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Nota Bene: Edit Before Using!
We are distributing this manual in Word format to make it easier for you to customize the
content to follow your local rules and CJA rules. Consider the following questions when

customizing your information:

° Do you wish to include CJA administrator contact information for attorneys or include a
website link?

°  Are you using the CM/ECF link in eVoucher?

° Are attorneys allowed to edit their own profiles and billing information, or enter holding
periods?

° Do attorneys still file any CJA-related documents in CM/ECF?
°  What is your policy about interim payments?

° How does your site handle the CJA-24 Auth and the CJA-24 voucher? Are court reporters
involved as experts? Does the attorney create the CJA-24?

° Do the panel attorneys use the Continuing Legal Education (CLE) tracking feature in
eVoucher?

° Do the attorneys complete the travel authorization provided in eVoucher?

Do you use the email proposed appointments available in eVoucher? How are attorneys
notified of appointments?

° Can you provide more specific information about the kinds of documents you wish the
attorney to attach for each document type?

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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Introduction

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

Authorization requests by attorneys for expert services

Requests by attorneys for interim payment

Supporting document uploads to vouchers or authorization requests

Reports for attorneys to take an active part in monitoring costs

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

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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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 CJA
eVoucher program.

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

Accessing the CJA eVoucher Program

Prior to version 6.4, if you had eVoucher accounts in multiple courts, you were required to sign
out and sign in to each individual court account in which you wanted to work. You had a
separate username and password assigned by each individual court. Starting with version 6.4,
you can now create a Single Login Profile (SLP) with a single email address and password that
can be linked to each eVoucher account you have. You can now switch from one eVoucher
account to another from within the eVoucher application without the need to log off.

Note: Users with more than one eVoucher account must designate one account as the default
account; the court used to create your Single Login Profile (SLP) automatically becomes your
default court unless you change it.

Single Login Profile for David D. Attorney

SLP email address
Password

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

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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Creating a Single Login Profile (SLP)

You only need to create your Single Login Profile (SLP) once, or whenever you need to relink
your account to your default court. To create your Single Login Profile (SLP), visit the eVoucher
site for the district or circuit in which you already have an eVoucher account.

In the Email Address field, enter your email address, and then click Next.

E= in official website of the United States government

CJA eVoucher - Texas Western District Court

SDSO Training - Release 6.8.0.0

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile, you will be prompted to create one,

Email Address

daviddattorney@gmail.com ‘

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

If you use more than one court account, select one, and then click Next.

B= pn official website of the United States government

CJA eVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

Link CJA eVoucher account

Enter the username and password for your existing CJA eVoucher account to continue,

Username

‘ Dattorney |

Password

Forgot your password?

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all

access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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On the Create New Single Login Profile page, complete the First name, Middle name, Last
name, and Suffix (if applicable) fields, and then enter and confirm your email address.

B= Anafficial website of the United States nit

CJA eVoucher - Texas Western District Court

SDSO Training - Release 6.8.0.0

Create New Single Login Profile
You will use the email address entered below to log into all of your assigned eVoucher accounts.
If you have multiple accounts, you will be given an opportunity to link them to your single login profile.

First name Middle name Last name Suffix

David ‘ ‘D ‘ ‘Attorney ‘

Email address

‘ daviddattorney@gmail.com ‘

Confirm email address

daviddattorney@gmail.com ‘

Next, answer the security questions. In the Security Questions section, select a question from

each question drop-down list, and then type your answer in the corresponding answer field.
Click Next.

Security Questions
Select three security questions and enter your answers.

Question 1

©

In what city or town was your first job?

Answer 1

Boston ‘

Question 2

‘ What was your childhood nickname? B

Answer 2

Davey ‘

Question 3

o«

‘ What was your first car?

Answer 3
Satuml X
When you click Next, we will send an email with a lin irm your email address.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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A message appears, stating that an email was sent to the email address you provided when
creating your Single Login Profile (SLP).

B An official website of the United Sties govermment

CJA eVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

0 Check your emall

An email has been sent to daviddattorneyidgmail.com with a link to confirm your email address. Follow the link to
continue creating your single login profile.

IMPORTANT: The link provided in the émail Is enly valid for 30 minutes and can anly be accessed one time,

Go to your email account. Click the link in the email message to continue creating the profile.

Note: The email is valid for only 30 minutes and can be used only once. In the email message,
click the confirm your email address link.

O e Login Profile Email Verification - david attorney inbox x &
% Starred cja_atty@aotx.uscourts.gov 325PM (O minutes ago) YT 4

© snoozed Hme.=

> Sent Dear David Atlorne

B Dnafts

v More

Meet will be valid for 30 minutes and can only be used once.

You will use this email address and the new password you are about to set ta login to eVoucher from now on.
B Start a meeting
Regards,

E3  Join a meeting US Courts

Hangouts

In the Enter password field, enter a new password to be used for your Single Login Profile (SLP).

The new password must:

e Be at least eight characters.

e Be alphanumeric.

e Contain at least one lowercase and one uppercase character.
e Contain at least one special character.

e Not be a password used in the past 365 days.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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To view current password requirements, click the plus sign (+) icon to expand the Password
Requirements section. You must change your password every 180 days. In the Verify password
field, verify the password, and then click Next.

BE An official website of the United States government

CJA eVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

Enter password

Enter the password your single login profile will use to access eVoucher.

Enter password

Verify password

(s | /

Password Requirements

A success message appears, and you are directed to the eVoucher home page. Your email
address and new password are now your new login credentials. You have now successfully
created your Single Login Profile (SLP) and can use the email address you entered when setting
up your Single Login Profile (SLP) to log in to all your CJA eVoucher accounts going forward.

BE An official website of the United States government

CJA eVoucher - Texas Western District Court

SDSO Training - Release 6.8.0.0

o You have successfully created your eVoucher single login profile,
which you will use to log into eéVoucher from now on.

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent te system monitoring and to official access to data reviewed and created by
them on the system, Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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Forgotten Password — Legacy

If you have forgotten your current court password or entered it incorrectly, a login failed
message appears. To recover your password, click the Forgot your password link. Please note
that you should follow this same process if you have not reset your password in the last 180
days. If you entered your password incorrectly more than six times and your account is locked,
or if you are still unable to recover your password, contact your court administrator.

EE An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Link CJA eVoucher account
Enter the username and password for your existing CJA eVoucher account to continue.

Login failed.
Invalid username or password or your account is locked.
Please contact an eVoucher Administrator for assistance.

Username

I [attorney X I

Password

Forgot your password?

Click the Forgot your password? link.

Username

‘ dattorney ‘

Password

Forgot your password? ”

Notice: This is a restricted government system for official judiciary bt
access attempts, may be recorded and monitored or reviewed by per
protection of system security, performance of maintenance, and app

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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In the Username and Email fields, enter your information, and then click Recover Logon.

Forgot your Login?

Please tell us your username AND email address. We will send you an email to reset your password if there is a match in our records.

Username

Email

Back to sign in

In the email message, click the here link to create a new password.

CJA - Logon Recover by Joe Attorney inbox

cja_atty@aotx.uscourts.gov A3
tome -

"0" topmargin="0" style="background-coelor: #ffffff, padding: 30 30 30 30>

Cear Joe Attorney,

On 11/4/2020 11:02:20 AM we received a request to reset your Online CJA 'password'
fro Llhe L2 - district_trng site. In order to start the recovery process; please

cli @ H vou will be taken to the proper page,

Regards,

Us Courts

Note: The password link expires after 30 minutes and can be used only once. If you don’t reset
your password within that time, you must return to the login page and repeat the process.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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You are taken to the Reset your password page, where you must create a new password to
complete the Single Login Profile (SLP) process. Enter and confirm your new password,
username, and email address, and then click Reset.

IMPORTANT: The link provided in the password reset email is only valid for 30 minutes and can only be accessed one time.
If necessary, return to the login page and click "Forgot your login” to repeat the process.

Reset your password

New Password

Confirm Password

Username

BT

Password Requirements -

+ Password must be at least 8 characters.

+ Password must be alpha-numeric.

« Password must contain at least one lower case and one upper case character.
« Password must contain at least one special character.

« Password cannot be a password used within the past 365 days.

Your password is now reset. A success message appears, and you can either continue creating
your Single Login Profile (SLP), or, if you have already created one, enter your email address and
sign in to eVoucher.

Signin to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

Password updated.
Your password was successfully updated.

Email Address

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems, By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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Signing In to eVoucher with Single Login Profile (SLP)

On the eVoucher webpage, in the Email Address field, enter the email address you used to
create your Single Login Profile (SLP), and then click Next. If you forget this email address,
contact the security administrator for your court.

B= an official website of the United States government

CJA eVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

Signin to CJA eVoucher

Enter your email address. If you have not created a single login profile, you will be prompted to create one.

Email Address

‘ daviddattorney@gmail.com ‘

Notice: This is a restricted government system for official judiciary business only. All activities on this system fer any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

In the Password field, enter your password, and then click Sign In. You have now successfully
signed in to eVoucher.

BE Anofficial website of the United States government

CJA eVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

Sign in to CJA eVoucher

Please enter your password to continue,

Password

Forgot your password?

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system maonitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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Forgotten or Expired Passwords

If your password is expired, entered incorrectly, or you have forgotten it, an error message
appears, stating that your password is expired, invalid, or locked.

To reset your password, click the Forgot your password? link.

Note: You should follow this same process if you have not reset your password in the last 180
days.
Sign in to CJA eVoucher

Please enter your password to continue.

Password

IForEot your password? I

On the Reset your password? page, the email address you entered for your Single Login Profile
(SLP) displays. You are prompted to reset your password by answering one of the challenge
guestions you selected when creating your Single Login Profile (SLP). Enter the correct answer,
and then click Reset your password. You will receive an email notifying you that an
unsuccessful attempt was made to sign in to your account and that you must reset your

password.
Reset your password?

Please answer the following challenge question to have a password reset link sent to your email.

Email
daviddattorney@gmail.com

Question: In what city or town was your first job?

Answer

.......

Back to sign in /
Reset your password

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022

Your password is expired. Login failed.
o - : _ Invalid username or password or your account is locked.
Please use the “Forgot your password?” link to reset your password. Please contact an eVoucher Administrator for assistance.

14



CJA eVoucher for Attorneys | 15

Note: If you incorrectly answer the first security question, you must answer one of the two
remaining security questions. If you incorrectly answer all security questions, your account
locks, and you must contact your court to unlock it.

A message appears, telling you to check your email. Go to your email account and locate the
email message containing a link to reset your password.

Note: The link expires after 30 minutes and can be used only once.

Reset your password?

Please answer the following challenge question to have a password reset link sent to your email.

o Check your email

If the information entered matches our records, we will send an email with instructions on how to
reset your password. If you do not receive this email, please check the information provided for
accuracy, or contact an eVoucher Administrator for further assistance.

IMPORTANT: The link provided in the password reset email is only valid for 30 minutes and can only
be accessed one time.

In the email message, click the here link to create a new password. You are taken to the Reset
your password page, where you must create a new password for your Single Login Profile (SLP).

cja_atty@aotx.uscourts.gov 11:54 AM (0 minutes age) ¥ 4
tome -

Dear David O Attorney,
On 10/20/2020 8:39:15 AM we received a reguest to reset your Online CJA password

frogethe - district_trng site. In order to start the recovery process, please
clig @ d vou will be taken to the proper page,

Regards,
USs Courts

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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Enter your new password, and then confirm it by entering it again. Enter the email address
associated with your Single Login Profile (SLP), and then click Reset.

IMPORTANT: The link provided in the password reset email is only valid for 30 minutes and can only be accessed one
time. If necessary, return to the login page and click "Forgot your password? link" to repeat the process.
Reset your password

New Password

Confirm Password

Email

| |
R

Password Requirements +

A message appears, stating that your password was successfully updated. You can now enter
your email address, click Next, and then enter your new password to sign in.

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

| o Password updated.

Your password was successfully updated.

Email Address

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.
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Locked Accounts

You can attempt to create a Single Login Profile (SLP) or sign in with an existing Single Login
Profile (SLP) a maximum of six times. If you attempt a seventh time and are unsuccessful, your
account locks and you can no longer enter a correct password. You must contact your eVoucher
administrator to unlock your account. Additionally, you will receive an email notifying you that
an unsuccessful attempt was made to reset your password.

Login failed.
Invalid username or password or your account is locked.
Please contact an eVoucher Administrator for assistance.

Note: If you make fewer than seven consecutive attempts, the allowed number of unsuccessful
creation attempts resets to zero after 30 minutes.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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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

o you are signed in e

Profile icon
B=  An official website of the Uni d States government

CJA eVoucher - Train District Court \ V/
SDSO Training - Release 6.4.0.0 Welcome, David Attorney ©

Single Login Profile
Court Profile

David D Attorney (Attorney)

Operations Reports  Links Accounts Help Sign out
Sinale Login Profile Circuit - Attorney

District - Attorney

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. Regardless of the court
account you are accessing, you must always be signed in to your Single Login Profile (SLP).

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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Home Page

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.

Home Operations Roports Links Help  Signout

[szwwawwu Heades, dag the cobumn o this area.

Page 1 9f 1 (3 Hams)

Type

case Defendant Type staws Date emered i cases e been curenty assgaed
ST ot Vil Gk (7 1 o e B
o iy ety (8 e P e e
P
Laacom Ful Wil Clck = pr ey RS oipapms
Gamed Ameust: 0.50 il
CR002 1 Pout o Gk (4 1 e Vaachés Eitry tyer2ms oo
. prciopeiosi Pt p=res ra—

Pocl Wilom Clak (# 1
Clsimad Amount: 20,009,00

[5TE)
David D Atiomey

s
Parslegal Servees

Submitted to Court
' ndianz

Submitted ls Court
10000059

189,215

azhmn

Pau| Willam Qi (& 1 [STEn ‘Submitisd ts Court 110735
Cisimed pmourt: §,80000 # mangenos

Boul Vilkam Clack (= | auTH24

/027205
amcurt: 0.00

Submitied to Court
aitod 2 ¢

Page 1 of 1 (4 itens)

o group by & parbular Heades drag the cokuma b this area. sewchi [
Case Defendant Tree Status

el Wilkom Gk ¢ ey
Ciaimed Amount: 0.00

Date Entered
TS

Page 1of 1 (2 news) _ Vouthe: Eniry
it

Teresa Tanscrigts L g

Paal willam Clark (5 1

kit ol
Cumed Amouet; 000 Ba=

e
Teresa Tanscrgts

1 Page 1 of 1 (2 iterns)

To areup by & paricular Header drag the cokuma to this area.
Case Defendant Type Status

Sewch [

Date totered

o rowes have been recorded on e dutsbase

Mo date

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 through 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:
e Another link to your Single Login Profile (SLP).
e Another link to your court profile.

