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CJA eVoucher for Attorneys

Introduction

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

Upload supporting documents 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 Chrome 62, Edge 16, Firefox 57,
e Internet Explorer 10.1 with Compatibility Mode
e Internet Explorer 11, and Safari 10.1.

If you are using one of the compatible browsers and are still experiencing

trouble viewing the webpage - go to Tools -> Compatibility View Settings
-> Add This Website.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Accessing the CJA eVoucher Program

You may access the CJA eVoucher program several ways:

e Click on the link provided in the appointment email,

e Bookmark the web address and use your internet browser to access the system, or

e Click on the CJA eVoucher link in the Criminal Justice Act tab on the District
Court’s website.

You are required to change your password within 30 days of the first time you log on to eVoucher.
Passwords must:

Be at least eight characters in length.

Contain one lowercase character.

Contain one uppercase character.

Contain one special character.

Be alphanumeric.

Not be a password used in the past 365 days.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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You are required to change your password every 180 days.
You are allowed six unsuccessful login attempts before your account becomes locked.

If you forget your user name or password, click the Forgot your Login? hyperlink. Enter your user
name or email address and click Recover Logon. You will receive an email offering help. The link
provided in the password reset email is valid for 15 minutes and can only be accessed one time.

*You may have to refresh the login page (F5) in order for the new password to take.

Forgot your Login? Flease tell us your username and/or email address. We wil
zend you an email to reset your password.

An email with instructions on how to reset your password was sent to the email
address stored on our system.

IMPORTANT: The link provided in the password reset email is only valid for 15
minutes and can only be accessed one time.,

Username: || andor

Email:

Recover Logon

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Home Page

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

folderDescriptions | ______________________________

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

Appointments’ List This is a quick reference to all your appointments.

My Proposed Cases appear in this folder if an appointment has been proposed to you and you
Assignments have not accepted or rejected the appointment.

My Submitted This folder contains vouchers for yourself, or your service provider, that have
Documents been submitted to the court for payment. Documents submitted to the court

requesting expert services or interim payments also appear in this folder.
My Service Provider’'s This folder contains all the vouchers for your service providers.
Documents This includes:
e Vouchers in progress by the experts.
e Vouchers submitted to the attorney for approval and submission to the

court.
o Vouchers signed off by the attorney and submitted to the court for
payment.
Closed Documents This folder contains documents that have been paid or have been approved by

the court. Closed documents are only displayed for open cases. Closed
documents are displayed until they are archived and/or for 60-90 days after the
appointment is terminated. They are still accessible through the appointment

page.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Navigating in the CJA eVoucher Program

T

Home The eVoucher home page

Operations Allows you to search for specific appointments

Reports Selected reports you may run on your appointments

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

Another link to your profile
“Contact Us” email
Privacy Notice
e eVoucher help documentation for attorneys and experts
Logout Logs user off the eVoucher program

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Customizing the Home Page

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

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

Moving Folders

Place your mouse pointer on the top edge of the folder you wish to relocate.
A crosshair icon appears.

Click and drag the folder to the new location.

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

Resizing of Column

Along the folder headings (e.g., Case, Defendant, Type, etc.), move your cursor to the
line between the columns until a double arrow <= appears.

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

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

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Customizing the Home Page (continued)

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

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

E Click and drag the header to the Group by: header bar.

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

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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My Profile

In the My Profile section, the attorney may:

e Change password (Login Info section).

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

e Update Social Security number (SSN) or employee identification number (EIN), and any firm
affiliation (Billing Info section). Any changes to SSN after the first login must be made through
the court.

e Add atime period in which you will be out of the office (Holding Period section).
e Document any CLE attendance.

Click the My Profile link from either the Home page or the Help menu bar to open the My Profile page.

Home Operations Reports Links Help logout
= Help :’ My Profile Welcome Andrew Anders (Attorney)
Login Info Edit
- - UserMame Anders
Your Login information
Bar Number: Edit
{\ttorney II'!fG Your Name: Andrew Anders
Your personal info
Your Contact Info:
Phone: 210-833-5623
Fax:
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
Your Address:
110 Main Street
San Antonio, TX 78210
us
HTH Your default biling info is:
Billing Info 7 pur default biling & [Select]
List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX
78210 - US ' i
Phone: 210-833-5623
Fax:
Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored.
Education Please click VIEW to type your info.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Changing My Profile Username and Password

= Help = My Profile

Welcome Andrewr Anders (Attorney)

In the Login Info

_ i - Login Info
section, click Edit Your Login inforration
to change your
password.

