all reguired column headings and
data types. Please download our sample spreadshest 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.

+ Additional Information

Date 8/6/2021 | == Description "

Service Type | -

Doc.# (ECF) Pages =5
Hours l:l *  at §152.00 per hour.

* Resures Pl

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

Service Type

Date | Description ‘ Hrs‘ Rate | Amt

(Empty)

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.

4 | « Extemal Users » time import v o P Search time import DENIE LOGOUT Stock Photos, Stock... 6Sinternal @ 6.5ext
Confirmation
Organize *  New folder Bz ™ @
[ Desktop ”~ Name Date modified Type
Documents B3] CIA-20 Service Time Import.csv 8/9/202110:01 AM Microsoft Excel

& Downloads lsystem and saved in Comma Separated Values (CSV) format. The CSV file must

le type values.
Music
» ntries on the voucher will be overwritten viith the contents of the imported Csv il
& Pictures
B Videos

25 Local Disk (C9) mport Service Entries (.cav)

== TempShare (\ac

= common (\yn -

= work (\\jungle\a

= software (\\jung :
= vendevting, ,
File name: || Microsoft Excel Comma Separa -/
Open || Cancel

| (Empty)

“ ‘Hls‘lhte‘mvt

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

Basic Info | Services Expenses Claim Status Documents Confirmation

Service entries have been updated!
13 entries have been successfully added from C74-20 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 | =25 ription =

Senice Type ‘ - ‘
Doc.# (ECF) Pages |-
Hours [ ] ats1s5.00 perhour.

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

Service Type ‘ Date ‘ Description ‘ Hls| Rate ‘ Amt

&, Investigative or Gther Work 07/01/2021 Test 0.1 | $155.00 $15.50
. Arraignment and/or Plea 07/02/2021 Test 0.2 | 515500 $31.00
d. Travel Time: 07/02/2021 Test 0.3 $155.00 $46.50

b. Gbtainin 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.

Andrew Anders (Attorney)

Home Operations Reports Links Help Signout

To group by a particular Header, drag the column to this area. Search:|
Case Defendant Type Status Date Entered v
2:18-M]1-07088— Person201853 (# 1) CIA-20 Vau ntr\f 09/03/2021
Start Claimed Amount: 852,50 Andrew Anders B=r
End: ; Edit
2:18-M]-07088— Person201853 (# 1) CIA-20 09/02/2021
Sare Claimed Amount: 1,441.50 Andrew Anders o Vo_ucher Entry
End: - Edit
2:18-M]1-07088— Person201853 (# 1) BUDGETAUTH Voucher Entr\f 09/02/2021
Start Claimed Amount: 0.00 L R

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

A CIA-20 | Basic Info Services Expenses. Claim Status Documents Confirmation
. Attorney Enters
Basic Info
T CI DT DIV CO0E T PEFGOR FEPRESENTED OTCHER NUAEER
P _ o101 Tebedizh Branson
Def.: Jebediah Branson 3. 3IAC, DETDET NUABER. % DIST, DET DEENUABER T APPEALS, DRI DEFNUAEER ¥ OTALR DETDEFNCMEER.
114.CR-03805-1-A4
) TN CASEACATTER OF(Cave Same] T PAVA(ENT CATZGORY 5 TTPE PERSON REPRESENTED T TATION TEPE
Link to CM/ECF 54 < Bransen Felony (including pre-trial diversion [y 3y pyoeog oy Criminal Case

jof allezed felony)

TorT 5
15-1825 F INSPECTION VIOLATION PENALTIES
TT ATTORNETT NANE 70 MAILING ADDRESS T COURT GRDER

Aadrew Anders D) a e 0 Cloraera [ rsubfarFateras
110 Main Straet — Adziciare — CCeCommel bofeger Defender

San Antonio TX 7821

#

D) 1, Learned Comnsel 0 ppsintisg O pSuks for Panat O
[t Anornzy A

Phone: 210-833 (Capital Ouly)
Cell phone: 210 34 O Resined v subs for B
Email lisa omeles@aots uscouts gov s prose i = 0% Admisiirnin

'oucher
Start
Date:

End Date:

© Expenses: $0.00

14, LAW FIEM NAME AND MAILING ADDEESS

Repsyment [ yrs @ vo

Tasks

Link To Appointment Payment Info

Link Ta Representation Preferre | Andrew Anders - Andrew Anders v |
Andrew Anders - Andrew Anders

Billing Code:0101-00002
. . 110 Main Street

Import Service Entries (.csv) San Antonio, TX
78210 - US

Reports Phone: 210-833-5623

Form CJA20 Fax:

__| Defendant Detail Budget
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The Services page appears. To view a sample .csv file, click the downloadable 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

eVioucher now provides the ability to import service time entries exported from a law firm billing sysjET T TTEIPIEEINa Separated Values (C5V)
format. The CSV file must contain all required column headings and data types. Pleasa download ol sample spreadshest fir the correct column headings
and service type values. e

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 CSV file.

- Additienal Information

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

n Date

= Hours

n  Descripticn

= 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 Docx
= Pages

For additional information refer to the eVoucher Online Help.

C5V file when opened in a text editor might look like this:
Diate, Hours, Description, Service Type, Do, Pages
1/4/2021,1.0,Met with client,16a. Interviews and Conferences,,
1/4/2021,.5,Revievied Indictment, 16b,4,25

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

Import Service Entries (.csv) |

Date 9/3/2021 |« =5 Description "

=

Service Type | e

Doc.# (ECF) Pages |
Hours : * gt $155.00 per hour.

* Reuined Fickds

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

Service Type Date | Description ‘ Hrs ‘ Rate | Amt
=. Arraignmant and/or Plea 09/03/2021 Plea in court 0.5 515500 $77.50
. Mation 09/03/2021 | in court 1.0 | 515500 515500
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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 impart 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: 1t 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.
| Import Service Entries (.csv) |

Date 9/3/2021 | = 2 Description ‘ -

+ Additicnal Information

Service Type | A

Doc.# (ECF) Pages =
Hours : *  at §155.00 per hour.

* Reculred Fiskis

-

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

Service Type |Date |D5u1phon |Ilrs‘Ra‘le |Amt
a. Arraignment and/or Plea 09/03,/2021| Plea in court 0.5 | 515500 $77.50
. Mation 09/03/2021 | in court 1.0 515500 $155.00
a. Interviews and Conferences 09/03/2021 interview with client 4.0 515500 $620.00

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 | Ir Expenses I Claim Status Doc Confir

Expenses

Date 4/17/2020 | =35 Description

Expense Type | - |

Miles at $0.535 per mile. =
ot ]
* Required Fields

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

Expense Type Date Description | Mi|e| Rate ‘ Amt

(Empty)
[r—1
« First_| [ < Previous ||[ Mext> ||[ Lest» Save Delete Draft Audit Assist

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

Expenses
Date 4192020 |+
| Expense Type - |*
Milas Travel Milas
Amaount Travel Misc.
Fax
* Required Fields Long Distance Charges
To group by a p§ Photocopies 5 area.
Expense Type Postage on

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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Expenses

Date 4172020 | = % Description Travel to and from court.
Expense Type |Travel Miles -|=

Miles | 20] at $0.535 per mile.

ot [ |

* Required Fields

“ Add ||| Remove

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

Expense Type

Date | Description

| HilE| Rate | Amt

(Empty)

« First || <Previuu5|| Next = || Last » | Save |

Audit Assist

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

Expenses

Date 411712020 | =5 Description

Expense Type > [*

Miles * at $0.535 per mile.

Amount

* Required Figkds

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

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022
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Expenses are sorted chronologically by date, oldest to newest. Click Save.