Help e Contact Us email.
e Privacy notice.
e eVoucher help documentation for attorneys and experts.
Sign out Click to sign out of the eVoucher program.
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 (+) icon to expand a folder. Click the minus sign
() icon 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.

= My Acove Documen

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

Case Defendant o Type Status Date Entered

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

Td QW drag the column to this area.
C
Ca endant Type © Status

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

= My Active Documents
Group by: Case b
Case Defendant Type © Status
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Accessing Single Login Profile (SLP)

On the Single Login Profile page, you can:

e Edit your first, middle, and last name.

e Edit your email address.

e Edit your Single Login Profile (SLP) password.

e Edit security questions.

e View your linked eVoucher accounts.

e Link your eVoucher accounts to your Single Login Profile (SLP).

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

David D Attorney (Attorney)

Welcome, David Attorney G
Single Login Profile

Court Profile
Home Operations Reports Links Help Sign out m

Single Login Profile
Court Profile

Contact Us

Privacy

eVoucher Documentation: Attorney and Expert Users

Account Information

In the Account Information section, you can change your name, email address, and password.

Home Operations Reports Links Help Sign out Q

> Help > Sinale Loain Profile

Single Login Profile

Account Information =

First name Middle name Last name Suffix

David B Attorney - Edit
Email address

attorneyl2 10@gmail com Edit
Password Edit
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Modifying Your Name

To edit your name, click the Edit link to the right of your name.

Single Login Profile

Account Information

First name Middle name Last name Suffix
David B Attorney 2

Make any necessary changes, and then click Save changes.

Account Information =

First name Middle name Last name Suffix

I pavid X I B H Attorney H -Select-  #

Coveroe |

Updating Your Email Address

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

Email address

attorneyl210@gmail com

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

Email address

‘ attorneyl210@gmail.com ‘

Confirm email address

‘ attorneyl210@gmail. com "r
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Updating Your Password

Click the Edit link to the right of your password.

Password

FEXRRTEXT

Make any necessary changes, and then click Save changes.

Password Requirements

+ Password must be at least & characters.

+ Password must be alpha-numeric.

+ Password must contain at least one lower case and one upper case character.
+ Password must contain at least one special character.

+ Password cannot be a password used within the past 365 days.

Password

Confirm password

=5
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Updating Your Security Questions

To access your security questions, click the plus sign (+) icon to expand the Security Questions
section.

Single Login Profile

Account Information L o
Security Questions
Linked eVoucher Accounts =
Link your eVoucher Accounts to your Single Login Profile <4

Make any necessary changes, and then click Save changes.

Security Questions
Select three security questions and enter your answers_

sy Show my Answers

Question 1

@*»

In what city or town was your first job?

Answer 1

suinsl

Question 2

L1

‘ ‘What street did you live on in third grade?

Answer 2

Question 3

In what vear (YY) did you graduate from high school?

“»

Answer 3

=N

Note: The answers to the security questions are hidden. To view your answers, click the Show
my Answers link.
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Linked eVoucher Accounts

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

Account Information +
Security Questions S
Linked eVoucher Accounts
Link your eVoucher Accounts to your Single Login Profile o

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.

Note: You can also change your default court in the Linked eVoucher Accounts section, but you
will always initially be logged in through your default account.

Linked eVoucher Accounts \ -

Multiple eVoucher accounts can be linked to a Single Login Profile. If more than one account is linked, select a default eVoucher account.
Use the Accounts menu to switch between accounts.

Account User Type ‘ Default
Massachusetts (DDAttorney) Attorney ©
Link your eVoucher Accounts to your Single Login Profile L o
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Linking Your eVoucher Accounts to Your Single Login Profile (SLP)

If you need to sign in to other district or appellate courts, you must link to those accounts. Click
the plus sign (+) icon to expand the Link your eVoucher Accounts to your Single Login Profile
section.

Account Information -+
Security Questions %=
Linked eVoucher Accounts +
Link your eVoucher Accounts to your Single Login Profile

Click District or Appellate for the type of court you want to link to. From the Court drop-down
list, select your court, and then in the Court login username and Court login password fields,
enter your username and password for that court.

Link your eVoucher Accounts to your Single Login Profile -—

Do you have an eVoucher Account with a court that you would like to link to your Single Login
Profile? You will be able to access all your eVoucher Accounts through a Single Login Profile and
switch between accounts without having to log out.

Enter the information for the eVoucher Account to link to your Single Login Profile

District Appellate

Court

Train District Court

Court login username
‘Court login password >
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Click Link Account.

Court

@

‘ Train Circuit Court

Court login username

dattorney ‘

Court login password

'l...l.".l \
m Link Account

A success message appears, stating that your account(s) is now linked.

> Help = Single Login Profile

Link Success!
You have successfully linked this Circuit account to your single login profile.
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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.

> Help > Court Profile

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Operations Reports Links

B=  An official website of the United States government

Help Sign out

Welcome, David Attorney 9
Single Login Profile

Court Profile

On the Court Profile page you can:

Document any continuing legal education (CLE) attendance.

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

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

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.

> Help > Court Profile

Court Profile

Attorney Info
Your personal info

Billing Info

List all available billing info records

Holding Period

Continuing Legal
Education

Bar Number: TX125568
‘Your Name: David D Attorney

Your Contact Info:
Phone: 555-555-5555

Fax:
deadmail@ao.uscourts.gov

Your Address:

123 San Antonio Way
San Antonio, TX 78228
us

Your default billing info is:
David D Attorney
Billing Code:0101-000077
123 San Antonio Way
San Antonio, TX
78228 - US
Phone: 555-555-5555
Fax:

No info has been stored.

Please dick VIEW to type your info.

No info has been stored.

Please dick VIEW to type your info.

View

View
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Attorney Info

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

Attorney Info
Your personal info

Bar Number:
Your Name: Andrew Anders

¥our Contact Info:

Phone: 210-833-5623 | Cell Phone: 210-555-1234
Fax:

lisa_ornelas@aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov

Your Address:

110 Main Street

San Antonio, TX 78210
us

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:

Court Profile

o For Attorney Info or Expert Info section of this court profile, changes made to Address lines, City, State, Zip, Country, Phone and Fax WILL be applied to any linked accounts with the same SSN/EIN

after one business day.

Changes made to Name, Email, and Bar Number will NOT be applied to any other linked accounts with the same SSN/EIN

Make any necessary changes, and then click Save.

Attorney Info

Your personal info

[SSN Instructions:
[If you are an appointed panel

* Required Fields
Bar Number

Tax Identification Number: * (If on Panel) O Foreign Vendor?

partnership, carporation, company, or
association created or organized in the

U.5. or under the laws in the U, 5.}

attorney, you are required to enter 2N m
wour Social Security Number in the 7
SSN field. Confirm:
[If you are an associate only, do not faiss Mo = Middle’ . Lask Name &
enter your Social Security Number in |Andrew | ||Anders |
fthe SSN field.
Main Email *

Payee Certification: lisa_ornelas@aobe.uscourts.gov |
[This message informs you that the 2nd Email
MName and TIN entered are collected e BT |
pursuant to IRS Guidelines that govern| TR0V,

hat information must be collected by | | 3rd Email
the judiciary for payments made to deadmail@support.acteuscourts.gov |
non-emplnyee; «:lnd (;l?er entities ﬂ:rf Phone = cell Phone Fax
iservices provided and for purposes of
issuing apFom‘l 1.|JB‘J—I'~‘IISCF.| YcF:u have || (208335623 ‘ 210,555,1253 | ‘
provided this information under
penalties of perjury and certify that: Address 1 = City =
1 - The number entered as my SSM or [ | [110 Main Street ‘ |53ﬂ Antonio
EIN is my correct taxpayer Address 2 State * (US only) Zip * (US only)
identification number: and ; ‘ |TEXAS Vl ‘7321_0
[2 - Tam a U.S. dtizen, 1.5, resident =
alien, or other U.5. person (a Address 3 ‘ CL?:IH'F?’D STRES Vl

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022

30



CJA eVoucher for Attorneys | 31

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 Cade:0101-00002
110 Main Street Add
San Antonio, 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 alt available biling nfo racords

Billing Info

List all available billing info records

Billing Type: Save
O Seff-Enployed cancel
@ Firm
() Associate

Tax Identification Nurrber:

EIN/TIN:

Confim:

Copy Address from Profile

MName:

Phone: Fax:

Address 1:

Address 2:

Address 3:

City: State: Zip Code:

I ™
Country:
| UNITED STATES v]
* Required Fields
Billing Tvpe:
) self-Em ployed
© Firm
@) )
2! Associate
Billing Code: | | Werify |
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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.

Court Profile

Changes made to this court profile will not be applied to any other linked accounts.

Use the Accounts menu to switch to other linked accounts and make changes to each court profile separately.

In the Holding Period section, click View.

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

Mo Helding Period

Mo data
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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 28 [s/1/2020 A
Motes

Vacaliun.|

Continuing Legal Education (CLE)

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

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

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.

Court Profile

Changes made to this court profile will not be applied to any other linked accounts.
Use the Accounts menu to switch to other linked accounts and make changes to each court profile separately.

To add CLE information, click Add.

"Jm:hi'

Files Cwedit Bt Hasgis Salrect

Yip Cominung LepaiEduraton

o St
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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.

Continuing Legal = ] B
Education

| rest [semimncnga ] |

Date [os012008 [
Moo

Desirplon I

Doousent After you save the informaten about thes Conbnung Education, you wil be able to upload related documents

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.

Back

Credit | Etencmgwe_ W

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

Descriphion

Duv:urnent[ [I[ Browse... |

Continuing Legal

—_— [E—
. [ Back | ||[ Edit || [ add | || Delete |
Education

Files Credit Date Hours Subject

Search: ||

0 Sentencin... 04/16/2020

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.
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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
Case: 1:14-CR-0B305-A4 Defendant: Jebediah Branson
™ al T . Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation 1D: 2 Pres, Judge: Albert Albertson
Appointment ID: 4 Adm./Mag Judge:
Appointment Info
T I DIETOIV.CO0E T VOLCHER NCMBER
ng_x ebedsah Branson
OE BT DR NEREE TR TR
1:14.CR.(8805.1. A4
g TFIVENT CXTECORT VT PGS T T
7SA v Bramon [y sachding pre-tral dicerson g Defendann feriminal Caze
TLOFFENSES) CHARGED
5:1825 F INSPECTION VIOLATION PENALTIES
[T TTTORRET S SN A0 ML ATORTES T COTRTORDER
Create New Voucher 110 Main Stret e o et ™ i
fsin Astouio TX 78210 5 LLareaConnl G OApplaIng i PSafFiaa O R Sebiar Retsined
Create W Phone: 210-833.5623 (Capital Oat) Coumsd Atisenes Amy
[ Austharication for Expert nnct other [Cell phone: 110-555-1234 nsPus O TResined 0 USsbibePor oy vpmissurstion
- lix 4 SO, Athorney Se
Ernasl: fiza_oroslaz@sateysouts oy o N e
i Ataraays Xume
[isseisment
[eigaature af Preading Jadge or By Oroer of the Cownt
JAlbert Albertson
T4 LAW FIRAL NAME AND ALAILING ADDRESS ?‘;’;’o;" Bl o P By
= unil a
Dty e e 2 123 30
Create Vouchers on File
| Appotntment of and Autharity to Pay
t-Agpointed Counsel To grosup by 8 particular Header, drag the tolomn bo this ares. Seareh:
CIA-21 Create Case Defendant Type Status Date Entered
| Aetharization and voucher for Expert CIECEOEmE A debedan B =1 AUTH 08/02/2022
ik i ok o Claimed M:'Z‘.Tifmn,m Andrew Anders = ZEZ‘"" Hh
CIn-24 L Chemist/Tavicologist
| Autharization amd Vouch " Jebadian Br (= 7f28/2022
[ atit B Mt wE" i
Chamist/Taxicologist =
- veiah b (¢ | can Submitted to Court ouzs/nzz
amed Amount: 0. Rick Astie *
D\uns&’?m\mlnqm FINAL PAYMENT
. Jebedish & {# 01/25/2022
Claimed n..:'ﬁf m,lw g:.:« Anders L m‘([m e &
Approved Amount: 400.00 ChasmistToscologist .
e Jebediah Branson (= | auTH Voucher Closed oSN
Caimed Amount: 900.00 Andrew Anders V4 10 onosse
Appreved Amount: 900,00 Chemist/Tawscologist -
. Jebedia Bransen (+ | AUTH Vouther Clozad w8222
Tinimed Amount: 750,00 drew And [t
Sﬂim&f‘aﬂﬁﬂm Aoproved Amount: 750.00 ;‘u’nmmﬁlngm L 10000084
e Jebadish Brangon (< | oy _ Voucher Entry w2
Defendant Summary Budget Report Caimed Amagnt: 0.00 Lusy Hall N e
Tatals anly of budget info for Utigation Support Services
defendant i Jebediah Branson (= 1) AUTH Voucher Closed 12142021
Claimed Amount: 10,500.00 Andrew Anders V' pa61 0000920
Approved Amount: 10,000.00 Pychologist . et
1:14-CR-0B305-AA  Jebediah Branson (= | AUTH Voucher Closed 124142021
Sars 420 Claimed Amount: 1,260.00 Andrew Anders W& wi01.000001
2t Approved Amount: 1,200.00  Chemist/Tewicologist -
e Branson (= 1 cwzt Scbmied 1o Cot 24
Claimed Amount: 1,050.00 ick
: * e iciogit e
12335z miats Page 1 of 18 (176 fems)
Section Name Contents
N . . . . . .
Appointment Info This section contains all information about the appointment.
Vouchers on File This section contains all vouchers for the appointment.
Appointment This section describes the information found on the page. Click the View

Representation link to open the Representation Info page.
Create New Voucher Click the Create link next to the voucher to create a voucher for the appointment.

