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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:

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Supporting document uploads to vouchers or authorization requests

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

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

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57
e Apple Macintosh: Safari 10.1

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

Court Appointments will appear in eVoucher after they are made and appear under My
Appointments on your homepage. If you do not see an appointment listed, STOP and email
evoucher@paed.uscourts.gov with a copy of the Appointment Order. Once the appointment is
added, you can create a CJA 20 voucher. Do not put services for a criminal case under the
wrong case number, such as a Magistrate or Grand Jury case. The voucher will be rejected.

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
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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.

BE An 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.

EE pn official website of the United States government.

CJA eVoucher - Texas Western District Court

SDSO Training - Release €.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 persens 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
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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.

= n official website of the United States government

| \w NITEL 5| CJAeVoucher - Texas Western District Court
SDSO Training - Release 6.8.0.0

[l{COURTS

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

Jr. %

David ‘ ‘D ‘ ‘Attomey ‘

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

L1

In what city or town was your first job?

Answer 1

Boston ‘

Question 2

“»

‘ What was your childhood nickname?

Answer 2

Davey ‘

Question 3

O

‘ What was your first car?

Answer 3
Saturnl 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 |
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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 n official website of the United Stades govemment

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

0 Check your email

An email has been sent to daviddattormney@gmail.com with a link to confirm your email address. Follow the link to
continue creating your single [ogin pmm'e.

IMPORTANT: The link provided in the email s only valid for 20 minutes and can only 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 oo x & 2
% Starred cja_atty@aotx.uscourts.gov 3:25PM (Ominutes ago) Yy 4
@ Snoozed Sime:e
=  Sent Dear David Attorney
B Drafts Thanks for setting up y T
Please click on the link t§ confirm your email address
v More l I
Meet This link 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 to login to eVoucher from now on.
B¢ Start a meeting

Regards,
E8 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.

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

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

”‘\\ D SIATLS CJA eVoucher - Texas Western District Court

[ICOURTS SDSO Training - Release 6.8.0.0

Enter password

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

Enter password

[ | /

Password Requirements

Step 8

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.

B 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 eVoucher 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 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
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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

ﬁ\ﬁ\"‘t- CJA eVoucher - Train District Court
I

COURTS 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



CJA eVoucher for Attorneys |10

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 N
tome -

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

Dear Joe Attorney,

On 11/4/2020 11:02:20 AM we received a request to reset your Online CJA 'password’
frog the Cia - district_trng site. In order to start the recovery process, please

cli @ d 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
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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.

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.

Password updated.
Your password was successfully updated.

Email Address

Notice: This is a restricted government system for official judiciary business enly. All activities on this system for any purpose, and all
access attempts, may be recorded and monitered 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
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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.

EE An 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.

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

EE An 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

Please enter your password to continue.

Password

Forgot your password?

Notice: This is a restricted government system for official judiciary business enly. 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
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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.

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 e¥oucher Administrator for assistance.

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

IForﬂot 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 signin /
Reset your password

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division
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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 ago) Yy 4
tome -

Dear David D Attorney,

On 10/20/2020 8:39:15 AM we received a request to reset your Online CJA password
frogg the - district_trng site. In order to start the recovery process, please

clic] @ d you will be taken to the proper page.

Regards,
US Courts

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division
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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.

o 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

| |
TR

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.

Password updated.
Your password was successfully updated.

Email Address

Next

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
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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 eV¥oucher 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
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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 a

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

i

CJA eVoucher - Train District Court d
SDSO Training - Release 6.4.0.0 Welcome, David Attorney ©
Single Login Profile

Court Profile

David D Attorney (Attorney)

Operations Reports Links Accounts Help Signout

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.