Expenses
Date 4j17/2020 | =28 Description
Expense Type = [
Miles l:l * at $0.535 per mile. -
Amount | Add | | Remove

* Required Fields

To group by a particular Header, drag the column to this area.
Expense Type | Date | Description | HiIEI Rate | Amt
Travel Miles 04{17/2020 Travel bo and from court. 20 $0.535  £10.70
Photocopies 04/17/2020 Copies- 100 pages @ .10 per page. 0 $0.000 $i0.00

Fomt | [P | (e ] [

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

Claim Status

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

Basic Info Services Expenses | Claim Status Documents Confirmation

Claim Status

statpate [ |- Endpate [ |-

Payment Claims =
) Final Payment
) Interim Payment (payment #)
O Supplemental Payment

() withholding Return Payment

*=* Reminder: Please select the appropriate daim status.

-~
1. Have you previously applied to the court for compensation and/or reimbursement for this case? * O¥es Otio
If Yes, were you paid? Yes Mo
2. Other than from the Court, have you, or to your knowledae has anyone else, received payment . COves Uno
(compensation or anything of valua) from any other source in connection with this representation?
* Requirad Fiskls
« First_| [ < Previous || Next > Last» Save
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In the Start Date field, enter the start date from the services or expenses entries, whichever
date is earliest. If necessary, go back to the Expense and Service sections and click the Date
header to sort by the earliest date of services. Answer all the questions regarding previous
payments in this case, and then click Save. Click Audit Assist at any time to view any errors or
warnings regarding your document.

Basic Info Services Expenses [ Claim Status Documents Confirmation

Claim Status

sartpate | |- EndDate [ |-

Payment Claims *
) Final Payment
() Interim Payment (payment #)
() supplemental Payment

() withholding Return Payment

=* Reminder: Flease select the appropriate daim status.

1. Have you previously applied to the court for compensation and/or reimbursement for this case? * ‘Yes Mo
If Yes, were you paid? Yes No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment . Cives Citio
(compensation or anything of vaiue) from any other source in connection with this representation?
* Required Fields
[ Fist ] [< Previous | [ Next> ][ Lasts | [ Save |

Notes:
In the Payment Claims section, click one of the following radio buttons:

¢ Final Payment to request payment after all services have been completed.

e Interim Payment to allow for payment throughout the appointment, but each court’s
practice may differ. If using this type of payment, 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.

e Withholding Return Payment for an attorney to request return payment of withheld
funds. The attorney can submit a blank (no services or expenses) CJA-20/30/21/31 at
the end of the case.

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

9\ Service and/for 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.

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\JaimeLongoriall Browse...
Description | Document |
Description Delate View
Document Dalete View
[« Fist ][ < previous [ Next> [[ Last»

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 |Ducument |
Upload
Description Delete View
Document Delete Wiew
[
<] [<Preo | [mt> | [ o]
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Signing and Submitting to Court

CJA eVoucher for Attorneys

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

J» Confirmation

Confirmation

T CIR.DIST/DIV.CODE 7 PERSON REPRESENTED

lebediah Branson

[OUCHER NUMBER

3 MAG. DELDEF NUMBER 3 DIST. DET/DEE NUMBER

[1:14-CR-08803-1-AA

5 APPEALS DET/DEF NUMBER 6 OTHER DKT/DEF NUMBER

71N CASEMATIER OF(Case Nams) § PAVMENT CATEGORY

[Felony (including pre-tnal diversion

U TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE

[Email: lisa_omelas@aotx.uscourts. zov

14 LAW FIRM NAME AND MAILING ADDRESS

JAndrew Anders TIN: XX-30000000
110 Main Street

[San Antonio TX 78210 US

[Phone; 210-833-5623

[USA v_ Branson Jof alleged felomy) Adult Defendant Criminal Case

1L OFFENSE(S) CHARGED

[15:1825 F INSPECTION VIOLATION PENALTIES

12. ATTORNEY'S NAME AND MAILING ADDRESS 13. COURT ORDER

Andrew Anders O D Federal 01 F Subs for Federsl

10 1ain Strest 0 A Associate O CCoCommsel oo 0 o Defender

San Antonio TX 78210 O LLearned Counsel @ O Appointing O P Subs for Panel 0 R Subs for Retained

[Phone: 210-833-3623 {Capital Only) Counsel Attormey Attorney

Cell phone: 210-335-1234 O SProSe O T Retained O USubsforPro g yqeercear,
Attorey Se -

O Y Standby Counsel

Ierior Attorney's Name
|Appointment Dates

|signsture of Presiding Judge or By Order of the Court
JAlbert Albertson

[Date of Order

332014

Repayment O YES @ NO

Nune Pro Tunc Date

FROM: TO:

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL . -
HOURS ADJUSTED ADJUSTED p—
CATEGORIES cLADMED [ AMOUNT HOURS AMOUNT REVIEW
15. | a. Arraignment and/or Plea 1] 50.00
. Bail and Detention Hearing [1] 30.00
. Motion 1] 0.0
d. Trial 1] 0.00
&. Sentencing Hearings 0 .00
£ Revocation Hearings 0 .00
2. Appeals Court [ $0.00
h. Other 1] $0.00
Tatals 0 50.00
16. | 2. Interviews and Conferences 1] 50.00
b. Obtaining and Reviewing Fecords [ 50.00
<. Legal Research and Brief Writing [ 50.00
d. Travel Time 0 $0.00
& Investigative or Other Work [] 50.00
Totals [] $0.00
[Travel Expenses (lodging, parking, meals,
17 fmileage, etc) 50.00
n |Other E.xpen:es (other than expert, 5000
transcrivts, ete)
GRAND TOTALS $0.00

N CASE COMPLETION

(CLAIMED AND ADJUSTED)
10 CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE Fn AFFOINTAIENT TERMINATION DATE IF OTHER ln. TASE DISFOSITION

2 CLADM STATUS 1 Funal Peymest T Ionerian Paymest (%)

Ifves, were youpaid? o YES o NO
1 Swear or affirma the truth or correctness of the above statments.

Signature of Attorney:

Have you previcusly applisd to the court for compensation and/'or reimbursement for this case?

1 Supplemsental Payaect T Withheldieig Paymens (—) (Totel =)

o YES o NO

Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation or anything of vaiug) from
any other source in connection with this representation? o YES

o NO  Ifyes, please attach supporting documentation

Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY

|3, IN COURT COMP.

3 OUT OF COURT COMP.

Izs TRAVEL EXPENSES

6. OTHER EXPENSES

. OUT OF COURT COMF.

1. TRAVEL EXPENSES

IDATE

1. OTHER EXFENSES 33 TOTAL AMT, AFFR/CERT.

4. SICNATURE OF THE CHIEF JUDGE, COURT OF AFFEALS (OR  [DATE

da. JUDCE CODE [TOTAL AMT. CERTIFIED FOR

[DELEGATE) Payment approved in excess of the statutory threshold [PAYMENT
jamaunr
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: ~ Submit
W ————

< First | [ < Previous || [ Mext> ||[ Last» Save Delete Draft Audit Assist
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In the Public/Attorney Notes field, you can include any notes to the court. Select the check box
to swear and affirm to the accuracy of the authorization, which automatically time stamps it.
Click Submit.

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

Public/ Attormey
Notes Motes

[v] I swear and affirm the truth or correctness of the above statements
© Submit
[ «Fist ][ <Previous ][ next> |[ Lasts | | save | [ Deletepraft |

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

Your voucher payment.