To change your user
name, type the new

> Help > My Profile

UserMame Anders

Edit

Welcome Andrew Anders (Attorney)

user name and click
the change link. It will Login Info
ShOW “The Username Your Login information
has been changed.”

To reset your
password, click the

Username Anders

Password s=s=x

change

reset

exit the Login
Info section.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut

reset link.
Enter the neW = Help = My Profile
password and Login Info Username Anders change
reenter |t |n the Your Login information password ““°“| « Strength:Strong
Confirm field. Confim
. Reset
Click Reset to | el |
save.
> Help > My Profile Welcome Andrew Anders (Atfomey)
Click Close to Login Info Usemame Anders change
(L T Password = reset



Attorney Info

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

Make any
necessary
changes.

Click Save.

Attomey Info

Your persoral info

SSH Instructions:

If you are an appointed panel
attorney, youare required to enter
your Social Seaurity Nurrber in the SSM
field.

If youare an assodate only, donot
enter your Sodal Security Nurmber in
the 55N field.

Payee Certification:

This message informs you that the
Marme and TIM entered are collected
pursuant to IRS Guidelines that govern
whatinformation must be collected by
thejudiciary for payments mede to
non-erployees and other entities for
services provided and for purposes of
issuinga Form1099-MISC. You have
provided this informmetion under
penalties of perjury and certify thatz
1- The nurber entered as my SSMor
EIM is mmy correct @xpayer
identifiation number: and

2-Iama U.S. dtizen, 1U.5. resident
alien, or other U.S. person (a
partnership, corporation, company, or
assodation created or organized in the
U.S. or under the laws in the L. S.).

Note:

CJA eVoucher for Attorneys

* Required Fidds

Bar Nurrber

|

Tax Identification Nurrber: = (ifonPand) | || Foreign Vendor?
SSM:

Confirrre

First Marme = Middle  Last MName =

|Andrew || || Anders |

Main Ereil =

| dea dreil@support.a ot uscourts.gov |

2nd Ermil

| dea dreil@support.a ot uscourts.gov |

3rd Errail

[dea dmeil@support.a obx.uscourts. gov |

Phone = Cell Phone Fax

[210-833-5623 | | | |

Address 1= City =

[110 Main Street | [san Antonio |

Address 2 State = (US only) Zip* (US orly)

| [Teeas V| [78210
Address 3 Country =
| | [unrmeD sTATES v|

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

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

e If you are a foreign vendor, select that checkbox and enter in
appropriate information.

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

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Billing Info

Under the
Billing Info
section, click
Add if no billing
information is
available.

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

Note:
e You must have billing information entered before any payments can be made.

e The SSN/EIN is used when reporting income to the IRS.
e You may select the Copy Address from Profile check box if your billing address is the
same as vour Attornev Info address.

Make any
necessary
changes and
click Save.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut



If applicable,
add billing

information for

a firm or an
associate by
clicking the

corresponding

radio button.

Note:

Biling Info

List all available biling info records

Biling Info

List all available biling info records

Billing Type:
O sef- Employed
f.a Firm

£y .
\_J) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:

CJA eVoucher for Attorneys ‘ 11

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V|

Country:

| UNITED STATES

vi

Biling Type:
f_: Seff-Employed
f: Firm

P .
(@) Associate

Biling Code: |0101-000001

| |\.-'erify l

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

¢ Attorneys with preexisting agreements must enter the firm’s EIN and
name.
e Associates do not need to enter an SSN, but must enter the billing
code of the attorney to be paid.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Holding Period

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

E In the Holding Period section, click

B Click Add.

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

B Click Save.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut



CJA eVoucher for Attorneys | 13

Continuing Legal Education

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

B To add CLE information, click Add.

B Click the Credit drop-down arrow to select CLE categories.

B In the corresponding fields, enter the date, the number of hours, and a
description.

B Click Save.

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

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Continuing Legal Education (cont’d)

B Click Browse to upload and attach a PDF document.

» Click Save.

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

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Appointments’ List

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

Click the case
number hyperlink to
open the
Appointments
page.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut



CJA eVoucher for Attorneys | 16

View Representation

The View Representation information displays:
e Default excess fee limit

Presiding judge

Magistrate judge

Co-counsel

Previous counsel

In the Appointment section,
click View Representation.

