Questions? Please call:
Renea Grogan 509-458-3413
Or

Jaime White 509-458-3416
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Court Appointment

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

To: Mark Vovos,

Date: 1/31/2011 1:14:24 PM.
This is to inform you that the U.5. District Court has appointed you to represent James Earl Johnson in case USA
v. Johnson 2:10-CR-00021 before this court.

You may access this appointment via the CIA eVoucher program at hitp://localhost/ClATraining.

Regards,
U.S. District Court

Access to eVoucher (Do NOT use Mozilla Firefox or Chrome)

To access the CJA eVoucher program in Internet Explorer or Safari, either click
on the link provided in the email or use your browser to access the system at
https://ecf.waed.uscourts.gov/CJA/LogOn.aspx. You will be taken to the CJA
login page. Enter the Username and Password you were provided and click

|

CJA eVoucher

USER LOGIN Release 1.1

Existing user? Flease log in,

Username: |

Password:



Attorney Home Page

Your home page provides access to all of your appointments and vouchers.
Security has been put into place that prohibits you from viewing information for
anyone else. Likewise, no one else will have access to your information.

Home Operations Reports Links Help logout

*» Home

Welcome Peter 5 Schweda: | My Profile

My Appointments: | View
ATTORNEY

Search Existing Appointments: | Search

Folders on Attorney Home Page

=i==IContains vouchers or documents that you are currently working

=+ Contains vouchers for documents that you have completed
and have been submitted to the court.
' SERN “==.2=7 Contains vouchers for service providers that you are

"=+ Contains vouchers or documents that have been approved or paid
by the court. Closed vouchers will be displayed only for your active
appointments. When your appointment has been closed, the closed vouchers
associated with the appointment will not display on your homepage. You will be
able to view the removed vouchers by searching for the appointment and then
selecting the voucher you want.

All of the folders display basic information regarding the Case Number, the
Defendant, Type of Document, and the Status of the Document. The status tells
you where the document/voucher is in the process, i.e., you are still entering
information, it has been submitted to the attorney, it has been submitted to the
court or it is closed.

To view a specific voucher, click on the Case Number or the voucher number
(i.e., 0980.0000004)




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

Case Defendant Twvee Status
2:10-CR-O0155-RCI-.. Enc Wishart (= 3) ALMTH Voucher Entry
St=— DB/1B/2010 Claimed Amount: 15,00... Investigator ;e Eon

Endi DLDL/ 1900

2:10-CR-O0155-RCI-... EricWishart (= CIA-20

e s

T e L 2010
& DES19S 2010

Adjusting Views

Claimed Amount:

Voucher Entry

'2,914... John E. French

£ S

0975, 0001057
INTERIM PAYMENT 1

You can change the way information is displayed in the folders.

Sorting. Click on the column header to sort by that column (clicking once
will sort it low to high; clicking twice will sort it high to low.

Change size of Column. Move your cursor to the line between columns
until you see an arrow. Hold your left click down and drag the line in the
desired direction.

Group by Column Header. Click on the header for the column you would
like to group by (i.e., if you want the documents grouped by case, click on
the “Case” header. If you want all the documents grouped by the kind of
document it is, click on the “Type” header.) Keeping the left click down,
drag the column header into the identified area above the grid.

drag here
To group by a particular Header, drag the column to this area. q.__g,,
Case Defendant Type
21 10-CR-0009 2-FFS- Ryan M Hoffman (= 1) CJA-20
Srart: 02/01/2011 Claimed Amount: 178,50 Timothy D Trageser
End: 02/01/2011

Closing Folder. Click on the “-* next to the name of the folder you would
like to close. Click on the “+” to open the folder.

Group by: Case —

Case

Case: 210-CR-00092-EF5-




¢ Moving Folders. Click on the title of the folder you want to move, keeping
the left click down, drag the folder to the desired location and let go.

Menu Bar

You can use the menu bar at the top of the screen to access other functions of
the program.

Home: Takes you to your homepage.

Operations: Takes you to your appointments.

Reports. Takes you to reports you can select and run.

Links. Takes you to other CJA related information

Help. Takes you to: “My Profile” (another way to access your profile)
“Contact Us” a means to email the court.
“Privacy” the court’s privacy statement

e Logout. Logs you out and closes the program.

