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

e On-line submission to the court.

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 manage their own account information including address, phone, firm associations and
applicable CLE credits.
e Allows for submission of holding periods or a specific amount of time taken off for medical leave, vacation, etc.

Voucher Request Submission

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.
o Apple Macintosh: Safari 5.1 or newer is approved.
e Chrome, Firefox and other browsers are not approved to 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.
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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 Vermont District
Court Prod Release 4.3.1.3

Existing user? Please log in.

Username: | |

Pamwrd:| |

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 every 180 days.

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 address. We will
send you an email to reset your password.

Username: || | and/or

Emiail: | |

[ Recover Logon |

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017
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Home Page

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

s e

Ly -

Folder Descriptions | |

My Active Documents 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.

Appointments’ List Quick reference to all your appointments

My Proposed Cases will appear in this folder if an appointment has been proposed to you and you

Assignments have not accepted or rejected the appointment. Note: District of Vermont does not
use this feature, so this box will be empty.

My Submitted Contains vouchers for yourself, or for your service provider, which have been submitted

Documents to the court for payment. Documents submitted to the court requesting interim
payments will also appear in this folder.

My Service Provider’s Contains all the vouchers for your service providers. Service experts are not assigned a

Documents login and do not have the ability to fill in the voucher claim part. The attorney is always

responsible for filling in the voucher claim part.
This will include:
e Vouchers in progress for the experts
e Vouchers submitted to the attorney for approval and submission to the court
e Vouchers signed off by the attorney and submitted to the court for payment
Closed Documents Contains documents that have been paid or have been approved by the court.
Closed documents will only be displayed for open cases. Closed documents are
displayed until they are archived and/or for 60-90 days after the appointment is
terminated. They are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Attorney login

Breadcrumb Navigation Menu Bar . .
confirmation

Home Operations Reports Links Help logout

> Home Welcome Andrew Anders (Attormey)
:

T

'V
=
Welcome Andrew Anders: My Profile

ATTORNEY

My Appointments:  View

Home The eVoucher home page

Operations Allows you to search for specific appointments

Reports Selected reports you may run on your appointments

Links Hyperlinks to CJA resources: forms, guides, publications, etc.
Help Provides:

e Another link to your Profile
e “Contact Us” email
Privacy Notice

Logout Logs user off the eVoucher program

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017
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Customizing the Home Page

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

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

Moving Folders

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

B 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.

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

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

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017
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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.

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

To group by a particular Header, drag the column to this area
Case Defendant Type “ Status

B Hold the cursor and drag the header to the Group by: Header bar.
B o i
C
Ca nt Type v Status

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

Group by: Case N

Case Defendant Type T Status

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017
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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 Update social security number (SSN) or employee identification numbers (EIN) and any firm affiliation (Billing

Info section). Any changes in SSN after the first login, must be done through the court.

e Add a time period in which you will be out of office (Holding Period). The District of Vermont does not use this

feature at this time.
e Document any CLE attendance (Continuing Legal Education section).

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 Help logout
My Profile | |
Contact UM,
Privacy

= Home Welcome Andrew Anders (Attorney)

Welcome Andrew Anders: | My Profile

My Appointments:  View

ATTORNEY

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

- — . UserName Anders
Your Login information

Bar Number: i
Attorney Info Your Name: Andrew Anders Edit
Your personal info

Your Contact Info:

Phone; 210-833-5623

Fax:

deadmail@support.aot.uscourts.gov

deadmail@support.aotx.uscourts.gov

deadmai@support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us
illi Your default biling info is:
Billing Info } pur default billng i
List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX -
78210 - US i
Phone: 210-833-5623
Fax:
Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored.
Education Please dlick VIEW to type your info.
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Changing My Profile Username and/or 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

Login Info

> Help > My Profile

Welcome Andrew Anders (Attorney)

Edit

UserName Anders

Welcome Andrew Anders (Attorney)

Login Info

| > Help > My Profile

Login Info

> Help > My Profile

Login Info

Username Anders change
Password ==x= reset =
Username Anders change
Password esesssss| « Strength:Strong
Confirm .
I Reset |
eicor arew Anaers (ATtomey
Username Anders change

Password === reset

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017



Attorney Info

CJA eVoucher for Attorneys | 9

Attorn Info Bar Number: 12345 l:z.
. o x Your Name: Andrew Anders -
four personal mio
Und h Your Contact Info:
nder the Phone: 210-833-5623 | Cell Phone: 702-555-1212
Attorney Info Fax: |
. . deadmail @support.aotc.uscourts.gov
Se‘ftlon’ click deadmail @support.aotx.uscourts.gov
Edit to access deadmail @support.aotx.uscourts.gov
our personal
Y P . Your Address:
information. 110 Main Streat
San Antonio, TX 78210
USA
Bar Number '

Attorney Info

pers

|

SSH Instructions:
If you are an appointed panel
attorney, you are required to enter

Make any necessary your Social Se curty Number in the SSN

Tax Identfication Nurber:
SSN; | 888-44-6666 |
Confirm: [888-44-6666 |

changes. ok
If you are an associate only, do not
enter your Social Security Number in
the SSN field.

Click Save.

First Name Midd le Last Name
!Andrew ” I Anders
Main Ermail
!deadmau@support.aotx.usc:ouns. gov |
2nd Email
l |
3rd Email
Phone Cell Phone | Fax
[210-833-5623 | | | [
Address 1 City
[110 Main street | [san Antonio |
Address 2 State Zp
| [Texas v| (78210
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 4.3.1 | U.S. District Court for the District of Vermont | February 2017
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Billing Info

£

Biling Info Your default biling info is: Select | ||
Andrew Anders

- ' - - Biling Code:0101-000001 Add
110 Main Street

Under the Billing San Antonio, TX Edit
Info section, click 78210 - us

Add if no billing Phone: 210-833-5623

. . . Fax:

information is

available. (

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

Note:
e You must have billing information entered before any payments can be made.
e The SSN/EIN is used when reporting income to the IRS.

e You may use the Copy Address from Profile checkbox if your billing address is the same as your Attorney
Info address.

Billing Info 8y Type: —
iist all avaikbE b oy ®) sef-Enployed
./ Firm
A t
Make any o
necessary w7
L¥| Copy Address from Profile
changes and
click Save. S

Phone: Fax:
‘210-833-5623

Address 1:
110 Main Street
Address 2:

Address 3:

Ciy: _ State: Zp Code:
|San Antonio | | TEXAS VJ |78210
Country:

UNITED STATES v/

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017



If applicable,
add Billing Info
for afirm or an
associate by
clicking the
corresponding
radio button.

