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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. It allows the attorney to create,
complete and submit various CJA documents via the internet. Likewise, the court (including
CJA staff and judges) are able to perform their functions electronically. The result is more
efficient submission and processing of all CJA-related documents.

Accessing the CJA eVoucher Program

In order for eVoucher to function properly, you must use Internet Explorer, version 8 or higher
(refer to the Help item on the IE menu bar to determine which version of Internet Explorer you
are currently using). You may also use Safari on an Apple device. If you are using IE 10 or
11, you will need to set your browser to “compatibility mode.”

IE10:

In IE 10 turn on "compatibility mode" by clicking on what looks like a torn piece of
paper after the web address. If compatibility mode is on (as it should be for eVoucher to
work properly) the icon will be blue:

Compatibility mode Off:

@ hittps://jportuscourts.gov/dana-na/auth/url_defz

Compatibility mode On:

@ https://jport.uscourts.gov/dana-na/auth/url_defz
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1. In Internet Explorer, go to the eVoucher website.

2. Click Tools on the menu bar (if you can't see the menu bar, there should be a "cog" icon
in the upper right corner of the browser -- click on that to get the menu bar)

3. Scroll down to Compatibility View Settings. The website you are currently viewing
should pop up, but it might just say uscourts.gov (which is correct).

4. Click the Add button and it should add "uscourts.gov" in the area below.

5. Make sure the two check boxes below that are checked.

l/_\/'i] Change Compatibility View Settings

A

Add this website:

[ uscourts.gov

Websites you've added to Compatibility View:

facebook,com

linkshare.com

Display intranet sites in Compatibility Vie
Use Microsoft compatibility listz
Learn more by reading the Internet Explorer privacy statement

o
Close
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To insure against data loss, you should also set your cache settings as indicated here:

1. Go to TOOLS on your browser menu bar and click on "Internet Options"

File Edit View Favorites Help

:é a Rolodex Delete browsing history...

InPrivate Browsing

m CJA ev Tracking Protection...

ActiveX Filtering

Diagnose connection problems...,

SER LOGIN CJAS9 1. Reopen last browsing session

Add site to Start menu

wisting user? Please log in.

View downloads

Pop-up Blocker

Isername:

SmartScreen Filter
*assword:

Manage add-ons

[Log

Compatibility View
argot your login? Compatibility View settings

Subscribe to this feed...
otice: This is a Restricted Web Sits Feed discovery

Jsiness only, Unauthorized entry is

ibject to discpline by the Court an Windows Update
nder Title 18 of the U.5. Code. Al :
ttempts are logged. F12 developer tools

OneMote Linked Motes
Send to OneMote

Internet options
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2. From the General tab, click on Settings

IIrrI:ﬂ'net Opticns
General |Svau::|..|ri‘|::||I I Privacy | Content | Connections | Programs I Aduanced|

Home page
@ To create home page tabs, type each address on its own line.
=
hitp://staff.circd.deny -~
[ IUse current ] [ Ise default ] [ Lze blank
Browsing history

i " Delete temporary files, history, cookies, saved passwords,
) and web form information.

Delete browsing history on exit

Delete... - Settings ]

Search

p Change search defaults,
Tabs

~ | | Change how webpages are displayed in
\:_ tabs,
Appearance

[ Colars ] [ Languages ] [ Fonts ] [ Accessibility ]

I Ok I [ Cancel ] | Apply |

3. Choose this option:

smporary Internet Files and History Settings . [—

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for faster viewing later.

Chedk for newer versions of stored pages:
(@ Every time I visit the webpage
() Every time I start Internet Explorer
y

1 Automatically

(1 Never
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Logging In

Log into eVoucher using your Username and Password (both of which are initially assigned by
the court).

& CJA eVoucher

USER LOGIN

Existing user? Please log in.

Username: |

Password:

Forgot your login?

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

If you forget your username or password, you may click on the “Forgot your login?” hyperlink.
Enter your Username or e-mail address to retrieve your information.

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

Username: andjor

Email:

Recover Logon |

The Home Page

Your home page provides access to all of your appointments and CJA documents.
Security has been put into place that prohibits you from viewing information for any
other attorney. Likewise, no-one else will have access to your information.
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Folders on the Home Page

Your home page has several folders to organize your appointments and documents:

FOLDER
My Active Contains documents (including vouchers and
Documents authorizations) that you have already created and are

still in “edit” mode as well as those that have been
submitted to you for approval by an expert service
provider.

Appointments’ List

A list of all your active appointments.

My Proposed
Assignments

Cases will appear in this folder if an appointment has
been proposed to you, and you have not accepted or
rejected the appointment. (Not used by CAC.)

My Submitted

Contains vouchers for yourself, or for your service

Documents provider, which have been submitted to the court for
payment.
Documents submitted to the court requesting expert
services (authorizations) or interim payments will also
appear in this folder.

My Service Contains all the documents for your service providers.

Provider’s This will include:

Documents e Vouchers in progress by the experts

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

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

Note: If the service provider is entering their own
voucher, they will not have access to any other
information except their own voucher. Attorneys will
have access to all their service provider vouchers.

Closed Documents

Contains documents including vouchers that have been
approved by the court and automatically entered into
the CJA Payment System, as well as approved
authorizations.

Note: Closed documents are periodically archived by
the court and at that point will no longer be displayed
on your home page. However, they are still accessible
through the search features.
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Navigating in the CJA eVoucher Program

> Home

Menu Bar

Welcome F. Lee Bailey (Attorney)

Welcome F. Lee Bailey: | My Profile Attorney
‘ logged in

My Appointments: | View

Search Existing Appointments: | Search

Menu Item
Home The eVoucher home page (see section on Home Page)
Operations | Allows you to search for specific appointments.
Reports Selected reports you may run on your appointments.
Links Hyperlinks to CJA resources: forms, training materials,
publications, etc.
Help Provides:
e Another link to your Profile
e “Contact Us” e-mail
e Privacy Notice
Logout Logs user off the eVoucher program.

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

Resizing of Column:

1. Along the folder headings (e.g. case, defendant, type, etc.), move your cursor to the line

between the columns until an arrow appears.

2. Left click your mouse and drag the line in the desired direction to enlarge or reduce the

column size.

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

CJA eVoucher for Attorneys
Central District of California

Page 8




My Profile (including changing your username and password)
The My Profile section contains:

e Login Info: Change username (not required) and password

e Attorney Info: Enter Social Security Number, edit contact information, add additional e-
mail address(es)

e Billing Info: Enter EIN number and any firm affiliation

e Continuing Legal Education: Document any CLE attendance.

