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Introduction

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

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

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

e On-line submission to the court.

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

Panel Management

e Allows attorneys to add applicable CLE credits.

Voucher & Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Upload supporting documents to vouchers or authorization requests

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

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

Browser Compatibility

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

Court Appointment

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

Some Courts may send a proposed email to the Attorney, awaiting acceptance of a specific case.
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Accessing the CJA eVoucher Program

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

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

Existing user? Flease log in.

Username: |

Password:

Forgot your login?

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

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

e One special character

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

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

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

Username: “ | andfar

Email: !

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



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

information.

Fonge 1 3

T e by i ey e

B bt

My Active Documents

Appointments’ List

My Proposed
Assignments

My Submitted
Documents

My Service Provider’s
Documents

Closed Documents

T

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

Breadcrumb Navigation

Attorney login

Menu Bar . .
confirmation

Home Operations Reports Links Help logout

Welcome Andrew Anders (Attomey)

v
=
Welcome Andrew Anders: My Profile

ATTORNEY My Appointments:  View

Home
Operations
Reports
Links

Help

Logout

e

The eVoucher home page

Allows you to search for specific appointments

Selected reports you may run on your appointments
Hyperlinks to CJA resources: forms, guides, publications, etc.

Provides:
e Another link to your Profile
e “Contact Us” email

Privacy Notice

Logs user off the eVoucher program

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Customizing the Home Page

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

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

Moving Folders

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

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

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

Resizing of Column

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

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

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

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

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

To group by a particular Header, drag the column to this u'ea|
Case Defendant Type T Status

» Hold the cursor and drag the header to the Group by: Header bar.
Togr 3 drag the column to this area.
C
Ca nt Type v Status

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

¥ 1
iy

Group by: Case - N
Case Defendant Type © Status

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



My Profile

In the My Profile section, the attorney may:

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

e Document any CLE attendance (Continuing Legal Education section).
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Click the My Profile link from either the Home screen or the Help menu bar to open the My Profile page.

Home Operations Reports Links

> Hame

ATTORNEY

Help logout
My Profile I..I
Contact UMW,

Welcome Andrew Anders (Attorney)

Privacy

Welcome Andrew Anders: | My Profile

My Appointments:

ome Operations Reports Links Help logout

Help { My Profile I

Welcome Shawn Shawnston (Attormey’

Login Info

Your Login information

Attorney Info

Your personal info

Billing Info

List all available billing info records

Continuing Legal
Education

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

UserName shawnston.shawn

Bar Number: 11253
Your Name: Shawn Shawnston

Your Comtact Info:

Phone: 509-458-3400 | Cell Phone: 111-555-1212
Fax:

jaime_white@waed.uscourts.gov

Your Addiress:
820 W Riverside
Spokane, WA 99210

us

Your default billing info is:
Shawn Shawnston
Billing Code:0980-000379
920 W Riverside
Spokans, WA
99210 - US
Phone: 503-458-3400
Fax:

No info has been stored.
Please click VIEW to type your infao.
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Changing My Profile Username and Password

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

To change your Username,
type the new Username
and click change. It will
show “The Username has
been changed.”

To reset your password,
click reset.

Type the new
password and retype it
in the Confirm field.

Click Reset to
save.

Click Close to exit
the Login Info
section.

= Help = My Profile

Welcome Andrew Anders (Attorney)

Login Info

Your Login nform

> Help > My Profile

Edit

UserMame Anders

Welcome Andrew Anders (Attorney))

Login Info

Your Login information

= Help = My Profile

Username Anders

change
reset

Password =zxx

Login Info

Your Login information

Username Anders change

Password eeessssl = Strength:Strong

Confirm =
1
|Reset |
= Help = My Profile Welcome Andrew Anders (Attomey)
Login Info Username Anders change
(T Password = reset

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

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

Make any necessary
changes.

Click Save.

Attorn Info Bar Number: 12345 -
) <y : Your Name: Andrew Anders
Your personal info
Your Contact Info:
Phone: 210-833-5623 | Cell Phone: 702-555-1212
Fax:
deadmail @support.aotc.uscourts.gov
deadmail @support.aotx.uscourts.gov
deadmail @support.aotx.uscourts.gov
Your Address:
110 Main Strest
San Antonio, TX 78210
Lsa
Attomq Info Bar Number I
Tax Iden!flcamn Nurmber: _
SSH Instructions: SSN: | 888-44-6666 !
If you are an appointec_l panel Confirm: | 888-44-6666 |
attorney, you are required to enter L
your Social Security Number in the SSN | = First Name Middle Last Name
field. _Andrew | | _Anders
If you are an associate only, do not
enter your Social Security Number in Main Emai
the SSH fied |deadmei@support.aotx. uscourts. gov
2nd Email
3rd Email

_F_’hom_‘-_\__ L . Cell Phone . _Fax
(210-833-5623 IR :

Address 1 - Cry
_110 Main Street | |San.-*.nl0mo |
Address 2 State Zip
| [reas V] [rs210
Address 3 Country
| [unrTeD STATES v

Note:

e Each attorney (except Associates) must enter his or her social security number
into the user profile or they will not be paid.

e The Country field will automatically populate UNITED STATES unless otherwise
indicated.

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

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

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

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

To add CLE information, click Add.

:mmmrglegal Tk [ ] | [

search: ||
Files Creiit Dt Howrs Salject

Ha Comingng Legal [dycaton

e Sats

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

Continuing Legal T o
Education

|Cred! Senbendng-re W' |
Dat= [osf01/2014 |2
Hours [

Descripbon

Doament After you save the informaton about s Conbnung Education, you wil be able to upload related doouments

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

Click Save.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Note: After information is saved, you’ll be able to upload related PDF documents.

Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

| Back | | save |

Credit |5-ent|!m:iﬂg-n: W
Date [05/15/2014 | =)
s o]

Description

—_—
Document [ I erowse... |
|

B Click Save.