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

Reports  Links  Help

» ome

Signout

T group by 2 particular Heades, rap the colum to this aree.
Case Defendant

Search: Appatntments
Date Entered

Defendant

Type Status il cases have bean cumenty assigaes

o Wilkam Cark (=
Caimed Ameunt: 1,200.00

Paul Wilam Cark (< 1
Caimed Ameunt: 0.00

Paul il Ciark (=
Caimed Ameunt: 0.00

Voucher Entry s
Investigatar [ S

Ho date

AUTH2E Voucher Entry 01212016
L s

e i r———r. To group by 3 partcular Header dra the colume ta this ares. search: |
N Date Entered

1y/0972015

Case Defendant Type status

Poul Wikam 08k (= | reT)
=

‘Submitted to Court
Daid D Attorney 040,0000020

Page 1.0f 1 (3 ems)

Paul Wikam

Clnek (4 1 ozy11/2022
Claimed Amouat: 20,009.00

™ Submitted to Court
Paralegal Services 01.00000¢3

Pl Wilkam Cark (= 1| oaze
Clsired Ameurt: 8,800.00

Submated to Court 121072035
0101,8000083

/0272005

Pl Wilkam Ok (= | AT 2E
i

Submtted to Court
med Amount: 0.00 it

Page 10f 1 (4 fems)

o group by 3 partcular Heades, drag the columa to this area. Semrcn:
Case Defendant Type status

Vaucher £
N "

Date Entered

Page 1061 (2 nems)

2jezians

ol viiliam Gark [ A
Claimed Amount: 9.00 Teresa Tramscripts

Paol willam Ciark (2 o2
o

o1/2872018
jaimed Amount: 0.00 Teresa Transcripts A

Voucher Entry
Edit

i Page 10/ 1 (2 items)

To group by & partcular Heades, drag the column ta ths area.

Sewcn |

Case Defendant Trpe Status Date Entered

o rows have been secoided o0 e databsse

Mo data

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

My Submitted This s_ection contains vouchers for you—or y(?ur service providerfthat have been
Documents 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.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division
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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.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division
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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.

Step 1

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

E My Active Documents

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

Case Defendant = Type Status Date Entered

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

TUFW drag the column to this area.
C
Ca nt Type © Status

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

B My Active Documents

Group by: Case 1
Case Defendant Type T Status

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division
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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 9

Single Login Profile

Court Profile
Home Operations Reports Links Help Sign out m

= Help > 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  Signout Q

> Help > Single Loain Profile

Single Login Profile

Account Information =

First name Middle name Last name Suffix

David B Aftorney - Edit
Email address

attorneyl210@gmail.com Edit
Password Edit

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

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-  *

Covecore |

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 (

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division |
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Updating Your Password

Click the Edit link to the right of your password.

Password

FAREEREE

Make any necessary changes, and then click Save changes.

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.

Password

Confirm password

Cancel

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



CJA eVoucher for Attorneys (24

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 +
Security Questions
Linked eVoucher Accounts +
Link your eVoucher Accounts to your Single Login Profile +

Make any necessary changes, and then click Save changes.

Security Questions
Select three security questions and enter your answers.

sl Show my Answers
Question 1

In what dity or town was your first job?

Ll

Answer 1

Question 2

“»

‘ What street did you live on in third grade?

Answer 2

Question 3

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

4

Answer 3

sesane ‘

Cancel Save changes

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 -+
Linked eVoucher Accounts
Link your eVoucher Accounts to your Single Login Profile +

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 +
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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

L1

‘ Train Circuit Court

Court login username

dattorney ‘

Court login password

l..l..l'.ll \
m Link Account

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

> Help > Single Login Profile

o 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

= 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: 553-355-5555

Fax:
deadmail@zo.uscourts.gov

Your Address:

123 San Antonic 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.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division
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Attorney Info

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

Bar Number:
Your Name: Andrew Anders

Attorney Info

Your personal info

Your Contact Info:

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

lisa_ornelas@aotw.uscourts.gov

deadmail @support. aobe. uscourts. gov
deadmail@support.aote. 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