Please keep the folowing voucher number for your own records:

0101.0000150

Back to:
Home Page
ini P

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

To group by a partiaar 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
Sa 06122014 Claimed Amount: 8§9.20 Andrew Anders / 0101.0000150
End: 06/12/2014
T ISCRO8305AA- Jebediah Branson (= 1 CIA-20
St 030032014 Claimed Amount: 773.40 Andrew Anders
£nd- 06/05/2014 INTERI T 1
1:14-CR-08805-AA Jebediah Branson (# 1 AUTH Submitted to Court
Start: 04/02/2014 Claimed Amount: 1,000.00 Chemist, Toxicologist S/ 01010000002

End: 01/01/1900

Page 1 0f 1 (3items)

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

1:14-CR-08802-AA-
Start: D6/19/2014
Enc: D6/159/2014
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CJA-20 Quick Review Panel

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

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

@cm 0

Redirect Workflow

Link to CM/ECF

Voucher #: 01(_)1.0000150

© services: $62.00 I

9 Expenses $26.20

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

O Sservices: $63.00 =

Arraignment and/or 05
Plea A
Bad and Detention °
Hearing
Motion Hearings 0
Trial 0
Sentencing Hearing 0
Revocation Hearings 0
Appeals Court 0
Other 0
S

Totals 0.

Out of Court Services
Service Hours
Interviews and °
Conferences
Obtaining and
Revieviing Records
Legal Research and
Brief Writing
Travel Time
Investigative and 0
Other Work

Totals 0.0

0

0

© Expenses: $26.20

Travel
Expense Type
Travel Mies
Travel Msc
Totals

Expenses
Expense Type
Fax
Long Distance Charges
Photocopies
Postage
Other Expenses
Totals
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Reports and Case Management

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

Therefore, attorneys are encouraged to monitor the status of funds, attorney hours, and expert
services by reviewing the reports provided in the CJA eVoucher program. ltems 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 Eachreport 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 Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report

Totals only of budget 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 |

Attorney Time
Appointment Report
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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 Repregentation: Criminal Caas
Budgst Amount Requested: $0.00
Budget Amount Approved: $5,500.00

pending O o mount Remaining
Time Pariod Vouchser
For Vouchar Humbsr Faag Expeness Total Fass Expenses Total After Approved | After Approved
Traval Other Trawsl Other &nd Panding
Attorney: Andrew Andsrz  (Appolnting Counssl) Active
02372015 to 0232015 | 0101.0000001 F0.00 30.00 s0.00 000 %5,350.00 0.00 s0.00 $6.350.00 33.550.00 $3.550.00
0140171801 to 0101A 801 F0.00 $0.00 50.00 £0.00 $0.00 £0.00 £0.00 $0.00 $3,550.00 $3,550.00
0140171801 o 01D1A 501 F0.00 30.00 0.00 000 0.00 0.00 0.00 %0.00 33,550.00 $3,550.00
Total Panding: $0.00 Total Approved: $6.350.00 %3.550.00 $3.550.00
Pending Amount Ramalning
Time Pericd Wouchsr
For Vouct Humbsr Faes Expenzss Total Fass Expanzss Total After Approved | After Approved
Traval Othar Travel Other &nd Panding
Authorization Humber: 01010000002 . .
Specialty: Chamist, T = amount Requestsd: $1,000000 amount Authorzed: $0.00 attomey: Andraw Andsrs

S — I
Counsel CJA20 or CJAID

a8 well ag Tor Fass Expenass Total Feas Expensss Total spproved and Pending
mtunsmmc.ﬁ:;; Trawal Other Trawel oOther Faes Faas and
submitied sxpenditures for this Expansss
*Doas not IIHI.-_TI'II'H Auth $0.00 $0.00 $0.00 $0.00 $E,350.00 $0.00 $0.00 $6.350.00 $E6.350.00 $6.350000

Thursday, Movember 05, 2015 - Ver. 1.1
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Defendant Summary Budget Report

The report contains the same information as the Defendant Detailed Budget Report without the

individual voucher data.

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

Typs of Repressntation: criminal Case
Budgst Amount Requested: $0.00
Budget Amount Approved: $5.500.00

Panding [ approved ] Amount Remalning
mm m: Fooa Expansas Total Feas Expenass Total After Approved | After Approved
Travel Other Travel Othar And Pending
Attomey: Andrew Anders  [Appointing Counasl) Active
Total Penaing: $0.00 Total Approved: $8,350.00 $3,550.00 $3,550.00
Pending Amount Remaining
mm m Foss Expensss Total Fegs Expenses Total After Approved | After Approved
Travel othar Travel Othar and Panding
T e T Amount Requested: $1,000.00 Amount Authorized: $0.00 Aftorney: Andraw Anders

vouchers 38 well 38 vouchsrs for Faes Expansss Total Faas Expenass Tofal Approved and Panding
Expart or Senvices on CJAZT or

Traval Other Travel Other Faes Fees and
CJA31. They rapressnt the total Ex
aubmitted sxpenditures for this penzes
*Dass not Includs Travel Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $£.350.00 $6.350.00 $6.350.00
Trursaay, Nowember DS, 2015 - Ver. 1.1 Page 1071
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Creating a CJA-21 Voucher

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

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

CJA-21 Create

Authorization and Voucher for Expert
and other Services

When submitting a CJA-21 voucher, in the Authorization Selection section you can select from
two options.

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

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

| Basic Info

Basic Info

T CIELDIST/DIV .CODE 7. FERSON REFRESENTED [FOUCHER NUMBER
Jebediah Branson

[T3AC DRI DEF NUMBER ____ |4.DISI. DETDEF NUMEER |5 APPEALS. DRIDEF NUMBER | 6. OTHER DET/DEE NUMBER
1:14-CR-02803-1-A4

71N CASEMATTER OF(Case Name) 5 PAVMENT CATEGORY . TYPE PERSON REFRESENTED 10. REPRESENTATION TYFE

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

11. OFFENEE(5) CHARGED
15:1823.F INSPECTION VIOLATION PENALTIES

|Adult Defendant [Criminal Case

EXCESS FEE LIMIT FPRESIDING JUDGE MAGISTEATE JUDGE DESIGNEE 1
511.500.00 |Albert Albertzon
DESIGNEE 2

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

No Authorization Required

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

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

«First_| [ < Previous |[ Next> |[ Last»
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If you click the Use Existing Authorization link, a list of associated authorizations appears. 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
Motes:

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 available, and you

can choose if you or the expert will enter the service fees on the voucher. Once you have made

your selection, click Create Voucher.

Service Provider

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

Expert IJennings, Julie -
| Expert Info ' Julie Jennings
Details

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

Voucher Assignment = @ Attorney O Expert

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

“ Create Voucher ]l
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Notes:

e Only experts registered with the service type selected appear in the drop-down list.
Steps on how to submit a person for approval and add them as an expert are outlined in
the next section.

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

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

e Ifthe 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.

If the expert is not currently in the eVoucher system, you must complete their information. In
the Voucher Assignment section, the Attorney radio button is automatically selected. Complete
all required information for the person you wish to submit for approval.

Service Type Interpreter/Translator V=

Description

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

Expert W

First Name Middle Name Last Name =
|Email * |
Phone * Fax
Address 1 * | ’C_ll'y * |
Address 2 State (U.5. Only=) Zip =
vl | |
Address 3 Country *
| |  [UNITED STATES v]

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

Expert |Campos, Charlene /|

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

Voucher Assignment = () Attorney ®) Expert

Create Voucher

Once you have made your selection, click Create Voucher.