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

e e P i M P ==

Files Cresdit Date Houwrs Subject
] SentEndn... 05{15/2014 o

1 Page 1of 1 (1 items)

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

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

Appointments Defendant
. Representation Type: Criminal Casa
Click the case number ol ‘Order Type: Appointing Counsel
h link t th Case Tithe: LUSA v. Branson Order Date: 03/03/14
yper.ln O open the Attormey: Andrew Anders T fun- e
Appointments page. Aﬁnﬁl_hg,‘l.l!gn:
. 1:14 A Defendant: Jebediah Branson
Case: 1.1t -:iR]:DESGS A4 Reprasentation Type: Criminal C
Case Tithe: USA v, Branson Order Type: Appainting Counsel
Attorney: Andrew Anders Order Date: 12/21/10
: Pres, Judge: Albert Albertson
Adm. Mag Judge:

Appointment Appointment Info

1 CIR ST DIV COTE. 1 FERSOX RIFRESENTED FOUCHIR NUMBIR
View 101 ebediah Brasson
P LT | 3. MAG. DET TEF NUMBER 4 DIST DKT DEF NUMEBER & AFFEALS DKT DEF XTMEER & OTHER. KT DEF NUMBER
Representation vouchers reka 14 CR 08503 1A
i t T.IN CASE MATTER OF(Case Nussa) & PAVMENT CATEGORY 9. TYFE PERSON REFRESENTED 10 REFRESENTATION TYFE
Eadv . IFslony (mchudng pee-trial diversion o
x new v JUSA . Bramon " o) |4 dult Defrndact Criminal Case
- 5 11 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY 'S NAME ANDAAILING ADDRESS 13 COURT ORDER.
Create New Voucher adre Anders - Bar Nember: 12345 []A Ameciate [(]€ Co-Commed
Attorn ey CJA 20 AUTH ;:: }mm?':i . []F Sube fou Federal Bufondis 7] 0 Appoiating Cosanl
Austherizaban for Expeer b arid other bt ‘10-535-“5‘3 [ Subs foar Pamel Amarney [ ] R Sabe for Retuimed Aniorney
Voucher Services & SE ]V Standby Comasal
Template AUTH-24
p Authorization for payment of ranscript m&:‘m
‘“-..._: bCIA- 20 2 [Eigmaress of Presiing Fadige or Ev Order of the Dot
.5.:130":"‘!4“'.'. of .'_"l': Authonty to Pay DL LAW FTRM NAME ANDMAILING ADDRESS MKE-IIH' Baa Numc Fro Tese Dt
Court-Appointed Counsel 3014
C1A-21 Create Regavmet [ VES [ %0
/ phustherization and Voucher for Expert Grﬂup H'Eader Bar
Expert CA 21 CIA-26 . Vouchers on File
m Create i
Voucher Statement for o Coopersaton Com 0 ) | To groun by a partdar Header, drag the colmn 1o this area, = Semsch:
Tem plate Compersation Madmum: District Court Case Defendant Type Stabus
TRAVEL Craat §: § 4R 4 e Jebwedish Brangon (= 1 ClA20 Submitted b Court
Aihortmation For payment af Travel oot QUL Climed Amount: 77840 Arckew Anders # L101,0000001
Enc: DBOSR0I4 INTERIM PATHENT 1
11408, 08805 A4 sebechah Br (=1 AUTH
Reports B T MMHTI.MW Chemist, Toeoscologist > w;:g;gzzz:,m?n
Detailed | o —— ki -
11 A E A Jebediah Branson [= 1 ALITH-24 Voucher Cloged
Payment Reports Defendant Detad Bucoet Report Srun: DEAMI0LE Clamed Ameurit: 0,00 |1'
0101 O00R 5
Detad budget info for defendant ~- DED&0E Approved Amount: 0,00
1 14-0R DRA05 A< Jabwschinh Branson (= 1) ClA-21
o . o s Claimed Amourte: 0,00 Luz Garcia L N et
Totals iy of budget info for B YL s, Fibes Expart
defendant 111408 QAR5 -AA- Jebacish Branson (= 1) 124 IS Vouther Entry
st OBOREL4 Claimed Amount: §.00 Teresa Transcripts N Edif
All vouchers P L sty
- . ‘ 114 A Jebsccah B (21 ALTH-24
associated with LI4-CR08005-4A- LR &y oy
. Enc: DLOL/IS01 E
this case are ;
) L:14CR Qameaa- Yebsedksh Brangon (= 1 CIA-24 Submitted to Attomey
dlspla‘,red. D014 Claimed Amount: 14.50 Teress Transarpts F 01010000145
nc: BEOARN4
1 Page 1 of 1 (7 items)
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View Representation

The View Representation information will display:
e Default excess fee limit

Presiding judge

Magistrate judge

Co-counsel

Previous counsel

From the Appointment page, click
View Representation.

Appointment

Help  logout

Representation Info

1. CTRUTIST/TIV.CODE 2_FERS0N REFRESENTED [VOUCHER NUMEER
101 Tebediah Branzon
A MAG. DETDEF NUMBER 4 DIST. DKT/DEF NUMBER S AFFEALS DKT/DEF NUMEBER 6. OTHEE. DET.TEF NUMEER.
1:14-CR-08805-1-AA
7. IN CASE/MATTER OF(Case Name) S FPAYMENT CATEGORY 9. TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
[USA v. Branson Felony (inchuding pre-trial diversion |, o 1 1y fordant Criminal Case
jof alleged felony)
Representation Report 11. OFFENSE(S) CHARGED
135:1825 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
S0 000 00 Albert Albertson
App.ID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support. aotx.uscourts. gov

Click Home on the menu bar at the top of the page.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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CJA 20 Voucher Process Overview

Attorney enters
time/expenses

Court processes
voucher for
payment

Court CJA Unit
audits voucher

Court approves or
and submits rejects voucher

voucher

Creating the CJA 20 Voucher

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

Note:
All voucher types and documents function primarily the same.

From the Appointment page, click Create

from the CJA-20 Voucher template. CJA-20

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

| Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
1 CTE.TDIST/DIV.CODE 2 FER30N REFRESENTED [VOUCHER NUMEER
101 [Tebediah Branson

Link to CM/ECF

3 MAG. DEKT/DEFNUMBER 4 DIST. DKT/DEF NUMBER

1:14-CE-08803-1-AA

&£ APPEALS DET/DEF NUMEBER 6. OTHER. DKT/DEF NUMBER

Voucher #: 7.IN CASEMATTER OF(Case Name) |8 PAVMENT CATEGORY o TYFE FERSON REFRESENTED 10. REFRESENTATION TVFE
[USA v. Branson Felony (including pre-trial diversion [, . pegun gan Criminal Case
armeas Jof alleged felony)
ki 3 11. OFFENSE(S) CHARGED
= i 13:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMATLING ATDRESS 13 COURT ORTER
|Andrew Anders - Bar Number: 12345 []A Associate [[]€ Co-Counsel

(5] Expenses: $0.00

Reports

Defendant Detsil Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report
Totals only of budget info for
defendant

110 Main Street
San Antonio T 78210
[Phone: 210-833-3623

DFﬁMMF&&'{ﬂm OAp])nﬁnﬁngCo’nmd
[P Subs for Fanel Attorney [ | R Subs for Retained Attorney
[[]¥ Standby Counsel

[Frior Attorney's Name

14 LAW FIRM NAME ANDMAILING ADDRESS

| Appointment Dates
|eiznature of Tudge or By Order of the Court
Albert Albertzon

te of Order Nunc Pro Tunc Date
3/3/2014

Repayment [_| YES [J]|NO

Payment Info

Preferred Payee | Andrew Anders %

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

12345 -USA

Phone: §88-555-4000
Fax: 888-555-4001

[C=rist [ <Previous || mext> |[ Last» | [

| Delete Draft

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




Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

e

CJA eVouchers for Attorneys | 15

CJA-20 [» Basic Info Services Expenses Claim Status Documents Confirmation

Attorney Enters

« First < Previous Next > Last »

Save

Delete Draft

//ﬁ

Progress Bar appears at the bottom of the screen.