Note:

List all available biling info records

Billing Type:
Ty
\_J) Seff-Employed
f.: Firm

) .
) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Biling Info

List all available biling info records

Copy Address from Profile

Name:

Phone: Fax:

CJA eVoucher for Attorneys ‘ 11

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V||

Country:

| UNITED STATES

vi

Billing Type:
Ose f-Enployed
f: Firm

I .
(®) Associate

Save

Billing Code: [0101-000001

| | Verify I

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - Us

Phone: 210-833-5623
Fax:

e Attorneys with a pre-existing agreement must enter the firm’s EIN and name

(required).

e Associates do not need to enter a social security number, but they will need to
ender the billing code of the attorney to be paid.

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017




CJA eVoucher for Attorneys | 12

Holding Period

Holding periods can be used for medical leave, vacation, etc. In districts using eVoucher to solicit appointments, new
assignments would not be asked during this time. Note: District of Vermont does not use this feature at this time.

In the Holding Period section, click View.

Holding Period No info has been stored.
Please dick VIEW to type your info.

Click Add.

Holding Period o= i

et |

.Ehﬂlng Ending Hotes

P Holdng Period
N data

Enter the Starting Date and Ending Date, along with any applicable Notes.

Starting Date Ending Date
07112014 |ZH] |osforjaons |
Notes

Vacation Cru'rse.|

Click Save.

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017
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Continuing Legal Education

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

Continuing Legal Mo info has been stored.
Education Please dick VIEW to type your info.

To add CLE information, click Add.

Conthuing Lage == | 1| = | [
Education

aarch:

Files Credit Dte Moty Salject

Vi Contnging Lega! [ducafion

o e

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

Continuing Legal e ) [ome )
Education
||:r=d:'5¢nwwﬂl.v |
Dote [0500/2004 |2
Hours |0
Descoriphon

Dotument After you save the informabon abaout Bes Cionnuing Education, you will be able to upload related doouments.

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

Click Save.

Note: After information is saved, you'll be able to upload related PDF documents.

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017
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Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

Toe | [Tow

Date |05/15/2014 | )
Hours |0

Description

—
Document Il srowse... |

E 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.

mme o [)] e []

Fikex Credit Date Howrs. Subject
o Sentendn... 05/15/2014 o

1 Page 1 af 1 (1 items)

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017
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Appointments’ List

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

Appointments Defendant
Case: 1:14-CR-08805-AA Defendant: Jebediah Branson
lick th b - - Representation Type: Criminal Case
Elc tllekcase num her Casa Title: USA v. Branson Order Type: Appointing Counsel
yperlink to open the Attomey: Andrew Anders Pres. Judge: Abert Abertson
Appointments page. Adm. Mag Judge:
. 114 = Defendant: Jebediah Branson
g:m't ER::I et Representation Type: Criminal Case
Case Tithe: USA v, Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10
2 Pres. Judge: Albert Albertson
Adm. Mag Judge:

Appointment Info

View
Representation

Attorney CIA 20
Voucher
Template

Expert CJA 21
Voucher
Template

Detailed
Payment Reports

All vouchers
associated with
this case are
displayed.

Appointment

B

Create New Voucher

Phone: 210-833-5623

1. CIR. CEET GOV CODE T FLRSON RITRLEENTID GLCIELE NUAMR
101 Jebeduah Branson
1. MAG. DK T DET NUMBER A HST. DR T DEF NUMBER E APPEALS. DT DEF NUMBER 8 OTHER DT DEF NUMBER
1:14-CR-08505-1-A4
TN CASEALNTTER OF(Case Name) | & PAVAEENT CATEGORY ¥ TYPE FERSON REPRESENTED 1 REFRESENTATION TVPE
7 [Felony (mchufng pre.trial diversion
[USA v Brmses - 4 Feboary) IAdult Defendast Crzmanal Case
11 OFFENSES) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEV'S NALE ANDAAILING ADDRESS 13. COTRT ORDER
| Andrew Anders - Bar Number: 12343 [ ]A Assciat []€ Co-Comet
110 Main Sewet [ Sake o Faarad Dnfumsr | ] 0 Appesating Coensl
an Antonio T 78210 = =

|jrsmnrn-4 Amare :jnmmmm

[ ]V Btamdley Commnal
[Prisr Anerser's X+
L pp=a imtemamt Dley
[Sigaauine o f Praxlding Fedgs or By Order of d Comry
|Ahert Afbe
VL LAWFTRAL KAME ANDALUILING ATCRESS A R e Sy
B32014
Reparment [ | VES [ N0
Group Header Bar
Vouchers on Fle &
pas e To group by a particular Header, drag the column to this area, il Seanch:
|= )
Compersation Maamum: District Court Case Defendant Type Status
TRAVEL B LR4CR 0880544 - Jebedish) Branson (2 | ClA-20 Subemtted to Court
Astheetratices fior payment aF Trawed sy QMO (Clamed Amount: 778,40 Andrew Anders A 01010000001
Erch BGO52044 INTERIM PATMENT 1
L 4-CR-0880E- A8 - Jebediah Br. = ALITH Submitted to Court
Sowr: D420 : S =
R, Claimed Amount: 1,000.00 Chemist, Tosdcologist ’v’ a 5
B I4-LR-0080C 48 Jebedish Branson = AUTH-24 Voucher Closed
fieriznt Dl Budoet Regort Soat: S04 Clarsee] Amocrnt: 0,00 M 01010000026
Detad budget i for dafendant ok BEAT0 Approved Amount: 0,00 -
Li14CR OBBOC-A8- Jebedish Branson |2 Cla-n
Defersiont Surmery Budos Report o OMIRI01 Clamed Amecnts 0,00 Lz Garca E S Sy
Totals andy of budget info for o Haw, Fiber Expert
cefendant J:4-CR-ORB05 A8 - Jebadiah Branson Cla-24 . Voucher Enfry
ot DBOA2014 (Claimed Amcunt: 0,00 Terees Transripts L, Bt
Attomey Teme Repor] Ends DA
1: 40 -QBB06-44 - Jebediah Sranson = ALITH-24 Voucher
Ste GLAOLS01 Chamed Amount: 0,00 -‘ Edit iald
End: 02/01/1900 -
E1H-CA-00805-AA - Jebedish Branson (= | CIA-24 Submitted to Attomey
st DETL0L Chairsad Ammenoril: 14.50 Teresa Trangoripls , 01070000 149
DR

Page 1 of 1 (7items)

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017
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View Representation

The View Representation information will display:
o Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

From the Appointment page, click
View Representation.