Profile Maintenance

Home Operations Reports Links Help logout

> Home

Welcome Adam Adamson: | My Profile

My Appointments: | View

ATTORNEY

Search Existing Appointments: | Search

To change your login information, password, personal information, and billing

information; click on My Frofie and then for the section you would like to
change.



Login Info UserMame trageser.timothy.23
Your Login information CM/ECF Access is NOT validated

Attorney Info Bar Mumber: 18704

‘Your Mame: Timothy D Trageser

four personal info

Your Contact Info:

Phone: 509-327-3993

Fax: 509-327-3920
cja_history@waed.uscourts, gov

Your Address:
1428 W Morthwest Blvd
Spokane, WA 33205-4345

us

Bilﬁng Info Your default biling info is:
Timothy D Trageser
rds SSMJEIN: ===-==_7355
1428 W Northwest Blvd
Spokane, VWA Edit
99205-4345 - U5
Phone: 509-327-3933
Fax: 509-327-3920

LISt all avalabie Diing in

(]
=]

el L

Cunt'lnu'lng Legal Mo info has been stored. View
Education Please dick VIEW to type your infa.

Login Info:
e To change your Username, type new Username in the “Username” field
and press change.
e To change your Password, type the new password in both the “Password”

and “Confirm” fields and press .

e The CM/ECF Username and Password fields are for future use to
synchronize your rights between CJA eVoucher and CM/ECF. Leave as is
until instructed further.

Login Info Username |test change

'.-'4-.\__.- Login .-\.-I:CI.-.-\.-\.E: on

i ) Password || *
Confirm *

CM/ECF Username
CM/ECF Password | \

CM/ECF Access is NOT validated



Attorney Info:

It is the attorney’s responsibility to maintain accurate contact information. Enter

the desired information in the fields and press

Attorney Info Bar Mumber

four personal info ha7o4
First Name Middle Last Name
Timothy D Trageser

Email
gja_history @waed. uscourts. gov

Phone Fax
509-327-3593 509-327-3920
Address 1 City
1428 W Northwest Blvd Spokane
Address 2 State Zip
WA 99205-43
Address 3 Country

us

Billing Info:

It is the attorney’s responsibility to maintain accurate billing information. You may

have multiple bill records, i.e., tax number and/or addresses.
Note: You must have billing information before a voucher can be paid.

Your default billing info is:
segrsen) . Lee Bailey

SSN/EIN: *==-**_1111
101 Qak St.

Las Vegas, NV

89101 - UsA

Phone: 702-555-5555
Fax:

Add

Edit

To add a billing record click . Enter the desired information in the fields and
click . To edit a billing record, click on the ©for the record you would like

to edit and click . Make the desired changes and click . Identify the
billing information you would like to serve as your default by clicking on the O for

the desired record and then clicking on . The default billing record will be

identified.



Your default billing info is:
F. Lee Bailey
SSNJEIN:***=-**-1111
101 Oak 5t.

Las Vegas, NV

89101 - USA

Phone: 702-555-5555
Fax:

CLE Records:
Attorneys can keep track of their CJA related CLE credits via the “Continuing
Legal Education” section.

Cnntinuing Legal Ma info has been stored. View
Education Please dick VIEW to type your info.

o View
To enter a CLE credit, click on

Continuing Legal (B ||| | [ aad ] |
Education

Search:
Files Credit Date Hours Subject

No Continuing Legal Education

Mo data

Click on Choose the type of credit by clicking on the arrow. Enter the date,
the number of hours and a description of the program and click on

Cunt'lnEJing Legal (e | [ 5o |
Education
Credit
Date [03/17/2011 |
Hours |
Description

Document After you will save the infarmation about this Continuing Education, you will be able to upload related documents,

Add a PDF document as an attachment by clicking on | Browse... | and locating
and clicking on your document. The document will appear in the grid below. Click

on to complete the entry.




Continuing Legal [ | [5ae |
Education

Credit | Sentencing V
Date [03/17/2011 | ZH
Hours |1

Description |Sentencing Guidlines 11 2010 CLE

Document || Browss... |

Search:
File Delete

Mo Documents

Mo data

All entries will be displayed in the grid and can be accessed, edited, or deleted by
clicking on the entry and choosing the action you want to take.

Continuing Legal | 55 | [ & | [ add | [ pek |
Education
Search:
Files Credit Date Hours Subject
1] Sentencng 03/17/2011 1 Sentencing Guidlines 11 2010 CLE
1 Page 1of 1 (1items)
Appointments

You can view your active appointments by either clicking on View at

My Appointments: | View or looking in the = et folder.