To access your profile page, click on the My Profile hyperlink on your home page (you can also
access My Profile from Help on the blue menu bar):

> Home

Welcome Denny Crane: { My Profile

My Appointments:  View

Search Existing

Appointments: Search

Click the Edit button on the far right of the Login Info section to access the username and
password fields. To edit the Username, type over the existing username and click the change
hyperlink.

To edit the password, click Reset. Type the new password in both fields. The new password
must be at least eight characters in length and must contain all of the following:

e at least one uppercase letter,
e atleast one number and
e one (basic) special character

For example, DCrane#1. You are strongly urged to change your password immediately and to
select a secure password (eVoucher will prompt you if your password strength is deemed
weak).

After typing the new password in the Password and Confirm fields, click the Reset button again
(as shown below).

CJA eVoucher for Attorneys
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Note: Click and hold the “eye” icon to unmask this field to check the accuracy of your

password. \

Login Info Username |Denm | change
Your Login information Password |unuu| -w~| = Strength:Excellent
Cn:mfirm| | *

= [Reset |

CM/EC |
LIsername

CM/ECF Password | |

CM/ECF Access is NOT validated

The eVoucher program provides a direct access to CM/ECF — enter your CM/ECF Username
and Password and click validate.

Note: If you work in any other district court (or the Court of Appeals) you can have the same
Username and Password for all courts. However, keep in mind that the eVoucher programs
look essentially the same once you are logged in. To avoid potential issues, DO NOT have
multiple versions of eVoucher open at the same time, be it different courts or multiple
versions for the same court.

CJA eVoucher for Attorneys
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Attorney Info

Also on the profile page is a section to enter your personal information (“Attorney Info”).
Attorneys must enter their Social Security Number into the Attorney Info section in order to be
paid, even if there is a firm EIN/TIN.

You can enter up to three email addresses in this section. These addresses will receive
automatic notifications from the system to alert you that a case has been entered into
eVoucher, if you have a document that is rejected, and when your voucher has gone through
all the approval processes and has been entered into the payment system.

Attorney Info Bar Number
Your personal info | |

SSN Instructions: Tax Identification Number:

If you are an appointed panel SSN- |666—12—3456 |

attorney, you are required to enter

your Social Security Number in the Confirm: |565‘12‘3455 |

SSN field. First Name Middle Last Name

If you are an associate only, do not |Denny ” ”Crane |
enter your Social Security Number in

the SSN field. Main Email

|DCrane@JusticeIsBlind.com| X |

Payee Certification: 2nd Email

This message informs you that the | |
Name and TIN entered are collected

pursuant to IRS Guidelines that 3rd Email
govern what information must be | |
collected by the judiciary for Phone Cell Phone Fax

payments made to non-employees
and other entities for services
provided and for purposes of issuing a
Form 1099-MISC. You have provided | Address 1 City

this information under penalties of |100 Main Street, Suite 100 | |San Francisco |
perjury and certify that:

|(415) 555-1212 | | | |

1 - The number entered as my SSN or Address 2 State Zip

EIN is my correct taxpayer | | |CALIFORNIA Vl |94104
identification number: and Address 3 Country

2 - T am a U.S. citizen, U.S. resident | | |UN1TED STATES vl

alien, or other U.S. person (a
partnership, corporation, company, or
association created or organized in
the U.S. or under the laws in the U.
S.).

CJA eVoucher for Attorneys
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Billing Info

The billing information section is for you to enter your billing information. Under Billing Type,
choose the Self-Employed option if the income is to be reported to your Social Security
Number. (NOTE: if you choose this option, the Tax Identification Number fields will not
appear.) If you work with a Firm, choose that option and enter the firm’s EIN/TIN in both fields.

Billing Info Billing Type:
List all available billing info records O Self-Employed
@ Firm

EIN Instructions:

If this billing information line is for a O Associate
pre-existing agreement with a law
firm, please enter the Firm’s Name Tax Identification Number:
and Employer Identification Number
Confirm: | |

Payee Certification:

This message informs you that the
Name and TIN entered are collected
pursuant to IRS Guidelines that
govern what information must be Name:
collected by the judiciary for |
payments made to non-employees
and other entities for services
provided and for purposes of issuing a
Form 1099-MISC. You have provided |
this information under penalties of
perjury and certify that: Address 1:

1 - The number entered as my SSN or | |
EIN is my correct taxpayer
identification number: and Address 2:

2 - Tam a U.S. citizen, U.S. resident | |
alien, or other U.S. person (a Address 3:

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

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

D Copy Address from Profile

Phone: Fax:
||

City: State:

Country:
| UNITED STATES

You will be required to type your name (or the name of the firm) in the Name field. If the
address information is the same as that entered into the Attorney Info section, you can check
the “Copy Address from Profile” box and the program will copy that information for you.
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Whether you choose Self-Employed or Firm, when you close this section, you will be assigned
a Billing Code:

Billing Info Your default billing info is:
o Denny Crane
List all available billing info records  gilling Code:09AC-001141

100 Main Street, Suite 100
San Francisco, CA

24104 - Us

Phone: (415) 555-1212
Fax:

The Billing Code must be obtained from the appointed attorney (see above screenshot).

Holding Period

The Holding Period section does not apply at the Appellate level, so you don’t need to do
anything with that section.

Continuing Legal Education

The section for Continuing Legal Education is provided as a convenient place to store
information regarding CLE credits. It is not mandatory to provide this information, but you may
find it useful to keep track of your CLE using this section.

CJA eVoucher for Attorneys
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Creating and Submitting Documents

Appointments
Locate the Appointment in the Appointments List area on your home page.

Click on the case number hyperlink to open the appointment record.