Appointment

Help logout

Representation Info

1. CTELTIST.TIV.CODE 2_FERS0N REFRESENTED [(VOUCHER NUMEER

101 [Jebadiah Branzon
A MAG. DETDEFNUMEBER 4. DIST. DKT.DEF NUMEER £ AFFEALS. DKT/DEF NUMEER 6. OTHEE. DKT.DEF NUMEER

) 1:14-CR-08805-1-AA
7.IN CASE/MATTER OF(Case Name) B PAYMENT CATEGORY 0. TYFE FERE0N FEFRESENTED 10. REFRESENTATION TYFE
Reports [USA v. Branson Felonry (including pre-trial diversion [, 1 1y fondant Criminal Case
jof allegzd felony)
Representation Report 11. OFFENSE(S) CHARGED

15:1823 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESITING JUDGE MAGISTRATE JUDGE DESIGNEE
50000 00 Albert Albertzon
AppID Attorney Order Type Order Email

2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aoty. uscourts. gov

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

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017
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CJA 20 Voucher Process Overview

Attorney enters
time/expenses Clerk’s Office Court approves or

Clerk of Court
processes voucher

and submits audits voucher rejects voucher
for payment

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 Create I
Appointment of and Authority To Pay
Court-Appointed Counsel

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

b Basic Info Services Expenses Claim Status Documents Confirmation

Basic Info

1. CIR.DIST/DIV.CODE 2. PERSON REFRESENTED 'OUCHER NUMBER
0101 Uebediah Branson
3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER §.APPEALS DKT/DEFNUMBER 6. OTHER. DKT/DEF NUMBER
1:14-CR-08803-1-AA
7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10.REPRESENTATION TYPE
ey [Felony (including pre-trial diversion T
[USA v. Branson lof allezed felony) Adult Defendant Criminal Case
i i 3 11 OFFENSE(S) CHARGED
o ] e 15:1825.F INSPECTION VIOLATION PENALTIES
TSR S FAME ARDIAIIG ATIRES e
|Andrew Anders - Bar Number: 12343 [[]A Associate [[]€ Co-Counsel
110 Main Street "
Rric . Chone e gomisms
IPhone: 210-833.5623 []P Subs for Panel Attorney [ | R Subs for Retained Attorney
[[]¥ Standby Counsel
Reports [Prior Attoroey's Name
Appoi Dates

Defendant Detail Budget Report [signature of Presiding Judge or By Order of the Court

Detail budget info for defendant J : . Albert Albertson
14. LAW FIRM NAME ANDMAILING ADDRESS te of Ord P Pro T Dt

& 3/32014

oA Repayment [_| YES [V|NO

Defendant Summary Budget Report

Totals only of et info for

St by ok budy Payment Info
Preferred Payee | Andrew Anders Vv

Andrew Anders
SSN/EIN: ***-**.6789
123 Legal Bivd. South
AnyTown, DC

12345 - USA

Phone: 888-555-4000
Fax: 888-555-4001

«First | [ <Previous |[ Next> |[ Last»> | [ save | [ Delete raft |
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

—

| Basic Info Services Expenses Claim Status Documents Confirmation

« First < Previous Next > Last » Save Delete Draft

/’/,’-7

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 Atany time prior to submitting the voucher, the user may delete the voucher by clicking Delete Draft. (be
sure you wish to delete the voucher, as once it is deleted, it is gone forever)

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

Line-item time entries should be entered on the Services tab.

Both In-Court and Out-of-Court time should be recorded on this screen.

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

Note:

There is NO AUTOSAVE function in this
program. You must click Save periodically

to save your work.

Basic Info | Services Expenses Claim Status Documents Confirmation
Services
Date [e1/2014 | =28 Description
ServiceType | [~]-
pocoem [ | s [
Hours [ ]+ ats1zs.00perhour.
* Required Felds
Service Type Date Description Hrs Rate Amt
Defendant Detail Budget Report
Detail budget info for defendant
Form CJA20
Defendant Summary Budget Report
Totals only of budget info for No datal
defendant
|_«First |[ <Previous || Mext> || 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 ‘ 6/11/2014 | = % Description
click the calendar icon to select a _
date from the pop-up calendar. = 3 June 2014
Doc.#(ECF) || = Su Mo Tu We Th Fr Sa
* 1 2 3 4 5 -] 7
Hours [:
» 8 9 10[1m]12 13 14
* Required Felds
* 15 16 17 18 19 20 21
»22232425262?28i
» 29 30 1 i 5
Service Type :
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Services (cont’d)

From the Service Services
Type drop-down Date [6/11/2014 | = Descripton
menu, select the Service Type [l TE-
service type. ; — ]
yp Doc. # (ECF) In Court Services A
a. Arraignment andfor Plea
Hours
Note: b. Bail and Detention Hearing
. " Regusred Feds
You may add dates in any order. You c. Motion
can sort in chronological order at any d. Trial

time. Service Type e, Sentencing Hearings

Enter hours of Services -
icei Date 6/11/2014 [= = =
service in tenths y e  —
of an hour. Service Type  a. Arraignment and/or Plea v s arraignment of Defendant.
Doc.# (ECF) Pages bl

Hours 0.5(* at$126.00 per hour. Remave

Enter a e FEE
description.

Note:
Click ADD.

e You may add time in any order.
e 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 s =28 R T p—
Service Type = \
R — b

Hours . | at $126.00 per howr. : Remaove

Service Type Date Description Hrs  Rate  Amt
&, Arrwgneand and/or Paa 06/11/2004  First appaarance and armignewnt of Defendant 05 126,0000 ISLEBI
I Paneuu{uan)‘
| «Frst || <Previous || Mext> ][ Last» | | Save | [ Delete Draft |
] . L . .
3 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 ) Expenses - Claim Status . Documents - Confirmation
Expenses
Date 6/12/2014 | * = Description
Expense Type >
Miles [ ] ats0.5600 per mile. %

Amount Add Remove
[ ] | |

* Required Fields

Expense Type Date Description Mile Rate Amt
No data
[ «First |[ <Previous |[ Next> |[ Last» | [ save | [ Delete Draft |

From the Expense Type drop-down Expenses

menu, select the applicable expense. Date 6/12/2014 | * ﬁ
Expense Type ||| ¥ ¥
Miles Travel Miles
Amount Travel Misc.

* Required Figlds Fax

Photocopies
T"u! Postage

Other Expenses

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

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

Enter a description in the Description field.

| Expenses
Date 6/12/2014 | * ﬁ Description Travel to and from Court]
Expense Type  Travel Miles - |=
Miles “ at $0,5600 per mile. s
Amount | Add || Remove

* Required Fields

Expense Type Date  Description Mile Rate  Amt

| «First || <Previous || Next> || Last» | | Save | | Delete Draft |

B Click Add.

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

Expenses

Date [er122014 | =30 _ Descrption l
Expense Type | w =

Miles [ | ats0.5600 per mile. ¥
Amount | Add H Hemuva]

* Required Fislds

Expense Type Date Description Mile Rate Amt
Travel Miles 08/12/20 .. Travel to and from Court 20 0.5800 11.20
: Page 1 of 1 (1 items)
|_«hrst || <Previous |[ Next> || Lasts | | 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 Click an entry to edit.

Expenses

Date 611212014 | =5 Description

N .