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

Voucher Assignment = ' Attorney ‘@ Expert

Create Voucher

Notes:

e The expert goes through an approval process. Once approved, an email is sent to the
attorney.

e You can select the expert from the Expert drop-down list, and their information
automatically populates.

e [fthe attorney submitted the voucher for the expert, they must approve the voucher
twice, once while sending it for the expert and a second time after it appears in the My
Active Documents section.
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Click the Services tab, or click Next on the progress bar. In the corresponding fields, enter the
date, units, rate, and description. Click Add. The entry appears at the bottom of the Services
section. Click Save.

Basic Info I Services Expenses Claim Status Documents Confirmation

Services
Date 04/17/2020 | = 2] Description
Units = *
Rate &3
* Required Fields
To group by a particular Header, drag the column to this area.
Date | Description | Unils| Rate | Amt
(Empty)
<First_| [< previous | [ Wext> ] [Ciast>

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/i7j2020 | <R Description

Expense Type | x| = =

Miles at £0.535 per mile.
Amount e Add Remove

* Required Fields

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

Expense Type Date ‘ Description ‘ Mile{ Rate | Amt
(Empty)
=rrst_] [<provess ] o> [ iess
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Click the Claim Status tab, or click Next on the progress bar. Enter the start and end dates,
making sure to select the earliest date of services and expenses as the start date. In the
Payment Claims section, click the appropriate radio button, and then click Save.

R Basic Info Services Expenses [ Claim Status Doc s Confir

Claim Status
Start Date |:|=% End Date l:l,%

Payment Claims *

' Final Payment

) Interim Payment (payment #)
() supplemental Payment

() withholding Return Payment

** Reminder: Pleage select the appropriate daim status.

* Required Fizkls

[ 1
[ rirst_| [ Previous || Wext> || Last»
1

Notes:

e Final payment is requested after all services have been completed.
Interim payment allows for payment in segments, but each court’s practice may differ. If
using this type of payment, indicate the number of this request payment.

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

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 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 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
‘D uuuuuu £ Delete  View
7 ]
[Cemist | [< previous [ Wext> [ cast» ] [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 and affirm to the
accuracy of the authorization, which automatically time stamps it. Click Submit.

Basic Info Services Expenses

Claim Status

Documents Confirmation

Confirmation

T CIR DIST/DIV.CODE 7 FERSON REFRESENTED
101 ‘2bediah Bransol

T MAG. DRT/DEF NUMBER 1 DIST. DRI/DEF NUMBER
1:14-CR-08805-1-A4

TOUCHER NUMBER

EALS. DRT/DEF NUMBER 5. OTHER DET/DET NUMBER.

7 TN CASEAIATTER OF(Case Name) T PAVMENT CATEGORY

84 v Branson |of alleged felony)

[Felony (including pre-trial diversion

T0. REPRESENTATION TVPE
|Criminal Case

T TVPE PERSON REPRESENTED

Adult Defendant

TL OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES

TL ATTORNEY § STATEMENT
|as the Amormey for T hersby affirm
@ samace 0

Jsiguature of Attorney
Andrew Anders

110 Main Street

[San Antonio TX 78210

[Phone: 210-833-3623

‘ell phone: 210-353-1234

[Email: lisa_omelas@aotx.uscourts.gov

T3 DESCRIPTION AND JUSTIFICATION TOR SERVICES(5es Wstructions)

reguastad wwa pecessary for adsquate reprasentation. [ hersby requait:

0 Approval of services alzeady obtained to be paid for by the Uried States Srom the Defender Services Appropriztion.

T4 TYPE OF SERVICE PROVIDER,

0 01 Tvestigator 0 15 Other Madical

15 COURT ORDER

Juothorization requested in rem 17 is hereby gramte

fSignature of Presiding Fudge or By Order of the Court
Albert Albertson

[oate of Orées
03/0412014

‘Nuoc Pro Tunc Date

Repayment 0 YES & NO

[Firancial eligibliry of he persan represemted having been established by the coures satisfaction, the|
d

o0 0 16 Veice/Audio Anlyst
0 03 Psychalogist 0 17 Hair Fiber Expert
0 04 Pychiatrist 00 18 Computer

(Hardware SoftwareSystems)
0 19 Paralegal Services

0 20 Legal Analyst/Consubtant
00 21 Jury Consultant

O 22 Mitigation Specialist

O 23 Duplication Services

0 24 Other (Specify)

0 08 Palygraph
(1 06 Dacuruents Examiner

) 07 Fingerprist Analyst

00 08 Accountant

0 09 CALR (WestlawLexis, etc)
© 10 Chemist Toxicologist

O 11 Balistics 4o
o 1w 0 25 Lifigation
Expert 0 26 Computer Forensics Expert

0 14 PathologistMfedical Examiner

TOR COURT USE ONLY
“ADJUSTED AMOUNT [REVIEW
.00

T6 SERVICES AND EXPENSES AMOUNT CLADED
ation SR
b, Travel Expas (10050 parking. meals
|ruieage. ote j w0 %0
. Other Expenses V00 00
| GRAND TOTALS $000 00
(CLAIMED AND ADJUSTED) . _

T7 PAVEE'S NAME
braham Astley TIN: J0{-XNNX

110 Main Street

[San Antonio TX 78210 US

[Phone: 210-353-3434

Therehy hit the ahave es rendenst ad i erece, and B 1

Sigeanire of Claimarnt Payee: - Date

LAIMANT'S CERTIFICATION FOR PERIOD OF SERVICE: FROM 04202020 TO 04202020

At arpeely o Py ment {counpensaon o anyth

@ Final Paymest
0 Taterim Payment (+)

[ Supplemetal Paymeat

O Withhelding Payment (—} (Total -}

T8, CERTLFICATION OF ATTORNEY 1 Bereby certify (Bat the services were rendered for (his case

Siguature of Attoraey
[Date Signed

APPROVED FOR PAYMENT - COURT USE ONLY
16 TOTAL COMP. 10 TRAVEL EXPENSES 1. OTHER EXPENSES

l:z TOTAL AMT. APPRUCERT,

T O Either the cost |

0 Prior was
{evc g expenses) exceads the statatory magimu

3 of thes , ot g otained
‘mot obrained, but i the interest of justce the Court finds that timely procurement of these necessary senvices could not await prior autherization, even thoagh the cost

Siguature of Prediog Judge

Date Tudge Code

T TOTAL COMF. 5 TRAVEL EXPENSES

Izﬁ OTHER EXPENSES Iz'v TOTAL AMOUNT

|5 PAVIENT APPROVED IN EXCESS OF THE STATUTORY THRESHOLD

Sigaature of Chief Julge, Court of Appeals (or Delegate)

Date Judge Code Total Ami, Certitied For Paymeat

Public/Attorney
Notes

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

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

I 1 swear and affirm the truth or correctness of the above statements

(%) Submit

- T
«First_| [ < Previous |[ Mext> || Last»
="

Save Delete Draft | Audit Assist
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Step 14

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

feasr voucher has been submitted for payment. You wil receive a natification if we need more detals,
Please keep the folowing voucher number for your gwn reconds:

0101.0000154

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-08305-A4

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
Representation 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
authorization.

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

e Service Type drop-down list
e Requested Provider field

Click Save.

I Basic Info

Basic Info

1. CIR/DIST/DIV.CODE
101

3.MAG. DKTDEFNUMBER

Documents

Confirmation

2. PERSON REPRESENTED
ebediah Branson

'OUCHER NUMBER

1. DIST. DKI/DEFENUAMBER
1:14-CR-08805-1-AA

S APPEALS. DKTDEENUMBER

6. OTHER DKTDEFNUMBER

ISA v. Branson

7.IN CASENIATTER OF(Case Name)

8. PAYMENT CATEGORY
Felony (including pre-trial diversion
bt alicaed felony)

9. TYPE PERSON REPRESENTED
[Adult Defendant

T0. REPRESENTATION TYPE

“riminal Case

11. OFFENSE(S) CHARGED

15:1525 F INSPECTION VIOLATION PENALTIES

[Andrew Anders
110 Main Street

an Antonio TX 78210
[Phone: 210-833-5623
IC<ll phone: 210-555-1234

TZ ATTORNEY S NAME AND MAILING ADDRESS.