Notes:

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

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

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

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

Click the Services tab or click Note:
Next, located on the progress There is NOT AN AUTOSAVE function on
bar. this program. You must click SAVE

periodically to save your work.

Basic Info | Services " Expenses Claim Status Documents  Confirmation

Services
Date * % Description
Service Type | IZ| =
Doc. # (ECF) l:l Pages l:l
Hours l:l #  at $126.00 per hour, Add

* Required Fields

11/2014

ticular Header, drag the column to this area,

Service Type Date Description Hrs Rate Amt
penses: $0. s
Reports
Defendant Detail Budget Repart
Detail budget info for defendant
Form CJAZ0
Defendant Summary Budget Report
Totals only of budget info for Mo datal
defendant
| «First || < Previous || MNext = || Last » | | Save | | Delete Draft
Enter the date of the service. The
default date is always the current Services
date. You may type in the date or Date ‘ 5f11/2014 |= E Description
click the calendar icon to select a

date from the pop-up calendar. Service Tape 1 dune 2014

Doc.# (ECF) |: = Sy Mo Tu We Th Fr 5Sa

[ » 1. 2 3 4 5 & 7

» 8 9 101|122 13 14

* Required Felds

+ 15 16 17 18 19 20 N |
» 22 23 24 25 2% 27 B -
» 29 30 1 : 3 + 5 .

Service Type

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Services (cont’d)

From the Service Services
Type drop-down Date [6/11/2014 | =i Description
menu, select the Soriges Tne [| [ TI,
service type. i
Doc. # (ECF) In Court Services A
a. Arraignment and for Plea |
Hours
NOte: b. Bail and Detention Hearing
q ® Requined Felds
You may add dates in any order. You c. Motion
can sort in chronological order at any 4. Trial
time. Service Type e, Sentencing Hearings
Enter hours of Services
service in tenths Date sie_|o L ——
of an hour. Service Type  |a. Aralgnment and/or Plea >[4 arraignment of Defendant.
Doc.# (ECF) Pages : _Jz

Hours ; 05)= at §126,00 per hour, Remaove

Enter a T P
description.

Note:
Click ADD.

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

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

Services
Date e |28 Deaomn
sense e . ‘
pectEF) | | Pages I: . v
Hows | |+ at81m00perho. [Add ]| Remoee |

* Required Fieids ——

Service Type Date Description Hrs  Rate  Amt
u. Arregnewed and/or Pea DE/11/2004  Forst appaarance and armignewedt of Defendant 05 126,0000 E.iJI}

1 Pmldl{llhl)‘

| aFrst || <Previous || Met> || Lasts | [ save | | Delete Draft |

St . S . .
P Click the Date header. This will sort services according to date.

Click Save.
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Entering Expenses

Click the Expenses tab or

click Next.
> Basic Info Services |r Expenses Claim Status » Documents » Confirmation
Expenses
Date 6/12/2014 | * = Description
Expense Type | v [*
Miles [ ] atsn.s600 per mile. .
Amount I:l | Add || Remove
* Required Fields
To group by a partcular Header, drag the column to this area
Expense Type Date Description Mile Rate Amt
Mo data
«First | [ < Previous |[ Mext» |[ Last» | [ save | | Delete Draft |
From the Expense Type drop-down Expenses
menu, select the applicable expense. Date liﬁfuﬂﬂl“ ¥ E
Expense Type ||| w [
Miles Travel Miles
Amount Travel Misc.

* Required Fields

Expense Type

Fax

Long Distance Charges
Photocopies

Postage

Other Expenses

| «First || < Previous || Next> ||

Last» |
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Entering Expenses (cont’d)

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

Enter a description in the Description field.

Expenses
Date s/12/2014 | =) Description Travel to and from Court]
Expense Type |Travel Miles v |=

Miles [ 20/ at$D.5600 permile. =

Amount I Add ” Remove

* Required Fields

Expense Type Date  Description Mile Rate Amt
Mo data
| =rist_|[<previows |[ Next> J[ test> | [ save |  [Deleteonor] |
Click Add.

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

Expenses

DM [en22014 |+ Description *
Expense Type | v -

Miles [ ]* at$0.5600 per mile. .
Amaount | Add || Remove ]

* Required Fields

Expense Type Date Description Mile Rate Amt
Travel Miles 0&/12/20... Travel to snd from Court Fill 0.5600 11.20
g Page 1 of 1 (1 items)
|_«First || <Previous || Mext> || Last» | | save | Delete Draft
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Entering Expenses (cont’d)

Notes:

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

e Double-click an entry to edit.

Expenses

o [opos |+ Descpon

Expense Type -

Miles at §0.5600 per mile. ’

Amount |:|* | Add |] Remove

* Required Fields

Expense Type | Date | Description Mile Rate  Amt
Phokocopes 06/12/20... Copées - 100 pages & .15 per page o [+ 15.00
Travel Miles 0&6{12/20... Travel to and from Court 20 0.5600 1120

1 Page 1 of 1 (2 items)

[ =First |[ < Previous |[ Net> |[ Lest= | [ save | Delete Draft

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

Click Save.
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Claim Status

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

¥, Service and/or Expenses are out of the Youcher Start and End Dates.

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

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

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

Claim Status

startDate  [0s/11/2014 | = 2 EndDate  [5/12/2014 | =
Fraid:
Payment Claims
Final Payment: ]
2| (payment &) =

& Interim Payment

Supplemental Payment

1. Have you previously applied to the court for compensation andfor reimbursement for this? & Yes

If Yes, were you paid? ® yps
2, Other than from the Court, have you, or to your knowledge has anyone else, received payment ‘Yes ®inNp
(compensation or amything of value) from any other source in connection with this representation?

[ «rirst ][ <Previous |[ Mext> |[ Last» | [ Delete Draft |

Indicate payment type.

Note:

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

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

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

Answer all the questions regarding previous payments in this case.

Click Save.
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Documents

Attorneys (as well as the court) may attach documents.
Attach any documentation that supports the voucher, i.e., travel or other expense receipts, orders from the court.