Miles at $0.5600 per mile. %

Amount |:|* | Add “ Remove

* Required Fialds

Expense Type | Date | Description Mile Rate  Amt
Photocopies 06/12/20... Copées - 100 pages & .15 per page 0 o 15.00
Travel Miles DE/12/20... Travel to and from Court 20 05600 1120

1 Page 1 of 1 (2 items)

! : =

||_=First || <Previous || Net> || Lasts | [ save | Delste Draft
E Click the Date column header. This will sort expenses according to date.
E 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:

9\ Service and/for Expenses are out of the Voucher Start and End Dates,

The message will be removed when you complete the Claim Status section with correct start and end dates 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  [05/13/2014 | = 28 EndDate  [g/12/2014 | =

Payment Claims
Final Payment )
® Interim Payment 2 et )t

Supplemental Payment

1. Have you previpusly applied to the court for compensation and/or reimbursement for this? & Yes

If Yes, were you paid? ®) Yos
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment Yes ‘®no
(compensation or amything of vaiue) from any other source in connection with this representation?

[C«First |[ < Previous |[ Net> J[ Last» | [ Delete Draft |

Indicate payment type.

Note:

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

e Interim Payment allows for payment throughout the appointment. If using this type of payment, indicate the
number of interim payment. i.e. start with 1, next is 2, etc.

e After the Final Payment 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.

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

Note:

All documents must be submitted in PDF
format and must be 10 MB or less. If your CJA-
20 exceeds the statutory case maximum, you
must attach a CJA-26.

Add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie GAO\eVouchenCJA eNor  Browse. ..

Description [Copies of receiptq x|

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!)

File Browse. .
Description [ ]
Description Delete  View
Copies of receipts Delate Vigw
[ <rrst J[ <Previos [ Next> J[ tast> | | [ save | [ Delete Drart |

B Click Save.
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Print Voucher for Review

Staff in an attorney’s office may be entering the information into CJA eVoucher and would like to print the voucher for

the attorney’s review before submitting.

Click on Form CJA20 link in the lower right-hand Reports
corner. (or the link to the voucher type you are Defendant Detail Budget
working with) Report
Detail budget info for
defendant

Form CJA20

Defendant Summary Budget

Report
Totals only of budget info for
defendant
A new tab in your browser opens up and a
message appears at the bottom. Click on Open
to open the document in Adobe.
Do you want to open or save ReportPDF.pdf (22.8 KB) from circ02-evapp.ada.den? Open Save v  Cancel x
The document will open in Adobe. You can
now print and/or save the document. The first
page is the summary of what has been
entered, followed by the voucher detail.
Voucher Services Detail
Date Type Description Pages  Rale  Hours Adjusted  Amount  Adjusted
Hours Amount
Janma SesvicesOmerHours Inftial Appearance $12600 050 $75.60 $0.00
33204 | SenvicesinterviewHours Imzrview with gesandant and Probation $126.00 100 §$126.00 5000
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Signing and Submitting to Court

When you have added all entries for this voucher, you are ready to sign and submit your voucher to the court.

CJA eVoucher for Attorneys

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

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

[Phone: 210-833-5623

Confirmation
1 CIR DIST/DIV.COE 7 PERSON REFRESENTED FOUCHER NUMBER
1 ebediah Branson
(3 MAG. DET/DEF NUMBER L DIST. DT DEF NUABER £ APPEALS. DRI DEF NUMBER & OTHER DKT DEF NUMBER
1:14-CR-08805-1-44
7IN CASEALATTER OF(CaseName) | PAYAENT CATEGORY 5 TVPE FERSON REFRESENTED 10 REFRESENTATION TYPE
[USA v. Branson f;;"} (mc!f! m:‘;f pre-trial diversion |, 4.1t Defeadaat [Criminal Case
11 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13.COURT ORDER
Andrew Anders - Bar Number: 12345 []A Asseciate [[]€ Co-Counsel
110 Main Street = .
o Antomio TX 75210 DFSIII for Federal ﬂfmliﬂ,‘ppmml)('mﬂ

[(]PSubs for Panel Attorney [ ] R Subs for Retained Attormey
[T]¥ Standby Conssel

14 LAW FIRM NAME ANDMAILING ADDRESS

Andrew Anders TIN: ***.**.6789
123 Legal Bivd. South

AnyTown DC 12345 USA

Phone: 888-353-4000

Fax: 888-555-4001

JPrior Attorney's Name

[Appoistment Dates

jSignature of Presiding Judge or By Order of the Conrt
Albertson

[Date of Order Nunc Pro Tunc Date
532014
Repayment [ | VES [/]NO

Ifyes, wereyoupsid? [] YES []NO

any other source in connection with this representation? [ YES
I Swear or affirm the truth or correctess of the above statements.

Signature of Attomey:

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL 3
CATEGORIES HOURS AMOUNT | ADSUSTED | ADJUSTED 5
s | mowms | avovst RIYEN
15. |2 Amai and'or Plea 0.5 $63.00
b. Bail and Detention Heanng 0 $0.00
<. Motion 0 50.00
d. Trial 0 50.00
& 5 ing Hearings 0 50.00
£, Revocation Hearings 0 50.00
£. Appeals Court 0 50.00
h. Other 0 50.00
Totals 0.5 $63.00
16. | 2. Interviews and Conferences 0 $0.00°
b. Obtaining and Reviewing Records 0 50.00
¢. Lzgal Research and Brief Writing 0 50.00
d. Travel Time 0 0.00'
. Iavestigative or Other Work ] 0.00
Totals 0 0.00'
| [Travel Expenses dodging, parking, meak: s
" priileage, eic) -
s [Other E_tpensu {ather than expert, $15.00
jramseripts, ere )
‘GRAND TOTALS 53900
(CLAIMED AND ADJUSTED) .
5. CERTIFICATION OF ATTORNEY FOR THE PERIODOF SERVICE [20. APPOINTMENT TERMINATION DATE IF OTHER 1. CASE DISPOSITION
AN CASE COMPLETION
FROM: §122014 TO: §/122014 Il
2. CLAIMSTATUS [] Final Payment [ Interiz Payment [ Supplemental Payaent

Have you Previously applied to the court for compensation and'or reimbursement for this? [ YE§ [ NO

Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation of anthing of value) from

[0 NO  If yes, please attach supporting documentation

Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY

03 IN COURT COME. 4. OUT OF COURT COMEF. l;sé.rm\:l. EXFENSES |26, OTHER EXFENSES 7. TOTAL AMT. AFFRUCERT.
150.00 50.00 0.00 50.00 [50.00

P8 SIGNATURE OF THE FRESIDING JUDGE [DATE j28a. JUDGE CODE

25 IN COURT COME. _OUT OF COURT COMF. L TRAVEL EXPENSES 7 OTHER EXPENSES |53 TOTAL AMT. APPRUCERT.
50.00 $0.00 0.00 50.00 [50.00

34 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR DELEGATE) Paymuns gpproved in

eccess of che starutory tereshold amount PATE pés. JUDGE CODE

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

Public/Attomey
Notes

Date:

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

[First ][ <Previous ][ Next> |[ Llast» | [ 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.