Appointments Defendant

Defendant: Vader, Darth
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 01/01/11

Pres. Judge: Miranda M. Du
Adm./Mag Judge:

Case: 9:14-AP-05450-NRS Defendant: Rjdd'e'-'. L [El'k? Lord ;""“_'lde"_"‘_“t]
Defendant £: 2 Representation Type: Appeal of a Trial Disposition

Case Title: USA v. Lord Voldemort grjer -[ll_YEE': Elﬁ‘lpf%iiplt;”g S
Afttorney: Denny Crane raer Date:

Pres. Judge: M. Randy Smith
Adm./Mag Judge:

Case: 9:13-AP-00587-NRS ‘— Defendant: Tom, ""!ﬂi“r:' ; I
Defendant #: 1 Representation Type: Other Types of Appeals

Order Type: Subs for Panel Attorney
Order Date: 01/10/13

Pres. Judge: M. Randy Smith
Adm./Mag Judge:

Case: 211-CR-024965-MMD
Defendant £: 1

Case Title: USA v. Darth Vader
Attorney: Denny Crane

Case Title: Ground Control v. Major Tom
Afttorney: Denny Crane

1 Page 1of 1 (3 items)

Note: There could be several pages of cases, so if you don’t see your case on the first page,
you may need to check the other pages:

ﬂ(

12

[[9%]

Paage 1 of 4 (36 items)

The Appointment page for this case will open on the Appointment Info page:

CJA eVoucher for Attorneys
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Detailed Payment

Create New Voucher

AUTH Create
Authorization for Expert and other
Services

Appointment Info

1 CTRDIST. DIV .CODE
|09

2. PERSON REFRESENTED
[Major Tom

[VOUCHER NUMBER

3 MAG. DET/DEF NUMBER 4 TAST. DET/DEF NUMBER

£ AFFEALS. DKT/DEF NUMBER
19:11-AP-03254-1

6 OTHER. DKT.DEF NUMBER

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

9 TYPE PERSON REFRESENTED

10. REFRESENTATION TYPE

|Appeal (from felony, misdemeanor,
jeroceeding under 18 US.C. §
41064 13 US.C. § 933, post-

CIA-20 Create
Appointment of and Autherity to Pay
Court-Appointed Counsel

CJA-21 Create
Authorization and Voucher for Expert
and other Services

CIA-27 Create
Statement for a Compensation Claim in
Excess of the Statutory Case
Compensation Maximum: Appeals

Reports
Appointment Repaort

Attorney Time Report

Defendant Summary Budget Report

Defendant Detail Budget Report

Reports

123 Justice Avenue
San Francizeo CA 94101
[Phone: 413-353-1313

[Ground Control v. Major Tom onviction pr ing under 28 |Appellant jOther Types of Appeals
[U.S.C. 882241, 2254 or 2233, and 29
[US.C.§1875)
11 OFFENSE(S) CHARGED
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER
[Perry Mason - Bar Number: 123456789 [[] € Co-Counsel [T F Subs for Federal Defender
[Mason & Street [7]© Appointing Counsel [P Stubs for Panel Attorney

|| R Subs for Retained Attorney [ ¥ Standby Counsel

[Frior Attorney's Name

|Appointment Dates
|Giznature of Presiding Judge or By Order of the Court
[District Judge
14 LAW FIRMNAME ANDMAILING ADDRESS Date of Order Tunc FroTunc Date
2/1/2011
Repayment [ | VES [7] NO
Vouchers on File
To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status
9:11-AP-03354— Major Tom (= 1) ALUTH voucher Closed
Claimed Ameount: 5,000,00 Psychologist h;g‘_‘ -05.0000063
Approved Amount: 2,500.00
Major Tom (# 1) Cla-20

Claimed Amount: 1,437.50
End: 05/31/2011

1-AP-03254-- Major Tom (= 1)

Start: D/29/2011 Claimed Amount: 2,000.00
End: 06/29/2011 Approved Amount: 2,000.00
Major Tom (= 1)

9:11-AP-03254-
S Claimed Amount: 1,674.23
Approved Amount: 1,597.70

Major Tom (= 1)

Claimed Amount: 2,000.00
Approved Amount: 2,000.00
Major Tom (# 1)

Claimed Amount: 490.50
Approved Amount: 450, 50

Creating the CJA 20/30 Voucher

From the list on the left hand side of the appointment page,

choose the CJA-20 option and hit Create.

Note: If you are working on a capital case, your options will

be a CJA-30 and CJA-31.

The CJA-20 document will open onto the Basic Info tab.
Navigation through this voucher can be accomplished by

clicking on the “tabs” shown below in yellow.

CJA eVoucher for Attorneys
Central District of California
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Perry Mason —09,0000064

INTERIM PAYMENT

ALTH iz Voucher Closed
Investigator ;3'_‘ —035,0000068
CJA-20 Voucher Closed

All vouchers
associated with
this case are
shown in this
section.

Perry Mason I & -09.0000071
FIMAL PAYMENT
ALUTH 2 Voucher Closed
Investigator i —09,0000078
CIA-21 Voucher Closed
Lisa Gara S -09.0000030

Paralegal Services INTERIM PAYMENT 1

Create New Voucher
AUTH

Authorization for Expert and
other Services

AUTH-24
Authorization for payment of

Appointment of and AuthoTTey
Pay Court-Appointed Counsel

Authorization and Voucher for
Expert and other Services

CJA-24
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™ CIA-20
Voucher
Entry

Def.: Tom, Major

Link to CM/ECF

Services

[ Basic Info | Services

I Expenses

» Claim Status

- Documents

» Confirmation

Basic Info

1. CIR/DIST/DIV.CODE
0978

2 FERS0N REFRESENTED
[Tom, Major

[VOUCHER NUMEBER

3 MAG. DET/DEF NUMBER

4. DIST. DKT/DEF NUMBER

S AFFEALS. DEKT/DEF NUMBER
[0:13-AP-00587-1-NES

6. OTHER. DKT/DEF NUMBER

7.IN CASE/MATTER OF{Case Name)

[Ground Control v. Major Tom

8. PAYMENT CATEGORY

|Appeal (from felony, misdemeanor,
jproceeding under 18 US.C. §

41064 18 US.C. § 983, post-
jeonviction proceeding under 28
[U.S.C. 882241, 2254 0r 2235, and 28
[US.CE1875H)

0 TYFEFERSON REFRESENTED

|Adult Defendant

10. REFRESENTATION TYFE

[Other Types of Appeals

Click on the Services tab. Enter the Date, Service Type (choose correct category from the
pull-down menu), Hours (in tenth of an hour increments) and a detailed Description. Click
the Add button to add the entry to the list:

—» | I\ Service and/or Expenses are out of the Voucher Start and End Dates.

™ CIA-20
Voucher
Entry

Def.: Tom, Major

Link to CM/ECF

g 2014
B services: $3200.00 -

Reports
Defendant Detail Budget
Report

Form CJA20

Basic Info | Services Expenses Claim Status Documents Confirmation
Services
Date : % Description Discussion with co-counsel regarding investigative work to
Service Type a. Interviews and Conferences v s be done.
Doc. # (ECF) l:l Pages l:l
Hours = at $125.00 per hour. % Add

* Required Fizlds

der, drag the column to this area.