Home Operations Reports Links Help logout

Representation Representation Info
1. CIELDISTTIV.CODE 2.FERS0N REFRESENTED [VOUCHEE NUMEER
101 [Jebediah Branzon
3. MAG DET/DEFNUMBER 4. DIST. DKT/DEF NUMBER S AFPEALS. DKT/DEF NUMEBER 6. OTHEE. DKT/DEF NUMEER
1:14-CR-08805-1-AA
7. IN CASEMATTER OF(Case Nams) 8 PAYMENT CATEGORY 9. TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
US4 v. Branson Felony (incloding pre-trial diversion ), 4 ) 1yefondant Criminal Case
jof alleged felony)
Representation Report 11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESIDING JUDGE MACGISTRATE JUDGE LESIGNEE
50 00000 Albert Albertzon
AppID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx. uscourts. gav

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

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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CJA-20 Voucher Process Overview

Attorney enters
time/expenses Court CJA Unit Court approves or

Court processes
voucher for

and submits audits voucher. rejects voucher.
payment.

voucher.

Creating the CJA-20 Voucher

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

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

From the Appointment section, click
Create from the CJA-20 Voucher

template.

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

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Creating the CJA-20 Voucher (cont’d)

Audit Assist

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

To check for warnings or errors in the document, click Audit Assist at any time.
To navigate, use the tab headings or progress bar.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Entering Services

Line-item time entries should be entered on the Services tab.
Both in-court and out-of-court time should be recorded on this screen.

Click the Services tab or Note:

click Next, located on the There is NOT AN AUTOSAVE

progress bar. function on this program. You must
click Save periodically to save your
work.

Enter the date of the
service. The default date is
always the current date. You

may type the date or click
the calendar icon to select
a date from the pop-up
calendar.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Services (cont’d)

Click the Service
Type drop-down
arrow and select

the service type.

Note:

You may add dates in any
order. You can sort in
chronological order at any time.

Enter hours of
service in
tenths of an
Enter a
description.

Click Add.

Note:
e You may add time in any order.
e Click an entry to edit.

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

Click the Date header. This sorts services according to date.

E Click Save.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut



CJA eVoucher for Attorneys | 21

Entering Expenses

E Click the Expenses tab or click Next.

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

expense.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Entering Expenses (cont’d)

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

B Enter a description in the Description field.

B Click Add.

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

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Entering Expenses (cont’d)

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.

Click the Date column header. This sorts expenses according to date.

Click Save.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Claim Status

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

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

Claim Status

I StrtDate  |6/1/2014 |+ 1 End Date 612/2014 | = | |
Payment Claims

) Final Payment

@) InterimPayment (payment #) =
) Supplerrental Payment

() Withholding Return Payment

** Reminder: Please select the appropriate daimstatus.

1. Have you previoudy applied to the court for compensation and/or reimbursement for this case? ®) Yes Mo
If Yes, were you paid? @ vYes (No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment O Yes (@ No
(compensation or anything of valse) from any other source in connection with this represent ation?
* Reguired Fields
[Crirst [ <Previous |[ Next> |[ lastw | [ save | | DeleteDraft_| [ Aud Assist_|

In the Payment Claims section, select the payment claims type.

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

e Interim Payment allows for payment throughout the appointment, but each
court’s practice may differ. If using this type of payment, indicate the number of
interim payments.

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

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

Answer all the questions regarding previous payments in this case.

Click Save.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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At any point while creating services or expense, click Audit Assist to view any errors or warnings
regarding your document.

If you try to submit with errors, you may receive the following pink error message:

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

Documents

Attorneys (as well as courts) may attach documents. Attach any documentation that supports the
voucher, i.e., 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.

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

Add a description of the attachment.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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E Click Upload.

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

B Click Save.

Signing and Submitting to Court

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

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

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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The Confirmation screen appears, which reflects all entries from the previous screens.

You may include any information to the court in the Public/Attorney Notes field.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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Signing and Submitting to Court (cont’d)
Verify the information is correct.

Scroll to the bottom of the screen.

Select the check box to swear and affirm to the accuracy of the voucher. The voucher will
automatically be time stamped.

B Click Submit to send to the court.

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

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

Signing and Submitting to Court (cont’d)

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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The active voucher is removed from the My Active Documents folder and now appears in the My
Submitted Documents section.

Notes:
e Ifavoucher is rejected by the court, it reappears in the My Active Documents section and is highlighted
in gold.

e An email message generated by the system is sent explaining the corrections that need to be made.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut



CJA eVoucher for Attorneys | 30

CJA-20 Quick Review Panel

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

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

e Expand the item by clicking the down
arrow (V) to reveal specifics.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut
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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:

Viewable reports appear on the left review panel.

e Each panel, depending upon which 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 Detalil
Budget Report and the Defendant Summary
Budget Report.