Reports This section contains reports for the appointment.
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View Representation

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 pac =

Representation Report

1. CIE/DIST/DIV.CODE
101

3. MAG. DKTDEF. NUMEBER

Representation Info

7.IN CASEMATTER OF|(Caze Name)

2 PERSON REPRESENTED

Jebediah Branzon

4. DIST. DKT/DEF NUMEER
1:14-CR-08803-1-AA

8. PAYMENT CATEGORY

[Felony (inclading pre-trial diversion

£ APPEALS. DKT/DEF NUMEBER

9. TYFE PERSON REFRESENTED

'OUCHER NUMEER.

6. OTHER. DKTDEF NUMBER

10. REFRESENTATION TYFE

[USA v. Branson of alleged felony) | A.dult Defendant [Criminal Case
11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
ENCESS FEE LIMIT PRESIDING JUDGE MAGISTRAIE JUDGE DESIGNEE 1
1511.500.00 |Albert Albertson

DESIGNEE 2
App.ID Attorney Order Type Order Email

4 Andrew Anders

Appointing Counsel

03/03/14

lisa_ornelas@aotx. uscourts. gov
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Creating a CJA-20 Voucher

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.

CIA-20 Create
Appointment of and Authoriy To Pay
Court-Appointed Counsel

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

CIA-20
Attorney Enters

| Basic Info Services Expenses Claim Status Documents Confirmation

T~  Tabs appear

Basic Info

1. CIR DIST DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER

101 i Corgaria at the top of
T AG. DET DEFNUMBER 1 DIST DKTDEF NUMBER T APFEALS DET/DEFNUMBER 5 OTHER DKT/DEENUMBER
1:71-CR-01989-616-AA
TN CASEMATIER OF (Case Name) 3. PAYMENT CATEGORY . TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE th e screen.
" : e [Felony (including pre-trial diversion
Voucher #: [tongoria vs USA i hom Adult Defendant Criminal Case

Start Date: 1L OFFENSE(S) CHARGED
End Date: 15:1644 F CREDIT CARD FRAUD
T ATTORNEY 'S FAME AND MAILING ADDRESS T3, COURT ORDER

0 . [derales Attorney - Bar Number: 2222212 o O =]
W Services: 50.00 - i 3 = (e [ ¢ Co-Conmseg = DFedersl || F Subs for Federal
1234 Main Street Defender Defender

San Antonio TX 78221

1 Learned Connsat OAppointing [ P Subs for Panel L R Subs for Retained
e Expenses: 50.00 - [Phone: 2103351234 - Fax: 2105354321 (Capital Only) Comnsel Aftorney Attorney

[Email: MoralesAttormev210@ gmail com gy L O rgemined D UsubforPro [ g pgminiteative
- — - Attorney Se -
Rep tation Fee Limit: O % Standby Counsel
$11,500.00
[P rior Attomney's Name
i Appointment Dat
m ':"m“’;:tg Remalning After Approverd £ omatare of Preiding Judze or By Order ofthe Court
3 Albert Albertson
$11,500.00 14. LAW FIRM NAME AND MAILING ADDRESS ot o Ol "M P e D
10/1/2021
Tasks Repavment [ yrs B xo
Link Te Appointment
Link To Representstion Payment Info A ro ress bar
essss————  Preferred Payee | Morales Attorney | p g
Actions Morales Attorney
Import Service Entries {.csv) ligl;r;gﬁ:es:gtg:-nmmﬁ a p pea rs at th e
| e —————— | San Antonio, TX
Reports 78200 - US bottom of the
Phone: 2105551234
Form CIA20 =
Defendznt Detzil Budget Regort screen.
Detzil budget info for defendant
«First | [ < Previous |[ Next> |[ Last» Save Delete Draft Audit Assist

Notes:
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 4f17/2020 | = H| Description =
Service Type | )

Doc.# (ECF) I:I Pages | Y =
Hours I:I * - at $152.00 per hour Remove

* Remgainead Fisskle

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

i Service Type | Date | Description | Hrs| Rate  Amt
| (Empty)

Mo data to paginate | Go to page: View items per page: 10 25 50 100
[erist | [ Frevom | e J| s

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 | = =] Descr
_ = L

Service Type | | ¢ April 2020 4
Doc#EH [|x sy Mo Tu We Th Fr sa
Hours [l]» 20 30 313 1 2 3 4

» 5 6 7 8 9 10 1i
* Recined e s 12 13 14 15 16 18

» 19 20 21 22 23 24 25
» 26 27 2B 29 30 ! .

| To group by a parf
Service Type » 3 4 5 A 7 i ]
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Click the Service Type drop-down arrow and select the service type.

Services
Date 04/17/2020 | = 2 ___ Desciption
Service Type I - l‘

]

Doc.Z (ECF) In Court Services =
Hours a. Arraignment and/or Plea

b. Bail and Detention Hearings

* Repired Fields

. Motion Hearings

To group by 3 p3 d. Trial

Service Type €. 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.

Date | 04/17/2020 | & % Description First appearance an arraignment of defendant. “
Service Type a. Arraignment and/or Plea v I ®

Doc.# (ECF) | | Pages | — =
Hours 5.0|"° at $148.00 per hour. I

* Required Fields e
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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 | = Em Description First appearance an arraignment of defendant. =
Service Type ga. Arraignment and/or Plea b

pocr(ecd) [ | ke [ ] s
Hours *  at $148.00 per hour.

* Reapaine] Frakly

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

Sarvice Type | Date = ‘ Description | Hrs| Rate ‘ Amt
a. Arraignment and/or Plea 04/17/2020 First appearance an arraignment of defendant. 5.0 $148.00 £740.00
Page 1 of 1(1 items) [ Go to page: || | View items per page: 10 25 50 100

« 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.

[
p CJA-20 b Basic Info Services inens:s Claim Status Documents Confirmation
Attorney Enters |
Basic Info
TR DIt DIVCODE TIERSON RIPREENTED TOTCHER NUMBEE
0101 Jzbediah Branson
T MAG, DRT DEF NUMBIR T.DIST DT DEFNUMEER T APPEALY, DT DETNUNBIE T OTHER. DT DEFNUMBER
L:14-CR-08805-1-AA

TN CASE LT TER OF (oot Same) 3. PAYALENT CATEGORY 5 TTPE PERLON REFRESENTED T3 RIFRESENTATION TIFE
S [Falos (meludins pre-trial divession |, o s i
[USA v. Branson of alleeed flouy) Adult Defendant ICrmunal Case
T GITENSE(S) CHARGED

s s 15:1823 F INSPECTION VIOLATION PENALTIES

Start Date: T2 ATTORREY § NALME 35D MAILING ADDRESS T3, COURT OFDER

End Date: JAndrew Anders = — O O
110 Main Seren Adsscinn Jeercmnl Gt Ditader

& Services: $0.00 | [FanAn 2 Ol b Lesrued Commset ﬂ::rpwmdn; O p sk o Pomel L B Sube S Rotained
[Phonz: 2 (Cagial Ouly) Came Assornzy Attorney
|C=ll phane 4 N Orreined Dusebs e [

@ Expenses: §0.00 v || [Emsail: lisa omalas@aces wscourns gov 57 s oo e (% Admisaruine

¥ Seandby Conncel
Representation Fee Limit: ——
$11,500.00 Appesstment Dates.

JSiznarare of Presiding Judse or B Order of the Court
Albert Albart=om
ate of Order Nuue Prs Tasc Date

Tl bt Riviaiaic Wit fygicved 1. LAW FIRM NAME AND MAILING ADDEISS

and Panding: 332014
S1L UL Reparmens [ yzs @0
Tasks
o g Payment Info
ink To Appointmen
- Prefarre | Andrew Anders - Andrew Anders v |
Link To Regresentation = F—
Andrew Anders - rew ers
Action Billing Code:0101-00002
Import Service Entries ;;n ratm ?t"*%tc
n Antonio,
Reports. 78210 - US
Form CIA20 :hur\e: 210-833-5623
Defendant Detail Budget Report o
Fatail hidnat infa fnr dafandant
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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

eVoucher now provides the ability to import service time entries exported from a law firm billing syphaseaads e Separated Values [C5V)
format. The €SV fite must contain all reguired column headings and data types. Please download ofr 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 overwntten with the

contents of the ]mgorted 5y file,

- Additional Information

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

n 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 Docs
= Pages

For additional information refer to the eVoucher Online Help.

5V 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, induding wait time",15¢,;

Import Service Entries (.csv) |

Date 9/3/2021 | =2 Description %

'vl*
|

Service Type

ORI R — B
Hours l:l" at §155.00 per hour. Add Remove
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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

&Voucher now provides the ability to Import service time entries exported from a law firm bilkng 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 far the correct column headings
and service type values,

IMPORTANT: It is recommended to start with 3 blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the contents
of the imported C5V file.

+ Additional Information

I Import Service Entries (.r.w)r l

N T —

Service Type Al ‘

Doc.= (ECF) | | pages | -
Hours [ | at155.00 per hour. [ 2dd [ Remove |

To group by a particular Header, drag the column to this area.
Service Type | Date = Description Hrs  Rate Amt
R? (Empty)

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

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.

4 [ « Extematsess » simeimpon v o D Search ime fmport VENIELOGOUT BB Stock Photos, Stock.. 65internal @ B5ext
Confirmation
Organize + New folder E- 1 @
[ Desktop A Name Date modified Type
=] Documents B3 CJA-20 Service Time Import.csv B/9/2021 10:01 AM Microsoft Excel
$ Downloads Isystem and saved in Comma Separated Values (CSY) format. The CSV file must
le type values.
D Music
ntres on the voucher will be overwritten with the contents of the imported CSV fi
(=] Pictures
@ Videos
&5 Local Disk (C:) Import Service Entries (.csv)
= TempShare (Mac
& common (A
=x work (\\jungleya
= software (Wjung il
S, k [t e
File name: [| | | Microsoft Excel Comma Separa ~
e
; - | Hrs| Rate | Amt
' ‘ (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 (JA-20 Service Time Import_correct.csvand saved to the services table below. Click here to view a report for the entries imported.

Services
Date 9/2/2021 | =24 ption
Senice Type i - =

Doc.# (ECF) Pages " i=
Hours [ |* ats155.00 per hour. Remove

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

Service Type | Date ‘ Description ‘ Hls‘ Rate \ Amt
. Investigative or Other Work 07/01/2021 Test 0.1 S155.00 £15.50
2. Arraignment 2ndor Fiea 07/02/2021 Test 02 sIS500 S3LO0
d. Travel Time 07/02/2021 Test

03 s155.00 s4E.50

b. Obtainino and Reviewino
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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.

CJA-20.

ndrew Anders (Attorney)

Home Operations

Reports

Links Help Signout

On the home page, in the My Active Documents section, click the Edit link for the appropriate

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

Search: |

Starc

Claimed Amount: 0.00

- Vaucher Entry

—ae

Case Defendant Type Status Date Entered
2:18-M]-07088-- Person201853 (# 1) CIA-20 Vou ntry 09/02/2021

Start Claimed Amount: 852.50 Andrew Anders .|

End: ‘ Edit

2:18-MJ-07088-- Person201853 (# 1) CIA-20 09/02/2021

Swre Claimed Amount: 1,441.50 Andrew Anders - Vo_ucher Entry

Erd: - Edit

2:18-MJ-07088-- Person201853 (# 1) BUDGETAUTH 09/03/2021

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

Service Entries (.csv) link.

& Services: $0.00 -

© Expenses: 50.00 -

Representation Fee Limit:
§11,500.00

o101 Jehediah Branson
I MAG, DRT DEFNUABIR 4, DIST. DT DEFNUAMSER

1:14-CR-08805.1.A4

T APPLALS, DET DEFNUAIR

T INCASEMATTER OF(Case Naane) 5. PAVMENT CATEGORY
[Felony: (including pre-trial diversion

of allezed felony)

US4+ Branson

% T¥PL PIRSON REPRESENIED
Adult Defendant

I Basic Info Services E:lpenm Claim Status Documents Confirmation
Basic Info
TCIR DIST DIV.CODE T PERSON REFRESENIED FOUCHER NUMBER

4 OTHER DET DIFNUMELR

10 REFRESEN TATION THPE
[Criminal Casa

[T GIFERSER) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES

T2 ATTORBEY § NAME AND MAILING ADDRESS
Andrew Anders
110 Main Strest
[San Antonio TX 7

T3 COURT ORDER.

Adsseciare

(Capieal Oely)
Clszase Artormey
[Ov Sexndby Coumet

Fee Amount ining Aftar Approved
and Pending:

£11,500.00
Tasks

Link To Appaintmant

Link To Representation

Action

Import Service Entries (.cov)

Reports.
Eorm CJA20

Defendant Detail Budget Report
Narail hidnar infa fnr Aafandanr

14 LATY FIRAL NAME AND MAILING ADDRESS

Repurment [ yzs B o

Uecscos gt
U Llearmed Commel B 0 Appoinring | B 5ok for Bamel L B Subs for Broined
G T by A

L7 Revsined

[Appeiatmes Dase:

Siguarare of Preiidiag Judge or By Order of the Court
|Albert Albartson

[Date of Order Nunc Pre Tasc Date
332014

Clopedmat [P 5ube for Fderal
Dfeade

".;c!um"h [ Adusisistentive

Payment Info
Preferr | Andrew Anders - Andrew Anders w |
Andrew Anders - Andrew Anders
Eilling Code:0101-00002
110 Main Street
San Antonio, TX
768210 - US
Phone: 210-833-5623
Fax:
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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

eVoucher now provides the ability to import service time entries exported from a law firm billing sy SENPOFPSIVERTEIIga Scparated Values (C5V)
format. The C5V file must contain all required column headings and data types. Please download oy sample spreadsheet fr 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 ovenwritten with the

contents of the imgorted 5V file.