Service Type Date Description Hrs Rate Amt
b. Obtzining =nd Reviewing Records  03/04/2013  Continue with record review 24 S125.00  $300.00)
a. Interviews and Conferences 03012013  letter to client 0.5 512500 562.50|
c. Legal Research and Brief Writing ~ 02/26/2013  Research re motion for change of venue 1.7 $125.00 §212.50
& Investigative or Other Work 02/26/2013  Initisl mesting with possible investigator to discuss locating witnesses 23 S135.00  S$287.50
b, Obtzining =nd Reviewing Records  02/20/2013  Continue review of record 3.3 512500 $412.50
a Interviews and Conferences 02(18/2013  Travel to and from prison L $125.00 S200.00|
2 Interviews and Conferences 02f18/2013  Preparation for, interview with, client 11 512500 £137.50)
¢ Legal Research =nd Brisf Writing  02/15/2013  Draft mation for continuznce 1.4 $12500  $175.00
b. Obtsining and Reviewing Records 02/13/2013  Continue rreview of trial transcript 0&  $125.00  $100.00)
b. Obtzining and Reviewing Records 02/11/2013  Reviewing trial transcript 21 $125.00  $262.50

12 Page 1of 2 (12 items)
| « First | | < Previous | | Next > | | Last » | | Save | | Delete Draft |

Please note there is NO AUTOSAVE function on this program. You must hit the
Save button periodically in order to save your work.

When you hit the save button, you may see what looks like an error message appear in

_ pink at the top of the page. This is a notification message that will be discussed in a later

section. It will not prevent you from entering your data (however, you won't be able to
submit this voucher until the corrections are made).

CJA eVoucher for Attorneys
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Note: the hourly rate is based on the date entered and will change accordingly if your
entries span different rate periods.
If you will not be completing your voucher at this point, hit the save button to save what you

have entered. When you return to your Home Page, this voucher will now appear in your
“My Active Documents” section. You may return to this voucher at any time by clicking on

the “Edit” hyperlink.

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status
9:13-AP-00587-M... Tom, Major (= 1) CIA-20 gucher Entry
St D24/2014 Claimed Amount: 3,325.00 Denny Crane
End: 04/24/2014

Expenses

Next, enter your expenses in the same manner as Service entries. Mileage will be
calculated automatically based on the date entered.

Basic Info Services [ Expenses Claim Status Documents Confirmation
Expenses

Date 02/28/2013| = % Description February postage

Expense Type |Postage - |

Miles at §0.5650 per mile,

Amount ' * Add

* Required Ficlds

To group by & partcular Header, drag the column to this area.

Mile Rate Amt

Expense Type Date Description
Long Distance Charges 02/28/2013 Collect calks in February from dlient a [+] 28.24]
Travel Miles 02182013 Round trip mileage to prison for client visit &4 0.5650 36,16

1 Page 1 of 1 (2 items)

« First || < Previous || Next = || Last » | 1l

CJA eVoucher for Attorneys
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To make a correction to an entry in either the Services or Expenses section, click on the
entry you wish to change (the entry will be displayed in the top section), make your
change and click the Add button again.

Note: The Delete Draft button will delete the entire document so DO NOT click on this
button unless you want to delete the document you are working on.

As mentioned above, once you begin entering data on the Services and/or Expenses
tab, you may receive what looks like an error message:

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

This error message will be removed when you complete the next section.

Claim Status

Basic Info Services Expenses [ Claim Status Documents Confirmation

Claim Status

— = —— N

* Requirad Figds

Payment Claims

) Final Payment

(®) Interim Payment |J Payment Number is
! requirad [##)

O Supplemental Payment

x

1. Have you previously applied to the court for compensation and/or reimbursemnent for this? ¥es  (_/No
If Yes, were you paid? Cives (Mo
2. Other than from the Court, have you, or to your knowledge has anyone else, recaived payment Ives [ INo

(compensation or anything of valve) from any other source in connection with this representation?

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

CJA eVoucher for Attorneys
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Enter the start and end date of this voucher. To easily find out what are the earliest and
latest dates, go to the Services (or Expenses) tab and click on the “Date” column
heading once to sort chronologically by the date:

Basic Info | Services Expenses Claim S
Services
* Required Fields

Date = %

Service Type | =

Doc. # (ECF) Pages

Hours *atrate 125.00

To group by 3 particular Header, drag the columm to this area.

Service Type @ Description
a. Interviews and Confere... 05/12/2011 3 phone calks, letter to client
b. Obtsining and Reviewin... 03/12/2011 Initial review of case

Phone call with Federal Diefander
case, letter from client

a. Interviews and Confere... 09/23/2011 Met with famiby at my office

Reviewed 3 boxes of documents ¢
brought

a. Interviews and Confere... 05/22/2011

b. Obtsining and Reviewin... 05/23/2011

Click on Date again and it will sort in reverse chronological order (to find the end date).
Once you have entered the correct start and end dates in the Claim Status section,
save the voucher and the error message should go away (if it does not, try refreshing
your browser).

Note: Not having the correct start and end dates on the Claim Status tab is the most
common problem experienced by attorneys with the eVoucher system.

CJA eVoucher for Attorneys
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Documents

The documents tab is available for you to attach pertinent documents to the voucher (or
any other document) you are submitting to the court. This section is also where you
would attached receipts for expenses.

Click on Browse to locate your file within your computer. [Note: In Safari, it will say
Choose File.] A separate window will open for you to search for the file you wish to
attach. Once you find the file, click the Open button within the pop-up window. You
then have the option to rename the file in the Description field. If you do not rename it,
it will default to the original name of the file. Click the Upload button to upload the file to
eVoucher. The document will appear in the list below. You can add as many
documents as you wish, but there is a 10MB limit for each document.

Basic Info Services Expenses Claim Status - Documents Confirmation

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

File Browse

Description | |
Description Delete View
InfoSummaryFill.pdf Delete View

You can Delete or View the documents as necessary.

If you are not submitting your voucher at this time, remember to hit the Save button
once you have uploaded your documents.

CJA eVoucher for Attorneys
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Confirmation

The last tab is the Confirmation tab which resembles the paper version of the CJA
voucher. It will list all the inputted hours in the appropriate categories as well as the

expenses.