Note: You may include any information to
the Court in the Public/Attorney Notes

Select the check box to swear and affirm to the accuracy section. Also, if a submitted voucher has
of the voucher. The voucher will automatically be time been rejected by the court upon audit review,
stamped. there will be notes as to why in this box.

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

Public/Attomey
Notes Motes

| I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | O Submit
[ «Fest ]| <previous || mext> |[ Last» | | save | | Delete raft |

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 notification if we need more detals.
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 a partiouar Header, drag the column to this area. s.wd-u:[
Case Defendant Type Status
1i14-CR-0BA05-A4- Jebedish Branson (= 1) ClA-20 Submatted to Court
Sraem OG122014 Clamed Amount: 89.20 Andrew Anders A 0101,0000150
End: 0GM12/2014
1 15CR (EB05-AR- Jebediah Branson (= 1] CIA-20 Submitted to Court
St 010372014 Claimed Amount: 773.40 Andrew Anders & oL
End: 06052004 INTERIM PAYMENT 1
1: 14-CR 03805 A8 - Jebediah Branson (= 1) AUTH Submatted to Court
St GARZ/2014 Claimed Ameunt: 1,000.00 Chamist, Toxcologist F 0101.0000002
End: 01/04/1900
1 Page 1of 1 (3items)
Notes:

e If a voucher is rejected by the court, it will reappear in the My Documents section and will be
highlighted in gold.

=i Documents

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

Case
Start: 4
End: 06/19/2014

e An email message generated by the system will be sent explaining what corrections need to be made.
The message will also display in the Public/Attorney Notes section on the confirmation tab of the
voucher.
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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.

ﬂ E:pen:u 5: §26.20

O services: $63.00 -

e Expand the item by clicking the down I Couit Servioes

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

o
L]

Bad and Detenticn
Haaring

Muotion Hearings
Trial

Sentencing Hearing
Revocation Hearings
Appeals Court
Other

wooo o oS o

Totals

Out of Court Services
Sarvice Hours
Interviews and 0
Conferences
Obtaining and
Reviewing Records
Legal Ressarch and

o

o

Brief Writing
Travel Tima o
Investigative and o
Other Work

Totals 0.0

(5] Expenses: $26.20

Travel
Expense Type
Travel Mies
Travel Misc

Expenses
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Reports and Case Management

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

Therefore, attorneys are encouraged to monitor the status of funds, attorney hours as well as expert services, by
reviewing the reports provided in the CJA eVoucher program. 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.

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

e  The two main reports are the Defendant Detail Form CIA20
Budget Report and the Defendant Summary
Budget Report.

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Report

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 |

Appointment 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
Budgst Amount Requasted: $0.00
Budgst Amount Approved: $3.500.00

pendng F g amount Remaining
&m m Faag Expenzss Tiotal Faas Expansss Total Arter approved | After Approved
Trawal Crthar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
02372015 to 0232015 | 0101.0000001 30.00 30.00 +0.00 000 $5,350.00 .00 000 36,350.00 33,550.00 $3,550.00
010171801 to 017011590 30.00 50,00 $0.00 s0.00 $0.00 S0.00 s0.00 S0L00 33,550.00 $3,550.00
0140171801 to D180 $0.00 s0.00 #0.00 £0.00 $1.00 .00 £0.00 £0.00 5$3,550.00 $3.550.00
Total Panding: $0.00 Total Approved: $6.350.00 $3.550000 $3.550000
Panding amaunt Remalning
Time Pericd WVouchar
For Vouct Wumbar Faas Expenass Tiotal Faasa Expanses Total After Approved | After Approved
Trawal Othar Trawel Other and Panding
Authorzation Number: 0101.0000002 . .
Spacialty: Chamist, Ti ; amount Requested: $1,000.00 Amount Authorzed: $0.00 attomey: Andraw Andsrs

e — I
Coungel CJA20 or

vouchars 3z well 38 vouchsrs for Faas Expenzes Total Faag Expangss Total Approved and Pending
E""""t“'““""“"““m‘ = Travsl other Traval Other Foes Fess and
submitied sxpenditures for this Expansea
*Doas not Inﬂﬂ.Tm‘ll Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 40.00 $0.00 $6.350.00 $6,350.00 $E.350.00
Thursday, Movember 5, 2015 - Ver. 1.1 Page 1011
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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 Repressntation:

Criminal Case
Budgst Amount Requestea: $0.00
Budgst Amount Approved: $9,900.00
me m Fooga l Expanses . Total Feas . Expenass . Total . N‘I-Appmwli. After Approved
C Travel | Other | | Travel | other | And Pending
attomay: Andrew Anders  [Appointing Counasi) active
“Total Penaing:| $0.00] Total Approved:| $5,350.00  $3.550.00) $3,550.00

Thursday, November 05, 2015 - Wer. 1.1

Page 1071
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Creating a CJA-21 Voucher

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

The voucher opens to the Basic Info page.

Note:
There is NO AUTOSAVE function in this program. You must click Save periodically to save your work.

F Basic Info

J

Basic Info

[T Ctr st oiv cace Y FLESGN REFRISINTED [OUCIELR SUANER

311 “'ﬂd.'l' Wilsen

3 MAG. DRT DT FUMBER 4 D(3T DRT DEF SUMBER F. AFTTALS. DR T, D57 NUMBIR & OTIER. DT KT NLMBLR
11 4-CR-08300.2.A4

7 N CASEMATTER OFiChm Name) | & PAVMENT CATEGORY ¥ TYTE FERS0N REFRESENTED 14 REFRESENTATION THFE

FISA v, Wison ot al E;bf‘ Lm“ mw"lu Severson | st Ddeodant Criminal Case

(1L CETENEE S, CHARCED

|8:13-4530F INCOME TAX. FAILURE TOFILE

EACESS FLE LIMIT TRESEANG JLDGE MAGISTRATE DGR EESIGALE

[0, 80000 ARkt Albertson

Authorization Selection

¥eus £an sslect & Previous Authorization Request, request s Mew Authorizalion or chck the “hio Authorization Requined ™ butten if urdsr the
statubory bemt.

Ho Authorization Required

Use Prewviows Authoriration

fhes apooniment

[Cefost ][ <prevous ][ mest> ][ Lasts [ o=t
Deferdand Surmmery Budont Repory
Tota orly of budost info for
defiendant

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

If this |s. no'-c a death.penalty case, click Nq o No Authorization Reguired
Authorization Required. You must submit a motion in TF vour voudher compensabon is under
CMECEF to obtain authorization from the court, in the 51_613\':0'.' y limit and does not require
accordance with CJA Guidelines regarding Limitations prior authortzation.

per §310.20, before submitting a CJA-21 voucher. Use Previous Authorization
Select this option to display a list of
If this is a death penalty case, click Use previous authorizations and requests in

this appointment.

Previous Authorization.
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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.

The Voucher Assignment field will
remain locked indicating the attorney
will be responsible for filling the
voucher claim part as experts are not
authorized to use eVoucher in the
District of Vermont.