- Additicnal Information

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

= Date

s Hours

= [Description

n Service Type (EXAMPLES: "16bh" or "16b, Obtaining and Reviewing Records"}

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

s DocE
» Pages

For additional information refer to the eVoucher Online Help.

5V 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 Indickment,16b,4,25

1/5/2021,1.2,"Hearing on Motion to Dismiss, induding wait time”,15c,,

Import Service Entries (.csv) |

Date 9/3/2021 |~ Description l

Service Type | =

Docs(ECF) | | Pages 1 - |
Hours |:| *  at 5155.00 per hour.

ecidrad Finies

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 | 5155.00 s77.50
. Moticn 09/03/2021 in court 1.0 | 5155.00; 5155.00
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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 I Claim Status " Documents I Confirmation

Services

eVoucher now provides the ability to import 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 tvpes. Please download our sample spreadshest for the correct column headings
and service type valuss.

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.
[ Import Service Entries (.csv) |

Date 9/3/2021 | =28 Description ‘ =

+ Additional Information

‘Service Type | - |*
Doc.# (ECF) Pages
Hours I:I * 3t £155.00 per hour. Remove

= ecuires Feids

* [

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

Service Type |pate | Description birs | Rate | Amt
3. Arraignment and/or Plea 09/03/2021 Plaa in court 05 £155.00 £77.50
<. Motion 0%/03/2021 in court 1.0 | 515500 $155.00
=. Interviews and Conferences | 09/03/2021 interview with dient 4.0 | £155,00 $620.00

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.

Upload Spreadsheet

Warning Message

Uploading a new .csv file will
overwrite your existing time entries

on this voucher.
Are you sure you want to proceed?

=N =3
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Entering Expenses

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

Basic Info | Services \ Claim Status

Documents

Confirmation

Expenses

Date 4/17/2020 | = E Description &

Expense Type | . L} =

Miles I:I at $0.575 per mila, bl

wont ||
* Required Fields

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

Expense Type | Date + ‘ Description | I-lik% Rate ‘ Amt

(Empty)

Mo data to paginate [Gotopage: |[ | view items per page: 10 25 50 100

R T (] e ] [Dele ot [Fudtheart]

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

Expenses
Date [4/9/2020 |=ZH)
| Expense Type - | =
Miles Travel Miles
Amount Travel Misc.
Fax
Tt Long Distance Charges
To group by a p:  Photocopies e,
Expense Type Postage =
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 [a/17/2000 | =EH] | Descriptio Travel to and from court.
Expense Type |Travé! Miles -
Miles | 20| = at $0.575 per mile.

* Required Fields

To group by 3 particular Header, drag the column to this area.
Expense Type | Date < | Description | Hi]el Rate | Amt
(Empty)
Mo data to paginate E View items per page: 10 25 50 100
[ «hrst |[<previous |[ Next> |[ Last» Save

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

Expenses
Date 417/2020 |+ 2 Descrition .

Expense Type |

Miles \:I * at $0.575 per mile.
smoun |

* Reguired Fields

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

|HI'J(-!!Rate |Amt

Expense Type | Date =« | Description
20 | $0.575 | §11.50

Travel Miles 04/17/2020 Travel to and from court.

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

=

wrrs | [ Prevois | [ mexs | [ et S
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Expenses are sorted chronologically by date, oldest to newest. Click Save.

Expenses
Date * % Description -
Expense Type | . '_ | =
Miles at $0.575 per mile. bl

* Required Fields

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

Expense Type l Date = lmﬁcription | Mi]el Rate | Amt
Travel Miles 04/17/2020  Travel to and from court. 20 | $0.575 | $11.50
Photocopies 04/18/2020 Copies - 100 pages & .10 per page. 0 | $0.000 $10.00
Page 1 of 1 (2 items) [1] Go to page: | 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.

Basic Info Services Expenses p Claim Status ' Documents Confirmation
Claim Status
swtowe |3 odvse | |3
Payment Claims =
) Final Payment
) Interim Payment (payment )
O Supplemental Payment
() withholding Return Payment
*=* Reminder: Please select the appropriate daim status.
1. Have you previously applied to the court for c ion and/or for this case? * \¥es /N0
If Yes, were you paid? Yes No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment . Oves CUlNo
(compensation or anything of value) from any other source in connection with this representation?
* Required Fiskis
[ «Fist | [ <Previous ||[ Next> |[ Lest» | [ save | Delete Draft Audit Assist
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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.

Basic Info Services Expenses J Claim Status Documents Confirmation

Claim Status

statbate | |=7H EndDate [ [«

Payment Claims *
Final Payment

) Interim Payment (payment )
Supplemental Payment

() withholding Return Payment

** Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for compensation and/or reimbursement for this case? = 'Yes LINo
If Yes, were you paid? Yes No
2. Other than from the Court, have you, or to your knowledge has anyane else, received payment _ Jves CUno
(compensation or anything of value) from any other source in connection with this representation?
* Required Fields
[ «Frirst |[ < Previous |[ Mext> |[ Last» | [ save | Audit Assist

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:

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

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\JaimelLongoria\l Browse... |
Description I Document |
Description Delete View
Document Delete Wiew
[<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:\UsersUaimeLongoﬁa\I'_. Browse...
Description | Document |
Upload
Description Delate View
Document Dalete Vigw
|
<t [ <prevons | [et> ] [tarts [ ]
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Signing and Submitting to Court

CJA eVoucher for Attorneys

When you have added all voucher entries, you are ready to sign and submit your voucher to the
court. Click the Confirmation tab, or click 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.

Basic Info Services Expenses Claim Status Documents [ Confirmation
Confirmation
[Tl DSt DIV CODE 7 FERGON REPRESENIED OUCHER NLMBER |
o101 Usbediah Branson

3 MAG. DKTDEF NUMEER.

[T TN CASERIATTER OF (Cowt Name

1 DIST_ DET DEF NUMBER
1:14-CR-08805-1-A4

& OTHER DKT DEF NUMBER

ATAENT CA i 5
—_— [Felony (mcluding pre-trial diversion
[USA v. Branson o allezed felony) A cult Defendant [Criminal Case
11, OFFENGE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
[TT ATTORNEY § NAREE AND MAILING ADDRESS TF COURT ORDER
Andrew Anders - 0 D Federal [ F Sabs for Federal
110 Main Street O A Asseciate 0 € Co-Counsel Defender .
JSan Antonio TX 78210 0 LLearned Counsel @ O Appoisting [ P Subs for Pazel [ R Subs for Retuined
[Phone: 210-833.5623 (Capital Oaly) Couasel Attoraey Attormay
O SProSe 0 T Retaised O USedsforPro . v o ovinistrative
Aborner Se

0 ¥ Standby Counsel

{Frier Antoroay's Name

[Appointment Dates

[Sicnature of Presiding Jodge or By Order of the Court
Albert Albertson

14 LAW FIRM NAME AND MAILING ADDRESS

Andrew Anders TIN: JO0-X000000
110 Man Street

{Diate of Ovdar Nunc Pro Tusc Date
an Antonio TX 78210 US 32014
[Phone: 210-833.3623 Repayment [ YES @0 XO
CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY ”
carsconzs R | aenr | WD | R Revew
15. |a. Arraig and/or Plea 1.0 $158.00
b. Bail and Detention Hearings 20 $316.00
¢. Motion Hearings 3.0 $474.00
d. Trial 40 $632.00
<. Sentencing Heatings 3.0 $474.00
. Revocation Hearings 0.0 $0.00
2. Appeals Court 0.0 $0.00
h. Other 7.0 $1,106.00
Totals 200 $3,160.00
16. | 2. Interviews and Conferences 8.0 $1,264.00
b. Obtamning and Reviewing Records 7.0 $1,106.00
. Legal Research and Brief Writing 8.0 $1.264.00
d. Travel Time 6.0 $948.00
¢. Investigative and Other Work 13 $205.40
Totals 30.3 $4,787.40
|7 [Fravel Expenses (lodging, parking, medls, o—
mileage, eic.)
18 [Other Expenses (other than expert, $4.40
I™ lranscripts, etc)
GRAND TOTALS -
(CLAIMED AND ADJUSTED) $7.910.33

[ CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE _[20. APPOINIMENT TERMINATION DATE IF OTHER THAN|?1. CASE DISPOSITION
JCASE COMPLETION
FROM: 11/01/2022 TO: 11/30/2022

22, CLADM STATUS Final Payment [ nterion Paymens (2) [ Withholing Payment (---) (Total =)

O

[ Supplemental Payment

Have you previously applied to the court for compensation and/or reimbursement for this case? [ YES
If ves, were yon pmd? () YES [ NO

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

any other source in connection with this representation? O vEs NO If yes, please attach supporting documentation
T Swear or affirm the truth or correctnes: of the above statements,

Signature of Attorney: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY

[£4. OUT OF COURT COMP. |F TRAVEL EXPENSE! 6. OTHER EXPENSES

[23.IN COURT COMP.

25, SICNATURE OF THE PRESIDING JUDGE [DATE 752, JUDCE CODE

25, IN COURT COMIP. [30. OUT OF COURT COMP. 31 TRAVEL EXPENSE [32. OTHER EXPENSE! [33. TOTAL ANT. APPR./CERT.

7 SICRATURE OF THE CHIET JUDCE, COURT OF APFEALS (OR [DATE Ta. JUDCE CODE [TOTAL ANT. CERTIFIED TOR
[DELECATE) Payment approved in excess of the statutory threshold [PAYMENT
lamount
Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes |
[] 1 swear and affirm the truth or of the above
Date: ~ Submit
Ly =

= First < Previous || Net> [| Last» E Save
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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.

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

Public/ Attomey
Hotes Notes

[v1 1 swear and affirm the truth or correctness of the above statements
© Submit
e
|[“«Frst ][ <Previous ][ next> |[ Last | | save | | Deleteoraft |

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.

Your voudt payment. You wil receive

Please keep the fobowing voucher rumber for your own records:

0101.0000150

Back to:
Hi [
Appointment Page

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

|

To group by a particular Header, drag the column to this area.
Case Defendant Type
1:14-CR-0BA05-A4- Jebediah Branson (= 1 ClA-20
et 0RN122014 Clamead Amount: §9.20 Andrew Anders
End: DEA2Z014
LISCROGR05-AA Jebediah Branson (= 1 CIA-20
Start O304 Claimed Amount: 778.40 Andrew Anders
End: 06052014
1:14-CR 0380544 Jebediah Branson (¢ 1 AUTH
ot S4H2014 Clarmed Amount: 1,000.00 Chemist, Toxicologst
End: OL01/1900
1 Page 10f 1 (3items)

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.

= My Documents

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

Case

1:14-CR-08802-AA-
Start: D6/15/2014
Enc: D6/15/2014
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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.

CIA-20
Attormey Enters

Voucher #:
Start Date:
End Date:

& Services: $9,400.00 -
€) Expenses: $215.42 v

Representation Fee Limit:

£11,500.00
Fee Amount Remaining After Approved
and Pending:

£2,100.00
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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.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022

8 Services: $9,400.00 | vl

In Court Services

Service Hours
Arraignment and/cr Plea 6.0
Ezil and Dekention 0
Hearing | |
Mokion Hearings | 20|
Trial o
Sentzncing Hearing 0|
Revocation Hearings 0
Appeals Court 0
Other 0|
Totals 8.0
Dut of Court Services
Service | Hours
Intarviews and =0
Dbtaining and Reviewing 20
Records 1l
Legal Ressarch and Erief
o 5.0
Wiriting | |
Tl?gvel Timre | 40|
Investigative and Cther 20
Wiack |
Totals 35.0

€) Expenses: 5215.42

Amt.
£1,200.00

50.00
£400.00
50.00

=0.00
0.0

<0.00
$0.00
%1,600.00
Amt.

£2,600.00

<1,600.00

$1,200.00

£B00.00
$1,600.00
$7,800.00

Travel

Expense Type

Travel Miles

Trave! Misc |
Totals

Expenses

Expense Type

Fax

Long Distance Charges

Photocopies

Postage

Other Expenses |
Totzls

£50.42

50.00
£590.42

50.00
50.00
£100.00
50.00
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.

C1A-20

Voucher #:
F Date:
End Date: End Dat

Start Date:

€) Expenses: $215.42 € Expenses: $215.42
Representation Fee Limit: Representation Fee Limit
£11,500.20 §11,500.00

Fea Amount Remaining After Approved H::Im‘t Remaining After Approved
and Pending:

@ Sservices: §9,400.00 @ Services: $12,600.00 -

and Pending:

§2,100.00 (51,100.00)
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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.