CLAIMS FOR SERVICES AND EXPENSES

TOTAL
CATEGORIES AMOUNT
CLAIMED
15. | 2. Arraimment and’or Plea 0 $0.00
b. Bail and Detention Hearing { $0.00
c. Motion ] $0.00
d. Trial 0 $0.00
2. Sentencing Hearings 0 $0.00
f Bevocation Hearings ] $0.00
g Appeals Court 0 $0.00
h. Other { $0.00
Totals 0 $0.00
16. | 2. Interviews and Conferences 48 $600.00
b. Obtaming and Reviewing Records 187 2.337.50
¢. Legal Research and Brief Writing 54 $675.00
d. Travel Time 0 $0.00
e. Investigative or Other Work 42 $525.00
Totals 331 $4.137.50
17 Eﬁ?ﬁ (lodging, parking, meals, $36.16
1 (Other Expenses (other than axgpert $28.24
ramscrips, ef.) ’
GRAND TOTALS $4.201.90
(CLAIMED AND ADJUSTED) o

19 CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE

FROM: 253013  TO: 3293013

0. AFPOINTMENT TEEMINATION
[THAN CASE COMFPLETION

12.CLAIMSTATUS [[] Final Payment Intesim Payment (21}

[] Supplemental Paymen:

At the bottom of the voucher is an area where you can type a note to the court. Once
you are ready to submit the voucher, check the box and hit the Submit button.

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

Public/ Attorney
Notes

I 3wear and affirm the truth or correctness of the above statements

Pate: 4/25/2014 10:43:42

CJA eVoucher for Attorneys
Central District of California
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If you have done everything correctly, you will receive a Success notification and the
program will automatically assign the document a voucher number.

Home Operabons Reports CMECF Links Help logout

Success

Your voucher has been submitted for payment. You will receive a notification if we need more details.

Please keep the following voucher number for your own records:

0978.0009032

Back to:
Home Page
Appointment Page

Go back to your Home Page and you will see that the voucher has moved from the “My
Active Documents” section, to the “My Submitted Documents” section. You can still
click on the voucher number hyperlink and view the document, but it will be read only.

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
9 13-4P-00537M... Tom, Major (£ 1) ClA-20 Submitted to Court
Start: 02/05/2013 Claimed Amount: 4,201... Denny Crane ’ 1078.0009032
Ere 3f25/2013 ﬁ INTERIM PAYMENT 1

CJA eVoucher for Attorneys
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Rejected Documents

A voucher may be rejected by the court for a number of reasons. The court may also
reject a voucher and ask for clarification.

The court will write the reason the voucher is being rejected in the Public/Attorney Notes
section of the Confirmation page (see page 21). The program will send to the attorney
(using the email address(es) on the attorney’s profile page) an email with the reason
stated:

To: [Denny Crane],

Date: 5/20/2014 9:54:27 AM.

Document 0978.0009032 submitted for your appointment in case Ground Control v. Major Tom 9:13-AP-00587 is being returned to you for the following reason(s):
Information Summary Form not attached. Please download the pdf from the Links section of eVoucher, complete the form, attached to this voucher, and resubmit.
The document can be accessed via the C1A eVioucher program at (site link given)

Flease make the requisite changes and resubmit the document to the court.

If you receive an email that your voucher has been rejected, log into eVoucher and you
will see the voucher in the “My Active Documents” folder highlighted in gold:

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status
9:13-AP-00587-N... Tom, Major (+ 1) CJA-20 _ Voucher Entry f
Start: 02/05/2013 Claimed Amount: 4,201.90 Denny Crane & 078.0000032
Sokacto ~ INTERIM PAYMENT 1

It is a good idea to periodically log into eVoucher and check to make sure you have no
rejected documents (in case the email fails to reach you). Click on the voucher number
and go straight to the confirmation page to check the Notes section to determine the
reason the voucher was rejected. Once the voucher has been corrected, it can be
resubmitted by checking the “swear and affirm” box again and clicking the Submit
button.

CJA eVoucher for Attorneys
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Closed Documents

Once submitted, the document will go through the court review process:

e Initial review by a CJA staff person

e Reasonableness review by CJA Supervising Attorneys in consultation with
assigned judge.

e Review by the Administrative Circuit Judge (if the statutory maximum has been
exceeded)

e Return to the CJA court staff for final certification for payment

Once the document goes through this procedure, it will move from the My Submitted
Documents” folder to the “Closed Documents” folder:

= psed Docunmen

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
2:13-AP-00587-M... Tom, Major (= 1) CIA-20 \ Voucher Closed
el vy 1

The system will automatically send an email to the address(es) in the attorney profile
section to alert you that the voucher has been approved for payment.

You can still view this document by clicking on the voucher number, but it will be in
Read Only format.

Note: Periodically, court staff will archive closed voucher. When a document is
archived, it will be removed from the Closed Documents list. However, you can still
access the voucher by clicking on the case number on the Appointments’ List (on the
Home page) or using the search features.

CJA eVoucher for Attorneys
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whether a case
has the potential to exceed the statutory maximum allowed for representation.
Therefore, attorneys are encouraged to monitor the status of funds, attorney hours as
well as expert services, by reviewing the reports provided in the CJA eVoucher

program.

Viewable reports appear on the left-hand review panel.

Each panel, depending upon which screen you are
viewing, may have different reports available.

Each Report will have a short description of the
information received when viewing that report.

The two main reports are the Defendant’s Defendant
Detailed Voucher Report Summary Budget Report.

CJA eVoucher for Attorneys
Central District of California

Create

to Pay

Create

or Expert

Create

Reports

Defendant Detaied Voucher Report
Provides details on time spent and
remaining money for attorney and
authorized experts for this
appointment.

Defendant Summary Budget Report
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Defendant Detailed Voucher Report
This report will reflect the total amount authorized for this representation, any
excess payment allowed, the voucher submitted against those authorizations and
the remaining balances.