You can find other accessible reports on the menu bar.

Home Operations Reports Links Help logout

* Reports

Internal

Appointrnent Report

Attorney Time
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Defendant Detailed Budget Report

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

The report provides the information in two sections: attorney appointment and authorized expert service.
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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.
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Creating a CJA-21 Voucher

From the Appointment page, click
Create from the CJA-21 Voucher

The voucher opens the Basic Info page.

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

When submitting a CJA-21 Voucher, you will select Use Existing Authorization.

Use Existing Authorization
Select this option to display and select
from a list of approved authorizations
for this appointment.

[ Basic Info

Basic Info

1. CIR.DIST/DIV.CODE 2. PERSON REPRESENTED VOUCHER NUMBER
0101 [ebediah Branson
3. MAG. DKT/DEF.NUMBER 4. DIST. DKT/DEF.NUMBER £ APPEALS. DKT/DEF. NUMBER 6. OTHER. DKT/DEF.NUMBER
8 1:14-CR-08805-1-AA
7.IN CASENATIER OF(Case Name) 5. PAYMENT CATEGORY 3. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
0 el # [USA v. Branson Felony (including pre-trial diversion |Adult Defendant (Criminal Case
f alleged felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
e Summary: $0.00 v $10.300.00 Albert Albertson
Services DESIGNEE 2
Totals $0.00
Travel
Expanes Ve Amowo ||| Authorization Selection
Travel Misc 0,00 ||| You can dick the Use Existing Authorization button to select from a list of approved authorizations, or click the No Autherization Required button
Totals 40,00 | ||| if under the statutory limit.
Expenses No Authorization Required
EK)?E"SE Type A'";[;"'D‘S If your voucher compensation is under
= - the statutory limit and does not require
LonlNEancaiChanoes $0.00 prior authorization
Photocopies $0.00 .
Postage $0.00 m— -
Other Expenses $0.00 Use Existing Authorization
Tokals $0.00 Select this option to display and select

from a list of approved authorizations
for this appointment.

Tasks

Link To Appointment
Link To Representation
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Once you click Use Existing Authorization, an Associated Authorization list appears.

Select the authorization you wish to
use. It will turn beige when
selected. You cannot continue
until it is highlighted.

The service type automatically fills in
based on the authorization selected. If
no authorization is being used, click
the Service Type drop-down arrow
and select the service type.

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

From the Expert drop-down list,
select the expert. If the expert
you select is not authorized to
use eVoucher, the Voucher
Assignment buttons remain
locked, indicating the attorney
will be responsible for filling the
voucher claim part.

If the expert selected is
authorized to enter expenses on
their own voucher, the Voucher
Assignment buttons unlock,
indicating the expert can be
selected and can then fill in their
own services and expenses on
the voucher.

Note:

Please Select the Associated Authorization

ID Number: 186

Order Date: 03/03/2014
Authorized Amount: $100.00
Grand Total Amount: $100.00

Service Type: Interpreter/Translator
Estimated Amount: $5,000,000.00
Notes:

ID Number: 223

Order Date: 03/03/2014
Authorized Amount: $800.00
Grand Total Amount: $0.00

Service Type: Chemist/Toxicologist
Estimated Amount: $800.00
Notes:

New Voucher Information

Service Type Interpreter/Translator W=

Description

Voucher Assignment  ® Attorney O Expert
This indicates who will be responsible for filling the voucher daim part

Service Provider

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

Expert Campos, Charlene hg

Charlene Campos

Expert Info

Details

I Create Voucher I

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

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

E Click Create Voucher.

Notes:

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

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

e If the expert you selected is not authorized to use eVoucher, you must file the voucher
on behalf of the expert. The voucher appears in the My Active Documents section as
submitted to attorney. You will perform the second level of approval/submission by
clicking the voucher, navigating to the Confirmation page, and approving the voucher.
The voucher then moves to the My Submitted Documents section.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut

36



CJA eVoucher for Attorneys | 37
H 4
Creating a CJA-21 Voucher (cont’d)
If you wish to submit a person as an expert, follow steps 3 through 5 on page 34.
From the Expert drop-down list, Sel€| |please select the Associated Authorization
the empty Value In the VOUCher ID Number: 186 Service Type: Interpreter/Translator
Ass_ ignment group, the Attorney Order Date: 03/03/2014 Esimated Amouni: $5.000,000.00
radio button should be selected. Grand Total Amount: $100.00 :
ID Number: 223 ) ) ) )
- — . Order Date: 03/03/2014 ot oot st00.00 2t
Fill in all required information on Authorized Amount: $800.00 Nates:
. . Grand Total Amount: $0.00
the person you wish to submit for
approvaL New Voucher Information
Service Type Interpreter/ Translator W=
Click Create Voucher. Description
Voucher Assignment ® Attomney  Expert
Thiz indicates who will be responsible for filling the vowcher claim part
Service Provider
You can search one of the service providers already in the system
OR you can enker the reguired information for ancther provider
Last Name *
| | | | Il
Email =
| |
Fhone = Fax
| | [ ]
|Address 1= | |City * |
Address 2 State (U.5. Only=) Zip
| | | vl
Address 3 Country*
| | [UNITED STATES v]

Create Voucher

Note:

e The person you submitted goes through an approval process. Once that person is approved,

an email is sent to you.

e You can now select the person from the Expert drop-down list, and all their information will

automatically populate.

Creating a CJA-21 Voucher (cont’d)
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After Create Voucher has been selected, proceed with similar steps mentioned on the CJA-20 Voucher
adding services, expenses, claim status, and documents.

Note:

If you have submitted the voucher for the expert, you need to approve the voucher twice; once
while sending it for the expert, and a second time after it appears in the My Active Documents
section.

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

In the corresponding fields,
enter the date, hours, rate,
and description.

Click Add.

The item appears at the bottom of the
Services section.

Click Save.

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 item appears at the bottom of the
Expense Type section.

Click Save.

Note:
At any point, click Audit Assist and the system will search for any warnings or errors.
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Creating a CJA-21 Voucher (cont’d)

Click the Claim Status tab
or click Next.

Enter the start and end
dates, making sure to select
the earliest date of services
and expenses as the start
date.

B Select an option in the

Payment Claims section.

Click Save.

Note:

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

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

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

Click the Documents tab or
click Next.

Click Browse to select a
PDF file to attach.
B Click Upload.

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

B The document appears at the bottom of the Description section. Click Save.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut



CJA eVoucher for Attorneys | 40

Creating a CJA-21 Voucher (cont’d)

A confirmation page appears.

Verify all information
IS correct.

Select the affirmation
check box. This
automatically time
stamps the voucher.

Click Submit.

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

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

The case file appears in the My Active Documents section.

Click the
case
hyperlink to

select the file.

Navigate to the Confirmation tab.

Verify all information
is correct.

Certify the information
by selecting the

certification check

box. This

automatically time

stamps the voucher.
Step

Click Approve.
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Submitting an Authorization Request for Expert Services

Open the Appointment record.

Click Create next to AUTH.

Next, click Create New Authorization.

L | s e |

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 for.

Create New Authorization
Use this button to create a new
authorization.

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

The Basic Info screen will open.

Note:
There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save
your work.
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Submitting an Authorization Request for Expert Services (cont’d)

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

e Service Type drop-down list
e Request Provider drop-down list
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Click the Supporting Documents tab or click Next.

B Click Save.

CJA eVoucher for Attorneys - U.S.D.C. District of Connecticut



CJA eVoucher for Attorneys ‘ 44

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

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

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

In the Description field, add a description of the attachment.

Click Upload.

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

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

B Click Next.

The Confirmation screen will open.
Note:

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

B Click Submit to send to the court.

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

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

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

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

No Authorization Required
The Authorization opens to the Basic Info page. Select No If your voucher compensation is under
A thorization Re uired the statutory limit and does not require
u q ' prior authorization.
Note:

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

Click Save.

Enter the details for the transcript required on the Basic Info
screen.
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Creating an Authorization for AUTH-24 Transcripts (cont’d)

Click the Documents tab or
click Next.

Click Browse to select a
PDF file to attach.

Click Save.
Click Upload.

Note:

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

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

Click Save.

A confirmation page will appear.

Verify all information is

Select the affirmation check
box.

Click Submit.

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

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

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

After submission and approval of AUTH-24, the Audit Clerk will then create the CJA-24 voucher
voucher. The voucher then goes to the Court Reporter to complete their portion.

From the Appointment page, click Create next
to CJA-24.

The Basic Info page will open, showing approved authorizations.