* Required Fields
Bar Number

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

[5SN Instructions:
[If you are an appointed panel Tax Identification Number: * (If on Panl) || Foreign Vendor?
attorney, you are reguired to enter SN
our Social Security Number in the '
SSN field. Confirm: m
[If vou are an associate only, do not First Name * Middle Last Name =
enter your Social Security Number in ‘Andrew H ||Anders |
the SSN field.
Main Email *
Payee Certification: lica_ornelas@aotbx.uscourts.gov ‘
[This message informs you that the 2nd Email
Mame and TIN entered are collected _— - ‘
pursuant to IRS Guidelines that govern| aobx.uscourts.gov
hat infarmation must be collected by | | 3rd Email
the judiciary for payments made to deadmail pport.actc.uscourts.gov ‘
non-emp\nyezs :nd :l?er entities Fnrf Phone = cell Phone Fax
ervices provided and for purposes of
issuing apanrl 1099—MISC‘? Ygu have 210-835-5623 ‘ 210-555-1234 ‘ |
provided this information under
penalties of perjury and certify that: Address 1 * City =
1 - The number entered as my 55N or | | | 110 Main Street ‘ |53" Antonio ‘
EIN is my correct taxpayer Address 2 State * (US only) Zip * (US only)
dentification number:and ‘ |TE)U\S v‘ |7821[]
|2 - I am a U.5. citizen, .5, resident
alien, or other U.S. person (a Address 3 Country =
partnership, corporation, company, or WFED STATES v
association created or organized in the
U.S. or under the laws in the U. 5.).
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Notes:

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

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

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

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

Billing Info

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

Billing Info Your default billing info is:

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

78210 - US

Phone: 210-833-5623
Fax:

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

Court Profile

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

an associate by clicking the corresponding radio button.

Biling Info

List all available biling info records

Billing Type:
O sef-Employed
@ Firm

O Associate

Tax Identfication Number:
EIN/TIN:
Confirm:

Copy Address from Profile

MName:

Phone: Fax:
\ I |

Address 1:

Address 2:

Address 3:

City: State: Zip Code:

Save

cancel

| | V|

Country:
[ UNTTED STATES v]

Billing Info

List all available billing info records

* Required Fields
Billing Type:

() self-Em ployed
) Firm

|/i\| 5
2! Associate

Billing Code:

|| verify |
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Notes:

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

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

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

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

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

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

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



CJA eVoucher for Attorneys |33

Appointments’ List

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

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

Search: |
Appointments Defendant
I Caze: 1:14-CR-08805-AA I Defendant: Jebediah Branson
ET o Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Reprasentation ID: 2 Pres. Judge: Albert Albertson
Appointment ID: 4 Adm./Mag Judge:
f‘PP"'_“t'"e"t Appointment Info
R ! L T CIK DIET DIV CODE VOUCHER NUALBER
M abediah
TOET SETETST TP 5 TOTRE DTOErS
1:14.CR-0805-1- 44
TINCASEAT }I_J::aumlulwul\rhdh B i La TVFL
B (e e-t versian
5SA v Bransen Jomy (mchuding pr |Adult Defensdan ICrizuinal Case
T OFFENSE(S) CHARGED
o [15:1825 F INSPECTION VIOLATION PENALTIES
(T3 ATTORNEY S NE STACILNG ADDRESE T COTET GRBE
|Andrew Anders O DFedensl O F Suba for Fedenal
Create New Voucher [130 Main Street o A Auedate o Ceocam L]
fSan Antonio TX 78210 5 LLunedComsl O Appuaing I PSabsferPiSM O RSUb e Reined
[AUTH Create [Phone: 210-833-5623 (Capital Oulr) Commnd Aterner Amerney
| Autharization for Expert and af fCel phone: 210-555-1234 X O TResined 0 USsbsboePre .
Services [Ema: o Er Atorney se s
PR T—
AUTH-24 Creal
| husthorization for payment of [Prisc Antorsey's Nume
transcnpt epomtment Dates
fcigaature of Presiting Fadge or By Order of the Cowrt
BUDGETAUTH Create - Tate of Ordes Sunc Pro Tunc Bate
o P 14 LAW FTRM NAME AND MAILING ADDRESS Friy
Fees andjor Expert and other Services [
on Budgeted Case b L
CIA-20 Create Vouchers on File
| Appointment of and Authortty te Pay
Court-Appointed Counsel Ta group by a particular Header, drag the column to this area. Search: |
CIA-21 Create case Defendant Type Status Date Entered
| Austherization and voucher for Expert BTreY 2 Jebedih Branson (= 1 ATH ‘Voucher 08j012022
13-CR-08005 = 1) : nry
and ather Services Sare Caimed Amaunt: 1,000.00 Andrew Anders N ot
C1A-24 Create o Chemist/Texicalogist )
| ruthorization and voucher for L14-CRO8305-4%  Jebediah Branson (= 1) 72812022
Payment of Transcript sar Claimed Amaunt: 500.00 Badrew Anders [ e Eairy
= Chemist Taxicolagist =
CIA-26 Create (2
Statement for a Compensation Claim < Jebodion Bramson (2 1) QA2 Submitted tu Court onNR
n Excess of the Statutary Case Claimed Ameunt: 9.00 Rick Astiey & D10L000055]
Compensation Maximum: District Chemist/ Toxicologist FINAL PAYMENT
Court Jebediah Bransan (= 1) auTH on2si2022
Caimed Amaunt: 400.00 ‘Andrew Anders. g jlos e Chmed
TRAVEL Create Approved Amount: 400.00  Chemist/Tesicologist S
uthorization for payment of Travel
c  Jebedish Branson (= 1) AUTH Voucher Clased oy2si2022
Claimed Amaunt: 900.00 Andrewe Anders s ¥
Reports Approved Ameunt: $00.00 Chemist Taxicologist T
Appointment Regery Jebediah Branson (= 1) aumH Voucher Closed osi20n2
Defendant Detail Budast Report Claimied Ameunt: 750.00 Ardrew Anders W, 110000881
Detail budget info for defendant | Aoprwved Amoust: 750.00 Chemist/Tesicologist -
e Jebedish Branson (= 1) s Voucher Entry 12142021
ot Surm et R Caimed Amsunt: 0.00 sy Hall E N
Totals orly of budact info for Ubgation Support Senices
defendant A Jebedish Branson (< 1) Voucher Closed 12/14/200
Claimed Amount: 10,500.00  Andrew Anders. " 0101.0000920
Approved Amount: 10,000.00 Psyehalogist T
i Jebedish Branson (= 1) AUTH Voucher Closed 12/14/2021
Claimed Amount: 1,260.00 Andrew Anders. Y, Lo
Approved Ameunt: 1,200.00 ‘Chemisty Toxicologist
- Al Jebedish Branson (= 1) a2 121472021
Sars 137420 Claimed Amaunt: 1,050.00 Rick Astiey sw"ﬁ“‘ s
S Chemist/Tedcalogist FINAL PAYMENT
123352 - Lasts Page 1 of 18 (176 rems)

Section Name Contents

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.

Appointment

Representation Representation Info
In this p ¥ T CIRUDIST/DIV.CODE 7 PERSON REFRESENTED [FOUCHER NUMBER
101 Jebediah Branson
|7 MAG DETDEFNUMEER |4 DISI. DRIDEENUMBER |5 APPEALS DRIDEF NUMEER | 0.OTHER DKI/DEF.NUMBER
1:14-CR-08803-1-AA
7.IN CASE'MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE

) [Felony (including pre-trial diversion
Representation Report [USA v Bransou Jof alleged felony)
11 OFFENSE(S) CHARGED
15:1823.F INSPECTION VIOLATION PENALTIES

| Adult Defendant |Criminal Case

EXCESS FEE LIMIT PRESIDING JUDGE IACISTRATE JUDGE DESIGNEE 1
511,500.00 ATbert Albertson
DESIGNEE 2
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornelas@aote. uscourts.gov
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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 Authority to Fay
Court-Appointed Counszel