Appointments

Cace: 2:10-CR-00160-ECR R1]
Defendant =: 1

Caze Title: USA v. John Smith
Attorney: F. Lee Bausy

Case: 2:00-CR-00001-RLH-LRI

Defendant #; 1
Case Titde: USA vs. Eric Cartmann

Defendant

Defendant: John Smith
Kepresentaoon | ype: Cniminal Case
Order Type: Appointing Counsel
Order Date: 04/12/10

Pres. Judge: Edward €. Reed, Jr.
Adm. Mag Judge: Robert 1. Johnston

Defendant: Eric Cartmann
Representation Type: Criminal Case
Order Type: Appointng Counsel

Alttormey: F. Lee Baiey

Order Date: 01/01/01
Pres. Judge: Roger L. Hunt

Adm. Mag Judge: Lawrence R.

Leawvitt

You can review a specific appointment by clicking on the Case Number.
Information about the appointment, as well as any vouchers or documents
associated with the appointment, will be displayed.

Appointment Info
M | 1. CTRLUDET DOV .CODE 1 FERSON REFRESENTED [VOUCHER STMELER

878 Fric Cartmann

1MAG. DT DEFSTLELR 4 ST ETTEFSTIEBER IE..'.I‘?E.I.T.S KT DEFXTLBIR & OTHER DET TEF STABER
[:00.CR-00001-1-RLE-LRL

T.IN CASEALATTER OF{Case Nami) & FAYAENT CATEGORY #. TYTE FERSON REFRESENTED 15 REFRESENTATION TATE

US4 vs. Eric Castmasn Feiony (nchuding pre-trial diversien |, o o 1y tany Criiiagl Case
jof allezed feleary)

11 OFFENSE(S) CHARGED

18:13-4994 F FRAUD, FALSE ENTRIES, OTHERIS:13 4991 F FRAUD, CONSPIRACY TO DEFRALD, OTHER

12 ATTORNEY'S XAME ANDLATLING ADDRESS
F_Les Bailey - Bar Number: 1111
13

L ag NV ERL0L

rbml. M2-111-1111

13 COURT ORIER
[~ CCo-Counse] [T F Saka for Tederal Defeader
v O Appuisting Cowasdl P Suba for Fanel Astorsty

7 R Sab for Rataized Attzroey [ ¥ Saadby Comanl

AUTH Creale
Autherization for Expert and oer
Services

CIA-10 Creale
Appointment of and Authority bo Pay
Court=Apponted Counssl

CIA-21 Create
Authorization and Voucher for Expert
and ather Services

CA-26 Create
E|=ri"|;_:.r [ LY : AT in
Extess of the Statitary Case
Compansation Masimum: District Court

Reports

Apponiment Report
Appointment Feport for Abtameys

Friar Astermay’s Name
Luppomsmeat Dules
ipmamry of Frwsiding Jwdge or By Order of tbe Couri
ey A. Leen
L4 LAWFIRM X AME ANDMAILING ATDRESS e af Order Niunc Fro Tuo: Date
112001
Bepavment | |VEE ¥ ND
Vouchers on File
To group by & partoular Headar, drag the column to this area,
Case Defendant Type Status
2:00-CR-00001-RLH4AL Enc Cartmann (= | Cla-z0 . Woucher Entry
ERER ) 1| B Caened Armount: 126,75 F. Lee Badey o Edit
[Nt

Fage 1of 1 (1items)
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You can review representation information by clicking on

Appointment Appointment Info e

8 |1 cirmisT oY comE 1 FERSON VOUCHER NUMBER
7 ] Ertmans

4 DIST DRT/DEF NUMBER £ AFFEALS DET.TET NULBER & OTHER BECT TEF NTUEFE
2:00.CR00001 . 1.RLH.LRL
TN CASE MATTER OF (Cave Name) § FATMENT CATEGORY § TYPEFERSQN REFRESENTID 15 REFRESENTATION TYFE

[Feleny (mchodang pre-trial diversion

 fallored filomy) Adult Defendant Jormenal Case

|11 OFFEXEER CHARGED
gyt 34994 F FRAUD, FALSE ENTRIES. OTHERI B:13-4992 F FRALD. CONSPIRACY TO DEFRALUD. OTHER

S § |11 ATTORNEY'S NALE ANDAAILING ADDRES! 13 COURT CRIER
Lez Bailey - Bar Number: 1111 [ € Co-Connsal F Gubu fir Fodera] Defedar

