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CJA eVoucher for Attorneys

Introduction

The CJA eVoucher system is a web-based solution for submission, monitoring, and management
of all Criminal Justice Act (CJA) functions. The eVoucher program allows for:

e Online authorization requests by attorneys for service providers.

e Online voucher completion by the service provider or by the attorney acting for the
service provider.

e Online voucher review and submission by the attorney.

e Online submission to the court.

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

Panel Management

e Allows attorneys to manage their own account information including address, phone,
firm associations, and applicable CLE credits

e Allows for submission of holding periods or a specific amount of time taken off for
medical leave, vacation, etc.

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Supporting document uploads to vouchers or authorization requests

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

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

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57
e Apple Macintosh: Safari 10.1
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CJA eVoucher for Attorneys

Court Appointment

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

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

Accessing the CJA eVoucher Program

Starting with version 6.10, you are required to use Login.gov to securely sign in to the eVoucher
application. You must create a Login.gov account or use an existing Login.gov account and have
a Single Login Profile (SLP) to access eVoucher.

Note: Login.gov is a separate application from eVoucher. If you run into any issues, you must
contact Login.gov support via their Help center page at https://www.login.gov/contact or call
their 24-hour help line at (844) 875-6446.

Follow the instructions in the next section to create your Login.gov account. Click the following
links for additional information about Login.gov and helpful tips for creating your account.
https://login.gov/what-is-login/

https://login.gov/create-an-account/
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Creating a Login.gov Account

On the eVoucher sign-in page, click Sign in with LOGIN.GOV.

On the Login.gov page, click Create an account.
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Enter your email address, and then select your email language preference. Click the Rules of

Use link, read the Login.gov Rules of Use, and then select the | read and accept the Login.gov
Rules of Use check box. Click Submit.

Note: Login.gov recommends that you enter a personal email address that you can always
access, not a work email address.

You will receive an email message at the email address you entered in step 3. In the email
message, click Confirm email address, and then continue creating your account.
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Next, create a password. It must contain 12 or more characters and cannot include commonly

used words or phrases. In the Password and Confirm password fields, enter and confirm your
password, and then click Continue.

Your Login.gov account is now created, and you are directed to add an authentication method.
Continue to the next section and follow the instructions to complete this requirement.

Note: Once your Login.gov setup is complete, you will ONLY use the email address you entered

and the password you created in Login.gov to access eVoucher, so it is important to remember
them.
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Adding an Authentication Method

Login.gov requires that you set up at least one authentication method when creating your
account. However, it is recommended that you select at least two authentication methods on
different devices so that you have an alternative way(s) to sign in to eVoucher if your primary
method becomes unavailable.

Select your first method of authentication, and then click Continue. Authentication methods
include security keys, government employee IDs, authentication applications, text or voice
messages, or backup codes.

Note: Every time you sign in to eVoucher you are required to authenticate, so make sure you
use an authentication method that’s easy for you to access. For these instructions, the Text or
voice message option is selected.
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To authenticate by text or voice message, in the Phone number field, enter your phone number
to receive a one-time code by text message or phone call, and then click Send code.

In the One-time code field, enter the one-time code sent to your device, and then click Submit.
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Once your code has been successfully authenticated, you are prompted to add another
authentication method (recommended). Click Add another method and follow the previous
steps to create a second authentication method.

Note: It is recommended that you use a different device for your second authentication
method, even if you choose the same setup option. For example, if you chose text or voice
message as your first method, you can do the same for the second, as long as you use a
different phone number.
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Identity Verification

To access eVoucher, you must verify your identity by uploading an acceptable form of
identification (driver’s license or state ID). This added security measure is to ensure that you are
you and not someone pretending to be you.

Note: This is a one-time identity verification; if you have previously proven your identity
through Login.gov, you are not required to do this again.

If you’ve previously created a Login.gov account, you will be asked to verify your identity after
signing in to Login.gov from the eVoucher sign-in page. If you’re in the process of creating your
Login.gov account, this step automatically appears after you’ve established your multi-factor
authentication method(s). Click Continue.
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To continue, select the check box allowing Login.gov to ask for, use, keep, and share your
personal information to verify your identity, and then click Continue.

Choose an option for adding your identification information. One option is to upload photos of
your ID from your phone, and the other option is to upload them directly from your computer.
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Option 1: Upload photos from phone (recommended)

1. Click Send link. A message appears, prompting you to check your device for a text
message with instructions for taking a photo of your ID to verify your identity.

2. Tap the link in the text message. A message appears, confirming that you are attempting
to verify your identity to access eVoucher. Scroll down for additional instructions.

A

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



CJA eVoucher for Attorneys | 15

3. Tap Take photo to switch your phone to the camera function. Take a photo of the front
of your ID card. Scroll down and tap Take photo again to take a photo of the back of the
card. Verify that each image appears in the appropriate box, and then tap Submit.

4. Login.gov verifies your identity from your photos, and prompts you to switch back to
your computer to complete the process.

Continue to step 4 to complete the identity verification process.

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



CJA eVoucher for Attorneys | 16

Option 2: Upload photos from your computer

1. Click Upload photos to upload photos of your ID from your computer.

2. You can either drag photos of the front and back of your ID from your computer and
drop them in the appropriate boxes, or click the choose from folder link to browse for
and select the photos to add. Once the photos are uploaded, click Submit.

Note: You may see a processing screen as the upload completes and Login.gov verifies your
identity.
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Once your identity has been verified, Login.gov verifies your name, date of birth, and address

using your Social Security number (SSN). In the Social Security number field, enter your SSN,
and then click Continue.
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Your name, date of birth, and address are imported from your ID; verify the information is
correct. If any of the information has errors, click the Update link next to it and make necessary
corrections. Once your information is correct and complete, click Submit.

Note: You have five attempts to verify your personal information, after which your account will
be locked. To unlock your account, contact Login.gov.

Next, verify your phone number. To do this, in the Phone number field, enter your phone
number, and then click the appropriate radio button to receive a one-time code either by text
message or phone call. Click Send code.
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In the One-time code field, enter the code sent to your device, and then click Submit.

Once your phone number is verified, in the Password field, re-enter the password you created
to access Login.gov, and then click Continue.
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A personal key is generated. You will need this key if you ever forget your password or lose your
authentication method. Keep your key in a secure place and do not share it with anyone. Select
the check box to confirm that you have saved your personal key, and then click Continue.
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Your Login.gov account is now verified. Next, you are asked to connect, or link, your Login.gov
account with your eVoucher account. Click Agree and continue and follow the instructions in
the next section to complete this connection.

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuing. Click Add a second authentication method and review the Adding an
Authentication Method section for those instructions if you wish to complete this task.
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Linking Your eVoucher Account to Your Login.gov Account ——

For NEW Login.gov accounts:

After you complete your identity verification and receive your security key, you are
automatically directed to your court’s eVoucher linking page. Note that the email address you
used to create your Login.gov account is pre-populated in the eVoucher Email Address field.

For EXISTING Login.gov accounts:

Step 1

From your court’s eVoucher sign-in page, click Sign in with LOGIN.GOV and follow the prompts
to sign in and authenticate your Login.gov account.
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After successful Login.gov account sign-in and authentication, you are then asked to connect, or
link, your Login.gov account with your eVoucher account. Click Agree and continue.

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuing. Click Add a second authentication method and review the Adding an
Authentication Method section for those instructions if you wish to complete this task.

Login.gov automatically directs you to your court’s eVoucher linking page. Note that the
eVoucher Email Address field is now pre-populated with your email address.
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Linking Your Accounts Using Your SLP Email Address and
Password

Existing eVoucher users who have an SLP can sign in using their SLP email address and

password.

In the eVoucher Email Address field, delete the pre-populated Login.gov email address and
enter your eVoucher SLP email address. Click Next.
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In the eVoucher Password field, enter your eVoucher SLP password (the password you
normally use to access eVoucher), and then click Connect Accounts. If you don’t remember
your password, click the Forgot your password? link and follow the security question prompts.
If you enter your password incorrectly six times or fail your security questions three times, your
account locks and you must contact your eVoucher administrator.

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher normally.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.
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Linking Your Accounts by Email Invitation — New User

New eVoucher users who do not have an SLP can also link their accounts from the eVoucher

linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address
field. Click Next.

A message appears, prompting you check your email and confirm that you entered the correct
email address.
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Click the link in the email message to automatically link your accounts and return to your
eVoucher home page.

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher normally.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.
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Linking Your Accounts by Email Invitation — Existing User

An existing eVoucher user who has an SLP but does not know their SLP credentials can also link

their accounts on the eVoucher linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address
field. Click Next.

If your Login.gov email address is not the same as your SLP email address, an error message
appears, prompting you to contact your court’s help desk.
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If you do this, your court then sends you an email message with a link that you can click to
automatically connect your two accounts.