[Email: lisa_omelas@aotsscourts,aov

T3 COURT ORDER

[Prior Attormey's Name

Albert Albertson

14, LAW FIRM NAME AND MAILING ADDRESS

[Date of Order
3/3/2014

Repryment [ yys B xo

C C) Federst ) Fubs for Federat
() Aassaciate [ ccoconnser 5y B F¢ Dot
LLearned OAppointing | Psubsfor | R Subs for
Counsel (Capital Onky) Counsel Panel Attorney ~ Retained Attorney
[ TRetaimed ) U Subs for .

) serose Ao Pt ) X Administrative
) ¥ Standoy
Conmsel

|sppommment Dates
Signarure of Presiding Judge or By Order of the Court

Nunc Pro Tunc Dare.

Order Date

Nunc Pro Tunc Date
Repayment
Estimated Amount
Authorized Amount

Ex|

(|
§] oo
$ Deactivated

| Basis of Estimate

100 hours at $807hour

Description

Service Type

Notes

| Investigator
| 30hn Doe

[ «rirst |[<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 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 |
Upload
Description Delata View
Document Delete View
«First || < Previous |[ Mext> | Last» Save Delete Draft Audit Assist

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 caninclude any notes to the court. Select the check box to swear and affirm to the
accuracy of the authorization, which automatically time stamps it. Click Submit.

BasicInfo - Documents ¥ Confirmation

Confirmation

101 cbediah Bransce:

T

g ¥ E
I5A v Bunion pre-al diveron. lamlz Defendart riminal Case

[T aPressTrs chReT
15,1825 F [SEECTION VIOLATION FENALTIES
P ——

o pean - -

9 04 By
frtcncecs et 2 pan 12 ary pand 2 o8 Bubgrape

p——
[ilbert Albectscn 9 0 ingerprin vt

1 08 Accamiant
) 08 CALR et L, )
1 bt

Tominne of Frening Tolge Do Seel Tooke Cote Topeored Aot PToT Kpproved Koo

Sigmatine of Chisk Judze, Courtof

e (or Deegate Date Signed Judge Code Appecved Amourt

Attention: The notes you enter will be avalable to the next approval level
Public/attomey
Hotes

1) 1 swear and
Date:

|IEI
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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 datais.
Pleasa keep the folowing voucher number for your own records:

0101.0000152

Back to:
Home Page
Appointment Page

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

The authorization opens to the Basic Info page. Click the No Authorization Required link.

No Authorization Required

If your voucher compensation is under
the statutory limit and does not require
prior authorization.
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On the Basic Info page, enter the details for the required transcript. Click Save.

| Basic Info Documents Confirmation

Basic Info

TCTOSTSTOT GO0 TrPERSOR TTCRER TN
101 ebediah Branson
3. MAC. DKT'DEF NUMEER 4. DIST. DKT/DEF . NUMEER 5 APPEALS. A 0. OTHER.
114 CR 03805 1L AL
TR CASAINTTER OFCoFamg |3 PATMENT CATEGORY T PR T T FEPRESENTATION IR
[USA v Branson gfﬂggﬂ;ﬁ pre-trial diversion |, sy pafendant |Criminal Case

I OFTERSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
T2, ATTORNEY § NAME AND MAILING ADDRESS T2, COURT ORDER.

W 0 D Federal 0 F Subs for Federal
110 Main Street £ A dsocate 7 Clotomme poonder Defexder
San Antonio TX 78210 O LLearned Commsel @ O Appoimting (1 P SubsforPanel (1 R Subs for Retsined
[Phone: 210-833-5623 (Capial Ouly) Coumsl Acorusy Attoruey
|cel phone: 210-555-1234 o SErase O TReimsd O USESRCPO |y 4 gsieatve
Attorner s 3

[Email: hisa_omelas(@aotx uscourts. gov
O Y Standby Counsel

(Prior
[app: tes
[signatare of Presiding Judge or By Order of the Court
{Albert Albertson

= [Date of ¢ Nuxc Fro Tunc Date
L& LAW FIRE NAME AND MALING ADDRESS EER T
Repayment O YES B NO

Proceeding Transcript
To Be Used
Proceeding To Be ‘ ‘
Apportioned Cost (%) I:l

i Case and ‘ ‘
Spedial i
Handling [None v+
F— [ Prosecution Opening Statement [ Prosecution Argument [ Prosecution Rebuttal

[ Defense Opening Statement [ Defense Argument [ sury Instructions [vair pire

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

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 |
Upload
Description Delete View
Proposed Order.pdf Delete View

+ First || <PrE\riuus|| Next > || Last = | 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 and affirm to the
accuracy of the authorization, which automatically time stamps it. Click Submit.

Basic Info

Documents | P Confirmation
—

Confirmation

7 PERSON REFRESENTED
Pebediah Bransen

1 DIST. DRT/DEF NUABER
1:14-CR-088035-1-A4

T CIR/DIST/DIV.CODE
101

3. MAG, DKTDET NUMBER

TOUCHER FUMBER

5. APFEALS. DKT/DEF NUMBER 5. OTHER DKI/DEE NUMBER.

71N CASEAATTER OF (Case Name)

[USA v. Branson

8 PAYMENT CATEGORY
[Felony (including pre-trial diversion
Jo£ alleged felony)

U TYFE PERSON REPRESENTED
|Adult Defendant

T0. REFRESENTATION TYFE
|Criminal Case

T OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES

REQUEST AND AUTHORIZATION FOR TRANSCRIPT

17 FROCEEDING IN WHICH TRANSCRIFT IS TO BE USED

T2, PROCEEDING 10 BE TRANSCRIBED | OTE: The

T4, SPECIAL AUTHORIZATIONS

JUDGE s INITIALS

A_ Apportioned Cost % of transcript with

B. o 14Day o Expeditd ©3Day oDaly o©Houly o Realtime Unedited

o Defense Opening Statement

C. o Prosecution Opening Statement o Prosccution Argument o Prosecution Rebuttal
o Defense Argument 0 Voir Dire 0 Jury Instructions

transcript services fo persons proceeding under the Crimunal Justice

D. In this multi-defendant case, commercial duplication of transcripts will impede the delivery of accelerated
Act

T8 ATTORNEY S STATEMENT

As the attorney for the person represented who is managed above, T

hereby affirm that the transcript requested is necessary for adequate

p 1, therefore, request ization to obtain the transeript

services t the expense of the United States pursuant to the Crininal
Justice Act

Financial eligibility of the person represented having been established to
the Court's satisfaction the authorization requested in Iter 13 is hereby
granted.

Signature of Presiding Judge or By Order of the Court

Signature of Attomey Date
Andrew Anders Date of Order Nunc Pro Tune Date
Printed Name
Telephone Number: 210-833-5623
Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes
lv| 1 swear and affirm the truth or ¢ of the above
Date: 4/20/2020 21:49:45 Q Submit
<« First ] [ < Previous | [ Hext> Last » Save Delete Draft ‘Audit Assist

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.