Note:
To add an attachment, click Browse to locate your file. All documents must be submitted in PDF
format, and must be 10 MB or less.

Add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie GAADeVouchenCJA eor  Browse

Description |Cu pies of receiptd

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

Supporting Documents

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

Fie Browse. .
Description [ ]
Description Delete  Wiew

Delate Wigw

Copies of receipts

[ <rwst |[ <previous |[ Next> |[ Lasts | | [ save || [ Deeteorar |

B Click Save.
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Signing and Submitting to Court

CJA eVouchers 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 Last on the progress bar.

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

Confirmation

1. CIR TIST/DIV.CODE 2. FERSON REFRESENTED [VOUCHER NUMBER

0101 sbediah Branson

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

¥ CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY

[Felony (including pre-trial diversion

% TYPE PERSON REFRESENTED

10. REFRESENTATION TVFE

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

[USA v. Branson ot allered felony) Adult Defendant Criminal Case
11. OFFENSE(S) CHARGED

15:1823.F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER

Andrew Anders - Bar Number: 12343 []A Assodate []€ Co-Counsel

[[]¥ Standby Counsel

14 LAWFIRM NAME ANDMAILING ADDRESS

Andrew Anders TIN: ***-**-6739
123 Legal Blvd. South
AnyTown DC 12345 USA

[Prior Attorney's Name
|Appointment Dates

Albert Afbertson

[C]F Subs for Federal Defender [7] O Appointing Counsel
[ ]B Subs for Panel Attorney [ | R Subs for Retained Attorney

Siznature of Presiding Judze or By Order of the Court

Ioane: 8885354000 J;a;e;g;);w Nunc Pro Tunc Date
[Fax: 888-353-4001 Repayment [ VES []NO
‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS Tm"‘.i‘ ADJUSTED | ADJUSTED =
CATECARIES CLADMED ;‘L‘f\h‘; HOURS AMOUNT EVIEW
15.] 2 Arraignment and'or Plea 0.5 563.00
b. Bail and Detention Hearing o $0.00
c. Motion 0 $0.00
d. Trial 0 50.00
e. Sentencing Hearings 0 50.00
f. Revocation Hearings 0 50.00
g. Appeals Court 0 50.00
h. Other 0 $0.00
Totals 0.3 563.00
16. | 2. Interviews and Conferences 0 50.00
b. Obtaining and Reviewing Records 0 50.00
c. Legal Research and Brief Writing 0 50.00
d. Travel Time 0 $0.00
e. Investigative or Other Work 0 50.00
Totals 0 50.00
- |Travel Expenses (lodging, parking, meals,
17 - $11.20
mileags, eic)
s [ ther E.x?m%:s (other than expert, 51500
ranscripis, eic.)
GRAND TOTALS 530,20
(CLAIMED AND ADJUSTED) -

19. CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE

FROM: /12,2014  TO- 6/122014

0. AFFOINTMENT TERMINATION DATE IF OTHER
AN CASE COMPLETION

Izl. CASE DISPOSITION

2. CLAIM STATUS [] Final Payment [] Interim Payment

Har

were you paid” ] YES§ [ NO
any other source in connection with this representation?
1 Swear or affirm the truth or correctness of the above statements.

[ ¥ES

Signature of Attorney:

2 you Previously applied to the court for compensation and/or reimbursement for this?

[] Supplemental Payment

[]YES []NO

Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation of arvthing of value) from
If yes, please attach supporting documentation

0 No

Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY

3 IN COURT COMP. 4 OUT OF COURT COME. '8 TRAVEL EXPENSES )6 OTHER EXPENSES [27 TOTAL AMT APFRUCERT.
50.00 50.00 50.00 50.00 50.00
[28 SIGNATURE OF THE PRESIDING JUDGE [DATE [282 JUDGE CODE

[ IN COURT COMP.

50.00 50.00 50.00

|3|). 'OUT OF COURT COME. |31. TRAVEL EXPENSES

2. OTHER EXPENSES
50.00

53 TOTAL AMT. APPR/CERT.
50.00

|eicess of the suatusory dureshold amsuns

|4. SIGNATURE OF THE CHIEF JUDGE, COURT OF APFEALS (OR DELEGATE) Payment approved in

[DATE

|4a. JUDGE CODE

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

Public/Attorney
Notes

Date:

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

[Cefirst ][ <previous |[ MNext> |[ Lasts | [ save

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

Verify the information is correct.

Scroll to the bottom of the screen.

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

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

Public/Attomey
Notes Notes

| I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | A Submit
[ «Frst || <Previous |[ mexts> || Last» | | save | | Delete Draft |

Click Submit to send to the court.

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

Success

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

0101.0000150

Back to:

Home Page
Appointment Page

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

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

To group by & particular Header, drag the column to this area. Sﬂrd'::’

Case Defendant Type Status

1; 14-CR-0BR05-A4- Jebediah Branson (= 1) ClA-20 Submitted to Court

e D612/2014 Claimed Amount: 59,20 Andrew Anders A 01010000150

End: D6M12/2014

14 AR~ Jebediah Branson [= 1) C1A-20 Gubmi

St 14 Claimed Amount: 778,40 Andrew Ariders / .H!d to Court

End: 0652014 INTERIM PAYMENT 1

1;14-CR 0880544« Jebediah Branson (= 1) AUTH - Submstted to Court

Starr 040212014 Claimed Amount: 1,000,00 Chemist, Toxcologist A& 01010000002

End: 01L04/1900
1 Page 1 of 1 (3items)
Notes:
e [Ifavoucherisrejected by the court, it will reappear in the My Documents section and will be highlighted

in gold.

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

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

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

Voucher #: 0101.0000150

o Services: §63.00 -

e Expand the item by clicking the down it

arrow (v) to reveal specifics. Service Hours
Arraignment and/or oS
Fiea )

Bai and Detenticn o
Hearing
Motion Hearings o
Tirial ]
Sentencing Hearing ]
Revocation Hearings 1]
Appeals Court 0
Other o
Totals o5

Out of Court Services
Service Hours
Interviews and 5

ces
Obtaining and
Revieving Records
Legal Research and
Brief Writing
Travel Tima o
Investgative and 5
Other Work

Tatals

o

(5] Expenses: $26.20

Travel

Totals

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



CJA eVouchers for Attorneys | 27

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. Items to remember:

e  Viewable reports appear on the left review panel.

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

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

e  The two main reports are the Defendant Detail Form CIAT0
Budget Report and the Defendant Summary
Budget Report.

Defendant Detail Budget Repart
Detail budget info for defendant

Defendant Summary Budget Repart

Totals only of budget info for
defendant

Other accessible reports can be found on the menu bar.