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher normally.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.
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Signing In to eVoucher

Once you've created your Login.gov account, linked it to eVoucher, and signed in to the
application for the first time, you will use your Login.gov credentials to access eVoucher going
forward.

To sign in to eVoucher, use any US Courts CJA eVoucher URL to access the Login.gov sign in
button. Click Sign in with LOGIN.GOV.

By default, you are directed to the Login.gov sign-in page. In the Email address and Password
fields, enter the email address and password used to create your Login.gov account, and then
click Sign in.
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Complete the action required by your chosen authentication method. In this example, you'll
authenticate using a mobile device. In the One-time code field, enter the one-time code sent to
your device, and then click Submit.

Login.gov directs you to your eVoucher home page.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

David Attorney (Attorney)

Home Operations Reports Links Help Sign out

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

Case Defendant Type Status Date Entered

R R e Pmbmn Al £ 4% TRy LTV RE T T
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Single Login Profile (SLP)

An SLP allows you to link to your other court accounts and switch from one account to another
from within the eVoucher application without needing to sign out. It is set up by court staff
when your court profile is initially created in eVoucher.

Single Login Profile for David D. Attorney

SLP email address

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

On the Single Login Profile page, you can:

e Edit your first, middle, and last name.
e Edit your email address.

e View your linked eVoucher accounts.
e Change your default court.

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

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Welcome, David Attorney 9
Single Login Profile

David D Attorney (Attorney)
Court Profile
Home Operations Reports Links Help Sign out

> Help > Single Login Profile
Court Profile

Contact Us

Privacy

eVoucher Documentation: Attorney and Expert Users
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Editing Your SLP

Your SLP information is divided into two sections: Account Information and Linked eVoucher
Accounts. Click the plus (+) or minus (-) signs to expand or collapse each section.
Note: The Account Information section automatically displays when you access your SLP

information.

Modifying Your Name

To edit your name, in the Account Information section, click the Edit link to the right of your

name.
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Make any necessary changes, and then click Save changes.

Note: It is important to remember that changing your SLP name does not change the name
associated with your court profile.
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Updating Your SLP Email Address

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

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

Note: It is important to remember that changing your SLP email address does not change the
email address associated with your Login.gov account.
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Updating Your SLP Password

After you link your Login.gov account to your eVoucher account, Login.gov handles all password
changes and forgot your password requests. The Login.gov logo is visible in the Password
section of your SLP account information; you do not have the option to edit your password
from here.

Note: Login.gov is a separate application from eVoucher. For password assistance, visit their
Help center page at https://www.login.gov/help or call their 24-hour help line at (844) 875-
6446.

Linked eVoucher Accounts

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

If this is your first time in the system, your only linked account is the one with the court you just
logged in as. This is your default account. Users with more than one eVoucher account have
one account designated as the default.
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Your default court is the court that initially appears when you sign in to eVoucher. To change
your default court, click the radio button for the desired court account, and then click Save
changes.

Accessing Multiple Accounts in eVoucher

From the Accounts menu, click the court account in which you wish to work.
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Single Login Profile (SLP) vs. Court Profile

Here are some tips for viewing which court account you are in and who you are within that court.

Court account to which

Single Login Profile (SLP) username
you are signed in

Profile icon

Attorney/expert court
account username List of linked accounts to which you have access

1. Court account — This is the court account you selected from the Accounts menu, showing the
account to which you are signed in.

2. Single Login Profile (SLP) — This profile is attached to a person. It connects multiple eVoucher
accounts a user may have.

3. Profile icon — You can access your Single Login Profile (SLP) or court profile, or sign out from
here. You can also access these options from the Help menu.

4. Court account username — This displays the court user you are signed in as, and your full
name and user role as they appear for that court profile.

5. Accounts menu — From this menu, you can access all of the court accounts to which you are
linked.
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CJA eVoucher for Attorneys

Your home page provides access to all of your appointments and vouchers. Security measures
prohibit you from viewing other attorneys’ information. Likewise, no one else can view your

information.

Section Name Contents

My Active Documents

This section contains documents that you are currently working on or that have been
submitted to you by an expert service provider. These documents are waiting for you
to take action.

Appointments’ List

This is a quick reference to all your appointments.

My Proposed
Assignments

Cases appear in this section if an appointment has been proposed to you and you
have not accepted or rejected it.

My Submitted
Documents

This section contains vouchers for you—or your service provider—that have been
submitted to the court for payment, along with documents submitted to the court
requesting expert services or interim payments.

My Service Provider’s
Documents

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

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

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

Closed Documents

This section contains documents that have been paid or approved by the court.
Closed documents only display for open cases. Closed documents display until they
are archived and/or for 60 days after the appointment is terminated. They are still
accessible on the Appointment page.
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Navigating in the CJA eVoucher Program

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorneye

Home Operations Reports Links Accounts Help Sign out _n

Menu Bar Item \ Description
Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you can run on your appointments.
Links Click to access links to CJA resources such as forms, guides, publications, etc.
Accounts Click to access your different court accounts.

Click to access:

Another link to your Single Login Profile (SLP).

Another link to your court profile.

Contact Us email.

Privacy notice.

eVoucher help documentation for attorneys and experts.
Sign out Click to sign out of the eVoucher program.

Help

Search field Enter search criteria to look up any of your cases.

Customizing the Home Page

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

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

Resize a Column

Along the column headers (e.g., Case, Defendant, Type, etc.), point to the line between the
columns until a double arrow <= appears.

Click and drag the line in the desired direction to enlarge or reduce the column size.
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Note: The section size does not increase; therefore, some columns may move off the screen.

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

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

Click and drag the header to the group by header bar.

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

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

On the Court Profile page you can:

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

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

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

e Document any continuing legal education (CLE) attendance.

Click Edit, Select, Add, or View to the right of each section to expand the section and edit any
information. Review your court profile and add any missing information as needed.
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Attorney Info

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

If you have a Single Login Profile (SLP) that is linked to more than one court, certain changes
made to the Attorney Info section of your court profile will be applied to any of your other
linked accounts with the same SSN/EIN after one business day. This information displays at the
top of your Court Profile page and details the sections that are affected across any of your
other linked accounts:

Make any necessary changes, and then click Save.

Attorney Info
Your personal info
[5SN Instructions:

Bar Number

* Required Fields

[If yvou are an appointed panel
attorney, you are reguired to enter

Tax Identification Humber: * (If on Panel) Oa Foreign Vendor?

ervices provided and for purposes of
issuing a Form 1099-MISC. You have
provided this information under

our Social Security Number in the 553N:
SSN field. Confirm: m
[If vou are an associate only, do not First Name * Middle Last Name =
enter your Social Security Number in ‘Andrew H ||Anders ‘
the SSN field.

Main Email *

Payee Certification: lica_ornelas@aobe.uscourts.gov |
[This message informs you that the 2nd Email
Mame and TIN entered are collected P - |
pursuant to IRS Guidelines that govern| aobx.uscourts.gov

hat information must be collected by | | 3rd Email
the judiciary for payments made to deadmail pport.actx.uscourts.gov |
non-employees and other entities for || phone = cell Phone Fax

| 210-555-1234

210-833-5623

penalties of perjury and certify that: Address 1 * City =
1 - The number entered as my 55N or | | |110 Main Street | |53ﬂ Antonio |
EIN is my correct taxpayer Address 2 State * (US onky) Zip * (US only)
identification number: and | |TEXAS Vl |7821[]
|2 - I am a U.5. citizen, .5, resident
alien, or other LS. person (a Address 3 Country =
UNITED STATES v

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

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

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

e The Country field is automatically set to UNITED STATES unless otherwise indicated.

e Foreign vendors should select the Foreign Vendor? check box and enter the appropriate
information.

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

Billing Info

In the Billing Info section, click Add if no billing information is available. Click Edit to change the
information already entered.

Billing Info Your default billing info is:

List all available billing info records Andrew Anders
Billing Code:0101-00002
110 Main Street Add
San Antomio, TX

78210 - US

Phone: 210-833-5623
Fax:

If you have a Single Login Profile (SLP) that is linked to more than one court, changes made to
the Billing Info section of your court profile will not be applied to any of your other linked
accounts with the same SSN/EIN. This information displays at the top of your Court Profile page
and describes the action necessary to apply changes to any of your other linked accounts:

Court Profile

Changes made to the Billing Info section of this court profile will NOT be applied to any other linked accounts with the same SSN/EIN.
Use the Accounts menu to switch to other linked accounts and make changes to each court profile Billing Info section separately.
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Make any necessary changes and click Save. If applicable, add billing information for a firm or
an associate by clicking the corresponding radio button.