Success

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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Creating a CJA-24 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 CJA-

CIA-24 Create
Authorization and Voucher for
Payment of Transcript

24
The Basic Info page appears.
Creating a CJA-24 voucher is similar to creating a CJA-21, as outlined in the CJA-21 section. If

your court does not require an AUTH-24, click the No Existing Authorization in eVoucher link. If
your court does require an AUTH-24, click the Use Existing Authorization in eVoucher link.

| Basic Info

Basic Info

1 CIRDIST/DIV.CODE 1. PERSON REFRESENTED VOUCHER NUMEBER
Pebediah Branson

3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER £ APPEALS. DKTDEF NUMBER 6. OTHER. DKT/DEF. NUMBEER
1:14.CR08805.1-24

7.IN CASEMATTER OF(Case Name) §. PAYMENT CATEGORY 0. TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE

JUSA v. Branson sﬁﬂ;ﬁ:ﬁ pre-rial diversion |, . Defendant |Criminal Case

11. OFFENSE(S) CHARGED

15.1325 F INSPECTION VIOLATION PENALTIES

EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1

511,500.00 Albert Albertson
DESIGNEE

Authorization Selection
‘You can dlick 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 dick 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 clicking here.

[ (e ] [iot> | (s

CJA eVoucher | Version 6.7 | AO-SDSO-Training Division | March 2022



CJA eVoucher for Attorneys | 73

Click the applicable AUTH-24, which highlights it in blue. You cannot continue until it is
highlighted.

Authorization Selection

You can click the Use Existing Authorization in eVoucher button to select from a list of approved authorizations, or click the Mo Existing
Authorization in eVoucher button.

Use Existing Authorization in eVoucher Please Select the Associated Authorization
You may dick here to select from a list of approved A X
authorizations. ID Number: 89 Service Type: Court Reporter / Transcript

Order Date: 01/21/2016 Spedial Handling: 0
No Existing Authorization in eVoucher Proceeding Transcribed: Transcription
If you do not have an existing authorization in
eVoucher, you may proceed by clicking here. Prosecution Opening Prosecution Argument Prosecution Rebuttal

Defense Opening Defense Jury Instructions Voir Dire

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.

ID Number: 116 Service Type: Court Reporter [ Transcript
Order Date: 03/22/2016 Special Handling: 0

Proceeding Transcribed: Arraignment
Prosecution Opening Prosecution Argument Prosecution Rebuttal

Defense Opening Defense Jury Instruckions Vaoir Dire

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.

Click the Expert drop-down arrow and select the transcriptionist. In the Voucher Assignment
section, click the appropriate radio button indicating whether the attorney or the
transcriptionist will be entering information. Click Create Voucher.

New Voucher Information

Description

Court Reporter/Transcriber Status
@) pfficial () Contract () Transcriber () Other
Service Provider
You can search one of the service providers already in the system

'OR you can enter the required infermation for another provider
Expert Expert, LeVar v

Expert Info LeVar Expert

P
Detalls AO-CMS0

Washington DC 20544 US
Phone: 202-502-2965

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

Create Voucher

Notes:

e To enter a new transcriptionist into the system, select the expert from the Expert drop-
down list, and enter details in the Expert Info section.

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

e Select whether the attorney or the court reporter will be filling out the voucher claim
portion.

e |[f the attorney clicks the Expert radio button, the expert fills out the required expense
information and submits the form. The attorney then approves and submits to the court.
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Click the Services tab, or click Next on the progress bar. Complete the Date, Service Type, No.
of Pages, Rate Per Page, and Description fields, and then click Add. The entry appears in the
Service Type column. Click Save.

Basic Info | Services Expenses Documents Confirmation

Date 4202020 | =2 Description

Service Type - | * o
Include Page Mumbers |

Ho. of Pages. * RatePerPage |  |*

Less Amount Apportioned

st ripeted [ ] Detete Hom
* Required Fiekds

Service Type  Date Description Incl. Page Numbers  No.Pages Rate Apportioned  Discount  Total
Original 04/20/2020  Transcription. 15 1000 150.00|

1 Page 1 of 1 (1 items}
i [ [ e |ies

=]

Click the Expenses tab, or click Next on the progress bar. Complete the Date, Expense Type,
and Description fields, and then click Add. The entry appears in the Expense Type column. Click
Save.

Basic Info Services | I Expenses Documents Confirmation

Expenses
Date 4f20/2000 |+ 25 Description
Expense Type | LA

Miles * at £0.535 per mile,

[* Required Fickls

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

Expense Type Date Description Mile Rate Amt

Travel Miles 04/20/2... Travel to court. 0 0.535 10.7|
1 Page 1 of 1 (1 ftems)
<Pt [ < Provins | o> | tax [ome |
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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 Services Expenses | | Documents Confirmation
Supporting Documents

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

File C:\Users\JaimeLongoriall Browse...

Description |D0(ument |

Description Delete  View
Document

Delete  View

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

Save Delete Draft Audit Assist

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

Basic Info Services

Expenses Documents

Confirmation

1 CIR/DIST DIV CODE

3 MAG DKTDEF NUMBER

7 PERSON REPRESENTED
lzbediah Branson

[1DIST DETDEF NUMBER |
[1:14-CR-D2805-1-A4

'OUCHER NUMBER

AFPEALS DKT/DEF NUMEBER 6 OTHER. DEKTDEF NUMBER

7. IN CASE'MATTER OF (Case Name)

8. PAYMENT CATECORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE

. [Felony (including pre-trial diversion
[USA v. Branson bof allezed felony) Adult Defendant [Criminal Case
1L OFFENSE(S) CHARGED
[15:1825 F INSPECTION VIOLATION PENALTIES
REQUEST AND AUTHORIZATION FOE. TRANSCRIPT

12 PROCEEDING IN¥ WHICH TRANSCRIFT 13 TO BE USED
Transcipt
13, PROCEEDING TO BE TRANSCRIBED (Dascribe pecifieally). NOTE: The Dial DUNSCripes a1 R0t (2 IRCIide FrOSecunon spening
Transcription
T4 SPECIAL AUTHORIZATIONS JUDGE'S INITIALS

A Apportioned Cost % of transeript with

B. 0 14-Day o Expedited 0 3-Day o0 Daly o0 Howly 0 Realtime Unedited

C.o Pr Opening o Pr Argument 0 Prosecution Rebuttal

o Defense Opening Statement

o Defense Argument o0 Voir Dire 0 Jury Instructions

D. In this multi-defendant case,

transcript services to persons proceeding under the Criminal Justice Act.

commercial duplication of transcripts will impede the delivery of accelerated

15 ATTORNEY'S STATEMENT 16, COURT ORDER.
As the attomey for the person represented who is managed above, I Financial eligibility of the person represented having been established to
hereby affinn that the transcript requested i1s necessary for adequate the Court’s satisfaction the authorization requested in Item 15 is hereby
representation. I, therefore, request to obtain the granted.
services at the expense of the United States pursuant to the Criminal
Justice Act, Albert Albertson
Andrew Anders /S/ 172172016 14:48-16 Signature of Presiding Judge or By Order of the Court
Signature of Attorney Date 0172172018
Andrew Anders Date of Order Nune Pro Tunc Date
Printed Name
Telephone Number: 210-833-3623
CLATMS FOR SERVICES
17.COURT REPORTER TRANSCRIBER S5TATUS 18. FAYEE'S NAME AND ADDRESS
;
o Official o Conract o Tramscrber o Other | /e Eapert Inc.
19. SOCIAL SECURITY NUMBER OR EMFLOYER ID NUMBER OF PAYEE Ph 30 %g %g;':'l us
TIN: XX-X000000X o e e 20
0. TRANSCRIFT INCLUDE PAGE NO. OF PAGES RATE PER PAGE SUB-TOTAL :5;‘531;‘1"[‘3;}‘2—]{ TOTAL
Original see detail a see detail 30.00 see detail
Copy oo detail a oo detail $0.00 oo detail
Expenses (Tsmuze) X
TOTAL AMOUNT E'L‘.ﬂD [
CERTIFICATION OF SERVICE PROVIDED
e he 4 o sy rendered and b cortecs, 45 St | have 1ot sonsghd a recel o puy T eemigensation sr angfhing of salua) fram sy other source o these servioss.
of Clai /Payee: Date
ATTORNEY CERTIFICATION

21 CERTIFICATION OF ATTORNEY OR CLERK I bereby certify that the services were rendered and that the transcript was received.