[0 Agpoissieg Cransel F Seky for Fapel Abommey
[ B Suba fr Betained Atisroey | ¥ Staadby Covaul

ome: T02.010.1111

[Frise ARcomes Nae

Appezstesin) Datey
Cll ’ i A Figrarure of Fresiding Jedpe or By Order of ibe Couni
Authorization and Voucher for Expert [Pegey A Leen
2nd ather Services 14 LAW FIRM NAME ANDAAILING ADDRESS :hfuﬂ d
» 3 il Numi Fra Tas: Date
1/1:2001

Rgunomt (YES [/ N0

Vouchers on File
Ta group by 2 particular Header, drag the column to this area.
Appointment Renort Case befendant Type Status
Appointment Repert for Attorneys Z:00-CR 000 L-ALHARL Bric Cartmann |= © 1820  Vouther Entry
<ei: BLAL200L Clairmed Amount: 126.75 F. Les Ealey i Edit
e
L Page Laf 1 (Litems)

The representation information will also display the default excess fee limit, presid-
ing judge and magistrate judge as well as co-counsel and any previous counsel.

Representation Representation Info
1. CIR ST 00V CODE 1 FERE0N REFRESINTED FOUCHER NUMBER.
; 1978 [Eric Cartmamm
3. MAG. DiT DEF FTABIR 4 TIST. [T DEFSTABER £ ATFEALE ET TETNTULEER 3 OTHER. D&T.DET NUMBER
[:00-CR-0001-1-RLE.LRL

T IN CASE MATTER 08 (Case Name) B PATMENT CATECORY 9. TYFE FERSON REFRESENTED 18 REFRESENTATION TYFE
. [Fedony (including pre-trial diversica |, L

754 vs. Enc Cartmann o alleped elomy) 4 dult Defendant [Crimanal Case

11 OFFESEE(S) CHARGED

|$:13.4094 F FRAUD, FAISE ENTRIES, OTHER14:13.4082 F FRAUD, CONSPIRACY TO DEFRAUD. OTHER

EXCESSFIE LIMIT FRESIDING JUDGE \AGISTRATE JUDGE TESIGNEE

9, 700,00 L Hunt orenze B Legvirt

AppdD  Attomney Order Type Order Email

81 F. leeBaley Apponiting Counsel 010100t Cindy_lensen@rvd.uscourts. gev

You can also run reports and create new vouchers and documents from this page.

To leave this page and return to your "Home" page, click on Home on the menu bar
at the top of the page.

{Home ' Operations Reports Help logout

11



Create a Voucher / Document (CJA 20)
Note: All voucher types and documents function primarily the same. The
following instructions, while showing a CJA 20, pertain to all of the

voucher/document types. The few differences for other types of
vouchers/documents will be identified and discussed in a separate section for
each voucher/document.

¢ Locate the appointment for which you want to create the voucher
e Click on the Case Number

Appointment

| 1]

Create New Voucher

Appointment Info

1 CTR DEET OOV CODE

1 FIRSO0N REFRESENTED

MOUCHER MUWUBIR

kw7 [Erx Cartmann
§ WG MET T VuURER 4 T DT TEF NULEER § AFFTALS DKT THT NUWBER & OTHER DRT N1 NUMBILK
CR-00001-1-RLH-LEL

T IN CASE MATTER OF (C oo Nam)

JU'SA w3 Enc Cartmang

& FAFMENT CATEGORY
[ elomy (inchoding pre-trial doverssem

jof alleged falomry)