Home Operations Reports Links Help logout

= Reports

Internal |

Appointrnent Report

Attorney Time
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Defendant Detailed Budget Report

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

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

Type of Represantation: Criminal Cags
Budget Amount Requested: $0.00
Budget Amount Approved: $3.900.00

Fonding S ews | amountRemaiing
prm m Feas Expenzss Tiodal Fass Expansas Tatal aftar approved | After Approved
Traval Orthar Trawel Ofther And Panding
Attorney: Andrew Andars  (Appolnting Counssl) Active
0972372015 o 00232015 | 0101.0000001 $0.00 S0.00 F0.00/ $0J00| %5,3:0.00 £0.00 000 $6.350.00 $3,550.00 $3,550.00
010171501 to 01/D11901 30.00 30.00 F0.00 S0L00 $0.00 50.00 S0L00 S0.00 33.,550.00 33,550.00
010171501 to 01011901 $0.00 $0.00 F0.00/ £0.00 $0.00 £0.00 £0.00 $0.00 $3,550000 $3,550.00
Total Panding: $0.00 Total Approved: $8.350.00 $3.550.00 $3.550.00
Panding amount Remalning
Time Parbod Vouchar
For Vouc Humbar Feag Expenzss Total Fags Expansas Tatal Aftar approved | After Approved
Traval Orthar Trawel Other and Panding
Authorization Number: 0101.0000002 - -
spacialty: Chemist, Ti s Amount Requested: $1,000.00 Amount Authorized: $0.00 Attomey: Andrew Andars

= — I
Counssl CJA20 or CJA3D

vouchars 5 well 38 vouchsrs for Fass Expenass Total Feag Expenass Total Approwed and Pending
Expart or Servicea on CJA21 of Travel Other Travel Otner Faea Fese and
submitisd sxpenditures for thiz Expanzaa
+Doas not "‘:";- Travel Auth $0.00 $0.00 $0.00 $0.00 $6,350.00 $0.00 $0.00 $6.350.00 $6,350.00 $6,350.00
Thursday, November 05, 2015 - ver. 1.1 Page 101
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Defendant Summary Report

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

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

Typs of Representation: criminal Cass
Sudgst amount Requssted: $0.00
Budgst amount Approved: $3,900.00

Panding o Approwed Amount Remalning
ll-‘:':fm m: Fegs Expanzas Total Faas Expensss Ttal After Approved | Aftsr Approved
Trawvel Other Trawal rthar And Pending
Attomey: Andrew Anders  [Appointing Counssal) Active
Total Pending: $0.00 Total Approved $6,350.00 $3,550.00 $3.550.00
Pending Amount Remalning
mm m Faes Expenzss Total Feas Expansas Total Aftar Approved | After Approved
Travel Other Travel Other and Panding
spsclalty L amount Requestsd: $1,000.00 amount authonzea: $0.00 Afiorney: ANdrew Andsrs
e Pars T e e
Counssl CJA20 or CJAID
vouchers as well 38 vouthsrs for Faes Expansss Total Feas Expanass Total Approwed and Pending
%’h‘.}mﬁﬁhﬂ Travel Otner Travel other Fess Feas ang
submitied sxpenditures for this paN6a
"n"'“"m' it #6 Travel Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $5.350.00 $6.350.00 $6.350.00
Thursday, Movember 05, 2015 - Ver. 1.1 Page 1of1
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Creating a CJA-21 Voucher

From the Appointment page click Create from CIA-21
the CJA 21 Voucher template. Authorization and Voucher for
and other Services

The voucher opens to the Basic Info page.

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

¥ Basic Info

Basic Info
L CIR DHST. DIV CODE 2 FERSON RIFRISENTID FOOUCHIR NUMBER
104 [Wendy Wilice
3 LAG, KT DEF NUMBER, A DNST. DRT DEF NUMBER, # AFFIALS. DKT THF NUMBER, & OTHER. DKT THF NUMBER
1:14-CR-08800-2-A%
"IN CASE MATTER OF{Caw Name) | 5 FAVMENT CATEGORY ¥ TYFE FERS0X REFRESENTED 10. REFRESENTATION TVFE
1 - [Feicay (including pre-irial diversion
SA v, Wikson et al o aeredt feloey) LAdult Defendant ICeiminal Case
11 OFFENSE(S) CHARGED
18:13-4530.F INCOME TAN. FAILURE TO FILE
TXCESS M LIMIT FRESINNG JUDGE MACISTRATT UDGE DEEGNTT
5.2, 800,00 At Albertson
e Authorization Selection
Expense Type Amaount Vi gebect & Previous Authorzalion Request, request s Mew Authorization o dick the "N Authorization Required ™ butten if under e
Travel Miles s | statutory bmit.
Travel Mise $0.00 — -
Totals $ou0 Ho Authorization Required
Expenses : §
Expense Type Amount
FAaX o.M
Loy Diaterse Changes F#o.00
FPhotocopees 0.0 ‘
Postage por ore Sh
Cifmr Expanses 0.0 thig 2 S,
Toltals .00
=
Reports
- = "
Todnly only of budost info for
defendant
i Dk B
Deetal budget info for defendsnt
Fomm CIAZ]

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

If the request does not require advance No Authorization Required

authorization (S800 or less), click No TF your voucher compensation is under

Authorization Required. the statutory limit and does not reguire
pror authorization.

If you have a previous authorization received Use Previous Authorization

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

Previous Authorization. previous authorizations and requests in

this appointment.
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Creating a CJA-21 Voucher (cont’d)

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

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

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

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

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

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

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

Note:

CJA eVouchers for Attorneys | 31
Existing Requests for Authorization
ID Number: 155 Service Type: Weapons Firearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000
Requested Provider: Robert Arms
New Voucher Information
Service Type V]
Description

Voucher Assignment  *
This indicates who wil be responsible for fillng the voucher olaim part

Service Provider

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

Expert Gabriel, Gina g

Expert Info Gina Gabriel

110 Main Strest
San Antonio TX 78210 USA
Phone: 210-533-3340

Create Voucher

Voucher Assignment *
This indicates who wil be responsible for filing the voucher oaim part

Voucher Assignment (| Attorney @ Expert
This indicates who will he responsbie for fllng the voudher oaim part

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

E Click Create Voucher.

Notes:

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

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

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

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

From the Expert drop-down list, select

the empty (null) value. Voucher

Assignment should be on the Attorney

option.

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

Step Click Create Voucher.