Reports

Defendant Detall Budoet Report
Detail budget info for defendant

Form CJAZ20

Defendant Summary Budget Report

Totals only of budget info for
defendant

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 |

Attorney Time
Appointment Report
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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 Repressntation: C al Case
Budget Amount Requasted: $0.00
Budget Amount Approved: $3.500.00

?:m m Fees | Expensss Todal Foea Expanses | Total | after approved | After Approved |
| Trvel | otmar | Travel | Other | And Panding
ey | I e
08232015 to 0232015 | 0101 000000 | sora) soca)  sooo| ‘soon| ss3sapol  saoo|  sooo) 3635000 53,550.00 $3,550.00
|01 1i1901 to DVDIMGOT | [ s0.00] 5000 50.00| 5000 5000, saoo|  soa| S0.00| $3,550.00| $3.550.00|
|atmirsat o pvmnen | [ 5000 5000 50.00 T T T T sao0|  snoo) s0.00| 5255000 $3.550.00,
' ' [ Total Banding: 000, | Total Approved: | $6.350.00 $3.550.00| $3.550.00,

Tims Pericd Vouchar

For Voucd Humbsr Faeg Expenass Tutal Fass Expansas Total Aftar Approved | Aftar Approved

. __ =il i -
Autnorization Number: 01010000002 A : - ; il - ' - ) |
‘Speclly: Chamist. Taxicologiet s i it ey I Alior At S

Counsel a2 or O30 - e I comeeros

here a8 well a8 hers for Fase | Expanaes | Tota] Feea Expanssg Total Appmmammﬂrlg
m“‘““'“!‘" LSt Traval Other Travei |  Other Faee | Fees ana
submitied forthis Efpoens
*Noas not Include Travel Auth $0.00 $0.00 £0.00 £0.00 $6,350.00 $0.00 $0.00 $6.350.00 $6,350.00 $6.350.00
Thurscdy, Movember 05, 2015 - Ver. 1.1 Page 1071
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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: $3,900.00

F‘:’?,m m Fesa | Expansas | Total Feas | Expengss | Total n:l-n.m:mm' After Approved
| Travet | other Traval Other And Pending

Attorney: Andrew Anders  [Appaointing Counssl) Active
[ “Total Pending: | $0.00) [ Total Approved:|  $5.350.00) $1.550.00| $3,550.00

VOUCNErs 38 wWell 38 WOUCNSIs for Fees | Expanasa | Total

Faas Expengss Totad Approved and Pending
Experi or Servicss on CJAZ1 or T
CJA31. They rapresent tha total Traval Other Trawed Othar Faea geaa'nl
submittsd expenaltures for fnis | | | | | | | PERsen
I‘up'madmr %o Travei Auth $o.o0 $0.00 $0.00 $0000| $6.350000 $0.00 $0.00| $6.350.00 $6,350.00 $6.350.00
Thursady, November 05, 2015 - ver. 1.1 Page 1011
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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.

CIA-21 Create

Authorization and VYoucher for Expert
and ather Services

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.

Basic Info

T COLDIST DIVCODE 7 PERSON REFRESENIED "OUCHLR NUMBER

0101 [lebedizh Branzen

[TAAG.DETDEENUMBER |4 DISL DI DEENUMBER T APPEALS DEI/DEENUMEBER 0. OLHER DEL DEENUMBEIR
1:14.CR-08803-1-A4

[7IN CASLALATTER OF(Case vame) |5 PAVMENT CATEGORY 9. 1VFE FERSON REFRESENIED | 10. REPRESENIATION TYFE

[Felony (including pre-tnal diversion

fof alleged felony) Adult Defendant ICriminsl Case

[USA v Branzon

1l OFFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES
EXCESE FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
511.500.00 |Albert Albertzon

DESIGNEE 1

Authorization Selection

Select the Associated Authorization, or click Mo Authorization Required.

Please Select the Associated Authorization
ID Number: 917

Service Type: Chemist/Toxicologist

Order Date: 12/14/2021 : ot B
Authorized Amount: $1,000.00 Ezt;re??ted ok

Grand Total Amount: $2,200.00
1D Number: 920 Service Type: Psychologist

Order Date: 12/14/2021 "
Authorized Amount: $10,000.00 SRS AR 1530500

Grand Total Amount: $10,000.00

ID Number: 955 Service Type: Chemist/Toxicologist

Order Date: 01/25/2022 t
Authorized Amount: $900.00 Ezt;:rted Amourt $900.00

Grand Total Amount: $1,300.00

No Authorization Required

1f your voucher compensation is unde
the statutory limit and doss not require
prior authorization:

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
hotes: Abraham Astey

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.

Mo Authorization Required

If wour A
the st

R
AT auihorzanoen

voucher compensation i

Ltory limit and does not require

Associated Authorizations Unavailable

If there are no associated authorizations available, a “No Authorization Requests Found”
message displays, and you must click the No Authorization Required link to proceed.

Basic Info

1 CIR.DISTDIV.CODE

0101

1 PERSON REPRESENTED
Catherine Brown

3 MAG DEKTDEFNCAMBER
1:14-M0-07020-2-BB

4. DIST. DET/DEF.NUMBER

£ APPEALS. DKT DEFNUMEER

7. IN CASE'MATTER OF(Cast Name)

[USA v. Robertz et al

5. PAUMENT CATEGORY
[Felony (including pre-trial diversion
of alleged felony)

9. TYPE PERSON REPRESENTED
Adult Defendant

[VOUCHER NUMEER
6. OTHER. DKT/DEF.NUMEER

10. REPRESENTATION TYFE

Criminal Caze

11. OFFENSE(S) CHARGED

(CMP 18:13-3400.F THEFT OF U.S. PROPERTY

EXCESS FEE LIMIT
3100.000.00

FRESIDING JUDGE
[Barnev Ball

MAGISTRATE JUDGE

DESIGNEE 1

DESIGNEE 2

Authorization Selection

Select the Associated Authorization, or dick No Authorization Required.

Please Select the Associated Authorization

Mo Authorizafion Requests Found

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 v
. 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 registered with the service type selected appear in the drop-down list.
Steps on how to submit a person for approval and add them as an expert are outlined in
the next section.

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

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

e 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 is not currently in the eVoucher system, you must complete their information. In
the Voucher Assignment section, the Attorney radio button is automatically selected. Complete
all required information for the person you wish to submit for approval.

Service Type Interpreter/Translator W=

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 b

First Name Middle Name Last Name *

Email = |

Phone = Fax

Address 1 = | ’C_ny * |

Address 2 State (U.S. Only=) Zip *
| v] |

Address 3 Country *

| | [UNITED STATES V|

Voucher Assignment = ® Attomey  Expert

Create Voucher

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 W

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

Details 110 Main Street

San Antonio TX 78210 US
Phone: 210-477-2344

Voucher Assignment = ) Attorney ® Expert
This indicates who will be responsible for filling the voucher diaim part

Create Voucher
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Once you've clicked the appropriate radio button, click Create Voucher.

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

Voucher Assignment = ! Attormey ‘@ Expert
Thiz indicates wiho will be responsible for filling the voucher aaim part

Create Voucher

Notes:
e The expert goes through an approval process. Once approved, an email is sent to the
attorney.
e You can select the expert from the Expert drop-down list, and their information
automatically populates.
e [f the attorney submitted the voucher for the expert, they must approve the voucher

twice, once while sending it for the expert and a second time 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 af1772020 | =38 Description

Service Type - =

Doc.# (ECF) | Pages Ml

Hours * at$152.00 per hour | add || Remove

st Fie
To group by a particular Header, drag the column to this area.
T T T T
Service Type | Date =« | Description : Hrs| Rate | Amt :
(Empty)

T T
| No data to paginate Go to page: View items per page: 10 25 50 100
| « First | \ < Previous | \ Mext > | | 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 4172020 | = EE Description &
Expense Type - =

Miles : at $0.575 per mile, - |-
Amount | Remove

* Reguired Fields

I
| To group by a particular Header, drag the column to this area.
I Expense Type ‘ Date = ‘ Description ‘ I-ﬁle: Rate ‘ Amt
(Empty)
No data to paginate | Go to page: || | View items per page: 10 25 50 100
o ——]
« Firsl ||< re‘.frous||| ext > ||| ast » elete Dra it Assi

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! 1 Confir

Claim Status

\sm-m —r avate [ -7

Payment Claims =

) Final Payment

) Interim Payment (payment #)
Q Supplemental Payment

L) Withholding Return Payment

** Reminder: Please select the appropriate daim status.

* Required Fiekds

I 1
(st ] [ Previous ] [ Next> ][ Last>
———1
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Notes:

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

e After the final payment number has been submitted, supplemental pay may be
requested due to a missed or forgotten receipt.

e Atthe 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 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 Services Expenses Claim Status 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
7 7
[ ot [< Poviows || st [ mtr G
= =

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.

Basic Info Services Expenses Claim Status Documents Confirmation

Confirmation
1. CIR/DISTDIV.CODE 1. PERSON REPRESENTED VOUCHER NUMBER
101 lebediah Branson
3 MAG. DKT'DEF NUMBER 4 DIST. DKT DEF NUMBER & APPEALS. DKT'DEF NUMBER 6. OTHER DKT'DEF NUMBER
i 14 cR-08805.1-44
7 IN CASE/MATTE! ‘ase Name) 8 PAYMENT CATEGORY 9. TYPE PERSON REFRESENTED 10. REFRESENTATION TYPE
JUSA v. Bransen Efljfgg %‘f’n’g pre-trial diversion |y s 1o 1y fongant lCriminal Case
11 OFFENSE(S) CHARGED
15,1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY TATEMENT
|25 e Amomey

person reprassmed above, T hereby affm that ested y Therehy reqy
@ chain o
0 Approval of services sready obained 1o be paid for by the Uived Seates rom the Definder Services Appropriztion.

|sigusture of Attorney
v Anders
110 Mam Street
[San Antonio TX 78210
[Phone: 210-833-3623
Cell phone: 210-333-1234
[Email: lisa_omelas(@aotx uscourts. gov

[T DESCRIFTION AND JUSTIFICATION FOR SERVICES(See memuctions) | 14, TVFE OF SERVICE PROVIDER
01 01 Tuvestigator 01 15 Other Medical
o 01 16 Voice/Andio Anslyst
;ﬁ?‘:“;ﬁ"m e — O 03 Paychologist 1 17 Hair Fiber Expert
cil sligibilicyof the parsar repes ving been sstablshad by the courts srsfacton, g
Jatorizaion requested n tea 12 is eseby eraed z z:ﬁ::" e
pimy el 1 U8 Documents Eximiner :: ;:E'"‘"’ ey
s of Grie e ro T D 007 Fingerprint Amtint o g
l03/042014 b 121 Jary Consaltint
Repayment 0 YES & NO O 09 CALR (Westlaw Lexis, etc ) O 12 Mitigation Specialist
R 1 23 Daplicafion Services
0 11 Ballisics D00 Ceeln]
O 13 Weapons Firearms Explosive 1.5 Liciesiitm Suppixl Sérvioes
Expert 1 26 Compater Forensics Expert

01 14 PathologistMedical Examiner

JAbrabam Astley TIN: 30X XO0000KK @ Final Payment

110 Main Street 11 Tnterim Payment (% )

[San Antonio TX 78210 US [ Supplemsental Payment

[Phone; 210-353-3434 O Withhelding Payment () (Total -—)
|CLAIMANT'S CERTIFICA

TO 0202020
Vherehy cerisy hat the shove el o e ved payinent fenonperamion o anytiing o alie)fram sy cxber e o these srvices

Signature of Claimant Pay

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

[Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
19, TOTAL COMP. 70, TRAVEL EXPENSES 1 OTHER EXPENSES |n.m:r.&L.urr. APTR.CERT.
T DR ] i r . o prior
b » A ot . -
feclusing expenses) exceds the statutory s,
Sizunture of Fresiding Juize Date Judze Cade

T TOTAL COMP. ¥ TRAVEL EXPENSES rn OTHER EXPENGE! lz'r TOTAL ANOUNT
% FAVNENT AFPROVED IN EXCESS OF THE THRESHOLD

Sigmature of Chief Judge, Court of Appeals (or Delezate) Date Judge Code Tofal Amit Certified For Payment

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

Public/Atterney
Notes

1 1 swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 21:27:33 O Submit
; T
«first | [ <Previous |[ Hext> |[ Last» save Delete Draft | Audit Assist
===
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70

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.

[Success ]

Yeur voucher has been submitted for payment. You wil receive a nobBcaton if we need more detals,
Please keep the following viucher number for your own records:

0101.0000154

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-0B805-AA Defendant: Jebediah Branson
Defendant =: 1 Representation Type: Criminal Case
Case Title: USA v. Branson QOrder Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation 1D: 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.

AUTH Creale
Authorization for Expert and other
Services
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Click Create New Authorization.

Authorization Type Selection

You can click the Create New Authorization button to create a new authorization request, or click the Request Additional Funds button to select
from a list of approved authorizations that you would like to request additional funds far.

Create New Authorization

Uge thiz button to create a new
authorization.

Request Additional Funds
Use this button to select an approved
authorization that vou would like to
request additional funds for.

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

e Service Type drop-down list
e Notes field
Click Save.

) Basic Info Documents

Confirmation

Basic Info

1. CIR/DIST/DIV.CODE
0101

2. PERSON REPRESENTED

VOUCHER NUMBER
Jebediah Branson

3. MAG. DKT/DEENUMBER

SAv. Branson

1. OFFENSE(S) CHARGED

7.IN CASENATTER OF (Case Name)

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

3 APPEALS. DKTDEF.NUMBER

6. OTHER DKIDEENUMBER

8. PAYMENT CATEGORY

o alleged felony)

[Felony (including pre-trial diversion

9. TYPE PERSON REPRESENTED
[Adult Defendant

10. REPRESENTATION TYPE

ICriminal Case

|Andrew Anders

110 Main Street

[San Antonio TX 78210
[Phone: 210-833-5623
(Cell phone: 210-555-1234

15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME AND MAILING ADDRESS

Email: lisa_omelas @aotx.uscourts.gov

T3. COURT ORDER

Counsel

[Prior Attorney's Name
[Appointment Dates

Ibert Albertson

14. LAW FIRM NAME AND MAILING ADDRESS

[Date of Order
13/3/2014

Repayment (] yes @ no

O ¢ Co-comset ) DFederal
Def

0 Appointing [ PSubs for
Panel Attorney

() v subs for
ProSe

(0 Aassociate
[ LLearnea
Counsel (Capital Ouly) Counsel
([ TRetained
O sprose Auormey
(O ¥ Standvy

() F Subs for Federal
ender Defender

) Rsubs or
Retained Attorney

(0 X Administrative

[Signature of Presiding Judge or By Order of the Court

Nunc Pro Tunc Date

Master Authorization Information

Order Date =
Nunc Pro Tunc Date =
Repayment 0
Estimated Amount g 8,000.00 | *
Authorized Amount  $ Deactivated
I Basis of Estimate {100 hours at $80/hour | |
Description ‘
Service Type | Investigator ~ [
Notes | John Doe |
[ «First ][ <Previous |[ Next> |[ Last» | save

| Delete Draft

Audit Assist
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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:\UserslJaimeLongoriall 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.