Biling Info

List all available biling info records

Billing Info

List all available billing info records

Billing Type: Save
O Seff-Employed cancel
@ Firm
OAsscn:iate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:

Address 1:

Address 2:

Address 3:

City: State: Zip Code:

| || ||

Country:

[unrTED STATES v

* Required Fields
Billing Type:
P
\_! Gelf-Employed
Iz-\l H
. HFM
P
®) pssociate
Billing Code: | | Verify |
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Notes:

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

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

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

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

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

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

Holding Period

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

Changes made in this section are not applied to any of your other linked accounts. This
information is noted at the top of your Court Profile page.

In the Holding Period section, click View.

Hulding Period There are 9 periods of time during which cases cannot be taken.
Click Add.
Holding Period [ Back || [ Eat ||[ Add || [ pelete |
|
Search:
Starting Ending Notes

Mo Holding Period

Ho data

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



CJA eVoucher for Attorneys | 47

In the corresponding fields, enter the starting date and ending date, along with any applicable
notes. Click Save.

Holding Period

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

Vacaliun.|

Continuing Legal Education (CLE)

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

Changes made in this section are not applied to any of your other linked accounts. This
information is noted at the top of your Court Profile page.

To add CLE information, click Add.
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Click the Credit drop-down arrow to select CLE categories. In the corresponding fields, enter the
date, the number of hours, and a description. Click Save.

Note: After you save information, you can upload related PDF documents.

Click Browse to upload and attach a PDF document. Once the document is uploaded, click Save.

Continuing Legal [Back | | [ eat || [ #dd | [ odewe |
Education
Search: ||
Files Credit Date Hours Subject
0 Sentencin... 04/16/2020

1 Page 1 of 1 (1 items)

Note: All entries appear in the grid. To access, edit, or delete an entry, click the entry and then
click Edit or Delete.

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



CJA eVoucher for Attorneys | 49

Appointments’ List

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

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

Search: |
Appointments Defendant
I Caze: 1:14-CR-08805-AA I Defendant: Jebediah Branson
ET o Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Reprasentation ID: 2 Pres. Judge: Albert Albertson
Appointment ID: 4 Adm./Mag Judge:

Section Name
Appointment Info
Vouchers on File

Appointment

Contents
This section contains all information about the appointment.
This section contains all vouchers for the appointment.

This section describes the information found on the page. Click the View
Representation link to open the Representation Info page.

Click the Create link next to the voucher to create a voucher for the appointment.
This section contains reports for the appointment.

Create New Voucher

Reports

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



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

Default excess fee limit

Presiding judge
Magistrate judge
Co-counsel
Previous counsel

In the Appointment section, click the View Representation link.

The Representation Info page appears.

Representation
In this page
delete the repr

Reports

Representation Report

an view or
entation.

Representation Info

1. CIELDIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMEER
101 Jebediah Branson
3.MAG. DEI/DEF NUMBER. 3. DIST. DET/DEF NUMBER 5. AFPEALS. DK [/DEF NUMBER 6. OTHER DKT/DEF NUMBER.
1:14-CR-02805-1-A4
71N CASEMATIER OF(Case Name) 8. PAYMENT CATEGURY 5. TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE
[USA v. Branson fFelony (including pre-trial diversion |, 3 1 pyegon gant \Criminal Case
Jof zlleged felony)
11, OFFENSE(S) CHARGED
15:1823.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE IACISTRATE JUDGE DESIGNEE 1
511,500.00 ATbert Albertson
DESIGNEE 2
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornelas@aote. uscourts.gov

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024

50



Creating a CJA-20 Voucher
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The court creates the appointment. The attorney initiates the CJA-20 voucher.

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

In the Create New Voucher section, from the CJA-20 voucher template, click the Create link.

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

format.

CIA-20
Attorney Enters

Def.: Kip Longoria
Link to CM/ECF

Voud‘ler #:

St
En
@ Services: $0.00 -
@ Expenses: 50.00 -

Representation Fee Limit:
$11,500.00

Fee Amount Remaining After Approved
and Pending:

$11,500.00
|
Tasks

Link To Appointment

Link To Representation
|
Actions

Import Service Entries (.csv)

|

Reports
Eorm CIA20

Defendznt Detail Budget Report
Detzil budget info for defendant

| Basic Info

Services Expenses

Claim Status

Documents

Confirmation

Basic Info

Tabs appear

1. PERSON REFRESENTED
[Kip Lonzoria

4. DIST. DKT/DEF.NUMBER
1:71-CR-01989-616-24

1 CIR/DIST/DIV.CODE
101

3.MAG. DKT/DEENUMBER

5. APPEALS. DKI/DEFNUMBER

7.IN CASEAIATIER OF(Case Name) 5. PAYAMENT CATEGORY

[Felony (including pre-trial diversion

3 TYPE PERSON REPRESENTED

[VOUCHER NUMBER

6. OTHER. DKT/DEF.NUMBER

at the top of

10. REPRESENTATION TYPE

the screen.

[Longoria vs USA |Adult Defendant [Criminal Caze
2 £ alleged flony)

11 OFFENSE(S) CHARGED

15:1644.F CEEDIT CARD FRATUD

T2 ATTORNEY & NAME AND MATLING ADDRESS T3, COURT ORDER

forales Attorney - Bar Number: 2222222 Ooredern O F Sabs for Federnt
1234 Main Strect s asociste Decocomsa 500 Defender
[San Antonic TX 78221 [ 1. 1earned counsel & 0 Appointing ) ® Subs for Panel [ R Sub: for Retaimed
[Phone: 2105551234 - Fax: 2105354321 (Capital Omlv) Comnzel Attorney Aftorney
[Email: MoralesAttormey210@gmail.com O sProse Ot Retained U usubs forBro () ¢ 4 ministrative

Attorney Se

[ ¥ Standby Counsel

[Prior Attorney’s Name
Appointment Dates

Signature of Presiding Judge or By Order of the Court

Albert Albertson

14. LAW FIRM KAME AND MATLING ADDRESS

[Date of Order
10/1/2021

Repayment (] yes B vo

Nunc Pro Tunc Date

Payment Info

Preferred Payee | Morales Attorney v

Morales Attorney
Billing Code:0101-000105
1234 Main Strest

San Antonio, TX

A progress bar

appears at the

bottom of the
screen.

Notes:

78209 - US
Phone: 2105551234
Fax:
«First_| [ < Previous |[ Next> |[ Last» Save Delete Draft Audit Assist

e To avoid data loss, frequently save any entries made to a voucher.

e To delete a voucher, click Delete Draft at any time prior to submitting it.

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

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

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

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

Basic Info | Services Expenses Claim Status Documents Confirmation
Services
Date /1772000 |=ZH Description -
Service Type v |*
Doc#(ECH) [ | pages [ | -
Hours I:I *  at $152.00 per hour.
* Required Fiekds
To group by a particular Header, drag the column to this area.
Service Type | Date =« | Description | Hrs| Rate ‘ Amt
(Empty)
No data to paginate Go to page: \:\ View items per page: 10 25 50 100
| « First | | < Previous I| Next > ||| Last » Delete Draft Audit Assist

Enter the date of the service. The default date is always the current date. You can either type
the date or click the calendar icon and select a date from the pop-up calendar.

Services
Date 04/17/2020 | * =5 Descr
Service Type I 4 April 2020 4
Doc#(EF) [|x sy Mo Tu we Th Fr sa
Hours [ W 29 30 3 1 2 3 4

» 5 6 7 8 9 10 11
+ Rt Fekis » 12 13 14 15 16 18

» 19 20 21 22 23 24 25

» 2 27 2B 289 30 1 2
Service Type »

To group by a3 parf

[3%)
-

5 5 7 8
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Click the Service Type drop-down arrow and select the service type.

Services

Date 04/17/2020 | = :@ Description
Service Type I = I*

Doc.# (ECF) In Court Services -
Hours a. Arraignment and/or Plea

b. Bail and Detention Hearings

* Reguired Fiekds

<. Motion Hearings

To group by a pa d. Trial

Sarvice Type e. Sentencing Hearings

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

Enter your hours of service in tenths of an hour, enter a description, and then click Add.
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The entry is added to the voucher and appears at the bottom of the Service Type column. The
default sort for services is chronological by date, oldest to newest. Be sure to click Save. Click an

entry to edit.
Basic Info |» Services Expenses Claim Status Documents Confirmation
Services
Date 04/17/2020 | = :ﬁ Description First zppearance an arraignment of defendant. -
Service Type |a. Arraignment and/or Plea - *

pocz(ec) [ | pages [

Hours *  at $148.00 per hour.

* Reguined Fekds

7 &=

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

Service Type ‘ Date = ‘ Description ‘ Hrs‘ Rate ‘ Amt
a. Arraignment and/or Plea 04/17/2020 First appearance an arraignment of defendant. 5.0  $148.00 5740.00
Page 1 of 1 (1 ftems) [ Go to page: || | View items per page: 10 25 50 100

s

« First | | < Previous || Next = | | Last » Save
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Importing Service Entries

Attorneys using commercially available timekeeping and billing systems can directly import
multiple service entries into a CJA-20/30 voucher from a file saved in comma-separated value
(.csv) format.