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

CJA-20 p Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters — —
Basic Info PP
e —— 1. CIE DISTDIV.CODE T FERSON REPRESENTED [VOUCHER NUMBER
Sl 101 [ip Longoria at the top of
3.MAG. DETDEFNUMBER T DIST. DKT/DEF NUMBER T APPEALS. DKTDEFNUMBER 5. OTHER DET/DEFNUMBER
Link to CM/ECF 1:71-CR-01959-616-AA
TN CASEAATTER OF (Case Name) 5. PAYAENT CATEGORY 3. TYPE PERSON REPRESENTED 10 REPRESENTATION TYPE t h e screen.
: - . [Felony (including pre-trial diversion .
\fouchet #: [Longoria vs USA f tcead Bromny 4 dutt Defendant Criminal Case
St 2 11 OFFENSE(S) CHARGED
En 13:1644.F CREDIT CARD FEAUD
T2 ATTORNEY § NAME AND MAILING ADDRESS 13 COURT ORDER
@ Services: $0.00 . forales Attorney - Bar Number: 2222222 O pFedern [ FSubs for Federal
1234 Main Street s asociste Uceocomsa 5 20 Defender
San Antomo TX 78221 [0 L Learned Counsel O Appointing [ P subs for Panel (J R Subs for Retained
€ Expenses: 50.00 - [Phone: 2105351234 - Fax: 2105354321 (Capital Omlv) ‘onmzel Attorney Aftorney
[Email: MoralesAttorney210@ email com O sprose 9 ) TReained SL:l USubs forBro () 4 aministrarive

Representation Fee Limit: (m]
¥ Standby Counsel
$11,500.00

[Prior Attorney’s Name
Appointment Dates
Signature of Presiding Judge or By Order of the Court

Fee Amount Remaining After Approved

and Pending: ibert Albertson
$11,500.00 14. LAW FIRM NAME AND MATLING ADDRESS 11’5'“1“:3:“;' Nunc Pro Tunc Date
| 11/202
Tasks Repayment (] yes B vo

Link To Appointment
Payment Info

Link To Representation
eeessess—— | Prefered Payes A progress bar
Actions Morales Attorney
Import Service Entries (.csv) lliglawrj'ghéuigtgttlr]égtl-OOUIOS a p pea rS at th e
| San Antonio, TX
Reports 78200 - US bottom of the
Phone: 2105551234
Eorm C1420 Ere
Defendant Detail Budget Report screen.
Detzil budget info for defendant
« First | | < Previous || Next > ‘ ‘ Last » Save

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

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

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

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

» 19 20 21 22 23 24 25

» 2 27 2B 289 30 1 2
Service Type »

To group by a3 parf

[3%)
-

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

Services

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

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

b. Bail and Detention Hearings

* Reguined Fiekds . Motion Hearings

To group by a pa d. Trial

Sarvice Type e. Sentencing Hearings

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

Enter your hours of service in tenths of an hour, enter a description, and then click Add.

Date 04/17/2020 | * ﬁ Description First appearance an arraignment of defendant. -

Service Type ‘a. Arraignment and/or Plea w ¥

Doc.# (ECF) Pages e -

Hours 5.0/ at $148.00 per hour. -
* Required Fields *i%
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The entry is added to the voucher and appears at the bottom of the Service Type column. The
default sort for services is chronological by date, oldest to newest. Be sure to click Save. Click an
entry to edit.

Basic Info |» Services Expenses Claim Status Documents Confirmation
Services

Date 04/17/2020 | = :ﬁ Description First zppearance an arraignment of defendant. -
Service Type |a. Arraignment and/or Plea - *

Hours *  at $148.00 per hour.

* Reguined Fekds

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

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

« 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.

A CIA-20 I Basic Info Services E)lpenses Claim Status Documents Confirmation
Attorney Enters
Basic Info
T CTUDIST DIV.CODE T PERSON REPRESENIID TOTCHER NUMBER.
D _ o101 Febediah Branzon
Def.: Jebediah Branson 3 XIAG. DT DEFNUMBER 7 DIST. DET DEFNUAEER S APPEALS. DRT DEFNUMEER € OTHER DRI DEFNUMEEE,
1:14.CR-08803.1.A4
71N CASE AATTER OF(Cave Name) ¥ PAVALLNT CATEGORY . TVPE PERSON REPRESENIED T3 REPRESENTATION TVEE
L. |Felony (mcluding pre-trial diversion ) i
USA v. Branson £ alleged folowy] Adult Defendant {Crmmal Case
11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
TT ATTORREY S NAME AND MAILING ADDRESS T3 COURT GRDER.
|[indrew Anders 0 0 [ D Federst [P Subs for Pederal
110 Main Sreet Adsocine Ceatouid popn B
& Services: $0.00 - 5‘“"‘"‘:’“? 10 O s Lesrned Counet & 0 Appointine ) P Subs for Panet () R Subs for Retsined
: 210- 3 (Capiesl Ouly) Conzs Arsorne Astoraer
-1234