BasicInfo | Documents > Confirmation

Confirmation

TEOBET DI 00,
101 cbediah Brasson,

B SO T ST
14.C-08805-1.44 |

ISA v. Branson ading pre-mal Version |y s Defendant riminal Case

INSPECTION VIOLATION PENAL TIE!

VoI

Tpnarure of Pren 3 e S

Siguature of Cluet Judge, Cout of
te)

s e e p——y—

Attention: The notes you enter wil be available to the next approval level
PublicAttomey
Notes

lo;:. ¢ Submit

(it ] < reviow ] [et> [ tast» ] =3
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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.

Your voucher has been submitted for payment. You wil receive & nottfication if we need more detais.
Plaags keap the following voucher number for your own reconds:

0101.0000152

Back to:

Home Page
Appointment Page
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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.

AUTH-24

Authorization for payment of
transcript

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

|+ Basic Info Documents Confirmation

Basic Info

1. CIELDIST/DIV.CODE 7 PERSON REPRESENIED [FOUCHER NUMEER
0101 Jebediah Branson
3. MAG. DET DEFNUMBER 4 DIST. DET DEFNUMBER S APPEALS DKT'DEENUMBER & OTHER. DKT DEFNUMBER
1:14-CR-08805-1-AA
7T IN CASE MATIER OF(Caze Name) 5. PAYMENT CATEGORY 9. TVPE PERSON REPRESENIED 10. REPRESENLATION TVFE
N [Felomy (including pre-trial diversion et
[USA v. Branzon L a]le:gx;.d ﬁelomx P |Adult Defendant Criminz] Casze

T OFFENSE(S) CHARGED
13:1823.F INSPECTION VIOLATION PENALTIES

T2, ATTORNEY & NAME AND MAILING ADDRESS 13, COURT ORDER.
Andrew Anders Oliscassiiciatz Oe coconnst D Federal |_|F Subs for Federal
110 Main Street B - Deferder Defender
San Antonie TX 78210 [ L Lesrned Counset 0 Appointing [P Subs for Panel (IR Subs for Retsined
[Phone: 210-833-5623 (Caital Onlr} Counsel Attorney Attorney
Cell phone: 210-353-1234 u [T Retained  JUSUbsforPro [Ty gy o

P [JsPrase iicaey & % Aduwinictrative

[Email: liza_omelas@aote nscourts gov

D% standby Counsel

[F'rior Attorney’s Name

|Appointment Diates

Siznature of Presiding Judze or By Order of the Court

| AlTbert Albertzon

- - [Date of Order Nunc Pro Tonc Date
14 LAW FIRM NAME AND MAILING ADDRESS 3372014

Repayment [ | vys B xo

Transcript is to be
Used

Proceeding To Be =
Transcribed * |
Apportioned Cost (%) |

Apportioned Case and | |
Defendant

Special Transcript
Handling

Proceeding in Which ‘ = ‘
i

|N0ne W |

|:|Prnsecuﬁurr Opening Statement |:|Prusecutbon Argument DPmecu‘tion Rebuttal

Transcripts —
DDEEense Opening Statement |_Ipsfensa Argument DJury Instructions ’:‘Voir Dire

« First | [ < Previous | [ Mext > |[ Last»
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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!)

Els e

Description |

Upload

Description Delete  View
Proposed Order.pdf Dalete View
« First || < Previous || Next > || Lask » | 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.

Basic Info Documents | b Confirmation ‘

Confirmation

T CIEDIST DIV COBE T PERSON REFRESENTED
igl:)l lebed:iah Branson

7 MAG, DRTDET NUMBER, TDIST DRI DET NUMBER

1:14.CR-08805.1-A4

7. IN CASEMATTER OF (Cace Nams) A PAYMENT CATEGORY
[Felony (including pre-trial diversion
eged felony)

JUSA v Branson

DUCHER FUMEER
T ATTEALS. DR TTET NUMBER, 7 OTHER. DRT DL NCMER.

P TTTE FERSON REFRESINTED 1 STATION TNFE
4 dult Defendant [Criminal Case

53 CTOR Freely NOTE Thr = X == T Frecarage
frrumens. defimse erpament presecuson rebmel veir vy insTeion, waler speciAnas axhareord by thg Court (ee e 141
T4 SPECIAL AUTHORIZATION TUDGES IRITIAL
A. Apportioned Cost % of transcript with
B 014Dy cExpedited o3Day oDuly o Howly o Realtme Unedited

7 Defense Opening Statement

C. o Prosecution Opening Statement o Prosecution Argument o Prosecution Rebuttal
o Defense Arpument o Vi

‘oir Dite & Jury Instructions

D. In this multi-defendat cass, commercial duplication of wanseripts will impeds the dalivery of sccelerated
transeript services to persons procesding under the Crimmal Justice Act

TE ATTORVEY S STATEMENT
As the atterney for the person represented who is managed sbove,
‘bereby affinm that the transcrpt requested 1s necessary for adequate.

representation. I, therefore, request authonzation to obtain the tanscript
services at the expense of the United States pursuant to the Ci

Tustice Act

Té COURT GROER

Financial eligibility of the person represented having been established to
the Court's satisfaction the authorization requested in Item 15 is hereby
granted.

Signature of Presiding Judge or By Order of the Court

Signature of Attomey Date
Andrew Anders

Printed Name
Telephone Number: 210-833-3623

Date of Order Nune Pro Tune Date

Public/Attorney
HNotes

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

Date: 4/20/2020 21:49:45

| 1 swear and affirm the truth or correctness of the above statements

O Submit ‘

[Cerm ] [<Prevous | [_nea> J[ = | [ save

]

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 records:

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

a2 Create|
Authorization and Voucher for
Payment of Transcript

24
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.

b Basic Info

Basic Info

1. CERDIsT PIV.CODE L PERSON REFRESENTED QUCHER NUMBER
1o} ehedish Braason
[ IOC DRTDITNOMEER  |LDDTDRTDELNMEER  [f GTEALS DRTDITNCIGER  |¢ OTHER DETOEINTMELR |
1:14.CR08505-1-A4
7. IN CASEMATTER OF (Case Namse) ATEGORY 1 4. TYFE FERSON REFRESENTED 10. EEFRESENTATION TYFE
g il:,\‘!l pre-trial diversion |, potentent Criminal Case
N PENALTIES
EXCESSTEE LROT JCDCE TODET DESICNEE 1
11,500.00 A Tbert Albertson
DESICNEE !
Authorization Selection
Select the Associsted Authorization, oe dick No Authorization Required.
Please Select the Associated Authorization
1D Number: 513 senvice Type: Court Reporter [ Transcript
Order Date: 01/23/2020 Specal Handling: 0
Proceeding Transcribed: procedding
Brosacition Opering Prosecubion Argument Prosecution Rebidtal
Deferse Opening Statement Defense Argumant Jury Tnstuctions. Ve Dire

Tn this multi-defendant case, commercial duplication of transcripts il impede the delivery of
accalerated transcript services to persons procesding under the Criminal Justice Act

1D Number: 736 Service Type: Court Reporter | Transcript
Order Date: 02/24/2021 Special Handling: 0
Proceeding Transcribed: %2

Prosacuton Dpening Prosecution Argument Prosecution Rebulttal

Defarss Opening Statament Defensa argumant Jury Instnsctions oir Dira.

In this multi-defendant cace, commerdal duplication of transcripts will impede the delivery of
accelerated transcript services to persons proceeding under the Criminal Justice Act.

Note: The No Existing Authorization in eVoucher link is located below the authorization
choices.
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Please Select the Associated Authorization

ID Number: 513
Order Date: 01/23/2020

Proceeding Transcribed: procedding

Service Type: Court Reporter / Transcript
Special Handling: 0

Prosecution Opening Prosecution Argument Prosecution Rebuttal

Defense Opening Statement Defense Argument Jury Instructions Voir Dire

In this multi-defendant case, commercial duplication of transcripts will impede the delivery of
accelerated transcript services to persons proceeding under the Criminal Justice Act.

1D Number: 736
Order Date: 02/24/2021

Proceeding Transcribed: xyz

Service Type: Court Reporter [ Transcript
Special Handling: 0

Prosecution Opening Prosecution Argument Prosecution Rebuttal

Defense Opening Statement Defense Argument Jury Instructions Voir Dire

In this multi-defendant case, commercial duplication of transcripts will impede the delivery of

accelerated transcript services to persons proceeding under the Criminal Justice Act.

CJA eVoucher for Attorneys

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.

Mo E

xisting Authorization in eVoucher

WY proCesd Oy

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.

| Basic Info

Basic Info

1. CIRDISTDIV.CODE
0101

3. MAG. DETDEENUMEER

2. PERSON REPRESENTED
[Emest Homblatz

VOUCHER NUMBER.

4. DIST. DETDEENUMBEE.

£ APPEALS DKTDEFNUMEER

€. OTHER. DKT DEF.NUMBER

7.IN CASE MATILR OF(Caze Name)
[Homblatz vz USA

T FAVMENT CATEGORY
[Felony (including pre-trial diversion
of alleged felony)

U TVPE FERSON REFRESENTED
|Adult Defendant

10 REPRESENTATION TYFE

Criming] Case

11 OFFENSE(S) CHARGED

EXCESS FEE LIMIT
$11,500.00

13:1 F ANTITRUST VIOLATIONS

FRESIDING JUDGE
Albert Albertson

MAGISTRATE JUDGE

DESIGNEE 1

DESIGNEE !

Authorization Selection
Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

Mo Authorization Ras uesis Found
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Click the Expert drop-down arrow and select the transcriptionist. In the Voucher Assignment
section, click the appropriate radio button indicating whether the attorney or the
transcriptionist will be entering 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 infermation for another provider
Expert Expert, Levar bod

Expert Info LeVar Expert

betails AO-CMSO
Washington DC 20544 US
Phone: 202-502-2965

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

Create Voucher

Notes:
e To enter a new transcriptionist into the system, select the expert from the Expert drop-
down list, and enter details in the Expert Info section.

e Selecting a transcriptionist already in the system automatically populates that expert’s
information.

e Select whether the attorney or the court reporter will be filling out the voucher claim
portion.

e If the attorney clicks the Expert radio button, the expert fills out 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. Complete the Date, Service Type, No.

of Pages, Rate Per Page, and Description
Service Type column. Click Save.

Basic Info | | Services D

fields, and then click Add. The entry appears in the

v Cs

Services

Date 42002020 |* 2 Description

Servica Type ‘ 'J: i *

Include Page Numbers [ |

No. of Pages | * Rate Per Page I: i

Less Amount Apportioned

Less Amount Adjusted Delete Item
= Required Fields

Incl. Rate

Service Page No. of Per Audit
Type pate T Description Mumbers Pages Page  Apportioned Adjusted Total  Audit Notes Amt
Original  04/20/2020 Transcription 15 10.00 150.00

1 page 1 of 1 (1 items) Go to page: E View items per page: 10 25 50 100

—

e oo [ | s

Click the Expenses tab, or click Next on the progress bar. Complete the Date, Expense Type,

and Description fields, and then click Add.

Save.

Basic Info

| Services |p E D

The entry appears in the Expense Type column. Click

| Confirmation

Expenses

Date 4202000 |- 29

Expense Type \

Miles = at $0.575 per mile.

Amount

-
|

* Required Fields

Description =

Expense Type

Date + Description

Travel Miles 04/20/20_.. Travel to court.

Mile Rate
20 0575

Amt  Audit Notes
11.5

Audit Miles  Audit Amt

1 page 1 of1 (1 items)

View items per page: 10 25 50 100

« First || < Previous ||| Next = H| Last =

Delete Draft Audit Assist
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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 Services Expenses | ' Documents Confirmation
Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
File C:\Users\JaimeLongoriall Browse...

Descriptit ‘Dn(ument |

Delete  View
Document it

Delete  View

«First | [ <Previous || Mext> |[ 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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Step 7

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.

Basic Info Services Expenses Documents [ Confirmation

Confirmation

1. CIR./DISTDIV.CODE

2. PERSON REPRESENTED

[VOUCHER NUMBER
Jebediah Branson
3. MAG. DET'DEF NUMBER 4. DIST. DKT/DEF NUMEER §. APPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF.NUMBER
1:14-CR-08803-1-AA

71N CASEMATTER OF(Cate Nanse)

3 PAVMENT CATEGORY [V TYTE FERSON REFRESENTED | 10. REPRESENTATION TYPE
[USA v. Branson o ot pro sl AIVSTSON L g Defeadant ICriminal Case
1L OFFENGE(S) CHARGED
13:1825F INSPECTION VIOLATION PENALTIES
REQUEST AND AUTHORIZATION FOR TRANSCRIPT
T2, FROCEEDING I WHICH TRANSCRIFT IS TO BE USED
Transcipt

13. PROCEEDING 10 BE TRANSCRIBED (Descride specificall). NOTE. The Glal Ganscripts @re 1ot fo DNETude D703 AEaN GDAMIRg Satemant, Qe emss G eniig sictement, proseculion
|orgamenc defense argument, prosecurion rebural, voir dire o7 jury inseruecions, unlsss specifically eurhorized by the Court {see Jeam 1.