Signature of Attorney or Clerk Date

- i

23, APPROVED FOR PAYMENT

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

Date: 4/20/2020 22:12:0

] I swear and affirm the truth or correctness of the above statements

| « First H < Previous || Mext > || Last = Save
|m—

Delete Draft
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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.

Your voucher has been subsitted $or payment. Yoo sl recerve & notficason & we resd more detals.
Please keep the following voucher rumber for your com reconds:

0101.0000165

Back to:
Home Page
Appointment Page

Creating a Travel Voucher

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

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.

Authorization for payment of Travel

I Basic Info Authorization Request Documents Confirmation

Basic Info

T ORI EoDE eSS SR
s ehediss Branson
TAC KT 7 DIST DT DEF NOREER T TR o
1-14-CR-08805-1-AA
T ST CATECORT TTREPERSOY T T REPRESESTRTION TOPE
J$A v. Bransan oo, ncding pre- el drverson of o g, pegungans rimina] Case

T OTFENGE(S) CHARGED
|15:1823 F INSPECTION VIOLATION PENALTIES

T2 ATTORNEY S NAME AND MAFLING ADDRESS T3 COURT ORDER
Andrew Anders 01 D Federal O F Subs for Federal
[110 Main Street 0 AAsodiate 0 CeoComstl  porgor Defender

[San Antonio TX 78210 0O L Learned Counsel @ QAppointing O PSubsforPasel O R Subs for Retaimed
[Phone: 210-833-5623 (Capital Ouir) Counsel Attarney. Atoruey

|Cell phone: 210-555-1234 o SEnse o Btind o yswsmrEse O X Admisstate

[Emal: lisa_omelas@aotx uscourts gov
O ¥ Standby Coussl

[prior Attorney's Name

s ppintment Dates

Siguature of Presiding Judge or By Order of the Court

JAlbert Albertson
ate af Order

14, LAW FIRM NAME AND MAILING ADDRESS et on ‘Nun Pro Tusc Date

Repsyment O YES & NO

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

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 | [ Authorization Request Documents Confirmation

Request For Travel*

* Required Fiskds
Name and Title of Person Traveling: Andrew Anders e
123 Way =
Address of Person Traveling: San Antanio, TX 78229
Travel From Location: San Antonio, TX =
Travel To Location: Los Angeles, CA =
Estimated Dates of Travel: 5/25-5/28 =
Travel Requested: * i Cost: ions for 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 Cast” fiekd s y based
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:

Court Notes:

= All travel and expenses must be in compliance with government travel regulations. 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 M&IE rate.

To group by a particuler Header, drag the column to this area.
Purpose and
Traveler Travel From  TravelTo  Travel Dates glie i i c
Justification
Andrew Anders San Antonio, TX  Los Angeles, CA 5/25-5/28 Travel to talk to witness. 420.00
1 Page 1 of 1 (1 items)
[<<First | [ < Previous |[ Next> | [ Last>> Delete Draft Audit Assist

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:AUsers\JaimeLongoriall Browse...

Description [Travel Receipts |

Description Delete  View
Travel Receipts Delete View

[t ] [ Previous ] o> | [Tasto> ]

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 caninclude any notes to the court. Select the check box to swear and affirm to the
accuracy of the authorization, which automatically time stamps it. Click Submit.

Basic Info Services Exp Doc |+ Co
Confirmation
T CIRDIST DIV CODE 3 PERSON REPRESENTED FOUCHER NUMBER
Jlebediah Branson
3. MAG. DEKT'DEF NUMBER 4. DIST. DKT/DEE. NUMBER & APPEALS. DKT/DEF NUMEER 6. OTHER. DKT/DEF NUMBER.
[1:14-CR-08803-1-AA
7.IN CASEMATIER OF (Case Name) 3. PAVAENT CATEGORY 0. TVPE FERSON REPRESENTED 10, REPRESENTATION TYFE
) [Felony (including pre-trial diversion .
JUSA v. Branson of allezed felony) Adult Defendant [Criminal Case
11 OFFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES
REQUEST AND AUTHORIZATION FOR TRANSCRIPT
12, PROCEEDING IN WHICH TRANSCRIPT IS TO BE USED
Transcipt
13, PROCEEDING TO BE TRANSCEIBED (Describe specyivally). NOIE: The ial Siseripss a7s 10t o Mclide prosecuion spenmg
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 0 Realtime Unedited
C.o Pr Opening o Pr Argument 0 Prosecution Febuttal
0 Defenze Opening Statement 0 Defense Argument o VoirDire o Jury Instructions
D. In this multi-defendant case, commercial duplication of transcripts will impede the delivery of accelerated
transcript services to persons proceeding under the Criminal Justice Act
T8, ATTORNEY 5 STATEMENT 16 COURT ORDER,
As the attomney for the person represented who is managed above, I Financial eligibility of the person d having been established to
hereby affinn that the transcript requested is necessary for adequate the Court’s sati ion the authori q! 1 in Item 13 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 /S/ 12172016 14:48:16 Signature of Presiding Judge or By Order of the Court
Signature of Attomey Date 0112172016
Andrew Anders Date of Order Nunc Pro Tunc Date
Printed Name
Telephone Number: 210-833-3623
CLAIMS FOR SERVICES
17 COURT REFORTER TRANSCRIBER STATUS 18, PAYEE'S NAME AND ADDRESS
. LeVar Expert, Inc.
@ Official o Contract o Transcriber o Other AOCMSO
19, SOCIAL SECURITY NUMBER OR EMPLOYER ID NUMBER OF PAVEE ;‘h t 80 %{1: %gé‘t‘l us
TIN: XX-XXXXXXK e SRR
0 TRANSCRIPT N thbers | NO.OFPAGES | RATEPERPAGE | suBToTAL [ ippedmolts TOTAL
100 detail 0 van detail $0.00 100 detail 50.00]
[ see detail $0.00 see detail 3000}
§0.00
TOTAL AMOUNT IZ'L.ED: 50,00
Vherehy ceriiy that the ar ey dram sy ceher souree fior these services.
of C Date:
ATTORNEY CERTIFICATION
21 CERTIFICATION OF ATTORNEY OR CLERK 1 herehy certify that the services were rendered and fhat the franscript was recaved
Signature of Attorney or Clerk Date
APPROVED FOR PAYMENT — COURT USE ONLY
73 APPROVED FOR FAVMENT
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
W] 1 swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 22:12:0 (4 Submit

« First || <Previuus|i Next > il Last »
| e |
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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.

T voascher Fars been submitted for parymeent. You sl recerve & notfication & we need more detals,
Pltade keep D loderang viusher rusmbes b your S ok

0101.0000162

Back o

Home Page
Appointment 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.