As a best practice, the Import Service Entries feature should be started on a new or empty CJA-
20 voucher. If you have service lines already entered on a voucher, they will be overwritten
with the data imported from the .csv file.

Note: If you have an associate on your voucher and want to use the import service entry
function, the lead attorney MUST import their entries first or they will overwrite the associate
attorney's entries. Please review the Importing Time job aid on the eVoucher training website
for more detailed instructions for importing service entries with associates.

After you select the appropriate appointment and click the Create link for the CJA-20 voucher,
the document opens. In the Actions menu on the left side of the page, click the Import Service
Entries (.csv) link.
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The Services page appears. To download and view a sample .csv file, click the sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click the Additional Information link to view instructions for importing time from a .csv file.

Basic Info [ Services Expenses Claim Status Documents Confirmation

Services

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

and service type values.

IMPORTANT: It is recommended to start with a blank voucher, Otherwise, all existing service entries on the voucher will be overwritten with the

contents of the imgorled sV file.

- Additional Information

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

Date

Hours

Description

Service Type (EXAMPLES: "16b" or "16b. Obtaining and Reviewing Records")

The following columns do not require data, but should be included in the header row:

n DocE
= Pages

For additional information refer to the eVoucher Online Help.

C5V file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc#, Pages
1/4/2021,1.0,Met with dient,16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment,16b 4,25

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

Import Service Entries (.csv) |

Date 9/3/2021 | = 2H Descrigtion -

Service Type bl

s [ | mew [ -J.
Hours : *  at $155.00 per hour.
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

Note: The service types for the CJA-30 sample spreadsheet differ slightly to match the
information needed for that document type.

Your file directory browser opens. Click the correct .csv file, and then click Open.

Open n@ll | A20Detail.aspx?DocumentlD=m/ZOtF82LqPbSs6BnFEEQg==
4 ||« Extemal Users » time import v O O Search time import DENIE LOGOUT B Stock Phatos, Stack. 65internal @ 6.5ext
Confirmation
Organize = New folder =~ @ @
[ Desktop A Name Date modified Type
Documents 39 CIA-20 Service Time Import.csv 8/9/2021 10:01 AM Microsoft Excel
& Downlozds lsystem and saved in Comma Separated Values (C5¥) format. The CSV file must ¢
le type values.
D Music
ntries on the voucher will be avenwritten with the contents of the imparted Csv fil
] Pictures
| videos
‘i Local Disk (C) mport Service Entries (.csv)

= TempShare (Vac

= common (\\lynx =

= work (\jungle\a

Remre

== software (\\jung

= traindev Ohjungl - 5

File name: (| Microsoft Excel Comma Separa

‘Hrs‘lhte ‘Anlt

(Empty)

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

Basic Info | Services Expenses Claim Status Documents Confirmation

Service entries have been updated!
13 entries have been successfully added from C74-20 Service Time Import_correct.csv and saved to the services table below. Click here to view a report for the entries imported.

Services
Date 9/2/2021 | =25 ription =
Semvice Type | *

2
Doc.# (ECF) Pages |-
Hours [ ] ats1s5.00 perhour.

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

Service Type ‘ Date ‘ Description ‘ H|s| Rate ‘ Amt
&, Investigative or Other Work

07/01/2021 Test

01 $155.00 $15.50

a. Arraignment and/or Plea 02 515500 £31.00

d. Travel Time. 07/02/2021 Test 03 515500 $46.50

b. Gbtainin and Reviewina
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Importing Service Entries on Previously Created CJA-20s

While it is recommended to start the Import Service Entries feature on a new or empty CJA-20
voucher, you can add time to the services table of an existing voucher.

On the home page, in the My Active Documents section, click the Edit link for the appropriate
CJA-20.

When the document opens, in the Actions menu on the left side of the page, click the Import

Service Entries (.csv) link.
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The Services page appears. To download and view a sample .csv file, click the sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click the Additional Information link to view instructions for importing time from a .csv file.

Basic Info [ Services Expenses Claim Status Documents Confirmation

Services

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

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the

contents of the imgorled CSV file.

- Additienal Information

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

n Date

= Hours

n  Descripticn

= Service Type (EXAMPLES: "16b" or "16b. Obtaining and Reviewing Records™)

The following columns do not require data, but should be included in the header row:

n Docx
= Pages

For additional information refer to the eVoucher Online Help.

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

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

Import Service Entries (.csv) |

Date 9/3/2021 |« =5 Description "

=

Service Type | e

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

* Reuined Fickds

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

Service Type Date | Description ‘ Hrs ‘ Rate | Amt
=. Arraignmant and/or Plea 09/03/2021 Plea in court 0.5 515500 $77.50
. Mation 09/03/2021 | in court 1.0 | 515500 515500
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to impart service time entries exported from a law firm billing system and saved in Comma Separated Values {C5V)
format. The CSV file must contain all required column headings and data types. Please download our sample spreadsheet for the correct column headings
and service type values.

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the
contents of the imported CSV file.

+ Additicnal Information

[ | Import Service Entries (.csv) | ]

Date 9/3/2021 | =2 Description ‘ -

Service Type | A

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

Reudred Fiaks

-

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

Service Type | Date | Description | Hrs ‘ Rate | Amt
a. Arraignment and/or Plea 09/03/2021 Plea in court 0.5 515500 $77.50
. Motion 09/03/2021 in court 1.0 515500 515500
a. Interviews and Conferences 09/03/2021 interview with client 4.0 | 5155.00 $820.00

A dialog box appears, stating that the existing time entries on your current voucher will be
overwritten when you upload your .csv file.

Note: To include any existing entries, you must manually enter them in your .csv file.

Click Proceed and continue by following steps 3-5 in the Importing Service Entries section
above.
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Entering Expenses

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

Basic Info Services 1 Claim Status

Documents Confirmation

Expenses

Date 417/2020 | =24 Description -

Expense Type ‘ =

Miles at $0.575 per mile. -

smont ||
* Required Fields

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

Expense Type | Date < ‘ Dascription | Hil% Rate | Amt

(Empty)

No data to paginate Go to page: \:I View items per page: 10 25 50 100

[ «First | [« previous ||[ Mext> [ Last» Save | Delete Draft Audit Assist

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

Expenses
Date 492020 | ==
| Expense Type - |*
Miles Travel Miles
Amount Travel Misc.
Fax
* Required Fields | 0 Distance Charges
To group by a pg Photocopies B area.
Expense Type Postage n
Other Expenses

If Travel Miles is selected, in the Miles field, enter the round-trip mileage, and then click in the
Description field to enter a description. Click Add.
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Expenses
Date 4/17/2020 | = ﬁ Travel to and from court,

Expense Type  Travel Miles

Miles 20| * at $0.575 per mile.

T hce | remove |

* Required Fields

To group by a particular Header, drag the column to this area.
Expense Type ‘ Date =« ‘ Description ‘ Hil% Rate ‘ Amt
(Empty)
Mo data to paginate \:\ View items per page: 10 25 50 100
[crrst_] (< previous | [ Nxt> ] [ Last>

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

Expenses
Date 4/17f2020 | = % Description o
Expense Type | - |*

Miles * at $0.575 per mile. -
s

* Required Fields

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

Expense Type ‘ Date = ‘ Description ‘ Hil(—4 Rate ‘ Amt

Travel Miles 04/17/2020 Travel to and from court. 20 | $0.575  S11.50

Page 1 of 1 (1 items) [1] E View items per page: 10 25 50 100

st [< previows ] [ ext> ] [ st Sove
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Expenses are sorted chronologically by date, oldest to newest. Click Save.

Expenses
Date 4/18/2020 | =2 Description -
Expense Type | v |
Miles at $0.575 per mile. -
smone [ -
* Reguired Fields
To group by a particular Header, drag the column to this area.
Expense Type | Date =« I[)e'scripﬁon | Hil(—4 Rate | Amt
Travel Miles 04/17/2020) Travel to and from court. 20 | $0.575  S11.50
Photocopies 04/18/2020 Copies - 100 pages @ .10 per page. 0 £0.000 S10.00
Page 1 of 1 (2 items) [1]1 Go to page: E View items per page: 10 25 50 100
[ «First |[ < Previous |[ Next= ][ Last» [ save | Delete Draft Audit Assist
Notes:

e If you choose photocopies or fax expenses, indicate the number of pages, and the rate
charged per page.

e Remember to click Add after each entry.

e Click an entry to edit.