Note:

In the District of Vermont, service experts are not assigned logins and do not have the ability to fill in the voucher

35

Existing Requests for Authorization

ID Number: 155
Order Date: 05/27/2014
Authorized Amount: 0

service Type: Weapons Frearms
Explosive Expert
Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type

Description

Voucher Assignment  *
This indicates who will be responsible for filing the voucher daim part

Service Provider

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

Expert Gabriel, Gina jod

Expert Info Gina Gabriel

110 Main Street
San Antonio TX 78210 USA
Phone: 210-593-3340

Create Voucher

Voucher Assignment  *
This indicates who will be responsible for filing the voucher daim part

claim part. The attorney is always responsible for filling in the voucher claim part.
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Creating a CJA-21 Voucher (cont’d)

Click Create Voucher.

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

e Since experts are not authorized to enter data in eVoucher, the attorney will file the voucher on behalf
of the expert. The voucher will appear in the “My Active Documents” section showing Voucher Entry
status. Once approved on behalf of the expert, the attorney will perform the second level of
approval/submission by clicking on the voucher, navigating to the “Confirmation” page and approving
the voucher again. The voucher will then move to the “My Submitted Documents” section, if
successful.

Click Create Voucher.

If you wish to submit a person as an expert, follow steps 3 through 5 on page 35.

From the Expert drop-down list, select Existing Requests for Authorization

the empty (null) value. Voucher ID Number: 155 e e
Assignment should be on the Attorney Order Date: 05/27/2014 Explosive Expert

option Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Fill in all required information on the Service Type M
person you wish to submit for
approval. Description
Step Click on the Create Voucher Voucher Assignment  *
8 button. This indhcates who will be respansible for filng the voucher dlaim 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

Note:

e The person you submitted will go through Expart
an approval process. A W-9 for the expert First Name  Middle Name  Last Name =
must be provided to Lisa Wright in the ] | |
Clerk’s Office. Once that person has been Phone = Fax
approved, an email will be sent to you. | ]

e You'll now be able to select the person Address 1 * City =
from the Expert drop-down list and all | ]
their information will automatically Address 2 State * Zip *
populate. . | . I I ]

Address 3 | Country ]
. o Create Voucher
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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.

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

Enter the Date, Hours, Rate, and
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.

Bazic Info  F Services Cxpenses
Diate .f 20 . _:

T ]

Rabe ]

Clsim Status Documants Confirmation

Remove

Mo cate
[ =t |[ <Preious |[ Mests ][ Last= | S| | lete Eratt |

Basic Info Services Expenses Claim Status Documents Confirmation
Xpenses
ate s | =5 Descripton
Experae Tyoe -
bl & a8 50, 5500 iy ke
= ==

Date escription Hille  wte pu-||

Exprese Type
Travsl bim

Di/ TR T

Teel oo restryg et deferdary

T T

Mld!(lm’!

L=t [ <Previcus || Mests> || Last- | v | | Coeteratt |

N —

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017



CJA eVoucher for Attorneys | 38

Creating a CJA-21 Voucher (cont’d)

CI'Ck the CIaim Status tab or C“Ck Baszic Info Bervices Expenses P Claim Stalus Documents Confirmation

Next. )
Claim Status

Start Date :Zﬁ-.‘.'--:l:'.-l . _':| End Date |6119/2014 . j

Enter the Start and End Date,
making sure to select the
earliest date of services and

® Enal Payment
expenses as the Start Date. e )

Suppiermenial Pagment

Select an option under the
Payment Claims section.

Click Save. vt | [ <rroim |[oets [ e ] [ mee ]| [oeenas ]

Ve ¥
i_
i

Note:

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

e Interim Payment allows for payment in segments. 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
Next. If this is for amounts over the Basic Info | Services | Expenses  Claim Status b Documents | Confirmation
pre-authorized limit (see CJA . —
Guidelines regarding Limitations per

§310.20), attach the court’s order i Uplcadt (ONR/ I Thha GET0RR Sk or et}

Supporting Documents

Click Browse to select a PDF file to — Dhvicia

attach. Fill in a description of the i

attachment. i.e. ferry receipt
Click Upload. bl ot it Dalaty m

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

[emost [ <Prevous J[ Meat> J[ wasts | | [ sae ]| [ocencnn |

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.

Arteribon: Tha notes you snier sl be sualsble o the next sopreval kevel,

. . . . Public/ Attormay =
Verify all information is Notes
correct.
Select the affirmation check B AT o LPMEE C POV RN I s SOV Sttt Jae—

. . . Date: 6/19/2014 9:28:36
box. This will automatically Sl W
time stamp the voucher.
[ «Frst ][ <roevios |[ Hest> |[ Lasts | [(save ] [ Deeteneaft |
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

Page if you wish to create an
additional document for this
appointment.

Yeour voucher has been submitted for payment. You wil necere a nobifcation if we need more detals,
Phﬂh:tnhfuhm‘quuad‘ﬂmrbﬂ'fwmmrmﬁ:

0101.0000154

Home Page
Appointment Page

The voucher will appear in the My Active Documents section.

. | T growp by & particuler Hesder, deag the cobuen to this acea, Search:
Select the file. = : :
Case Defendant Type Status
 14-CR 03507 AN Wendy Wilson (= Cha-31 & bmtted o Attome
BELED014 Claimed Amount: 16680 Gana Gabrisl ’-" 01010000159 ¥
| GBI Weapons Frearms Explos. ., m AT

Navigate to the Confirmation tab.

Verify all information is e T e e e
correct — " e Te— o
Motes
Certify the information by
selecting the certification = o
check box. This will D ocn / Approve Q Reject
automatically time stamp Ducs: /1942014 §:43:24 R -
the voucher. -
Step | | T e | e R e ]
3 Click Approve.
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Submitting an Authorization Request for Expert Services

Open the Appointment record. Reminder:

Authorizations are only necessary in death penalty cases.

Click Create next to AUTH. Create New Voucher

o = |

Authorization for Expert and ©

SErVICES

The Basic Info screen will open.

Note:
There is NO AUTOSAVE function in this program. You must click Save periodically to save your work.