The report will provide the information in two sections: Attorney appointment and

authorized expert service Requests for
Excess Payments

Total Requested;
Total Approved

Budget Amount Requested:  $50,000.00
Budget Amount Approved: $50,000.00

Voucher Time Pericd Voucher Pending
#1 For Voucher MNumber Fees Expenses Total
Trawvel Other
Attorney: F. Lee Bailey  {Appointing Counsel) Active
1212172008 to 013072009 0275.0000054 30,00 50.00 su.m' 30.00 $3,100.00 2874 $1250 3 24 54680000, $46.20000

OUDN2011 1002282011 | 0976.0000058 36250 $5.10 $10.00 $77.80 50.00 50.00 s000 S46000.00 34683750

Voucher Total Pending: §77.60 Total Approved:  $3.581.24  $46.900.00  $46.837.50
#2

50.00 $0.00 .| . | 90 $15,500.00 $15,500.00

Pending For Vendor: |
Total Pending:

CJA eVoucher for Attorneys
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Defendant Summary Report

This report contains the same information as the Detailed Report without the individual
voucher data.

Type of Representation: Criminal Case i} i Numb Amount Claimed Amount Adjusied
CJa-28 0074.0000058 $35.000.00 $35,000.00
. ntheg : 000 CJA-29 0874.0000077 $15.000.00 $15.000.00
Budget Amount Approved: $50,000.00 Total: $50.000.00 $50.000.00
Tmcrona | Vot penara e
For Voucher HNumber Fees Expenses Total Fees Expenses Total
Travel Other Travel Other And Pending
Attomey: F. Lee Bailey {Appointing Counsel) Active
Total Pending: 7760 Total Approved: $354124 4690000 $46.83T S50

For Voucher Number Fees Expenses Total Fees Expenses Total l.ﬂ..t( After

Trawel Other Travel Dther And Pending
Authorization Number: 09760000055 Amount Requested: $15.500.00 Amount Authorized: $15.500.00 Attorney: F. Lee Bailey
Vendor: (Investigator]
Pending For Vendor: £0.00 Approved For Vendor: $0.00
Total Pending: £0.00 Total Approved: $0.00 $15,500.00 $15.500.00

Submitting Other Documents

For guidance on submitting Authorizations for Service Providers, CJA 21/31s, and/or
Travel Authorizations, please refer to the specific training manuals available under Links
(discussed below).
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Links

In the Links section on the blue menu bar, the eVoucher program provides links to
commonly used resources for CJA panel attorneys. Below is small example of the kind
of information available.

Home Operations Report: Links Help logout

\
General Information

C1A Guidelines | 1A Guidelines
ZJA Reference | Mational CIA Voucher Reference Tool
Youcher info | CJA voucher policies and procedures

Forms

Atty Acknowledaement | Complete this form for electronic signature authorization

Info Summary | Court of Appeals Information Summary Form

Training Materials
Atty Training Manual | €14 eVoucher Attorney User Manual

Websites

COA Website | Attorney section of the Court of Appeals public website

CJA eVoucher for Attorneys
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Creating a Request for the Authorization of Service Providers

From your Home page, click on the appropriate
Appointments representation:

Case: 9:14-AP-D0258-DCI h
Defendant #: 1

Case Title: USA v. Simpson
Attorney: Denny Crang

Case: 9:15-CR-00674-DC]

Defendant #: 1

Case Title: USA v Hannibal Lecter

Attorney: Denny Crane At the next screen,

in the Appointment

) h AUTH
section, choose . Authorization for Expe
Case: 9:13-CR-00114-DCJ AUTH from the list Y other services
Defendant #: 1 of options on the
Case Title: USA v. Durden left side of the CIA-20 Create

Attorney: Denny Crane Appointment of and Authority to

reen, and click
screen, and clic Pay Court-Appointed Counsel

on Create.

CIA-21 Create

Authorization and Voucher for
Expert and other Services

TRAVEL Create
Authorization for payment of
Travel

CJA eVoucher for Attorneys
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At the AUTH screen, the basic case information will appear at the top of the screen.

AU TH |+ Basic Info Documents Confirmation
Attorney
req uests BﬂSlC Infﬂ'
a u th D rl Zat | D n 1. CIELDISTDIV.CODE 2 PERE0ON FEFEESENTED
19AC Homer Si.mEsnn
3. MAG. DET'DEE NUMBER 1 DIST. DET DEF NUMBER ZA
Def.: Homer Simpson _ 0:1:
T.IN CASEMATTER OF(Case Name) 3. PAYMENT CATEGORY LT
R Felony (including pre-trial diversion
_ [USA v. Simpson of allesed felony) A dy
Link to CM/ECF 11, OFFENSE(S) CHARGED
21:830A=CDF DISTRIBUTE TO PERS0ONS UNDEE. 21/ CONTROLLED 5U
12 ATTORNEY S NAME AND MAILING ADDRESS EN
Denny Crane -
100 hiam Street, Swite 100 I
San Francizco CA 04104 W
Phone: (415) 553-1212 :
Cl
Tasks Priol
[ Appi
S
Link to Appointment it
14. LAW FIRMI ¥AME AND MATLING ADDRESS [Date
Link to Representation 1
Eep
Reports Order Date

Defendant Detail Budget

Report
Defendant Summary Budget

Report

MNunc Pro Tunc Date
Repayment L]
Estimated Amount -

Authorized Amount $

Basis of Estimate |

Description

Service Type |

Requested Provider |

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

You are required to enter the Estimated Amount, the Basis of Estimate (hours x hourly
rate), a Description of why the authorization is needed, and the Service Type. The
Service Type has a pulldown menu with the available options for this field. Hit the Save
button, especially if you are not ready to submit the authorization to the court. To

CJA eVoucher for Attorneys
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BasicInfo b Documents b Confirmation proceed, click on Documents at the top of
the screen, or the Next button at the bottom
of the screen.

Use the Documents section to upload any
documents relevant to the Service Provider,

Supporting Documents

File

prcven(2) e.g., CV/resume, justification memo, etc.

Documents are uploaded to this screen in
— e v the same manner discussed in the section
Thomas Magaum CV.pef Delets  vien on page 20.

Once your documents are uploaded, click on Confirmation from the top progress bar at
the top of the page. On the Confirmation page, you must check the ‘swear and affirm’
box and then hit the Submit button.

You should receive a Success message:

Success
Your voucher has been submitted for payment. You wil receive a notification if we need more details,

Please keep the following voucher number for your own records:

--09.0000030

Back to:

Home Page
Appointment Page

The authorization has now been submitted to the court.

Creating a CJA21 (or 31) with an approved authorization

Once again, go into your Appointments’ List on your home page and click on the case
number hyperlink.