14 SPECIAL AUTHORIZATIONS

JUDGE'S INITIALS

A Apportioned Cost % of transeript with

B. 0 14Day 0 Expedited o 3-Day o0 Daly o0 Howly o Realtime Unedited

C. 0 Prosecution Opening Statement

o Prosecution Argument o0 Prosecution Rebuttal
o Defense Opening Statement

o Defense Argument o Veir Dire o Jury Instructions
D. In this multi-defendant case, commercial duplication of transcripts will impede the delivery of accelerated

transcript services to persons proceeding under the Criminal Justice Act,
15, ATTORNEY'S STATEMENT

16. COURT ORDER
As the attormey for the person represented who is managed ahove, T Financial eligibility of the person represented havi g been established to
hereby affimm that the transcript requ:szed is necessary for adequm the Court’s the q d in Ttem 15 15 hereby
representation. I, therefore, request to obtain the granted
services at the expense of the United States pursuant to the Criminal
£ Justice Act A Albert Albertson
Andrew Anders /§/ 12172016 14:48:16 Signature of Presiding Judge or By Order of the Court
Signature of Attorney Date 0172172016
Andrew Anders Date of Order Nune Pro Tunc Date
Printed Name
Telephone Number: 210-833-5623
CLAIMS FOR. SERVICES
i NS AT 18, PAYEE'S NAME AND ADDRESS
'
@ Official o Contract o Transcriber o Other ieo"_?:rfiégm‘ Tt
15, SOCIAL SECURITY NUMBER OR EMPLOVER ID NUMBER OF PAYEE i hi i ‘%‘3 ggé;* us
TIN: XX-X3OX000X i
. TRANSCRIFT "ﬁ’;}ﬁ’fggﬁ NO.OFPAGES | RATEPERPAGE | SUBTOTAL ﬁgg;#ﬁ; TOTAL
Original sae detail [ see detall 1000 sae detail
Copy see detail [1] see detall 1000 see detall
Expenses (iemize)

TOTAL AMOUNT CLAIMED]
SRR

11 ecmpenetion or anything &f vaiue) §

Signature of Claimant Payee:

Date

ATTORNEY CERTIFICATION
22, CERTIFICATION OF ATTORNEY OR CLERK 1 Bereby cernify (hat the services were rendered and thal fhe rauscripl was Teceived

Signature of Attorney or Clerk Date

APPROVED FOR PATMENT — COURT USE GNLY
73 APFROVED FOR PAVMENT

14 AMOUNT APPROVED

Signature of Judge or Clerk of Count Date

0.0

Attention: The notes you enter will be available to the next approval ievel.
Public/Attorney
Notes

| I swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 22:12:0

o Submit

[ = First | [ <Previous |[ mest> |[ Last»
==

Save Delete Draft Audit Assist
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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.

Wour yaucher has been subeited for payment. Yo sl recerve & notflcaton f we need moce detals.
Flease keep the following voucher mumber for your own records:

0101.0000165

Back to;
| Home Page
Appointment Page
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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.

Appointments

Search:

Defendant

Casa: 1:17-CR-01111-A4
Defendant #: 1

Case Title: USA vs Hall
Attorney: David Attorney
Repressntation ID: 108
Appointment ID: 88

Case Title: USA VS Bob Smith
Attorney: David Attorney
Feprecentation I0: 120
Appointment ID: 116

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

Pres. Judge: Albert Albertson
Adrm./Mag Judge:

Defendant: Bob Smith
Representation Type: Criminal Case
Ordar Type: Appointing Counsel
Order Date: 10/09/18

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

Page 1 of 1 {2 items)

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

BUDGETAUTH.

Create New Voucher

AUTH

other Senvices

Create

Authorization for Expert and

AUTH-24

transcript

BUDGETAUTH
Authorization for

Budgeted Case

Authorization for payment of

Attorney Fees and/for Expert
and other Services on

Create

Appointment Info

1. CIE. DIST DIV.CODE 1 PERSON FEPRESENTED
101 [Bob Smith

3. MAG. DKT DEFXUMEER. 4. DIST. DKT DEFENUMEER.

i 55.CR33555.5555.1R]
5. PAYMFENT CATEGORY
fisdameanor (inchiding pre-trial
varsion of alleged misdemeancr)

"IN CASEALATTER OF[Case Name)
JSAVS Bob Smith

TOFFENGE(S) CHARGID
2:1818F TERMINATION OF STATUS AS DNSURED BANK

T2 ATTORNET € NAALE AND LATLING ADDRESS
David D Attorney - Bar Mumbar: TX123367
113 Minor Strest

B [5an Antomic T 78209

[Phone: 210-555-6781
[Email: daviddattornen21 0@ smail com

14, LAW FIRM NAME AND MAILING ADDRESS

Vouchers on File

To group by a particular Header, drag the colimn to this arsa,

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022



CJA eVoucher for Attorneys | 85

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.

BUDGETAUTH I Basic Info Authorization Request Documents Confirmation
Request Entry =

Basic Info

VOTCHER NUMELR

5. MAG. DRT LT NUMELR, T ATVEALS. DRI DEFNUMEER E OTHER. DRI DEF NCMEER,

S-LRI
B T—— T PR EF= o
e ' isdameannr (including pre-tricl -
JUsAvs Bob Semith bk g o [Adut Defendans Crizimal Caze
T OTIENE S CRARCED
12-1818 F TERMINATION OF STATUS AS INSURED BANE.
T ATIORNET S RANE AT WATLING ADORESS TCoTAT oREEE
[David D Attomey - Bar Mumber: T123367 -
113 }inor St Sk

San Amonio T 78200 Elieacniiis
Jpaons: 210-555-6781 (Cagitel Oaly) e
[Email: daviddamome21 0@ emailcor

S S

Tasks
Link To Appointment

Link To Re ation 14, LAW FIRM NAME AND MAILING ADDRESS

Reports

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

« First | | < Pravious Delgte 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.

Basic Info Ilr Authorization Request I Documents Confirmation

Sanvice Brovider Type | Interprater/Translater [~]

s Previous Authorizations for this Provider Type:

. 1D Number: 186 Service Tyze: Interprater Translztor

Order Date: 02/01/2017 % i
Ausherized Amounts £100.00 Estimated Amouns: 55,000,000.00

Grand Total Ameunt: $100.00

Court Notes

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 Doc Confi

Remwe
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On the Documents tab, upload any relevant documents, and then click the Confirmation tab.

| Basic Info | Authorization Reque Confirmation h

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

= Choose File | No file chosen
|

Diescription
[Uposa]

No Attschments

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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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 Reguest Documents | Confirmation
Confirmation

T.CIR.DIST LIv.CODE T FLIGON RLFRESENTLD

0101 Tebediah Branzon

[VOUCHER NUMEER

3. MAGC. DET DEFNUMEER

4 DIST. DR T DEFNLMELR

1:14-CR-08805-1-A4

S APPEALS. DE.T DEFNLMELR

b OTHER, DB DEF.NUMEER

71X CASE MATTER OF|Cme Name)

[USAw. Eranzan

E PAYMENT CATECORY
Felony (inchuding pre-trisl divarzion

9. TYPE PEASOX REFRESENTED

10, REPRESENTATION TYFE

1t OFFENSEiS) CHARCED

Andrew: Anders
110 Liaim Boeet

L L Lexrned Comma

L ¥ S eandby €ounadt

[Peicr Astarney's ¥ame
| ppeinzment Dt

Albert Albertzon

4. LAW FIRM ¥AME AND MAILI¥C ADDRESS

[Dasc of Order
222014

Repryment g B

of allezed felony) Adult Defendant Criminal Case
151825 F INSPECTION VIOL ATICR PENALTIES
1L ATTORNEY S NAME AND MAILING AIDRESS 1L COURT ORDER
r " Cles .. )
| " | LD Foderall T Salu far Foderal
L) 4 seraimee L — =il oo

B ouppuming. [0 suimter Fancs (5 st e Risnines

{Cagisal Dby Caumeel baraer Astrney
— 7 o . —
Dasisa A—‘meP::Ind. skt [y e

foznzture of Froadins Tades or By Order af the Court

Nonc Pra Toar Daac

Attorney Funding Information

Ksusasd A y Fet §11.500.00
511,500.00
MU,
Requestz For Service Providers
Brevionsde Additicmal (Addsticzal
Service Provider Trpe &m]::dzéd — Amaount .-!:mnu_: Dezcripticn
51.500.00| 55,000.00
30.00 510.000.00
S1500.00] 1500000
inder Lt Pemc Fro §ine Dhie Hudge! Prase5m,
egalure of Atorne 1t Regred
315 000.00
B Thale Signed g
B Coun of Appealsor Delogse) | D Sgned lidgs Uade Approved Amim

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

Public/Atborney
Mobes

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

| % First ||<Previnus|| MNext = || Lask = |

| Save |

o Submit

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 decument has been submitted.

Flease keep the following document number for your own records:

0101.0001122

Back to:
Home Page
Appointment Page

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022



Creating a Travel Voucher

CJA eVoucher for Attorneys

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.

TRAVEL

Authorization for payment of

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

I Basic Info Authorization Request Documents Confirmation
Basic Info
T CIDTBICODE T FERGON CUCRER NONBER
ebedich Branson
T IGC BRT T DIST DKTDEF NOMEER TAFFEL G OTREE
[1:14-CR-08805-1-48
T T FATAIENT CATECORY 5 TYPEFERSON T i TATION TVPE
[Felony (mcludme pre-trial diversion of
[USA v. Bransen Lleged folomy) |Adult Defendant [oriminal Case
T OTTENSE) CHARGED
151825 F INSPECTION VIOLATION PENALTIES
TZ, ATTORNEY S NABIE AND MAILING ADDRESS TS COURT ORDER
Andren 0D Fderal 1 FSubs for Federsl
110 Main Street ) A Asociate OCCHCmE b enger Defender
an Antonio TX 78210 O LLeedComsd @ OAppeiming O PSubsforPanel O R Subsfor Retined
[Phone: 210-833-5623 (Capital Ouly) Counsel Attorney Attorney

|Cell phone: 210-555-1234
[Email: lisa_omelas@aotx.uscourts.gov

O T Rotained
O SPrase Pt
O ¥ Standby Counsel

[prior Attommey's Name
i ppoiniment Dates

Jslbert Albertson
ate of Order

14, LAW FIRM NAME AND MAILING ADDRESS

/3/2014
Repayment 0 YES & NO

O USubsforProSe O X Admiktrative

Signature of Presiding Jodge or By Order of the Court

Nusc Pro Tunc Date

Travel Agency to be Used:

Suite 100

Email:

National Travel Service (NTS) v

National Travel Service (NTS)
707 Virginia Street East

Charleston, Wv 25301

Phone: (800) 445-0668
Fax:

Delete Draft

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.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division | December 2022
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| Basic Info | b ion Request

Request For Travel*

* Required Fields

Name and Title of Person Traveling: Andrew Anders *

123 Way e
Address of Person Traveling: San Antonio, TX 78229
Travel From Location: 5an Antonio, TX -
Travel To Location: Los Angeles, CA &
Estimated Dates of Travel: 5/25-5/28 id
Travel Requested: * Cost: i ing amounts for the travel items:
Airline Tickets via CJA Government Travel Agency: 300.00| | Complete the estimated dollar amount for each applicable line.
Ground Transportation: 20.00| | the "Total Esti Cost” field is i based
Subsistence (Hotels & meals): 100,00| | ©n the estimated amounts entered in the Travel line items.
Other: Complete information for one traveler per form.
Total Estimated Cost: 420.00
Total Authorized:

Travel to talk to witness.
Purpose and Justification:

=

Court Notes:

* All travel and expenses must be in i

travel regulations. Actual cast of hotel and meals up to the established per diem rate. Expenses

with
for travel for ane day or last day s up to the MBIE rate.

To group by a partioular tieader,

Traveler Travel From  Travel To

Andrew Anders San Antonio, X Los Angeles, CA

1

Purpose and
Justification
5/25-5/28 Travel to talk to witness.

Travel Dates Estimated  Authorizes

420.00

Page 1 of 1 (1 items)

<< First | [ < Previous Last>>

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:\Users\aimeLongoriall Browse...

Description [ Travel Receipts

D -

Delete  View

Travel Receipts

Delete

View

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

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.

Basic Info Services =

Confirmation

1. CIR/DISTDIV.CODE

2. PERSON REPRESENTED

Pebediah Branson

4. DIST. DR T/DEF NUMBER
1:14-CR-088035-1-AA

8. PAYMENT CATEGORY

[Felony (including pre-trial diversion

3. MAC. DKTDEF NUMEER 5 APPEALS. DKT'DEF NUMEBER

7.IN CASEMATTER OF(Caze Name)
[USA v Branson

9. TYFE FERSON REFRESENTED

[VOUCHER NUMEEE.
6. OTHER. DEKT/DEF NUMBER.

10 REFRESENTATION TYFE

o alleged felony) Adult Defendant |Criminal Case
10, OFFENSE(S) CHARGED
15:1325 F INSPECTION VIOLATION PENALTIES
FEQUEST AND AUTHORIZATION FOR TRANSCRIPT
11 FROCEEDING IN WHICH TRANSCRIPT IS TO BE USED
Transcipt
T2 PROCEEDING TO BE TRANGCRIBED (Deseribe specyieall). NOTE: The 0al piscrioe a7 mot 1o Tlude prosseunon cpening
Transcription
14. SPFECIAL AUTHORIZATIONS JUDGE'S INITIALS
A Apportioned Cost %6 of transcript with
B. 0 14-Day 0 Expedited 03Day o0Daly oHowly o0 Realtime Unedited

C. o Proszcution Opening Statement

o Prosecution Argument o Prosecution Rebuttal
0 Defense Opening Statement

o Defense Argument o Voir Dire 0 Jury Instructions

D. In this multi-defendant case, commercial duplication of transcripts will impede the delvery of accelerated
transcript services to persons proceeding under the Crimmal Justice Act,
T8, ATTORNEY 5 STATEMENT

S of Clai Payee

16 COURT ORDER
As the attorney for the person represented who 1s managed above, I Financial eligibility of the person represented having been established to
hereby affinn that the transcript requested 1s necessary for adequate the Court's satisfaction the authorization requested in Item 15 15 hereby
it I, fore, request autk tion to obtain the granted
services at the expense of the United States pursuant to the Criminal
d e Albet Albertson
Andrew Anders /S/ 12172016 14:48:16 Signature of Presiding Judge or By Order of the Court
Signature of Attorney Date 01212016
Andrew Anders Date of Order Nune Pro Tunc Date
Printed Name
Telephone Number: 210-833-3623
'CLAIMS FOR. SERVICES
. NSC ATL! 18 PAYEE 'S NAME AND ADDRESS
'
@ Official o Contract o Transcriber o Other kﬂ'g&;g" T,
1 SOCIAL SECURITY NUMBER OR EMFLOYER 1D NUMBER OF PAVEE o i gl %f %ggg* L
TIN: XXX o e
. TRANSCRIPT TRCLUSEFIGE | 5o OFpaGES | RATEPERPAGE | SUBTOTAL | Liooilovst TOTAL
Original see detail [ vee detall §3.00 see detail .00
Copy wee detail [1] see detail $0.00 see detall $0.00
Expenses Jiemise) 50.00
TOTAL AMOUNT CLAIMED! 5000 |
21, CLAIMANT CERTIFICATION OF SERVICE FROVIDED
Tharehy certify that the above chain bs los ser 1 s eumece, amd | live not nenaght o recelved payment feeegeesssion ar angihing af xafug) from iy othe o e thisie irvicss

Date

ATTORNEY CERTIFICATION

2. CERTIFICATION OF ATTORNEY OR CLERK [ bereby certify that the services were rendered and that the transcript was received.