P Basic Info Documents Confirmation

Basic Info

1. CTIR/DIST/DIV.CODE 2. FERSON REFRESENTED 'OUCHER NUMBER
10101 [Jebediah Branson
3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER & AFPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER
1:14-CR-08805-1-AA
7.IN CASE'MATTER OF(Case Name) 8.PAYMENT CATEGORY 9. TYPE PERSON REFRESENTED 10.REFRESENTATION TYFE
JUSA v. Branson [Fekny (mctading pea-bril diveiabon | oy tant Criminal Case

jof alleged felony)

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

12. ATTORNEY'S NAME ANDMAILING ADDRESS
|Andrew Anders - Bar Number: 12345

110 Main Street

|5an Antonio TX 78210

[Phone: 210-833-5623

13. COURT ORDER
[]A Associate []€ Co-Counsel

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

Prior Attorney's Name
Appointment Dates
|signature of Presiding Judge or By Order of the Court

14 LAW FIRM NAME ANDMAILING ADDRESS

Albert Albertson

Date of Order Nunc Pro Tunc Date
3/32014

Repayment [ | YES [7]NO

Order Date
Nunc Pro Tunc Date

Repayment O

Estimated Amount $ I:] =

Authorized Amount $

Basis of Estimate |

Description

Service Type [

Requested Provider |

| <First ][ <Previous |[ nNext> |[ Last» |

| | Delete Draft |

CJA eVoucher | Version 4.3.1 | U.S. District Court for the District of Vermont | February 2017

40



CJA eVoucher for Attorneys ‘ 41

Submitting an Authorization Request for Expert Services (cont’d)

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

e Service Type drop-down list
e Request Provider drop-down list

Order Date

Nunc Pro Tunc Date

Repayment |:|

Estimated Amount s 8000.00 | 4

Authorized Amount 5

Basis of Estimate | 100 hours at 30, hour

Description

Service Type | Investgator Vi ¥

Requested Provider |J|:|hn Doe |

| = First || < Previous |

o> [ ot |

Click Save.

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

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

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

Click Upload.

In the Description field, add a description of the attachment.
i.e. ferry receipt

Supporting Documents

File Upload (Only Pdf files of 1L0MB size or less!)
Fl Browse
| Description | | |

|

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

Supporting Documents

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

Fie Browse...
Description | |

Uiplaad
Description Delete  View
Propoged ofder Calntg Wia
Affidavit in Support of Expert Servics Request Calate Wigw
Expart's Curmiculum Vites Calutg e

[ =Fmst )| <Previous |[ Hext> Last» | [ save | | Delete Draft |

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 authorization. The authorization will automatically ~ You may include any notes to the court in the
be time stamped. Public/Attorney Notes section.

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

Public/Attomey
Notes

[+«] T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | ~ Submit
wy —

{ <First || <Previous || Next> || Last» | [_Save | Diedete 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 bean submitbed for payment. You will receive & notification if we need more detals.
Flease kmep the folowing voucher number for your own reconds:

101.0000152

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 o

The Authorization opens to the Basic Info page.

Note:
There is NO AUTOSAVE function in this program. You must click Save periodically to save your work.

g AUTH-24 ¥ Basic Info Documents Confirmation
Basic Info
1 TR ST D Cofm 1 FECISN RITREEENTLD G CHER NUUBIR
Hd! lebadiak Bemaon
3 MAG KT O NUMELR . DINT KT TN STMNEE & AFFEALY TKT INT NUMBEE | OTHIE. OKT CNT NOMECR
|- 14-CR 08500 1-AA

Volsther 8¢ T D% CAKL AATTTR OffCow Nameti |8 FANMENT CATTGORY § TUFE FERRON RITETSENTID 58 RIFREIENTATE0N TV
By s Bt L slooy (melndng pro-trisl doveries

LU5A v Bramaca 4 Seloah 3 3l Dedemdarn I ramerl Case

11 FFENEES] CHARGED

L3:1EXYF INSPECTRON VIOLATION PENAL TIES

13 ATTORNIY | NAMI ANDUAEING LRI i) COURT CREEN

JAndre: Ander - Bar Nombar 12183 | A Ansscimis [ € Ca-Cmmual

i:.'l"';‘uim'!u-rrv.:: ek |7 S f5m Fosdornl Dmfumddar | 1 01 Aggaisning Comml

e 110.855- 0673 i laden Fist Pl AP Elabis fet Rrlamed Ulur

T Ml el

Frioe kitornan's Mams

LRI TR THY
fiapnatess nf Frmadag Julgn o By Cviles of i [ wnst
AR Albwriion
1L AT TTRM XM AN W] (G, AT S8 Pt o o P T o
L]
Eparrman || VT3 900
hwrml‘m |
T Ba -
Promeding To Be |
Transoribed -
WMM_
mﬂmﬂ
Special Transcrapt [ il
Pr eyt Cprrmg Laatemert Irociutor &gt Frataen Rebuttsl
Transcrigts 5
Cemferue Operang Siatemant | Do depument Jury Inerucions iger e
Order Date

une Pro Tunc Daks

[Corme [ <prevom ][ teect> J[ Lasts | [ Cetete el |

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)

Bazic Info ¥ Documents Confirmation
Click the Documents tab or click ;
Next Supporting Documents
File Upload (Only Pdf flles of 10MB size or kesst)
Filg Browsa
. . Diesar
Click Browse to select a PDF file e
to attach. Upiaad
Destriplinn Deleim Vi
B Click Upload. i
| =First || « Presaous || Miexdt = || Lask = | i Save | | Dielefe Draft |

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

Click Save. Note:
If this is not to be transcribed by one of the 2 official
court reporters, enter the transcriber’s name in

A confirmation page will appear. Public/Attorney Notes.
E Verify a” infOf‘mation iS COfTeCt. ik Atbamey Attention: The notes you enter will be available to the next approval level,
Notes
Select the affirmation check box. v] T swear and affirm the truth or correctness of the above statements ]
Date: 6/19/2014 9:28:36 () Submit
B Click Submit | _«First |[ <Previous || Mext> |[ Last» | | save | |_Delete Draft |

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

submitted.

Winar wpnacheer huse b mbimiBSed for parymenl, Viouy will recmive & rofifcation if we resed mone detals.
Click Home Page to return to the A T A S T
Step home page. Click Appointment Page if L
you wish to create additional
document for this appointment.

OOI

Home Page
Appoinbment Page

The AUTH-24 will now appear in the My Submitted Documents section on the Attorney home page. If this is to be
transcribed by an official court reporter, a CJA-24 is created and the court reporter will complete their billing
information. Once they have submitted the voucher, it will appear on the attorney’s desktop for approval. For non-
official court reporters and transcribers, a CJA-24 will be created shortly after an email indicating your AUTH-24 has
been approved and will show in your pending documents folder. Entry for this is similar to that of a CJA-21 where the
attorney will complete the voucher and approve it once as the transcriber and again as the attorney. Once approved, it
will appear in the Submitted to Court folder.
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Processing a CJA-24 Voucher

Note:

If Expert has been selected under the Voucher Assignment, the official court reporter will fill out the required
expense information and submit the form. The attorney will then approve it and submit to the court.

Click the Services tab or click BusicTain b Sarvieas b Pupassss b Docsmests | Ceafrmaion
Next.
s oM = |recrgrecn
. Sorvicn Type -
Enter the Date, Service Type, No. A
of Pages, Rate, and Description. M o Paces - R Par P

Note:

You'll have two options to choose from under
Service Type: Original or Copy. The rate
should vary between the two choices.

Click Add.