Create New Voucher Select Create under the CJA-21 option.
AUTH Createll Note: If your case is a capital case, the option will be

Authorization for Expert and for a CJA-31.
other Services

CIJA-20 Create
Appointment of and Authority to
Pay Court-Appointed Counsel

Authorization Selection

@ You can select a previous authorization request Then Choose the “Use

Authorization and Vouchereo T E——— Previous Authorization”
E}(FIE'I_.. and other Services If your voucher compensation is under Opt|0n

the statutory limit and does not require
prior authorization.

Use Previous Authorization
previous authorizations and requests in
this appointment.
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A list of all previously approved authorizations will

appear. Select the authorization you wish t0 USe  |existing Requests for Authorization
by clicking on it. The Service type will be filled in ID Number: 31 Service Type: Psychiatrist
H H H d : Estimated A t: 4000
from the information located in the approved Tl e
aUthorlzatlon' ID Number: 32 Service Type: Investigator
Order Date: 09,/15,/2009 Estimated Amount: 3000
Authorized Amount: 2000 Requested Provider:
Then select the requested Expert from the drop-
down list. New Voucher Information
Service Type Psychiatrist

Unless the court has given this particular service | Peseee"
provider rights to complete their own vouchers,

the Voucher Assignment section will be grayed hovagiehigar il
out (with “Attorney” pre-selected). e

If the court has given the expert rights to complete | service Provider

You can search one of the service providers already in the system

their own vouchers, the attorney will have the OR you can enter the required information for another provider
option to choose either Attorney or Expert, but >

even if Expert is chosen, the attorney always First Name Middle  LastName -
create the voucher. Tz

Email =

After the name is selected, the  service Provider

You can search one of the service providers already in the system

Expert Info WIII appear CIICk ‘OR you can enter the required information for ancther provider
Expert — Frasier i d
on the Create Voucher button. o

Expert Info Frasier Crane
Details g5 7th 5t
SF CA 94104 USA
Fhone: 415-355-8954
Create Voucher

You will be taken to the CJA21 Voucher entry screen (identical to the CJA20 Voucher
entry screen). If the expert will be completing the voucher, it will become “read only” for
the attorney at this point and will be available for the expert to complete and submit to
the attorney for review.

If the attorney will be completing the voucher, proceed to the “Services” tab and enter
the date the service started, the total number of hours worked and the hourly rate. For
Description, you can reference an attached invoice. Click the Add button.
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To edit an entry, click on the entry in the lower section. The information will repopulate
the top section. Make your edits and re-click the Add button.

Basic Info | Services Expenses Claim Status Documents Confirmation
Services
*Required Fields

Date 05/01/2011 -Ch Description  See Attached invoice =

Hours 10 =

Rate 275 ®

" Delete ltem

Drag a column to this area to group by it

Date Description Hrs Rate Amt
03(01/2011 See Attached invoice 10 275 2750.00

If the invoice contains expenses, those must be entered separately on the Expenses tab
(in the same manner as above). Click on Expenses in the navigation bar.

Basic Info Services ¥ Expenses Claim St Documents Confirmation
Expenses
* Required Fields
Date 09/13/2011 * % Desciption Travel to/from meeting with defendant -
Expense Type Travel Miles =t
Miles 20 = rate per mile is 0,5100
e
Dirag & column to this area to group by it
Expense Type Date Description Mile Rate Amt
Travel Miles 3/13/2011 Travel to/from meeting with defendant n 0.51 10.20

The next section is the Claim Status section. As with other date fields, the eVoucher
program will default date the voucher with today’s date. You may get the following
message: ;!'\, Service andjfor Expenszes are out of the Voucher Start and End Dates. Enter the earliest (start)
date and latest (end) date that corresponds with the dates entered in the services/and
or expenses section. It can be the same date, e.g., if no expenses had been entered,
both the start and end dates would be 9/1/2011.
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Claim Status

Payment Claims
@ Final Payment
Interim Payment (pmt. number)

Supplemental Payment

Basic Info Services Expenses | Claim Status Documents

Start Dat = End Date “ =

Confil

The Payment Claims section must be completed by choosing one of the three options.
If the Interim Payment option is chosen, the payment number becomes a required field

and must be entered.

The next section is the Documents section. In this section, you will upload the actual

invoice provided to you by the service provider and any other relevant documents.
The final section is the Confirmation section, which is the actual CJA21 form. The

bottom half of the form contains the payment information. To complete this voucher,
check the ‘swear and affirm’ box and click Submit.

CLATMS FOR SERVICES ANDEXFENSES FOR COURT USE ONLY
16. SERVICES ANDEXFENSES AMOUNT CLATMED) ADJUSTED AMOUNT| REVIEW
2. Compensation $2.750.00
0. Taavel Expanses (lodging. pariing, 1020
meais, mileage, etc } -
. Other Enpenses $0.00
GRAND TOTALS $2.760.20
(CLAIMED AND ADJUSTED)

17.PAYEE'S NAME

Frasier Crane TIN: *#2.%2.5333
93 Tth

SF CA 94104 USA

Phone: 415-355-8984

/| Final Fayment
Tuterim Fayment (%)
Supplemental Fayment

CLAIMANT'S CERTIFICATION FOR FERIODOF SERVICE: FROM $/1/2011 TO #/13/2011

T ey ey Gumt s 2bove cleim i for yervices sendsrsd 2d i cormect 20d fat T have o1 30ught of received prymest (sompsesstion o aayiig of vais) from 2ay ohsr souros for Gess services

Signature of Claimant/Payee: /§ Date: 10/17/2011 16:35:3

18 CERTIFICATION OF ATTORNEY I hereby certify that the services were rendered for this case.
Signaturs of Attorney:

Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY
18 TOTAL COMF. 20. TRAVEL EXFENSES 1. OTHER EXFENSES 2. TOTAL AMT. AFFR/CERT.
$0.00 50.00 50.00 IZSD.DD

Eithar the cost (exriuding expenses) of thess sarvices doss not sxcesd $300, o1 pricr suthorization was obtzined; OR
Tn the intarest of justice the Court finds that timsly procursment of thes

3500

cassary sarvices could not aweit prior uthoriztion, sven though the cost (Exeiuding expenses) excasds

Signature of Presiding Judge Date Judge Code
24. TOTAL COME. 5. TRAVEL EXPENSES, 6. OTHER EXPENSES 7. TOTAL AMOUNT
$0.00 50.00 50.00 S0.00

25. FAYMENT AFFROVEDIN EXCESS OF THE STATUTORY THRESHOLD

Signature of Presiding Judge Date Judge Code
Attention: The notes you enter will be avalable to the next approval level,
Notes
I swear and affirm the truth or correctness of the above statements ‘
Date: 10/17/2011 16:37:0 ~ Submit
p ) e LN S

;< First H < Previous || Mext > || Last > | | Delete Draft ‘
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You should get a Success message:

Success

Your voucher has been submitted for payment. You will receive a notification if we need mare details.