Zlo-sssia u OrReiss Clusubssorsrs .
© Expenses: $0.00 - || [Email: lisa omslas@acocucourts gov (Jsprose Pk 2 UEROE CIy Admicisiratne

¥ Scxndby Conmsel

Representation Fee Limit: [Prier Amereey's Name
$11,500.00 |Appistmest Dates

Sigmaracre of Presiding Judge or By Order of the Court

- Albert Albertson 5
:":D"' nd"’"ir;:t""“'"""?m" \oproved 12 LAW FIRM NAME AND MAILING ADDRESS ‘i";:'s?;“" Fowur Pre Tonc Dusn
$11,500.00 Repaymens [ yzs B o
Tasks
e . Payment Info
ink To Appointmen
. Preferr |Andrew Anders - Andrews Anders v |
Link To Representation ot e
Andrew Anders - rew ers
Actions Billing Code:0101-00002
Import Service Entries (.esv) ;U :13;: Stfi‘:;
n Antonio,
Reports 78210 - US
Form CIA20 FPhune: 210-833-5623
ax:

Defendant Detail Budget Report
Narail hiidnar infa far Aafandant
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The Services page appears. To download and view a sample .csv file, click the sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click the Additional Information link to view instructions for importing time from a .csv file.

Basic Info [ Services Expenses Claim Status Documents Confirmation

Services

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

and service type values.

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

contents of the imgorled sV file.

- Additional Information

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

Date

Hours

Description

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

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

n DocE
= Pages

For additional information refer to the eVoucher Online Help.

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

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

Import Service Entries (.csv) |

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

Service Type bl

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

Basic Info ) Services Expenses Claim Status Documents Confirmation

Services

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

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

+ Additional Information

I Import Service Entries (.csv) l

Date /62001 | = 2 Description

Service Type .-
Doc® (ECF) | | Pages [ | [
Hours |=  at $155.00 per hour | Add || Remove |

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

No data to paginate Go to page: J 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[] « ExtemalUsers » timeimport v o O Search time import DENIELOGOUT [ Stock Photos, Stock 6Sinternal @Y 65ext
Confirmation
Organize = New folder =~ @ @

[ Desktop A Name Date modified Type

Documents 39 CIA-20 Service Time Import.csv 8/9/2021 10:01 AM Microsoft Excel

& Downlozds lsystem and saved in Comma Separated Values (C5¥) format. The CSV file must ¢
e type values.

D Music
ntries on the voucher will be overwritten with the contents of the imported Cv fil

[ Pictures

& Videos

25 Locel Disk (C) Import Senvice Entries eor |

= TempShare (Vac

= common (\lynx =

= work (\jungle\a

= software (\\jung “
= v Cngl | .
File name: (| WMicrosoft Excel Comma Separa v
Open || Cancel
. ‘ 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 C74-20 Service Time Import_correct.csv and saved to the services table below. Click here to view a report for the entries imported.

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

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

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

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

07/01/2021 Test

01 $155.00 $15.50

a. Arraignment and/or Plea 02 515500 £31.00

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

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

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

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

ndrew Anders (Attorney)

Home Operations Reports Links Help Signout

> Home
g
To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status Date Entered
2:18-MJ-07088-- Person201853 (# 1) CIA-20 Vou ntry 09/02/2021
Start Claimed Amount: 852.50 Andrew Anders s Edi
End: ; m
2:18-MJ-07088-- Person201853 (# 1) CIA-20 09/02/2021
Sare Claimed Amount: 1,441.50 Andrew Anders - VO_UCI'IEI' Entry
End: bl Edit
2:18-M1-07088-- Person201853 (# 1) BUDGETAUTH Voucher Entry 09/03/2021
Start Claimed Amount: 0.00 PR