Claim Status

Click the Claim Status tab, or click Next on the progress bar.
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In the Start Date field, enter the start date from the services or the expenses entry, whichever
date is earliest. If necessary, go back to the Expense and Service sections and click the Date
header to sort by the earliest date of services. Answer all the questions regarding previous
payments in this case, and then click Save. Click Audit Assist at any time to view any errors or
warnings regarding your document.

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

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

e Interim Payment to allow for payment throughout the appointment, but each court’s
practice may differ. If using this type of payment, in the (payment #) field, indicate the
number of interim payments.

e Supplemental Payment to request payment due to a missed or forgotten receipt after
the final payment has been submitted.

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

If you try to submit with errors, including incomplete dates, the following pink error message
may appear:

The message disappears when you complete the Claim Status section with correct start and end
dates that include all service and expense dates for the voucher.
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Documents

Attorneys (as well as courts) can attach documents. Attach any documentation that supports
the voucher, e.g., travel or other expense receipts, or orders from the court. All documents
must be submitted in PDF format and must be 10 MB or less.

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

Basic Info Services Expenses Claim Status Confirmation

Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
File C:\Users\JaimeLongoriall Browse...
Description | Document |
Description Delate View
Document Dalete View
[« Fist ][ < previous [ Next> [[ Last»

To add an attachment, click Browse to locate your file. Add a description of the attachment.
Click Upload. The attachment and description are added to the voucher and appear at the
bottom of the Description column.

Supporting Documents

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

File C:\Users\JaimeLongoria\l Browse...
Description |Ducument |
Upload
Description Delete View
Document Delete Wiew
[
<] [<Preo | [mt> | [ o]
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Signing and Submitting to Court

When you have added all voucher entries, you are ready to sign and submit your voucher to the
court. Click the Confirmation tab, or click Next on the progress bar. The Confirmation page
appears, reflecting all entries from the previous screens. Verify the information is correct. Scroll
to the bottom of the screen.
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In the Public/Attorney Notes field, you can include any notes to the court. Select the check box
to swear to and affirm the accuracy of the authorization, which automatically time stamps it.
Click Submit.

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

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

Note: If a voucher is rejected by the court, it reappears in the My Documents section
highlighted in gold. The system generates an email message explaining the corrections that
must be made.

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

Case

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

When entering time and expenses in a CJA-20 voucher, the attorney can monitor the voucher
totals using the quick review panel on the left side of the screen.
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The Services and Expenses fields tally services and expenses as those entries are entered in the
voucher. Expand either item by clicking the drop-down arrow to reveal specifics about the

services or the expenses.

€) Expenses: $215.42

& Sservices: 59.400.00 -
In Court Services
Service Hours Amt.
Arraignment andor Plea 5.0/ $1,200.00
Bail E_md Dietenticn 0 =0.00
Hearing
Motion Haarings 2.0 =400.00
Trial ] 50.00
Sentencing Hearing a S0.00
Revoration Hearings a S0.00
Appeals Court ] S0.,00
Cther ] 50.00
Totals 8.0| £1,600.00
Out of Court Services
Service Hours Amt.
Intarviewws and -
Canferences 13,0/ £2,600.00
Obtaining and Reviewing
Records 8.0 £1,600.00
Lagz_:l Fessarch and Brief 20 £1.300.00
Wiritimg
Trawel Time 4.0 £B00.00
Investigative and Other 5.0 £1.£00.00
Work
Totals 33.0| 57,800.00

Trawvel
Expense Type
Trawel Miles
Trawal Misc
Totzls
Expenses
Expense Type
Fax
Long Distance Charges
Photocopies
Postage
Other Expenses
Totzls

Amound
£50.42
=000
£50.42

Amount
50,00
s0.00

Z100.00
s0.00
525.00
£125.00
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The Representation Fee Limit field displays the current available funding for the defendant. The
Fee Amount Remaining After Approved and Pending field displays a real-time tally of the fee
amount remaining as services and expenses are being entered in the voucher and saved. If
there is a negative amount, it shows in red.
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Reports and Case Management

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

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

e Viewable reports appear in the left review panel.

e Each panel, depending on the document you are viewing, can have different
reports available.

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

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

To find other accessible reports, from the menu bar at the top of the screen, click Reports.

Home Operations Reports Links Help Sign out

> Reports

[ Internal |

Appointment Report

Attorney Time ‘
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Defendant Detailed Budget Report

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

It provides the information in two sections: attorney appointment and authorized expert
service.

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

Type of Repregentation: Criminal Caas
Budgst Amount Requested: $0.00
Budget Amount Approved: $5,500.00

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

S — I
Counsel CJA20 or CJAID

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

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

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

individual voucher data.

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

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

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

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

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

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

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

When submitting a CJA-21 voucher, the Authorization Selection section displays in one of two
ways, depending on the availability of associated authorizations.

Associated Authorizations Available
If associated authorizations are available, they display in ascending order by ID number.

Note: The No Authorization Required link is located below the authorization choices.
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If you are using an approved authorization, click the desired authorization, which is then
highlighted in blue. You cannot continue until the authorization is highlighted.

Please Select the Associated Authorization

ID Number: 4

Order Date: 03/04/2014
Authorized Amount: 51,000.00
Grand Total Amount: $1,500.00

Service Type: Chemist/Toxicologist
Estimated Amount: 51,000.00
Motes: Abraham Astley

ID Number: 186

Order Date: 02/01/2017
Authorized Amount: $100,00
Grand Total Amount: $100.00

Service Type: Interpreter/Translator
Estimated Amount: 55,000,000.00
Motes:

If the voucher does not require advance authorization, click the No Authorization Required

link.

Associated Authorizations Unavailable

If there are no associated authorizations available, a message appears stating that no
authorization requests were found, and you must click the No Authorization Required link to

proceed.

Basic Info

1 PERSON REFRESENTED

1. CIR/DISTDIV.CODE
0101 Catherine Brown

[VOUCHER NUMEER

3. MAG. DKTDEENUMBER 4. DIST. DKT DEE.XUMBER.

1:14-MI-07020-2-EB

£ APPEALS. DKT/DEF.NUMBER

6. OTHER. DKT/DEE.XUMEBER

7. IN CASEMATTER OF(Casze Name) 8 PAYMENT CATEGORY

[USA v Roberts et al ot allezed felony)

[Felony (including pre-trial diversien

9. TYPE PERSON REFRESENTED
| Adult Defendant

10. REPEESENTATION TYPE

Criminzl Case

11. OFFENSE(S) CHARGED
ChP 18:13-3400F THEFT OF U.S. FROPERTY

EXCESS TEE LIMIT PRESIDING JUDGE
100,000.00 [Bamey Ball

MAGISTRATE JUDGE

DESIGNEE 1

DESIGNEE 1

Authorization Selection

Please Select the Associated Authorization

Mo Authorization REUESTS Found

No Authorization Required

If y ucher compensation is under
the ¢ limit and does not require
prior authorization.

Select the Assodiated Authorization, or click No Authorization Required.
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The service type auto-populates based on the authorization selected. If no authorization is
being used, click the Service Type drop-down arrow and select the service type. In the
Description field, enter a description of the service to be provided.

New Voucher Information

Service Type Chemist/Toxicologist W

Toxicology report.

Description

From the Expert drop-down list, select the expert. If the service providers or experts have rights
to enter their own expenses, the Voucher Assignment radio buttons become active. Click the
appropriate radio button to indicate whether you or the expert will enter the service fees on
the voucher. Once you have made your selection, click Create Voucher.

Service Provider

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

Expert | Jennings, Julie ~
Expert Info Julie Jennings
Details

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

Voucher Assignment = ® Attorney O Expert

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

“ Create Voucher ]l

Notes:

e Only experts assigned with the service type selected appear in the drop-down list.

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

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

o If the expert selected is not authorized to use eVoucher, the attorney must file the
voucher on behalf of the expert. The voucher appears in the My Active Documents
section as submitted to the attorney. They must perform the second-level
approval/submission by clicking the voucher, navigating to the Confirmation page, and
approving the voucher, which then moves to the My Submitted Documents section.
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If the expert does not have an eVoucher account and profile, you must contact an eVoucher

administrator to add a new provider.

If the service providers or experts have rights to enter their own expenses, the Voucher
Assignment radio buttons become active. Click the appropriate radio button to indicate
whether you or the expert will enter the service fees on the voucher.

New Voucher Information

Service Type Interpreter/Translator

Description

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  |Campos, Charlene v/|
Expert Info Charlene Campos
Detalls 110 Main Street
5an Antonio TX 78210 US
Phone: 210-477-2344
Voucher Assignment = () Attorney (®) Expert

Create Voucher
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Step 7

Click Create Voucher.

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

Voucher Assignment = Attorney ‘® Expert
This indicates wio will be responsible for filing the voucher diaim part

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

e When you select the expert from the Expert drop-down list, their information
automatically populates.
e If the attorney submitted the voucher for the expert, they must approve the voucher

twice—once while sending it for the expert, and again after it appears in the My Active
Documents section.