Flease keep the following voucher number for your own records:

--09.0000033

Back to:

Home Page
Appointment Page

Click on the link to return to your home page.

The voucher will appear on your home page in your “My Active Documents” folder.
Remember, the prior procedure assumes the attorney submitted the voucher acting as
the expert. Whether the attorney completed and submitted the voucher, or the expert
did, the attorney must now approve the voucher. Click on the voucher number.

T ———

To group by a particular Header, drag the column to this area.
Case Defendant Type Status
9:09-AP-35411— Lecter, Hannibal (= 1] CIA-21 ) Submith to Attorney
Start: DB/0L/2011 Claimed Amount: 2,760.20  Frasier Crane ,/ —09.0000033
End: 09/13/2011 Psychiatrist FIMAL PAYMENT

It will take you to the Basic Info screen. If you have entered the information, you can go
directly to the Confirmation screen; if the expert has entered the information, you should
review it for accuracy. Since you are approving this voucher (instead of submitting it),
the bottom of the form will be slightly different:

+ T certify that I have reviewed the above

: information / AEM 0 Re iect

Date: 10/18/2011 11:14:37

Check the certify box and click approve. You will receive a Success message. If you
return to your Home page, the voucher will now appear in your “My Submitted
Documents” folder and the status will be “Submitted to Court.”
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1" DTS [ CIErS

To group by a particular Header, drag the column to this area.
Case Defendant Type Status
2:09-AP-35411-- Lecter, Hannibal (= 1) ClA-21 . Submitted to Court
Stz 09012011 Claimed Amount: 2,760.20  Frasier Crane --09.0000033
End: 09/13/2011 Psychiatrist FINAL PAYMENT

It will also appear in your “My Service Provider’'s Vouchers” folder.

Creating a CJA21 without an authorization

After selecting the appropriate case from the Appointments List on
your Home Page, select Create under the CJA-21 option.

Choose the “No Authorization Required” option:

Authorization Selection

Create New Voucher ; —
You can select a previous authorization request, re

Authorization for Expert and other

Services

CIA-20 Create
Appointment of and Authority to Pay

Court-Appeinted Counsel

Authorization and Voucher for Expre
and other Services

CIA-27 Create
Statement for a Compensation Claim in
Excess of the Statutory Case
Compensation Maximum: Appeals

No Authorization Required

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

Use Previous Authorization
Select this option to display a list of
previous authorizations and requests in
this appointment.
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The New Voucher Information Screen will appear. Use the drop down arrow to select
the Service Type (1). Even if there is no authorization for this particular case, the expert
may already be in the database from other cases in the system. Check for the name
using the drop down arrow next to the field for Expert (2). If the expert’s name does not
appear in the list, type the appropriate information into the required fields (3). Once you
are done, click the “Create Voucher” button (4).

New Voucher Information

Service Type Paralegal Services - ? Iﬂ
-

Description

Voucher Assigment

This indicates who will be

responsible for filing the

woucher clsim part

Service Provider

¥ou can ssarch one of the service providers already in the system
OR you can enter the required information for ancther provider

Expert - *! IE
First Name Middle  Last Mame

Della Street
SSNJETN:
555-11-6666
Email
dellastreet@justiceisblind. com
Phone Fax
415-555-6677
Address 1 City
123 Legal Lane San Francisco
Address 2 State Zip =
CA 94114

Address 3 Country

K Create Voucher ' E'

You will be taken to the CJA-21 voucher. A message will appear saying that the
voucher cannot be submitted until the expert is approved by the court. However, you
can create (and work on) the voucher while you are waiting for the court to approve the
expert. Once you click the Create Voucher button, the proposed expert will appear on
the CJA staff’s home page as a pending user. Once staff approves the expert, the
voucher can be submitted.

Home Operations Reports CMECF Links Help logout

_#, You cannot submit a voucher for an expert that has not been approved by the court.

|+ Basic Info Services Expenses Claim Status Documents Confirmation

Basic Info
1 CIR /DIST/DIV.CODE 2.FERSON REFRESENTED [VOUCHER NUM
= [Eomber, Tuen A
e 3. MAC. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER & APPEALS DKT/DEF NUMBER 6. OTHER DKT/.
Voucher #: 9-11-AP-00173-1

7.IN CASEMATTER OF(CaseName) |8 PAVMENT CATEGORY 0 TVPE FERSON REFRESENTED 10. REFRESENT
|Appeal (from felony. misdemeanor,
IS A

From this point, the process is the same as if the expert had an existing authorization.
Refer back to the instruction starting on page 34 of this manual on how to complete and
submit the CJA-21 voucher.
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Creating a 21/31 that the Service Provider will complete:

If the expert has already been given rights to complete and submit their own vouchers
(usually reserved for paralegals and investigators), the attorney will follow the steps
below.

After clicking on “No Authorization Requested” or “Use Previous Authorization” (see
page X):

(1) Click on the Service Type drop down arrow to choose the type of service provider

(2) In the Expert field, use the drop down arrow to find the service provider.

(3) Choose whether the Attorney or the Expert will complete and submit the CJA
21/31. Only if the court has given the Expert the rights to complete and submit
their own voucher, will this be an option. If those rights have not been given,
Attorney will be selected and this section will not be accessible.

(4) Click the Create Voucher button

New Voucher Information
Service Type Paralegal Services @ 1

Description

Voucher Assigment
This indicates who will be
responsible for filing the
voucher claim part
Service Provider
You can search one of the service providers already in the system
OR wou can enter the required inforn'b’_\aﬁnn for ancther provider

@ Attorney 3

Expert

Expert 2
Expert Info Della Street

Details a5 Seventh Street
San Frandsco CA 94103 USA
Phone: 415-555-5555

Create Voucher h 4

At this point, the voucher will become “read only” for the attorney. The service provider
will then be able to log in with their own credentials. The voucher will appear in their
“My Vouchers” folder on their Home Page. Once they complete and submit the voucher
(using the same manner described in this manual, starting on page 34), it will appear in
the attorney’s “My Active Documents” folder for their review and approval.
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