Note:

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

e You'll now be able to select the person
from the Expert drop-down list and all
their information will automatically
populate.
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Existing Requests for Authorization
ID Number: 155 Service Type: Weapons Frearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amourit: 2000
Requested Provider: Robert Arms
New Voucher Information
Service Type L
Description

Voucher Assignment  ®
This indicates wiho will be responsible for filing the voudher diaim part

Service Provider

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

=y

FistName  Middle Name Last Name *

| | | | |

SSN/EIN: = Emai =

Phoner = ]
' |
Address 1 ® e L
il |
Address 2 _ State * Zip*
| |
Address 3 Countyy.
_ I8 i

Create Voucher
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Creating a CJA-21 Voucher (cont’d)

After Create Voucher has been selected, you’ll proceed with similar steps mentioned on the CJA 20 Voucher adding

Services, Expenses, Claim Status, and Documents.

Note:

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

Active Documents section.

on the progress bar.

Description.

Click Add.

The item will appear at the bottom of the
Services section.

Click Save.

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

Enter the Date, Expense Type,
Description and Miles.

Click Add.

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

Click Save.

Click the Services tab or click Next

Enter the Date, Hours, Rate, and

Basic Info  F Services Cxpenses Claim Status Docusments. Confirmation
[ [aazor |25 Desrigten
vers [ _I‘I
Rane .
Add || Rame

[ =feat | <Prevos || vet> || Lest= | | ooetetraft |

Basic Infa Services | Expenses Clajm Status Documents Confirmation
Xpenses
Oete = brsopaon
Experse Type % L }
M = oS0 5E00 D ey
= He-um

|

"
ik
£
—

Fage 10F 1 {1 ems)]

P |[cPevem |[Mets [ Lmezs | | See | | Celete Oraft |

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

CI|Ck the CIalm Status tab or CIiCk Basic Imfo SEFviCEs EXpEnsEs B Claim Status Documents Confirmation
Next.. =
Claim Status
StartDate  |05/12/2004 | = oo End Date 152014 | =0
Enter the Start and End Date, _
making sure to select the T
earliest date of services and e
& Ens Payment
expenses as the Start Date. SR aymant
Suppiementsl Payment
Select an option under the
Payment Claims section.
B CIICk Save. [ = First || < Frevious |i bt > || Lot » ] I Save | [ Daslete Draft J

Note:

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

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

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

Click the Documents tab or click Basic Info Services Expenses Claim Status  » Documents canfirmation
Next.. Supporting Documents
File Upioad (Only Pdf files of 10MB size or lesst)
Click Browse to select a PDF file Fle Browss.
to attach. i)
Upload
Click Upload. S— g g

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

L—.".E.'.E.F....EE {DT\E\?.!EJ I'ie:etl:__l Last = [ Save ] |_ ]

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

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

A confirmation page will appear.

Altention: The notes you enter will be avalable 1o the next aoonovad level,

X X . . Publc/Attomey | "
Verify all information is Notes
correct.
check box. This will ik iaionss O Submit
automatically time stamp
the voucher. [C=rrst ][ <Previos |[ Mextz ][ Lasi= | s ] [[odetepeafi |
B Click Submit.

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

Click Home Page to return to the

home page. Click ApPOIntment e voudher has been submitted for payment. You will receroe & natificason if we need more detals,

Page if you wish to create an
L. A ﬁﬂ:hﬁhmmmﬂﬂfﬂmmrmt:
additional document for this

appointment. 0101.0000154

Home Page
Appointment Page

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

. | Te group by & particulsr Haadar, drag the coluen to this sres, Search: ]
Select the file. . : :
Case Defendant Type Status
: 14-CR 0830 -84 Wendy Wikson [ = 2 CIN-21 Sl tome
06122014 Claimed Amount: 166.80 Gina Gabrisl F Qﬂu&ﬁm}: 5
OE/ERR0H Weapons Frearms Explos. .. THAL PUATMEN

Navigate to the Confirmation tab.

Verify all information is A S
correct. Publ Attoeney T e
Hotes
Certify the information by
selecting the certification
check box. This will 3 erden itz ol / Approve 0 Reject
automatically time stamp Datac /1872014 5:43:24 Dot S T
the voucher.
Step Ciwt |[chwios |[(henis J[mie | [ | | ]
8 Click Approve.
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Submitting an Authorization Request for Expert Services

Open the Appointment record.

Click Create from the Authorization template.

The Basic Info screen will open.

Note:

There is NOT AN AUTOSAVE function on this program. You

work.

Create New Voucher

must click Save periodically to save your

|» Basic Info

Basic Info

Documents

Confirmation

1. CIR DIST/DIV.CODE
0101

2.PERSON REFRESENTED
Jebediah Branson

[VOUCHER NUMEBER

3. MACG. DET/TEF NUMEER

4 DIST. DKT/DEF NUMEER
1:14-CR-08805-1-AA

S AFFEALS DET/DEF NUMEER

6. OTHEER. DEKT.DEF NUMBER

T.IN CASE'MATTER OF(Case Name)

8. PAYMENT CATEGORY
[Felony (including pre-trial diversion

9. TYPE FERS0N REFRESENTED

10. REFRESENTATION TYPE

110 Main Street
San Antonio TX 78210
[Phone: 210-833-3623

[USA v. Branson of alleeed Felomy) |Adult Defendant Criminal Case
11 OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMATLING ADDRESS 13. COURT ORLER

| Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel

[]P Subs for Panel Attorney
[V Standby Counsel

[Frior Attorney's Name

[]¥ Subs for Federal Defender [| O Appoiuting Counsel
[T R Subs for Retained Attorney

Appointment Dates
Simnature of Presiding Judze or By Order of the Court
= 3 _ |Albert Albertson

14 LAW FIRM NAME ANDMATLING ADDEESS oate of Order Nunc Fro Tunc Date
3/3/2014
Repayment | VES [/|NO

Order Date

Nunc Pro Tunc Date

Repayment |:|

S

Authorized Amount $

Basis of Estimate |

Description

Service Type | W =

Reguested Provider | |

| «First | | < Previous | | Mext > | | Last = | | Save | Delete Draft
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Submitting an Authorization Request for Expert Services (cont’d)

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

e Service Type drop-down list
Reque

Order Date

Munc Pro Tunc Date

Repayment |:|
Estimated Amount % 8000.00 | 4
Authorized Amount &
Basis of Estimate | 100 hours at 30/ hour
Description
Service Type | Investigator
Reguested Provider |J|:uhn Doe |
| « First | | < Previous | | Mext = | | Last = |

Click Save.

B Click the Supporting Documents tab or click Next.
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Submitting an Authorization Request for Expert Services (cont’d)

e Attach Supporting Memorandum Justifying Services Other Than Counsel.
e Use form found in Links menu: AUTH Supporting Memorandum.

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

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

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

Click Upload.

Supporting Documents

File Upload [(Only Pdf files of 10MB size or less!)
Fie Browse
| Descrption | l |

Upload

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

Supporting Documents

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

Fis Browse. ..