Click the Services tab, or click Next on the progress bar. In the corresponding fields, enter the
date, units, rate, and description. Click Add. The entry appears at the bottom of the Services
section. Click Save.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

Date 4172020 | < EH] Description

Service Type - |*

Hours I:I ¥ at $152.00 per hour.
Rexpine] Fiekds

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

Service Type | Date =« ‘ Description | Hrs| Rate | Amt

(Empty)

No data to paginate Go to page: I:I View items per page: 10 25 50 100

| « First | | < Previous || Next > | | Last = Delete Draft Audit Assist
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Click the Expenses tab, or click Next on the progress bar. In the corresponding fields, enter the
date, expense type, description, and miles. Click Add. The entry now appears in the Expense
Type column. Click Save.

Basic Info Services |) Expenses Claim Status Documents Confirmation

Expenses
Date 417/2020 | =25 Description -
Expense Type - |+

Miles : at $0.575 per mile. -
e

* Reguired Fields

To group by 3 particular Header, drag the column to this area.
Expense Type ‘ Date = ‘ Description ‘ Mil(-% Rate ‘ Amt
(Empty)
No data to paginate | Go to page: || | View items per page: 10 25 50 100
| « First | | < Previous ||| Next > | | Last »

Click the Claim Status tab, or click Next on the progress bar. Enter the start and end dates,
making sure to select the earliest date of services and expenses as the start date. In the
Payment Claims section, click the appropriate radio button, and then click Save.

k Basic Info Services Expenses [ Claim Status Doc t: Confir

Claim Status

Start Date |:|sﬂ End Date l:l,ﬂ

Payment Claims =

' Final Payment

() Interim Payment (payment #)
@] Supplemental Payment

O Withholding Return Payment

** Reminder: Pleage select the appropriate daim status.

* Required Fiskls

[ 1
[« Frst ] [ < pravious | [ met> ]| s>
1
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e Final payment is requested after all services have been completed.
Interim payment allows for payment in segments, but each court’s practice may differ. If

CJA eVoucher for Attorneys

using this type of payment, indicate the number of this request payment.

requested due to a missed or forgotten receipt.

After the final payment number has been submitted, supplemental pay may be

At the end of the case, to request return payment of withheld funds, click the
Withholding Return Payment radio button on a blank CJA-21.

Click the Documents tab, or click Next on the progress bar. To add an attachment, click Browse
to locate your file, and then enter a description of the attachment. Click Upload. The
attachment and description are added to the voucher and appear in the Description column.

Click Save.

Basic Info Services Expenses Claim Status Confirmation

Supporting Documents

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

File C:Users\JaimeLongoriall Browse...
Description [Document
Description
‘D eeeeee t
7 ] T 1
| « First || < Previous Hl Next > |H Last » || Save ”
| =

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.
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A confirmation screen appears, indicating the previous action was successful and the voucher
has been submitted. Click the Home Page link to return to the home page. Click the
Appointment Page link if you wish to create an additional document for this appointment.

Submitting an Authorization Request for Expert Services

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

In the Appointments’ List section, open the appointment record.

Search:|

Appointments Defendant

Case: 1:14-CR-08805-AA Defendant: Jebediah Branson
Defendant #: 1 Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation ID: 2 Pres. Judge: Albert Albertson
Appointment ID: 4 Adm./Mag Judge:

On the Appointment page, in the Create New Voucher section, click the Create link next to
AUTH.
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Click Create New Authorization.

The Basic Info page appears. Complete the information in the Master Authorization Information
section at the bottom of the screen. This includes the following:
e Estimated Amount field
e Basis of Estimate field
Service Type drop-down list
Notes field
Click Save.
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Click the Documents tab, or click Next on the progress bar. To add an attachment, click Browse
to locate your file, and then add a description of the attachment. Click Upload. The attachment
and description are added to the voucher and appear at the bottom of the Description column.

Basic Info | » Documents Confirmation

Supporting Documents

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

File C:\Users\JaimeLongoriall Browse...
Description | Document |
Upload
Description Delete View
Document Delete View
I | Ches ]|
«First | [ < Previous | [ Mext > Last »
 —

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

Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.
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A confirmation screen appears, indicating the previous action was successful and the
authorization request has been submitted. Click the Home Page link to return to the home
page. Click the Appointment Page link if you wish to create an additional document for this

appointment.
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Creating an Authorization for Transcripts (AUTH-24)

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

On the Appointment page, in the Create New Voucher section, click the Create link next to
AUTH-24.

On the Basic Info page, enter the details for the required transcript. Click Save.

J Basic Info Documents Confirmation

Basic Info

T CIR DIST DIV.CODE T PERSON REPRESENTED [OUCHER NOMEER
0101 Jebedizh Branson
[T 3IAC DRI DEENUMEBER |4 DIST DEIDEENUMBER |2 AFFEALS DRI DEENUMBER |6 OTHER DEI/DEFNUMBEER
1:14-CR-08203-1-AA
T I¥ CASEMATTER OF (Caze Mame) T FATMENT CATEGORY T TUFE PERSON REFRESENTED T0 REFRESENTATION TVFE
[USA v Branson elony (including pre-trial diversion |, 3 pyeon gant Criminal Case
of alleged felony)
11, OFFENSE(S) CHARGED
13:1823 F INSPECTION VIOLATION PENALTIES
17 ATTORNEY'S NAME AND MATLING ADDRESS 13, COURT ORDER
|Andrew Anders
110 Main Street U assnciste e Cocomsa g RFest e sabs o Feters
San Antonio TX 78210 L Learned Counsel B 0 Appointing [P Subs for Panel IR Subs for Retsined
Phone: 210-833-5623 (Capital Only) Counsel Attorney Attoraey

Cell phone: 210-5

rRetsine  (JusubsforPre [y ggnine o
[Email: liza_omelas@aotx uscourts gov se

[Jsprose ntorney

[Ty standby Counzel

[Erior Attorney's Name

Appeintment Diater

Siznature of Preziding Judge or By Order of the Coart
|Albert Albertson

ate of Order XNunc Pro Tunc Date
14 LAW FIFM NAME AND MAILING ADDRESS 3/3/2014

Repayment [ vys @ o

Transcript is to be

Proceading in Which
Used i

Proceeding To Be
Transcribed -

Apportioned Cost (%) | |

Apportioned Case and | |
Defendant

Special Transcript
Handling

| None v|*

DPru&Ecuﬁun Opening Statement DPru&Ecutiun Argument DPrusecution Rebuttal

Transcripts
DDefense Opening Statement DDefense Argument DJury Instructions D'Joir Dire

« First | | < Previous || Next > | | Last » I| Save |
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Click the Documents tab, or click Next on the progress bar. To add an attachment, click Browse
to locate your file, and then add a description of the attachment. Click Upload. The attachment
and description are added to the voucher and appear in the Description column. Click Save.

Basic Info | Documents Confirmation

Supporting Documents

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

File Browse...
Description |
Description Delete View

Proposed Order.pdf Delete View

« First || <Pre'«'iuus|| Next > || Lask = | Save |

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

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



CJA eVoucher for Attorneys | 89

Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.

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

Success

This document has been submitted.

Please keep the following document number for your own recards:

0101.0000626

Back to:

Home Page
Appointment Page
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Creating a CJA-24 Voucher

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

On the Appointment page, from the CJA-24 voucher template, click the Create link. The Basic
Info page appears.

Creating a CJA-24 voucher is similar to creating a CJA-21, as outlined in the CJA-21 section. The
Authorization Selection section displays in one of two ways, depending on the availability of
associated authorizations.

Associated Authorizations Available
If associated authorizations are available, they display in ascending order by ID number.

Note: The No Existing Authorization in eVoucher link is located below the authorization
choices.
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If you are using an approved authorization, click the desired authorization, which is then
highlighted in blue. You cannot continue until it is highlighted.

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

Associated Authorizations Unavailable
If there are no associated authorizations available, a “No Authorization Requests Found”

message displays, and you must click the No Existing Authorization in eVoucher link to
proceed.

| Basic Info

Basic Info

T CIRDIST DIV.CODE 7 PERSON REPRESENIED [FOUCHER NUMBER
0101 [Emest Homblatz
| 733G DRI DEFNUMBER |4 DIST.DEIDEENUMBER T APPEALS DRI DEI NUMBER 8. OTHER DI DEFNUMBER
1:32-CR-00632-98-A4
7. IN CASE'MATTER OF{Case Name) 8. PAYMENT CATECORY 9. TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE
Homblatz vs USA frelony (including pre-trial diversion |, b bypedony Criminal Case
Jof alleged felony)
TL OFFENGE(S) CHARCED
13:1.F ANTITRUST VIOLATIONS
EXCESSFEE LIMIT PREEIDING JUDCE MACISTRATE JUDCE DESIGNEE 1
511,500.00 Albert Albertson
DESIGNEE 1

Authorization Selection
Select the Associated Authorizatien, or click No Authorization Reguired.