Note:

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

|} Basic Info
Basic Info
1. CIR./DIST/DIV.CODE 1. PERSON REPRESENTED [VOUCHER NUMBER
0101 JTebediah Branson
3. MAG. DET/DEF NUMEBER 4. DIST. DET/DEF NUMEBER 5 APPEALS. DKT/DEF.NUMBER 6. OTHER. DKT/DEF NUMEBER
1:14-CR-08803-1-AA
7.IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYFE
USA v. Branson Felony (including pre-trial diversion {4 4 1 yefangant (Criminal Case
of alleged felony)
11. OFFENSE(S) CHARGED
15-1825.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
$10.300.00 |Albert Albertson
DESIGNEE 2

Authorization Selection

You can click the Use Existing Authorization in eVoucher button to select from a list of approved authorizations, or click the No Existing
Authorization in eVoucher button.

Use Existing Authorization in eVoucher
You may dick here to select from a list of approved
authorizations.

No Existing Authorization in eVoucher
If you do not have an existing authorization in
eVoucher, you may proceed by dicking here.

[ «First ][ <Previous | [ Next> |[ Last» | [ Delete Draft | [ Audit Assist

Creating a CJA-24 Voucher (cont’d)

Select Use Existing Authorization in eVoucher and
then click to select the applicable AUTH 24. This will
highlight it in yellow. You will not be able to move
forward until it is highlighted.

Click the Voucher Assignment radio button
indicating whether you or the transcriptionist
will be entering information.
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Note:
You must select whether you, the attorney, or the court reporter will be filling the voucher claim
portion.

B Click the Expert drop-down menu and select the transcriptionist.

e If entering a new transcriptionist into the system, select a blank drop-down and enter all
required information.

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

B Click Create Voucher.
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Creating a CJA-24 Voucher (cont’d)

Note:

If Expert has been selected under the Voucher Assignment, the expert will fill out the required
expense information and submit the form. The attorney will then approve it and submit to the court.
You may also use the Audit Assist at any time to verify warnings or errors.

Click the Services tab or
click Next.

Enter the Date, Service Type,
No. of Pages, Rate, and
Description.

Note:

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

Click Add.

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

Click Save.

Click the Expenses tab or
click Next.

Enter the Date, Expense
Type, and Description.

Click Add.

The item will appear below in the Expense

—

7%
D
o
o
>

Click Save.
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Creating a CJA-24 Voucher (cont’d)

Click the Documents tab or
click Next.

Click Browse to select a
PDF file to attach.

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

Click Upload.

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

Click Save.

A confirmation page will appear.

Verify all information
is correct.

Select the affirmation
check box. This will
automatically time stamp
the voucher.

Click Submit.

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

Click Home Page to return to the
home page. Click Appointment
Page if you wish to create an
additional document for this
appointment.
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Creating a Travel Voucher

From the Appointment page, click Create next
to TRAVEL.

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

save your work.

The Basic Info screen opens.

The Travel Agency to be Used: section automatically populates.

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

Fill out all required
fields marked with a
red asterisk.

Click Add.

The information will appear in the
bottom section.

E Click Save.
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Creating a Travel Voucher (cont’d)

Click the Documents tab
or click Next.

Click Browse to select a
PDF file to attach.

Note: You are required to upload a

motion to include the necessary items
listed on the Authorization Request tab.

E Click Upload.

The document appears at the bottom of the Description section.

D Click Save.

The Confirmation tab appears.

Verify all information
IS correct.

Select the affirmation
check box. This
automatically time

stamps the voucher.
Click Submit.

A confirmation screen appears, indicating the previous action was successful and the voucher has been
submitted.

Click Home Page to return to the
home page. Click Appointment
Page if you wish to create an

additional document for this
appointment.

The travel voucher now appears in the My Submitted Documents section.
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Creating a CJA-26 Voucher

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

From the Appointment page, click Create next
to CJA-26.

The voucher opens the Basic Info page.

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

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

E Click Save.
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Creating a CJA-26 Voucher (cont’d)

Click the Justification tab
or click Next.

Fill out the justification text
fields.

Click Save.
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Creating a CJA-26 Voucher (cont’d)

Click the Documents tab or
click Next.

Click Browse to select a
PDF file to attach.

Click Upload.

Note:

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

The document appears at the bottom of
the Supporting Documents section.

Click Save.

A confirmation page appears.

Verify all information is
correct.

Select the affirmation
check box.

Click Submit.

A confirmation screen appears indicating the previous action was successful and the authorization
request has been submitted.

Step Click Home Page to return to the

8 home page. Click Appointment Page
if you wish to create an additional
document for this appointment.

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