Puge 1of 1 {1 itema)

e Crems (e e ] | o= )] [o=ow]

The item will appear in the bottom of the Service Type section.

Click Save.

Banic Inls Serviies b Enpences Dauments Confirmation

Click the Expenses tab or click

Next. Expenses _

Datr il Ar b L) LT | Deacpion

Expsorna Typse - =
Enter the Date, Expense Type, ::" T ﬂ -
and Description. T

Dapemas Type Date T roprtican: Hilz Rate At
Click Add.

The item will appear below in the Expense section.

A [“armt |[ <rreven |[ et |[ Lasts | savee | | [ Cotete orat
Click Save. [ =
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Creating a CJA-24 Voucher (cont’d)

Basns Indi SEFVITES Expenses b Dsiwments Casnlarmation

Click the Documents tab or click Supporting Documents
Next.

Click Browse to select a PDF file

to attach.
Dancrgess Cealsts  View
Note:
All documents must be submitted in PDF
format and must be 10 MB or less.
B Click Upload.
[Cofr | [CaPrwema |[Chests [ mts | [ &n= | Belete Graft

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

Click Save.

A confirmation page will appear.

Attensory; Tha robes you enter wil be avadable o e et aporoval ievel

Pubbc Attomey
Verify all information is fotes

correct.

. i < 1 swear and affirm the truth or correctness of the above statements
Select the affirmation Date: 7/1/2014 15:53:57 7 Submit

check box. This will
automatically time stamp T | [eroes |[hois |[sr | [ eoe ] [ooe=oen ]
the voucher.

Click Submit.

F
1™
|
|

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 Page

if you wish to create an additional Your voucher has been submtted for payment. You sl recsvve o notfication f we need more detals,
document for this appointment. Shese ke e folwng vouches rumbesr for your en resrds:

0101.0000165

Back to:
Home Page
Appointment Page
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This is a request and justification for expenses outside the statutory limits. This is a required document to be attached
to a CJA-20 that requests compensation beyond the statutory limits.

From the Appointment page, click Create next to CJA-

26.

The voucher opens to the Basic Info page.

Note:

CJA-26

tement for a Compensatbion
tutory Case
aimum: District Cowrt

St Claim in

Excess of the St

Compensaton Ma

There is NO AUTOSAVE function in this program. You must click Save periodically to save your work.

¥ Basic Info Tustification Do 1 Carnfi
Basic Info
| CIR DRYT 0 COm T FERBON REFRLIENTID FrOUCHIR NUMBER
B0l ettt Branen
I RIAG DT T NUMRIR A DEST DT DNF NTUBIR # AFFEALE IRT THF NUMBIR £ OTHIE, DT THF XTUMEER
| 14-CRLEE)E 1AM _
DN CASL LA TTER CHUCe Nami) | PATMINT CATLGORT . TTFL FERSON BLFRISENTID 1 KEFRESLNTATION TATL
e [Felony (ncindey pre-irald drveraen ;
IUSA v Brsss lof inged frloer) Aol Dedestan - rererisl Case
1 CFTENTE N CHARCGID
151835 F NEPECTION VIOLATION PEMAL TIES
11 ATTORNIY § NAME ANDALAILING ABORISS 10 COURT GRINR
|indern Anders - Bar Namber 12384 [ A Amsstain m
e e !:r;h:. i I S o Pl Dl [ )03 Apoiasting Coommial
il onfy of budget i om0 TX TR : -
et Fhone: 210-833-3623 | bty it Pasal & iy R Sl oot Bt niiored AmVminer
|V Srasdies Conmsad
Cefenciant Dt Bkt Raper b i
Detnd budget o for defendant e i
fiignaruin of Fomakag Judp or By Ovier o thi Cpan
tha b LW TR MM ANDMAILING AIERESS '!“.',:&_‘“ - Senat ey Tt Dt
L3014
F;:....,j VIS [ NG
Ameunt Requested | -n_ Amount Approred
— 1 Other in-Court Out-Cf Lourt
Prie Trisl Mours: | a4 sl Hours aj Senienorg Mo -] EEAEER o s | |
Humber of Counts "0 | Msber of Co-Defendants |
Dy Peraiineg Cases
Leritrrng Cadeins Linge
Mandatery Mmues Fourd [
et [ <Prevon |[ mext> [ Lasts | [T | [[ceeteorar ]

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

Click Save.
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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.

o Basic Info b Justificati Lt Conl)

Justification
1. Descrbe decovery materals (rature and volume) Jed/or decovery practices which e & noteworthy factor i the mumber of
Pty clarrad.

5. Summarme mesigaton and case prepargton (e.0., number and accessbdty of witnases niervawed, rcoed colection,
degumant organition) which ans 3 neteworthy facter in the number of hours chemed.

£. Explain, f noteworthy, impact on the number of hours ciimed of mvestigatiee, expert, or other senvices used (04 1 voudhe)

¥ Descrbe whethes any of the chent consderatons ane 3 nobeworthy factor in the pumber of hours cimed and explan
wach: communication with af of ot

B Expln any wxpeese {ibems 17 and 18 of the O 20 vouche) greater than $500

&. Explain any other nobewortiy croumetances regandng the cme and the nepresentation peovded to suppor the compensation

reguesL

Inccle, o scplcatsle; () nepotators me (A, srioreyh ofBce hm:ﬁl‘n oy o ey oflepal e and fcia’
mﬂmﬁﬁmmwkmm:mm uﬁmm:mmﬂmd
remitng fom e represeniatony: and {11 ary exirsordoury pressune of fme or other factors encler sénchh pervices mere rondered,

= Frut « Prewns |H.':1I:l [ Lasts | [[(se | | Deleeoeah |
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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 hottom of
the Supporting Documents section.

Click Save.

A confirmation page will appear.

Verify all information is correct.

Basdc Info
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Justification ¥ Do Canfi il

Supporting Documents

Flle Upload (Only Pdf fles of 10MB sie o lesst)

Filg
Dascription

Bepwie

Upload

o Aaporimanoy

<Frst |[ <Preves |[Dhiesis [ Leme ] [ Deiere eatt

Publé/ Aftaeney
Fotes

71 truth or
Duta: 72014 3 ::u Submit

[

S FTE

J =freoman |[ Pt [ tawts | [ S | [ Dot oraht |

Do NOT submit. The CJA26 should not be submitted electronically to the court. The Second Circuit
Court of Appeals discontinued this form being submitted separately. However, the form can be

created in eVoucher for the purpose of attaching to the CJA 20. Once completed, select Form CJA26 in
the Reports box (lower left corner). Saving the document will allow it to be uploaded to the CJA 20.

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 his been submithad for payment. You will recesse 8 noSicaton & we need mone dedsls.
Piiss kpep the Sallowensg voucher rusber for your own neconds:

0101.0000167

Back to:
Home Page
Appointment Page

The CJA-26 will now appear in the My Active Documents section. It is recommended to leave it here until the CJA20 has

been approved.
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