Please Select the Associated Authorization

Ho Authorization Requests Found

Mo Existing Authorization in eVoucher
If you do not have an existing authorization in
eVoucher, you may proceed by dicking here.
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Click the Expert drop-down arrow and select the court reporter. In the Voucher Assignment
section, click the appropriate radio button to indicate whether the attorney or the court
reporter will enter information. Click Create Voucher.

New Voucher Information

Description

Court Reporter/Transcriber Status
(®) Official () Contract ) Transcriber () Other
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 Expert, LeVar v

Expert Info LeVar Expert
it
Detalls AO-CMSO
Washington DC 20544 US
Phone: 202-502-2965

Voucher Assignment = (®) attorney ) Expert
This indicates who will be responsible for filling the voucher dlaim part

Create Voucher

Notes:

e When you select a court reporter from the Expert drop-down list, their information
automatically populates.

e Click the Attorney or Expert radio button to indicate whether you or the expert (in this
case, the court reporter) will complete the voucher claim portion.

e [f the attorney clicks the Expert radio button, the expert completes the required expense
information and submits the form. The attorney then approves and submits to the court.
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Click the Services tab, or click Next on the progress bar. In the corresponding fields, enter the

date, service type, number of pages, rate per page, and a description, and then click Add. The
entry appears in the Service Type column. Click Save.

Click the Expenses tab, or click Next on the progress bar. In the corresponding fields, enter the

date, expense type, and a description, and then click Add. The entry appears in the Expense
Type column. Click Save.
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Click the Documents tab, or click Next on the progress bar. Click Browse to locate your file, and

then enter a description of the attachment. Click Upload. The attachment and description are
added to the voucher and appear in the Description column.

Basic Info Services Expenses | | Documents Confirmation
Supporting Documents

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

File C:\Users\JaimeLongoriall Browse...

Description |D0(ument |

Description Delete  View
Document

Delete  View

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

Save Delete Draft Audit Assist

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.

T3. PROCEEDING TO BE TRANSCRIBED (Drsevibe specyirall). NOTE. Tie G1al anscripts ©¢ 0t 10 e ule Fraseution apening Sclement, Sejense oReming SIGtemieny, prosecaion
rumene, defénse argumens, prosecution rebual voir dire o jury nstructions, unless specifically cushorized by the Coure (see Jem 14).
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A confirmation screen appears, indicating the previous action was successful and the voucher
has been submitted. Click the Home Page link to return to the home page. Click the
Appointment Page link if you wish to create an additional document for this appointment.
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Creating a Budget Auth

The Budget AUTH document type allows you to request additional attorney funds and/or to
request service providers on a budgeted case. Attorneys should coordinate the submission of
this document with the circuit's case budgeting attorney and/or the court’s CJA administrator.

On the Appointment Info page, click the link for the case from which you want to create the
budget auth.

Search: |

Appointments

Defendant

Case: 1:117-CR-01111-A4
Defendant #: 1
Case Title: USA vs Hall

Attorney: David Attorney
Representation ID: 108

Defendant: Jennifer Hall
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 01/31/17

Pras. Judge: Albert Albertson

Appointment ID: 88 adm./Mag Judge:
Defendant: Bob Smith
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 10/09/18

Pres. Judge: LeVar Judge
Adm./Mag Judge:

Case: 1:55-CR-55555-LR]

Case Title: USA VS Bob Smith

Attorney: David Attorney
Representation I0: 120

Appointment ID: 116

1 Page 1 of 1 (2 items)

On the Appointment Info page, in the Create New Voucher section, click the Create link next to
BUDGETAUTH.
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On the Basic Info tab of the budget auth, the Budget Phase/Stage (e.g., Pretrial/Trial/
Clemency, or One/Two, etc.) and Requested Additional Attorney Fees fields are required.
Optionally, in the Notes field, you can add notes to be viewed with the requested amounts (you
still have an opportunity to include notes on the Confirmation tab).

Note: If no attorney fees are being requested in this request, you MUST enter $0 to submit the
budget auth.

p'_ BUDGETAUTH I Basic Info Authorization Request Documents Confirmation
- Request Entry

Basic Info
TR
Def.: Bob Smith 5.AFFEALS. DKTDEFNUMEER 6. OTHER. DKT DEF.NUMEER
RS B3 L P
[USA VS Bob Smith " Adult Defendant Criminal Caze
T T
12:1818.F TERLINATION OF STATUS AS INSURED BANK
TSI ANE TR D SATRE ABDRERS T CGTET oI
pid D Bar Number: TX125567 . [
113 2 finr 20 [t smaciaie e cotouma o BT vy
san Antonso T2 76200 i Learncd Commiet B 0 Appussting. [ 9 subu foe Panct (IR 50t e Rotaimed
[Phone: 210-555-6781 (Cagiral Qinby) Councl Anaracy Arsarncy

[Email. daviddattomev210@amail com
Osrrose

Drpoist Dt satnte s
______ = m R

Tasks
Link To Appointment

Link To Representation 14, LA FIRM XAME AND MAILING ADDRESS

10:0:2018

Reports

Budget Auth Form- Attorney
Budget Auth Form- Attorney
Budget Auth Form- Attorney

Requested Additionsl Attorney Fees 5| 50.000.00]

Hot=s Opticnal Note] -
-
« First | [ < Previous | [ Next > | [ Last » | [ save | Delete Draft |
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On the Authorization Request tab, from the Service Provider Type drop-down list, select the
service provider(s) type you are requesting, if any. Any previous authorizations for that provider
type display. Click the previous authorization to add the additional amount requested, and then
click Add. The provider request appears in the grid below. Continue to add service providers.

If there is no prior auth for the provider type being requested, you only need to enter an
amount requested in the Additional Amount Requested field.

Basic Info b Authorization Requast Documents Confirmation

Court Notes
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On the Documents tab, upload any relevant documents, and then click the Confirmation tab.
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On the Confirmation tab, review and confirm that all information is correct as requested on the
prior pages. In the Public/Attorney Notes field, include any additional information to the court.

Select the check box to swear and affirm the accuracy of the voucher, which will automatically

be time stamped. Click Submit.

Basic Info Authorization Request Documents [ Confirmation
Confirmation

L. COLDIST DIV.CODE T PERSON REFRESENTED TOUCHER NLMEER
0101 Jehediah Branson

3 MAC. DETDEFNUMEER 4. DIST. DEKT/DEFNTMEER

1:12-CE-085035-1-44

5 AFFEALS. DETDEFNUMEER

T.IN CASEMATTER OF(Camic Name) E. FAYMENT CATECORY

[USA v Branzon

Falomy (inchding pre-frial divarsion

2. TYFPE PERSON REFRESENTED

& OTHER. DET BEFNUMEER

10. REPRESENTATION TYFE

il GFFENSE(S) CHARGED
15-1825.F INSPECTION VIOL ATION PERALTIES

1L ATTORNEY ' NAME AND MAILING ADDRESS
Andrew Anders

110 MMaim Smeet

San Antonio TH TE210

[Phome; 210-83: 3

Cell phone: 210-333-12

[Email: liza omslas(@aot s courts 2ov

O ¥ Standby Commact

IPrior astarncy's ¥ame
J4 ppsintment Datz

Albert Albartzon

14 LAW FIRM NAME AND MAILING ADDRESS

[
3372014
Repsyment [ vgs 8 xo

of alleasd felony) Aduit Defendant (Crimimal Caze
E oS B
1% COLRI ORDER
[
[ s Amarine e cocounne E D e n«ili‘: far Federsd
[ £ Learned Conmat O Appeiating [ P Subn for Paact [0 Suba sar Retainca
(Cagatal Oaly) Caunsl pre— Attarney
134 O OrRetmimat Dusebriarres [
5 Prase e = % agmimiarasive

Jeiznzture af Froiding Tadze or By Order aiche Court

Xune Fra Tune Date

Attorney Funding Information

Requested Additicaal Amomey Fees on §11.500.00
$11,500.00
NOTTES:
Reguezts For Service Providers
Previoushy (Additiensl Addstienal
Service Provider Trpe . d;’“ A Amouzt Amouznt Dezcripizn
Anrhneizes Amennt [Fequested Anckorized
Chemist Tnxicalogise $1.500.00 $5,000.00]
Lccuments Exomings 30.00 510.000.001
Totals 1500.00 S15,0040. 00|
Mo F unc Lse
Rexgaesizd Amouns
$15,000.00
" Late Segmed Approved Amount
Segnature of Chief Judge, Count of Appealsior elegase) [ Date Sagmesd Judge Cod Approved Amount

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

Public/attorney
Nokes

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

o Submit

| « First | | < Previous | | Mext = | Last »

Save

Delete Draft
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A confirmation screen appears, indicating the previous action was successful and the budget
auth has been submitted to the court. Click the Home Page link to return to the home page, or
click the Appointment Page link to create an additional document for this appointment.