¥ TVPL PLAGON REPRISINTID

Adult Defendart

14 REFRISENT A TION TYFD

IC rememal Cane

11 QFFENSES) CHARGED

18:1 54954 F FRALUD, FALSE ENTRIES, OTHER1R: 134092 F FRALD,

CONSFIRACY TO DEFRALD, OTHER

[F_ Lee Badey - Bar Number 1111
a1

B2 ATTORNTY S NALE ANDMAILING ADDRESS

11 COURT ORIER
C Co-Cowmuel

# O Appmwting ol
R Fabs Tor Resamed dmmre

Friar Anera's Namse
Jhppo mwimess Dane

Rrports

Apponitment Report for Attomeys

CIA-20 Create
e

CIA-21 Create

CIA-26 Create

egry A Leen

F Gairs fur Fedurad Defemar
F b fui Famad Amedwa
V¥ Snamdiy  owmsal

Eiguasurs of Founsding Judgs oo B Oudday of the Coun

14 LA FIRA XAME ANDUATLING ADDRESS fiase of Owdar Semc Fru Toss Dain
112001
Regavmest || YES 7|0
Vouchers on File
Ta group by & particulsr Header, drag the column to ths area.
Case Defendant Type Status
LEL Eric Cartmarn CIA-X) voucher Entry
Clasmed Amount: 138 78 F. Liee Baie ‘ &I}
R4 B Eric Cartmann Cla-21 Submmited to A
04382010 Clamed Ameunt: 955 65 Hubert 1. Gocerich e
BATHINIS Swinkgaice G000 |

Page 1of 1 (2 tems)

¢ Click on “Create” for the type of voucher or document you want to create

Navigate between the pages of the voucher by clicking on the tab for pages as

listed on the top:

[ Basic Info

Services

Expenses

Or move directionally on the bottom:

Claim Status

Documents

[ <<First ]| <Previous || mext> || Last > |

|Sa‘ue| | De

m
m

Confirmation

12




The following information will be displayed for all vouchers.

[ Wy CJA-20 Voucher Shows the type of voucher or document and the
g state it is in.

Shows the voucher # (note: a voucher number is
® services: $0.00 assigned when the voucher is submitted) and the
period of time the voucher covers.

In Court Services
Service Hours
Arrpignment snd/or

L]

Click on the - to display a running total of the

items entered for services on the voucher.

Revocstion Hearings
Appesls Court
Other

cococooo0oe ©

Totals
Out of Court Services

(=]

‘\ Click on the ~ to display a running total of the
items entered for expenses on the voucher.

Click on the name of a report you would like to

T At Sy Repor . 3
Referdant Susmary Recerl run for this appointment.
Defendant Detal Repor

Form CJAZ0

13



Basic Info:

The * Basic Info hage will come up.

The Basic Info page displays information regarding the appointment.

lg (NEPUR LIRS ¢ pasicInfo  Services  Expenses  Claim Status  Documents  Confirmstion

Basic Info

I CIR D057 o Com 1 FRSON RIMI S TID OUCNER STUBIE

£l v Cartmann

B MAG IKT INT STMELR 4 DIET BN I STUELR £ AITEALS INT THT NUMEER 8 OTHIR DT BT STAEIR

o (- CR-0000 | . | .RLH-LRL

T IN CASE MATTER OF Case Name) § FAYMEENT CATEGORY § TVFI MELSON EIFRIIENTID M EIFRTEEYTATION TYF
. L sheay (mchadeg pee-tmal dveues |, i

5A v Enc Cartmarn q P 3 dult D ferdan: Cramanal Case

1l GITENEDS) CHARGLD
10134904 F FRALD), FALSE ENTRIES, OTHER | 134900 F FRAUD, CONSPIRACY TO DEFRAUD, OTHER

1L ATTORNEY § MAME ANDMAILING ADDRISS 13 COURT ORBLR
fF. Lo Baddey - Bar Number [111 [ Conl smmond F Sulkn Fou [ ool Dfomer
[’L-'_‘_ S - JTe ey —— ¥ Sk for Fanal Amseney
?:' it T R Seb e Racained Amsrny ¥ Sl Comasal
ene 702-111-11181
Prou Lloree o Yl
jfie A Dadr
¥ Proviting Jodge st Y Ovides 57 tha vt
v A Lasn
i AW TIRAL X AME ANDALATLING ADDRESS Cate 2§ Qwiier N Fro T Tiss
12000
Bgrnew TI3 » %0
Payment Info
EreferedPayee F Lee Baiey -
F. Lee Bailey
SSMEIN =" 111
123 Onk
Las Vegas, My
29501 -USa
Fhone: M2-113-1011
Fax:

[=rat] [ <redon |[Nedt> |[tmt>> | [Sove] [Deeeteat |
Select the Preferred Payee for the voucher by clicking on the arrow. A list of the

available billing records will be displayed. Click on the payee for this voucher.

Payment Inio

PreferredPayee F Lee Balley ||

EE!!E Law Firm

Las Vegas, NV

89101 - USA

Phone: 702-111-1111
Fax:

14



Entering Services:

Navigate to the » Services  tap

Note: The
Services hourly rate is
;a: G Ym0l =8 tied to the
Service Type date and will
Gl automatically
53 e [Add||_Delete kem | | be applied.