Descrpton |

Description Delete  View

Propeiad eidar Dalits  Viaw

Affedavit in Support of Expert Servics Request Balatg Himw

Expart's Currieulum Vitss Belete Wi
[ =Fst ]| <Previeus |[ mext> Last= | [ sae | | Delete oraft |

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

Click Next.

The Confirmation screen will open.

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

Attention: The notes you enter will be avadable to the next approval level,
Publc/ Attormay |
Motes |

[+] I swear and affirm the truth or correctness of the above statements
| Date: 6/16/2014 15:53:48 | ~ Submit
| =Frst || <Previous || Next> || Lasts | | Save | | Delste Draft |

Click Submit to send to the court.

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

Success

Your voucher has been submitted for payment. You wil receive & notification if we nesd more detals.
Plaage kman the followang voucher number for your own reconds:

0101.0000152

Back to:

Home Page
Appointment Page

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

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

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

Authorization for payment of Tan

The Authorization opens to the Basic Info page.

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

g AUTH-24 F Basic Info Dacuments Confirmaticn
Basic Info
i IR ST L O 1 FERION REFRIAINTID b CHER MUURIR
AH! [ stadiah Frmmson
3 ALAC DET OET X UMBLR & DEST. DT TR NUMBER & AFFIALS DKT DT NLUUEER § OTHIE OKT DIF NUMELK

¥ N CARLALRTTUR CF fCuse Nama) | B FAVLINT CATUGORY . TUP] IS0 RIFRTETNTID 18 REFRISINT ATIO TVIT
L rlomn metdmy prr-tnal Eversen .
UEA v, Brsaca _ 5 P 3, dult Diefemdarn i rarens Case
11 RTINS CHARGED
13: 1E33 F INSPECTION VIGLATION PEMAL TIES
11 ATTORNEY 3 VAR ANTURLING ADIRT S 11 COURT CRDIR
 Anders « Bar Nuombar: 12185 [ & Ansscisis [ Ca-Commal
;ﬁi‘hilla_l \ [ 17 St o Toidewal Dfmddar [ ] O Agpgataning Commsad
tomic -] . =
Erses 110-553-5833 ¥ s fw Pkl Abines g T ]
1% Sl Commed

rrioe ABoraas Numa

\ ppcantment Duaws
fiagaatues of Frosiiing Judge b By Cvied 6F tha Come)
i Rert Alurtion

14 LATE TTRM XAME ANDMASLING ADORESS Finte o oot St Pra Do Dinte
L1204

Raprymans [ ] VS T N

| | pefense Cpening Siatement | | pefense begument ] 2y inwtructons | var e

Hunc Pro Tunc Dabs

[Cerss [ < erevios [ mests [ wasts | [ oeleteneaft |

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

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

Click the Documents tab or click

Razic Info  F Decuments Confirmation
Next.
Supporting Documents
File Upload (Onby Pdf files of 10MB size or lessi)
Click Browse to select a PDF file File Browsa
to attach. Descripteen
Click Save. Upsaad
Click Upload. Cuscription Dulets  View
Note:
All documents must be submitted in PDF
format and must be 10 MB or less.
[ «hrst || <Previos || Mets |[ Lasts | [ save | | Deleteovaft |
The Document will appear at the bottom of the Description section.
B Click Save.
A confirmation page will appear.
B Attention: The notes you enter wil be available to the next approval level.
Public/ Attorney
Notes
Verify all information is correct.
Select the affirmation check box. 1 swear and affirm the truth or correctness of the above statements ]
Date: 6/19/2014 9:28:36 ﬁﬁ Submit
» Click Submit. [erest || <Pre\u'|ous“|-i Next > || Last » | | Save | | Dt o |

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

submitted.

Tawr woucher haa e wibmises b pagmens Vou wil reoree B medBoabon @ ae repd more delsdy

Click Home Page to return to the NS R

Step home page. Click Appointment Page if e o
8 you wish to create additional p—
document for this appointment. Home Page

Appointment Page

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

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

TRAVEL

Authorization for payment of

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

The Basic Info screen will open.

) 1
g TRAVEL b Basic Info | Authorization Request  Documents  Confirmation
Basic Info
L CIR ST DIV .CODE 2 FERSON REFRESENTED OUCHER NTUMBER
10 [Wendy Wilson
3 MAC. DT TEF NUMBER 4 DIST. DT DEF_NUAMBER 5 AFFEALS. DRT TEF NULEBIR & OTHER. &1 DEF NUAEER.
I-14-CR-08802-2-AA
* IN CASEALATTER OF(Cios Mama) |8 FAVMENT CATECORY B TYFE FERSON REFRESENTED 18 REFRESENTATION TIFE
1 L . [Felomy (mckading pre-trial diversion
JUSA v. Wilson et al o alliged. Scdory) bidol Dedendant [Ceiminal Cuse
ﬂ Amcurt Clasmed: S0 1L FFENEES) CHARGED
_ 18:13-4530F INCOME TAX, FAILURE TO FILE
12 ATTORNEY 5 XAUE ANDLAILING ADDRESS 13 COURT ORIER
ndrew Anders - Bar Number, 12343 [ A Assecisie []€ Co-Commsal
110 Alamn Strest — =
F Suba for Fbaral Dafansder [7] 0 Coanarl
Kan Antomso TX 78210 == . "n:::“
Ehon: 210-833.3623 - A, L P
[]¥ Sasadiy Commuat
[Frier Amarne's Name
| hgpsinnmint Dutei
[igmatare of Froideag fadge or By Orr of the Court
14 LAWY FIRAM X AME ANDMAILING ADDRESS "‘m;'rﬂm e P dtesed
2TV20N4
Raparmant [ VES [ B0
Travel Agemcy to be Used: o
Global Travel
1234 Travel Lane
Suite 200
Second Floor
Los Angeles, CA 93765

Fhone: 1-800-444- 7800
Fee 1-B00-555-7777

Ermail: il suppor. Aok USCOUrtS. gov

st | [ cprevous | [Rexts | [ Ltz |

The Travel Agency to be Used section will automatically populate.

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

Fill out all required
fields marked with a red
asterisk.

Click Add.

The information will appear in the
bottom section.

Click Save.

Basic Info  F Authorization Request Documents Confirmation

Request For Travel*

* Required Flelds
Harme and Tethe of Person Traveling:

hdd s Travelk

Purpase of Travek

Travel From location: L

Travel Ta Location: |

Estimated Dates of Travek

Travel Requested Estimated Cost

|| Marfine Tickets via CIA Government ]

Travel Agency =

|| Ground Transportation |
|
|

|| Por Diem (Hatel & Meals)**

Tatal Estimated Cosk: [ [

Justification for Request: |

* All travel i Bxpenses must be in complance with government el regulstions.
== Achaal ost of hotel and meals up 1o the establshed per dem rate. Expenges for ravel for one day or last day s up 1o the MIE rate.