Success
This document has been submitted.

Please keep the following document number for your own records:

0101.0001122

Back to:
Home Page
Appointment Page
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Creating a Travel Voucher

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

On the Appointment page, in the Create New Voucher section, click the Create link next to
TRAVEL.

The Basic Info page appears. The Travel Agency to be Used section auto-populates.

Click the Authorization Request tab, or click Next on the progress bar. Complete all required
fields marked with red asterisks, and then click Add. The information appears in the table at the
bottom of the screen. Click Save.
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Click the Documents tab, or click Next on the progress bar. Click Browse to locate your file, and
then add a description of the attachment. Click Upload. The attachment and description are
added to the voucher and appear in the Description column.

Basic Info Authorization Request | |/ Documents Confirmation

Supporting Documents

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

File C:AUsers\JaimeLongoriall Browse...

Description ‘Trauel Receipts |

Upload

Description Delete  View
Travel Receipts Delete View
<< First | [ < Previous | [ Wot> | [Last>>

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.
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A confirmation screen appears, indicating the previous action was successful and the voucher
has been submitted. Click the Home Page link to return to the home page. Click the
Appointment Page link if you wish to create an additional document for this appointment.

Creating a CJA-26 Voucher

This is a request and justification for expenses outside the statutory limits.

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

On the Appointment page, in the Create New Voucher section, click the Create link next to CJA-

26

The Basic Info page appears. Enter the required information. Click Save.
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Click the Justification tab, or click Next on the progress bar. On the Justification page, enter
relevant information in the fields, and then click Save.

Basic Info | Justification Documents Confirmation

Justification

3. Describe discovery materials (nature and volume) and/or discovery practices which are a noteworthy factor in the number of hours
dlaimed.

4, List and describe motions, legal memoranda, jury instructions, and sentencing documents, or legal research not resulting in such, which
are a noteworthy factor in the number of hours claimed and which were drafted originally for this case (do not indude standardized
motions, etc., unless content was modified significantly).

5. Summarize investigation and case preparation (e.g., number and accessibility of witnesses interviewed, record collection, document
organization) which are a noteworthy factor in the number of hours daimed.

6. Explain, if noteworthy, impact on the number of hours claimed of investigative, expert, or other services used (CIJA 21 voucher)

7. Describe whether any of the following client considerations are a noteworthy factor in the number of hours claimed and explain each:
communication with client/family, language difference, accessibility of client, or other

B. Explain any expense (items 17 and 18 of the CJA 20 voucher) greater than $500

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

ing from the representation; and (T) any extraordin, ressure of fime or other factors under which services were rendered.

| p—
[ «First |[ <Previous |[ Mext> |[ Last» | Delete Draft Audit Assist
 E—
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Click the Documents tab, or click Next on the progress bar. Click Browse to locate your file, and
then add a description of the attachment. Click Upload. The attachment and description are
added to the voucher and appear in the Description column.

Basic Info Justification Confirmation

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

File C:\Users\JaimeLongoriall Browse..

Description | Document

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

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear and affirm to the
accuracy of the authorization, which automatically time stamps it. Click Submit.
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Click the Home Page link to return to the home page. Click the Appointment Page link if you
wish to create an additional document for this appointment.
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Appendix A: Correcting Errors in Your .csv File

If your import fails, you must correct errors in the original .csv file before attempting another
import.

A message appears at the top of the page, indicating the number of errors found. Click the View
Report link to view errors.

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

@ Errors Only O Full Report

Person Rep d: Jebediah o
Row Errors late Hours Description IService Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arrzsignment and/or Plea
Row 9 Hours is missing; 11/2021 |Test 16¢c. Legal research and brief writing
Row 10 mﬁ*éﬁ?m":ifﬁu';“gm( value only; Pages 155071 oo ITest 15c. Motion Hearings I 8
Row 11 J |Date is missing; 1 |Test; 16d. Travel time
Row 12 N |Description has invalid character(s); 14/2021 1.1 [Test<> 16a. Interviews and Conferences

Note: Click the Full Report radio button to view an error report that includes all imported
service lines.

Return to the Services page, click the try again link, and then follow steps 4-5 in the Importing
Service Entries on Previously Created CJA-20s section to attempt the import again.

Basic Info I Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in CZ4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors ang

Attorneys should still review the voucher to ensure that entries are correct prior to submission
to the court. For the remaining tabs of the CJA-20 or CJA-30 voucher, please see instructions for
those documents.
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Appendix B: Creating the Excel File for Import

Once you begin the process of importing your service entries to a CJA-20 or CJA-30 voucher,
sample spreadsheets are available to download on the Services page. These sample
spreadsheets are in Excel format that must be saved in .csv format.

For the .csv file to be successfully uploaded into and accepted by eVoucher, it must contain a
header row with specific column headers, as seen below. The header row contains four
mandatory column headers (Date, Hours, Description, Service Type) and two optional column
headers (Doc. #, Pages). The Doc. # and Pages fields may be included in the header row;
however, they are not required unless data is provided.

If the header row contains service entry information instead of headers, the data in that row
will be ignored and won’t be imported into your voucher. Sample spreadsheets containing the
correct column headers and service type values for each voucher type are available in the
online help.

A B [ D E F
1]]Date Hours Description Service Type Doc.# Pages j
2972/ 209T 0.1 Email to/from co-def Iayer re: Visit with Client and need for preliminary hearing 16e. INVestigative and Other work .y
3 9/3/2021 0.2 Attend Arraignment, etc via Zoom 15a. Arraignment and/or Plea
4 9/4/2021 0.3 Travel time from Other to Newtown to SA forinitial appearance and conference 16d. Travel time 3 10
5 9/5/2021 0.4 Review of court filings as a result of prelim hearing; Copy to Client 16b. Obtaining and reviewing records 6 12
6 9/6/2021 0.5 Receiving, reviewing and copying to client all paperwork as a result of arraignme 16b. Obtaining and reviewing records 5
7 9/7/2021 0.6 Receive & review order scheduling preliminary hearing; Copy to Client 16e. Investigative and other work
8 9/8/2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16c. Legal research and brief writing
9 9/9/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.5.C. §2251, 2252, 16c. Legal research and brief writing
10 9/11/2021 1 Travel from Pgh to SSJ (no return travel due to travel to IC) on CJA | 16d. Travel time
1 9/12/2021 1.1 Call to codef lawyer X and AUSA re: status of cases and plea deal 16a. Interviews and Conferences
12 9/14/2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1

Note: Time entries containing values greater than a single decimal place are automatically
rounded up or down to the nearest tenth. For example, 0.125 is rounded down to 0.1, and 0.75
is rounded up to 0.8.
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Appendix C: Converting the Excel File to .csv Format

Most commercially available spreadsheet applications allow you to save in .csv format. For a file
saved in Excel format, follow these steps to create your .csvimport file.

In your Excel file, click the File tab.

AutaSave (@ off) 2~ = Copy of CJA-20_Service_Time_|lmportxlsk - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

% Cut Calibri 1A A E == # Bbwmp et Text
Paste Copy ~ I A [
I U -~ . - |l === == . . 9 =
- Format Painter = — = == = 3= [ Merge& Center $ % 9 S
Clipboard ] Font ] Alignment ] Mumber
Fl4a = 5
A 1] B 1] C 1]
1 |Date Hours Description Service TyE
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
L] adnianna AN A rnAd Acrnimmmnnnd adbadia Tanes ACA Avenio

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

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

‘ CJA-20 Service_Time_lmport

Excel Workbook (*xIsx). - [ save

Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*.xIsb)

Excel 97-2003 Workbook (*xls)

SV UTF-8 (Comma delimited) (*.csv)
AML Data (*xml)

Single File Web Page (".mht, *.mhtml)
Web Page (*.htm, *.html)

Excel Template (*xhx)

Excel Macro-Enabled Template (*xltm)
Excel 97-2003 Template (*xIt)

Text (Tab delimited) (*.txt)

Unicode Text (".txt)

XML Spreadsheet 2003 ("xml)

s PSR bt 1<)
CSV (Comma delimited) (*.csv)

o -prn)
Text (Macintosh) (%)
Text (MS-DOSY (% txet)

Your Excel file has now been converted to a .csv file and can be imported into the Services page

of your CJA-20 or CJA-30 voucher.

~ Name ’

@ CJA-20 Service Time Import.csv

@ CJA-20 Service Time Importxlsx
[I= [P .

Date modified

3+ Quick access

Documents -+
4 Downloads . -

Type Size
Microsoft Excel C... TKE
Microsoft Excel W... 12 KB
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