Date Description Hrs Rate

« Date: Enter the date the service was provided (you can either type in the date or
click on the calendar and select a date)

« Service Type . Click on the ~ and select (click on) the type of service from the
drop-down list.

« Description. Type a description of the service provided.
+ Hours. Type the number of hours (note: it must be in 10ths of an hour, i.e., .1)
- Press Add|and the entry will appear in the grid below.

« Edit. Select the entry you want to change by clicking on it in the grid. The entry
will appear in the entry portion of the screen. Make the desired changes and
press Add

When you have finished making entries, press [Save to save your entries.

Note: Press Delete ltem to remove an item from the grid.

15



Entering Expenses:

Navigate to the ¥ Expenses  tap

Note: The
Expenses - .
* Required Fisids rate per mile
Date ] is tied to the
Expense Type v - on . |date and will
Mies rate per mie is 0.8500 Amount automatically
|Add | Remove | | be applied.

Expense Type Date Description Mile Rate Amt

« Date: Enter the date the expense was incurred (you can either type in the date
or click on the calendar and select a date)

« Expense Type . Click on the » and select (click on) the type of expense from
the drop-down list.

« Description. Type a description of the expense.

+ Miles. Type the number of miles claimed (only if the entry is for “Travel Miles")
« Amount. Enter the amount of the expense (do not use the “$” sign or commas.)
« Press Add|and the entry will appear in the grid below.

« Edit. Select the entry you want to change by clicking on it in the grid. The entry
will appear in the entry portion of the screen. Make the desired changes and

press Add|

When you have finished making entries, press [Save to save your entries.

Note: Press Delete Item to remove an item from the grid.

16



Claim Status:

Navigate to the * Claim Status  tgh,

Claim Status

Start Date 4/30/2010 - End Date  /30/2010 = =

Payment Claims

Final Payment
Interim Payment { pmt.number)
Supplemental Payment

Have you prewviously applied to the court for compensation and/or reimbursement for this? Yes | ho
If Yes, were you paid? Yes | Mo

Other than from the Court, have you, or to you knowledge has anyone else, receved Yes | No

payment (compensation or anyihing of valie) from any other source in connection with
this representation?

« Start Date: Enter the beginning date for the time period covered by this voucher
(you can either type in the date or click on the calendar and select a date).

« End Date: Enter the ending date for the time period covered by this voucher.

« Payment Claims: Click on the appropriate type of claim. If it is an interim pay-
ment make sure you enter the interim payment number in the (pmt.number) box.

« Compensation Questions: Click on the answer to the questions.
If Start and End dates are not entered correctly you will get an error

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

Claim Status

To fix error so voucher can be submitted. Click and correct dates.

17



Documents:

Navigate to the » Documents  qp,

Supporting Documents

File Browse...
Description

Upload
Description Delete View
Receipts Daleta View
Justification for Services Delete View

All documents uploaded to the system must be in the PDF format.

« File. Use the _Browse.. to access your directory of files. Identify the PDF file you
want to upload and click on it. The file path will be displayed in the “File” field.

+ Description. Type in a description/name for the document being uploaded.
« Upload. Press Upload the file will appear in the grid below.,
Delete. You can delete a document by pressing “Delete”.

View. You can view a document by pressing “View".

18



Confirmation:

Navigate to the »_Confirmation tap,

The "Confirmation” page will display the data that has been entered in the format of
the voucher. As the voucher is “signed” the signature/approval information will be
included on the voucher.

Submit Voucher.

At the bottom of the confirmation page you will be asked to check the box to swear

to the correctness of the voucher. Click on the [ to sign the voucher. The

will be highlighted. Click on the button to submit the voucher to the court.

Note: Once the voucher has been submitted, you will be able to view it but you will
not be able to change it, unless it is returned to you by the court.

Delete Voucher. You can delete a draft voucher by clicking on _DeleteDraft | You can
not delete a voucher that has been submitted to the court unless it is returned to
you.

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

Hotes

£ Q

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

?nm: ) Submit

Request for Excess Fees / CJA 26

When fees in excess of the case maximum are required, the attorney must
prepare and submit a CJA 26 through the system. Follow the instructions to
“Create a Voucher / Document” and select the option:

CJA-26 Create
Statement for @ Compensation Claim in
Excess of the Statutory Case
Compensation Maximum: District Court
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Basic Info
Fill out all applicable fields. Amount Requested is required.