H Pﬂlﬂfl{llﬂlﬁl:

[e=Ft | [ 2revions | [Hests | [Last== |
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Creating a Travel Voucher (cont’d)

Click the Documents tab or
click Next.

Basie Eifs Autharizalion Reguest 0 Documents Conlirntation

Supporting Documents

File: Uhpdoad (Ondy Pdi fikes of 10MB size or lesst)

Click Browse to select a
PDF file to attach.

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

B Click Upload. < e ] ] (> ) (oo |

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

E Click Save.

The Confirmation tab will appear.

Verify a“ information iS Anten bars The e vow et sl be Soalalys B o neat proval e

Pubbc Attomey
correct. Mates
Select the affirmation
check box. This will | 1 swear and affirm the truth or comectness of the above statements ]
automatically time stamp e B e ¢ Submit
the voucher.

E CIICk submit |_ = First ||_ « Previous ||_ MM::-_H_ '.u':-__t | Sarve | |_ :ﬂr-:l:u-a'r_]

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

B Click Home Page to return to the home
page. Click Appointment Page if you o v e bnadtiat ot e ll e 2 Pl B e e e el
wish to create additional document for Plesas keps the foleswig voucher rurster far your s recoedas
this appointment. 0101.0000162
Back ta:
Home Page

Appointment Page

The Travel Voucher will now appear in the My Submitted Documents section.
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This is a request and justification for expenses outside the statutory limits.

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

The voucher opens to the Basic Info page.

Note:

Statement for a Compensation Claim in
Excess of the Statutory Case

Compensation Maximum: District Court

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

: CIA-26

Link Ba CMIECE

Voucher #;

Rrports

Dedfendant Sommary Budoet Beport
Totais oy of budget rfa fr
e feradant

Cferclant Dafall Borioet Report

Detad budget info for defendant

Eorm CIAZE

Click Save.

¥ pasic Info Justification Documents Confirmaticn
Basic Info
I CIR TAST DV CODT T FERS0N RIFREISENTIE TFOUCHIR NUMBER
Lot [isteckiis Brpmeen
A ALAG. DT TR NUMETE i THST DKT DT NTARIR # AFPEALT TRT INF XULAER & OTHIR KT TNF XULMAER
1:14-CRO8805. 1.4 — —
DN CASLAATTER CH(CraXama) |8 FATMINT CATLGORT ¥ TTPE FERSON RAFRISENTLD 15 REFRISENTATION TTFE
Ea Felomy (includay pre-trial dnveriasn )
[USA v Bmasos lo# slloged feloery) Aniht Diedesdinn Corimenal Cias
BL. CRTEE CHARGID
150555 F INSFECTION VIOLATION PENALTIES _
L ATTORNEY S SAME ANDIALAL DV ADCRIES 13 COUKE ORILR
| Anderm Anden - Blas Nember 12588 A Assia € Caommal
;.,I: ;':5'“’ 5“_":'" _— F S ot Fodersd Dt [o] 3 Appointing Counal
aioean T 7921 . —
Pt 210.835.1423 P S e Pl Arvirney [ Bl o Rt Ao
] Stande Comnsal
Praee Alarney s Nams
A ppeiaiment Dt
iguarure f Fresitiag Judge oo By Dvber o the Cosrt
B4 AW FIRM NAME ANDUAILING ATCRESS e N
b
Regrymens [ [VE3: [ 50
AmountRequested o= Amount Appreed
FreTrislMors | O TralHows | 0| SentencrgMours | 0 [ o [ o
Murrber of Counts [ o Mumber of Co-Defendans | 0 |
Dther Perding Cases |
Seniercng Guiieine Range |
Mancabory Mrares Fourd
aFrst | [ <Previows |[ B> ][ et ] [[aem ] [ oetete peart ]

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

Click the Justification tab or
click Next.

Fill out justification text fields.

Click Save.

Basic Info F Justificati Do b Comfirmation

Justification

X, Descrbse decovery materais (rature and volume) 2edior decovery practices which e 3 nateworthy factor in the rumber of
ey climad.

4. List and descrbe motions, legal memaranda, Jury instructions, and sentencng documents, .o legal research not resulting in such,
which are a2 noteworthy factor in the number of howrs caimed and which were drafted ongnaly for this case (do not incuds

5. SUMManDe mvestgaton and cise preparaton (e.g., number and accesmsbdty of winassas ntervewed, recoed colaction,
depument organiation) which are 3 noteworthy factor n the numier of hours chimed,

6. Explain, f noteworthy, moact on the mumber of hours climed of Festigatie, eagert, or other senices used (04 21 voucher)

7. Deserbe whether oy of the folowng clent fonsifarytons Bre 3 noteworthy factas in the sumber of hours climed and splin
each: comruinication with clent/Famiy, inguage dfference, sccewbity of clent, or ot

&. Explain 36y other sotewdorthy droufmstanced regacding the cade nd the mpoetentation peovided to Suppait ths Compendation

FesguiiL
Badlote, Fappladie! () Aepolators il LLE. piiordyl offce o b eircmseil oty o Aovelly oF gl iies and i
mm:mvgﬁummwhm; ma&'ﬂm:mm?umwm

<Frst |[ <Preves |[Neas [ taste | | [ S | [ [ Coleeneah |

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




CJA eVouchers for Attorneys | 48

Creating a CJA-26 Voucher (cont’d)

Click the Documents tab or click
Next.

Browse to select a PDF file to
attach.

Click Upload.

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

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

Click Save.

A confirmation page will appear.

Verify all information is correct.

Select the affirmation
check box.

Click Submit.

Bamic Info Justification ¥ Docunsents Confirmation

Supporting Documents

File Upoad (Dnly P files of 10MB dre or kesst)

Fias Eetana
Desription
[rE—— Clelate  View
Hio ATBCrTRNOY
[t | [ <Prewna | [ieats || tame | [ Cestete et |
Attprriens The ool v onler will bt realabie &3 B e e sl vl

Pubbc/ Attormney
Rotes

- 1 pwear and affim the truth o comeciness of the above statements

Date: F[HI014 14:5334 O Submit

L=Frst || <Previous |[ test> || Laste | | 5w | | Delete Draft

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

submitted.

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

ooI

Your wisacher has been submithed For payment. Yo will recsve 8 nolfication if we need mone detals,
Plegee kpep the following voucher rumier for your own reconds:

0101.0000167

Back to:
Home Page
Appointment Page

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