Signature of Attorney or Clerk Date
AFFROVED FOR. ONLY
13 APFROVED FOR FAYMENT
Signature of Judge or Clerk of Court Date Approved Amount

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

Public/Attorney
Notes

|| I swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 22:12:0

) Submit

« First | [ < previous || next> [ Last»
==

Delete Draft

Audit Assist
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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.

Four vouches Fuey e submitied for payment. Tou sl recse a nosficaton & we nesd pone detaly.
Pltsie keeh T Tolowie voushes rusmer iy s oy (e

0101.0000162

Back to:
Home Page

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-

CIA-26 Create
Statement for @ Compensation Claim
in Excess of the Statutory Case
Compensation Maxdmuom: Disinct
Court

26
The Basic Info page appears. Enter the required information. Click Save.

b Basic Info i c

Basic Info
STV CODE T
101 ebediah Branson
ARG DRTDEF UNEER Ry i e X om
1:14.CR 08805 1.44
g S FATAENT CATECORT 2 ™
JSA . Branson elony (including pretrial Version | g Defendant (Crissinal Case
O ARG
15:135 F INSPECTION VIOLATION PENALTIES
T ATTORNE S NAE AND MAILING ADDRESS TS COTRT ORI
CDFaenl 0 FSubsforFederat
OAssdue 0 CCoComsel >
O LLorued Counal 3 O Appoiating 0 PSubs for Panel R Subs o Retaied
(Capitl Oar) Comad Aoraey Atraey
o TRusd US|y
o shse ki 2 O X Atminstrtve
5 ¥ Suadey Cousel
Aerse's Name
st Dt
P:mmurmmgju;anhomsumcnn
fbert Albertson
14 LAW FIRM NAME AND MATLING ADDRESS ‘?;‘0?;‘“ FmcErs Tonchol
Reprmen 0 ¥ES @ 50
Amount Requested | - Amount Approved

Pre Trial Hours | 0] Trial Hours | o] Sentencing Hours [ 0] Other In-Court Hours | 0] Out-0f-Court Hours [ 0]
Number of Counts [0 ] mMumberof CoDefendants [ o |

Other Pending Cases [ ]
Sentencing Guideline Range | |

Mandatory Minimum Found ||
] (o ] (e ] [ ]
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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. Describa discovery materials (nature and volume) and/or discovery practices which are a noteworthy factor in the number of hours
claimed.

4, List and describe motions, legal memoranda, jury instructions, and sentencdng 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 incdude standardized
maotions, etc., unless content was modified significantly).

5. Summarize investigation and case preparation (2.g., number and accessibility of witnesses interviewed, record collection, document
organization) which are a noteworthy factor in the number of hours claimed.

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

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

5. Explain any other noteworthy drcumstances regarding the case and the representation provided to support this compensation request.
Indude, if applicable: (a) negotiations with U.S, altorney’s office or law enforcement agency; (B) complexity or novelly of legal issues and factual
\plexity: (¢) responsibilities involved ‘byﬁemagnﬂuo’eand’mﬁmeofﬂeme,(d)mﬂmwﬁmm»ﬁmmmm
knowledge, skill efficiency, professionalism, and judgment req { of and used by counsel: {e) nature of counsel’s practice and hardship or fnjury

ing from the sentafion; and (¥] any extraordina, ure of time or other factors under which senvices were rendered.

] [revos | [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\JaimeLongoria\l Browse. .

Description | Document

Description Delate View
Document Delete View
[t ] [ < Previows | Not> || Lost> |

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.

Basic Info Justification Documents

Confirmation
SUPPLEMENTAL INFORMATION STATEMENT FOR A COMPENSATION CLAIM IN EXCESS OF THE STATUTORY CASE
COMPENSATION MAXTIMUM: DISTRICT COURT
THIS FORM PROVIDES INFORMATION TO SUPPORT COUNSEL'S CLAIM THAT THE REPRESENTATION GIVEN WAS IN AN
EXTENDED OF. COMPLEX CASE, AND THAT THE EXCESS PAYMENT IS NECESSARY TOQ PROVIDE FAIR COMPENSATION.
PARAGRAPH 2 22 B(3) OF THE GUIDELINES FOR THE ADMINISTRATION OF THE CRIMINAL JUSTICE ACT, VOLUME VII, GUIDE TO
JUDICIARY POLICIES AND PROCEDURES, DEFINES THE TERMS “EXTENDED” AND “COMPLEX,” AND SUGGESTS CRITERIA FOR
DETERMINING “FAIR COMPENSATION.” THIS FORM SERVES AS COUNSEL 'S MEMOBANDUM REQUIRED BY PARAGRAPH2.22C
(2) OF THOSE GUIDELINES. AND DOES NOT REPLACE ANY OTHER DOCUMENTATION REQUIRED TO SUPPORT THE PAYMENT
REQUEST. IF EXTRA SPACE IS NEEDED, ATTACH ADDITIONAL SHEETS OF PAPER.
ATTORNEY NAME: Andrew Anders
CASE NAME: USA v. Branson
DOCKET NUMBER.: 1:14-CR-0B803-A8 |DEFENDAN1' NUMBER: 1 | VOUCHER NUMBER:
1 |PERIOD OF APPOINTMENT (DATES): 3/3/2014
TOTAL NUMBER OF IN-COURT HOURS: U
PRETRIAL HEARINGS: 0 TRIAL: 0 SENTENCING HEARINGS: 0 ALL OTHER IN-COURT: ©
TOTAL NUMBER OF OUT-QF-COURT HOURS: @

2 | OFFENSES CHARGED: 15:1323 F INSFECTION VIOLATION PENALTIES

NUMBER OF COUNTS CHARGED: [NUMBER. OF CO-DEFENDANTS: 0

OTHER PENDING CASES (DOCKET NUMBEES) OF DEFENDANT DURING REPRESENTATION:

IF APPLICABLE, SENTENCING GUIDELINE RANGE FOUND BY THE COURT FOR. SENTENCING
WAS A MANDATORY MINIMUM FOUND OR AT ISSUE AT SENTENCING? o YES m NO

DESCRIBE DISCOVERY MATERIALS (NATURE AND VOLUME) AND/CR DISCOVERY PRACTICES WHICH ARE A
NOTEWORTHY FACTOR. IN THE NUMBER OF HOURS CLAIMED:

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 INCLUDE STANDARDIZED MOTIONS, ETC., UNLESS
CONTENT WAS MODIFIED SIGNIFICANTLY):

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 CLAIMED:

EXPLAIN, IF NOTEWORTHY, IMPACT ON THE NUMBER. OF HOURS CLAIMED OF INVESTIGATIVE, EXPERT, OF. OTHER
SERVICES USED (CJA 21 VOUCHER):

CHECK WHETHER ANY OF THE FOLLOWING CLIENT CONSIDERATIONS ARE A NOTEWORTHY FACTOR IN THE NUMBER
7 | OF HOURS CLAIMED AND EXPLAIN EACH: COMMUNICATION WITH CLIENTFAMILY, LANGUAGE DIFFERENCE,
ACCESSIBILITY OF CLIENT, OTHER.

8 | EXPLAIN ANY EXPENSE (ITEMS 17 AND 18 OF THE CJA 20 VOUCHER) GREATER THAN $500

0 EXPLAIN ANY OTHER NOTEWORTHY CIRCUMSTANCES REGARDING THE CASE AND THE REPRESENTATION PROVIDED
TO SUPPORT THIS COMPENSATION REQUEST:

INCLUDE, IF APPLICABLE: (A) NEGOTIATIONS WITH U.S. ATTORNEY"S OFFICE OR LAW ENFORCEMENT AGENCY; (B}
COMPLEXITY OR NOVELTY OF LEGAL ISSUES AND FACTUAL COMPLEXITY; (C) RESPONSIBILITIES INVOLVED MEASURED BY
THE MAGNITUDE AND DMPORTANCE OF THE CASE; (D) MANNER. IN WHICH DUTIES WERE PERFORMED AND KNOWLEDGE,
SKILL EFFICIENCY, PROFESSIONALISM, AND JUDGMENT REQUIRED OF AND USED BY COUNSEL,; (E) NATURE OF COUNSEL'S
PRACTICE AND HARDSHIP OR INJURY RESULTING FROM THE REPRESENTATION; AND (F) ANY EXTRAORDINARY PRESSURE
OF TIME OR. OTHER. FACTORS UNDER WHICH SERVICES WERE RENDERED.

Signature of Attorney Date Signed Hequested Amount
Andrew Anders
Signature of Presiding Judge Date Signed Judge Code Approved Amount

Signature of Chief Judge, Court of

Appeals (cr Delegate) Date Signed Tudge Code Approved Amount

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

N o
Notes

| Iswear and affirm the truth or correctness of the above statements _
Date: 4/20/2020 22:27:34 1) Submit
«First | [ < Previous || Next> ][ Last» Save
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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.

Your woxcher hist heen subetted for paymend, Wou will recsres o rcficaSon o we need mone detals. |
Pleass ke the Rllovarg voucher fursber fir' your omn recands:
0101.0000167

Back to:
] Home Page
Appaintment Page
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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.

Import failed.
| o _5 errors were found in CJA-20 Service Time Import.csv during import process. No data was updated. VIEW Report.|Correct errors and try_again.

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 )
Row Errors late [Hours Description Service Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arrzignment andfor Plez
Row 9 Hours is missing; 11/2021 | Test 16¢. Legal research and brief writing
Row 10 mgésﬁm“;ﬁfﬁu:”g:ﬁv’f value onfy; Pages 14,5 2071 0.9 Test 15¢. Motion Hearings I [
Row 11 | |Date is missing; I Test; 16d. Travel time
Row 12 | |Description has invalid character(s); 1442021 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 (J4-28 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.

Basic Info I Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing systegi g j
format. The CSV file must contain all required column headings and data types, Please dowinload ou arr‘p‘e snreadshee'

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

a Separated Values {C5V)
or the correct column headings

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 C D E E
1]]!3@}& 'Vljlurljlrg Description @gr\{icg Type "qu'.# 'Pragers I
2" 9r2r2020 0.1"Emal TOm co-det [ayer re: vistt wi ient and need for preliminary hearing 1oe. Investigative and other work £
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 for initial 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
& 9/6/2021 0.5 Receiving, reviewing and copying to client all paperwork as a result of arraignme 16b. Obtaining and reviewing records 5
T 9/7/2021 0.6 Receive & review order scheduling preliminary hearing; Copy to Client 16e. Investigative and other work
8 a/8/2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16c. Legal research and brief writing
5 9/9/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.S.C. §2251, 2252, 16c. Legal research and brief writing
10 9/11/2021 1 Travel from Pgh to $8J (no return travel due to travel to IC) on CJA ) 16d. Travel time
11 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 .csv import file.

In your Excel file, click the File tab.

AutoSave (@ off) |E|:| '-f) - Copy of CIA-20 Service Time_Importxlsy - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

U Cut Calibri w11 A A === @ BwrapTent Text
b Copy ~
aste e || | T [
B I U~ > | A | EE=E=EE - « g e
- Format Painter o o === == EMerged Center $ % 9 |
Clipboard ! Fant R Alignment ] MNumber
F14 - I
A | B | c |
Date Hours Description Service Tyg
2 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
alafanna AT A d A rrmimm e m et i T AT A Aremie

From the navigation menu on the left, click Save As.

Good morning

~ New
A &
S
4
Blank workbook
Save As
Save as Adobe ‘ p Search

PDF

Print Recent Pinned Shared wi

Share D Mame
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On the Save As page, click the drop-down arrow and select CSV (Comma delimited) (*.csv).

'T 5 T: = FS = CJA > 6.6 > Job Aids > External Users > time import
| CJA-20_Service_Time_Import

Excel Warkbook (*.xlsx) >
Excel Workbook (*

Excel Macro-Enabled Workbook (*xlsm)

Excel Binary Workbook (".xlsb)

Excel 97-2003 Workbook ("xls)

CSV UTF-8 (Comma delimited) (*.csv)

XML Data (*xml)

Single File Web Page (*.rmht, “.mhtml}

Web Page (*htm, *.html}

Excel Template (*.xtx)

Excel Macro-Enabled Template (".xltm)

Excel §7-2003 Template (*xIt)
Text (Tab delimited) (*.tet)
Unicode Text (*.bt)

KML Spreadsheet 2003 (*.xml)
Ly PRI

CSV (Comma delimited) (*.csv)

prnj
Text (Macintosh) (*.txt)
Text (M5-DOS) i*.bet]

| [l.—:}Save

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.

# Quick access
15| Documents

l- Downloads

~
] Mame ’ Date modified Type

@ CJA-20 Service Time Import.csv Microsoft Excel C...

@ CJA-20 Service Time Import.xlsx
o AN minane = .

Microsoft Excel W..,

a|ge| o
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