Amount Regquested 0 = Amount Approved
Pre Trial Hours |0 Trial Hours |0 Sentencing Hours |0 Other In-Court Hours | 0 Out-Of-Court Hours |0
Mumber of Counts i] Number of Co-Defendants 0

QOther Pending Cases

Sentencing Guideline Range

Mandatory Minimum Found 1
Justification Supporting Documents
Fill out all applicable fields. Attach any supporting documents.

Monitoring Status of Funds

You can, and are encouraged to, monitor the status of funds for your
representations by reviewing budget reports.

To run a budget report:

¢ Identify and access a voucher for the representation for which you would
like to check the funding.

e Select either the Defendant Summary Report or the Defendant Detalil

Report.
Reports
Defendant Summary Budget «
Aenor Click on the name of
eport

The same as the Case Summary '-:'i FEDGI'T you WG_Uld
Report except it only displays the like ta run for this
information for the selected i

defendant rather than the entire appol ntment.

Case.

Defendant Detail Budget Report «

The same as the Case Detail
Report except it only displays the
information for the selected
defendant rather than the entire
Case,
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These reports will display:

Current amount approved for the representation

CJA 26 documents approving the amounts

Voucher amounts that have been approved

Voucher amounts that are still pending approval

Remaining balances

Each authorization for expert services and the amounts listed above

The detail report will itemize each voucher. The summary report will
present a summary of the vouchers

The reports will also list each authorization for expert services, the
amounts approved for each authorization, and the amounts as listed
above.

A sample of these reports is attached.

Voucher that Exceeds Authorized Amount:

If you attempt to submit a voucher that will exceed the amount authorized,
you will receive the following message:

ﬂ There are not enough funds. Only § left for Services in this representation.

Edit Voucher:

You can work on your voucher over time adding services, expenses and documents as
needed.

To edit a voucher:
« Click on "Edit" for the voucher you want to access.
« Make your additions per the foregoing instructions.

Remember to |save the voucher each time you work on it.

2:00-CR-00001-RLH. .. Eric Cartmann |= CJlA-20 .. Voucher Entr
ezt DL01/2001 Claimed Amount: 12... F. Lee Bailey ‘ Edit !
End: 04/25/2010 —
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Returned Voucher / Document:

If the Court needs to return a document, an email will be generated and sent by the
system notifying you of the reason the document is being returned and any instruc-
tions from the Court.

- | CJA eVoucher Action On Voucher 0978 0001008
7 cfa_usdistnct Cindy_Jensen 0430:2010 04-46 PM

show Cets

Ga_usdistncicourt  CJA eVoucher Achion On Voucher 0678.0001008 04/302070 04 48 PM oK

The document will appear in in the PP fo|der on your home page.
The voucher will retain the voucher number it received when it was submitted and

the status will return to Wy Voucher Entry
- 0973.0001008

~ FINAL PAYMENT

You may access the voucher by clicking on the voucher number,

The Court’s notes can be found on the Confirmation page.

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

Notes  please attach justification for the services and resubmit the voucher.,
*
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Attorney Homepage:

CJA 21 Specifics

To group by & partioular Header, drag the column to thes area,

Case Defendant Type Status

2 10-CR-00052-E... |John Smith (= 1 Cla-21 Submitted to Attormey

Start: 12/31/2010 Claimed Amount: 50.10  Sally Numbers J 0980.0000002
03112011 Agoountant FIMAL PAYMENT

2:10-CRO0099-E,,, John Smith 1 (= 1) ClA-20 - Voucher

Starts 12/032010 Clamed Amount: 1,637.50 F |Lee Bailey _‘ o

End: 200372011 ' FIMAL PAYMENT

Follow the instructions to “Create a Voucher / Document” and select the option:

Authorization and Yaucher !n:nr Expert

and other Services

Click Create
CJA-21

_§_

Authorization and Youcher For Expert
and other Services

If the request does not
require advance
authorization ($800 or
under), or previous

Authorization Selection

You can select a previous authorization reques

No Authorization Reqguired

authorization was not
obtained, click on

If you have a previous

If wour woucher compensation is under
the skatutory limit and does nok require
priot authorization.