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 details for information required. Click Save.

b Basic Info c

ebedizh Branson
7 DTS DRTDET NUNBER. TR TR

114 CR 08805 124
T S FATENT CRTEGORT T TP FIRSON REFRESENTED

JSA v Bransen [iclony (neludiog pre-trial dersion |y e Defendant Criminal Case

T OFESE CEARGED

15:1925 F INSPECTION VIOLATION PENALTIES

T FTTORNEY S NAME 5D NATLING ADDRESS T COURT ORDER

ndrew Dl o FSubs frFedent

110 Main Street 0 Asednte 0 CorComtl penger Deteader

San Antorio T 78210 O LLoued Coml 3 0 Appoitng T P Subs orPaael R Subs for Retaned

Iorone: 210.933 5633 (Copta Ou) Comad friiee frise

Jeell phone: 210-555-1234 oSS IR OUSBO | x ssmabiine
ey A

[Exaail:lisa_omelas@aotx uscouts.gov
Y Standby Comsel

T LAW FIRO NAME AND MAILING ADDRESS

annm.m 0 YES @ N0

P — Amount Approved
[ o[l Hours |_4] Sentencng Hows [ 1] Othern-Court ours [ o] 0wt CoutHowrs [ 0]
[ o ]

Number of Co-Defendants

e e Range | ]

Mandatory Minimum Found [ ]

[l [ostetrae | ey
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Click the Justification tab, or click Next on the progress bar. On the Justification page, enter
relevant information in the text 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
dlaimed.

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 indude standardized
motions, etc., unless content was modified significantly).

5. 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 daimed.

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

B. 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.
Andude, if applicable; (a) negetiations with U5, attorney s office or law enforcement agency; (B) complexity or novelfy of legal issues and factual
complexity: (¢) responsibilities involved measured by the magnitude and importance of the case: (o) manner in which duties were performed and
knowledge, skill efficiency, professionalism, and judgment reguired of and used by counsel: (&) nature of counsels practice and hardship or injury

ing from the representation; and (T) any extraordin, ressure of fime or other 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\JaimeLongoriall Browse..

Description | Document

Description Delete View
Document Delete Wiew
(=Pt (< Provious > [t ]

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

Basic Info Justification Documents

Confirmation
SUPPLEMENTAL INFORMATION STATEMENT FOR A COMPENSATION CLAIM IN EXCESS OF THE STATUTORY CASE
COMPENSATION MANIMUM: DISTRICT COURT
THIS FORM PROVIDES INFORMATION TO SUPPORT COUNSEL’S CLAIM THAT THE REPRESENTATION GIVEN WAS IN AN
EXTENDED OF. 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 10
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 GLIDELINES, AND DOES NOT REPLACE ANY OTHER DOCUMENTATION REQUIRED TO SUPPORT THE PAYMENT
REQUEST. IF EXTE4 SPACE IS NEEDED, ATTACH ADDITIONAL SHEETS OF PAPEE.
ATTORMNEY NAME: Andrew Anders
CASE NAME: USA v. Branson
DOCKET NUMBER: 1:14-CR-08803-AA |DEFEND:\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, OR. 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 Attomey Date Siznad Fequested Amount
Andrew Anders
Signature of Presiding Judge Date Signed Tudge Code Approved Amount

Signature of Chief Judge, Court of

Appeals (or Delegate) Date Signed Judge Code Approved Amount

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

Public/Attorney
Notes

] T swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 22:27:34 () Submit
< First | [ < Previous ][ Wext> |[ Last» Save
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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 wimacher has been submitbed for paymend, You vl recerve & noSficafion i we need mone detals,
Plesss keep the followirsg voucher rusber for your own necondss

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.

Basic Info | Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in (J4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors and try again.

Services
Date =7 Description
Service Type - ¥

Doc.# (ECF) Pages

Click the View Report link to view errors.

Basic Info I Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in CJ4-20 Service Time Import.csv during import process. No data was updated, View Report. Korrect errors and try_again.

Services

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

® Errors Only O Full Report

5 Person d: Jebediah o

Row Errors. ]]\E |iuurs Description |Service Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a, Arraignment and/or Plea
Row 9 Hours is missing; 11/2021 |Test 16¢. Legal research and brief writing

Doc# (ECF) must be numeric value only; Pages .
Row 10 must be numeric value only; ’ 12/2021 0.9 |Test 15¢. Motion Hearings B e
Row 11 § |Date is missing; 1 | Test; 16d. Travel time
Row 12 \Dsscriptmn has invalid character(s); 142021 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.
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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 p—
5 errors were found in (I4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors ang try_again

Services

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.

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 P Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provndes the ability to import service time entries exported from a law firm billing system and p Comma Separated Values (CSV)
format. The CSV file must contain all required column headings and data types. Please download ourfsample spreadshee’ or 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.

For the .csv file to be successfully uploaded into and accepted by eVoucher, it must contain a
header row with specific column headings, as seen below. The header row contains four
mandatory column headings (Date, Hours, Description, Service Type) and two optional column
headings (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 first row contains service entry information instead of headings, the data in row 1 will be

ignored and won't be imported into your voucher. Sample spreadsheets containing the correct
column headings and service type values for each voucher type are available in the online help.
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A B C D E F
1
2 97272021 0.1"Emai 0 o-deflayer re:v g -Investigative and otherwork 1
3 9/3/2021 0.2 Attend Arraignment, etc via Zoom 15a. Arraignment and/or Plea
4 | 9/af2021 0.3 Travel time from Other to Newtown to SA for initial 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
11| 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
13
1]

Note: Time entries containing values greater than a single decimal place are automatically
rounded up or down to the nearest tenth. For example, .125 is rounded down to .1, and .75 is
rounded up to .8.

Appendix C: Converting the Excel File to .csv Format

Most commercially available spreadsheet applications allow a user 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.

AutaSave (@ Off) = '-f) ~ = Copy of CJA-20_Service_Time_|lmportxlsk - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

A Cut Calibri J11 LA A === - BwapText Text

Past Copy ~

aste = = = = o= |

I U~ - 0 - AL —_— — — | &= 3= ~ ~ 9 &l
« <5 Format Painter = — == S|= S Merge & Center $ % ? 6
Clipboard = Faont ] Alignment ] Mumber
Fl4 = Fe
A | B | C |

1 |Date Hours Description Service Tyg
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
L] Al ianna T R e e T + mEmaiia T AC~ A remia
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From the navigation menu on the left, click Save As.

Good morning

~ New
D MNew
A ] [4
1]
= Open 2
a
Info *:
Blank workbook
Save
Save As
Save as Adabe | /o Search
PDF
Print Recent  Pinned Shared wi
Share D MName

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

T [ T: » FS > CJA = 6.6 > Job Aids > External Users = time import

‘ CIA-20_Service_Time_lmport

Exccel Workbook (*.xlsx) - [ save

Excel Macro-Enabled Workbook (*xlsm)

Excel Binary Workbook (*.xIsh)

Excel 97-2003 Workbook (*.xls)

CSV UTF-8 (Comma delimited) (*.csv)

XML Data (*xml)

Single File Web Page (*.mht, *.mhtrml)

Web Page (.htm, *.html)

Excel Template (*xltx)

Excel Macro-Enabled Template ("xltm)

Excel 97-2003 Ternplate (*xlt)

Text (Tab delimited) (*.kxt)

Unicode Text (*.txt)

XML Spreadsheet 2003 (“xml)

i RS dalatatdand 3|

CSY (Comma delimited) (*.csv)
" prn)

Text (Macintosh) (*.bxt)

Text (MS-DOS) (* txt)

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.

~

Mame Date modified Type
7 Quick access
: E37] CJA-20 Service Time Import.csv 8/9/2021 10:01 AM Microsoft Excel C...
D t *
ocuments
@ CJA-20 Service Time Import.xlsx / Microsoft Excel W...
& Downloads * e e -
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