Use Previous Authorization

authorization click on

Select this option ko display a list of
previous authorizations and requesks in
this appiointment,
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If you click “Use
Previous Authorization”

Authorization Selection
You can select a previous authorization request, request a new authorization or dick the ™o Authorizat

a list of Existing No Authorization Required Existing Requests for Authorization
Requests for e | ID Humber: 22 Service Type: |
i7ati e e Order Date: 03/08/2011 Estimated Amo
Authorization appears prior autharization. Authorised Amounts 1500 Requested Pro
Use Previous Authorization New Voucher Information
St i 2 S e  EEEE
this appointment.
Click t(_) hl_gh“ght th_e Existing Requests for Authorization
authorization to which
i iati ID Number: 22 Service Type: Paralegal Services
you will be associating Order Date: 03/08/2011 Estimated Amount: 1500
the CJA 21 Authorized Amount: 1500 Requested Provider:

The service type will
rollover from the
authorization selected.
If no authorization is
being used, you will use
the dropdown box to
select the service type.

New Voucher Information
Service Type

Enter a “Description” of
the service to be
provided

This step correlates to
box 13 on the CJA 21
and must be filled out.

Description

Service Provider

Note: Only experts
registered with the
service type selected will
appear in the drop-down
box.

Service Provider
You can search one of the service providers already in the system
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If the expert you would
like to use is not listed,
please contact Jaime
White or Renea
Grogan to enter the
expert in the system
before you enter your
voucher.

You will get the following error message if you try to submit a
voucher without first having the court enter the new expert:

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

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

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

':::' Attorney

':E:' Expert

If the Expert you
selected is not
authorized to use
eVoucher the Voucher
Assignment field will
remain locked indicating
the Attorney will be
responsible for filling in
the voucher claim part.

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

C"Ckl Create Voucher |

Note: if all information is not entered you cannot advance to the next screen

If the Expert you selected is authorized to use eVoucher you are done at this point and you

may click Home or logout.

If the Expert you selected is not authorized to use eVoucher you will continue filling in the

voucher claim part on behalf of the expert. See page 26
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Approval and submission of CJA 21 vouchers on behalf of an
expert not authorized to use eVoucher

***This is a 2 Step Process***

Attorney Enters CJA 21 Voucher Information: The attorney will enter the services
and expenses on behalf of the expert (based upon the documentation the expert
provided the attorney.) The attorney will perform the first level of submission on be-
half of the expert. R

. ' T £ " A
The voucher will appear in the attorney's “My Active Vouchers” as # [io o007

The attorney will then perform the second level of approval/submission by clicking
on the voucher, navigating to the “Confirmation” page and approving the voucher.
The voucher will move to the attorney’s "My Submitted Vouchers” folder.
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CJA 30 and 31 Specifics

CJA 30 vouchers function the same as CJA 20 vouchers other than:

- They have a different “Service Type” drop down list on the “Services” page .

Service Type | 'v|:  Desaiption
Doc.= (ECF) ;In Court Services ‘
| @ In Court Hearings !
Haours | Out of Court Service s |
| b. Interviews and Conferences
<. Witness Interviews ‘
d. Consulting with Investigators and Experts
e. Obtaining and Raviewing Records
f. Obtaining and Reviewing Evidence
g- Consulting with Expert Counsel
h. Legal Research and Writing

i« Travel Time

j« Other
- CJA 30 and 31 vouchers have a mandatory “Stage of Proceeding” drop-down
box on the "Claim Status” page which the other vouchers do not have.

Claim Status

Start Date 5/3(2010 - | End Date  §/3/2010 -
Paymeant Claims stage of Proceeding
Final Payment E'E pital Prosecutio x I
ital -
e b (s ERt——
Supplemen tal Fayment b Trial

c. Sentencing
| d. Other Post Trial
Have you previously applied to the court for compensation indjm: =. Appeal
f. Petition for the US Supremes Wil of Certioran
If Yes, were you paid? . Habsas Corpus
| g- Habeas Petition

Othar than from the Court, have you, of to you knowladge has & h. Evidentiary Hearing
payment (compensation or amything of value) from any other 50U . pispositive Motions
this representation?

m

|
| i- Appeal

. K. Petition for the US Supreme Writ of Certiorarn |
<< First || = Previous |[ Mext > |[ Last == ] Save | [ Deletzrd 1
1 Othar Procesding |

1. Stay of Crecution |
| . Appeal of Denial of Stay =|
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