When the document opens, in the Actions menu on the left side of the page, click the Import
Service Entries (.csv) link.

p CJIA-20 b Basic Info Services Exlp!nses Claim Status Documents Confirmation
- Attorney Enters

Basic Info

T CTR D15 DIV COTE TTERION REPRESENTED TOTCHER NUEER
S 0101 ebediah Branson
ediah Bronzon T MIAG. DRT DEFNUABER 7 DIST. DET DEFNUAEER. T APPEALS. DET DEFNUABER € OTHER. DRT DEFNUMEEE
:14-CR-08803.1-AA

= IN CASE SIATTER OF(Cve Name) %, PAYALENT CATEGORY T TYFL FIRLON REFRESENTED T9 REFRESENTATION TVPE

B [Felony (imcluding pre-trial diversion . i

[USA v Branson o allezed felony) Adult Defendant JCrmumal Case

1L NSE(S) ]

15:1825.F INSPECTION VIOLATION PENALTIES

TZ ATTORNEY & NADME AND MAILING ADDRESS T3 COURT ORDER.

Andrew Anders — — 0

110 Main Street Adsiocinre B i CJ s e esers

& services: $0.00 -

L Learued Connsel B0 Appointing | P Subs for Pasel ) R Sube for Recrined
(Capital Only) Couzs Antorney Attorzey

[ Reesined l; U Subs for

Avorae Fre Clx Adussizracive

Oserse

@ Expenses: $0.00 -

Pw-\mv;‘- o
atDaces
511,500.00 e of rasing Jadg or By Order of the Court

[P —

- Albert Albertson .
:'._;mr;:“'"“"“qm"w 14, LAY FIRM NAME AND MAILING ADDRESS ‘:‘;“:‘o‘i‘:‘” *auz Pra Tazc Dute
$11,500.00 Beprrmens [ vrs @ xo
Tasks
e ym——— Payment Info
nk To Appointmen
. Prefern | Andrew Anders - Andrew Anders v |
Link To Representation s
Andrew Anders - Andrew ers
Action Billing Code:0101-00002
ot cenvce Entes o) 110 ain Swreet
n Antonio,
e 78210 - US
Form C1A20 :hnne: 210-833-5623
Defendant Detail Budget Report =E
Fatail hidnat infa far 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

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

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

contents of the imgorled CSV file.

- Additienal Information

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

n Date

= Hours

n  Descripticn

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

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

n Docx
= Pages

For additional information refer to the eVoucher Online Help.

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

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

Import Service Entries (.csv) |

Date 9/3/2021 |« =5 Description "

=

Service Type | e

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

* Reuined Fickds

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

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

| Basic Info ) Services | Expenses | Claim Status | Documents |+ Confirmation

Services

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

IMPORTANT: 1t 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 C35V file.
| Import Service Entries (.csv) |

Date 9/3/2021 | =2 Description ‘ -

+ Additional Information

Service Type | = | *
Doc.# (ECF) Pages il
bows [ " atsiss0n perbour

* Reguined Facks
To group by a particular Header, drag the column to this arsa.
Service Type |Dahe |Dﬁm|rhon |I|rs‘Ra‘le |.lmt
. Arraignment and/or Plea 09/03/2021 | Plea in court 0.5 515500 £77.50
. Motion 09/03/2021 | in court 1.0 515500 515500
a. Interviews and Confersnces 09/03/2021 | interview with cliant 4.0 515500 $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?
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Entering Expenses

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

Basic Info Services 1 Claim Status Documents

Confirmation

Expenses

Date 417/2020 | =24 Description -

Expense Type ‘ =

Miles at $0.575 per mile. -

ot ]
* Required Fields

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

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

(Empty)

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

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

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

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

If Travel Miles is selected, in the Miles field, enter the round-trip mileage, and then click in the

Description field to enter a description. Click Add.
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Expenses
Date 4/17/2020 |= E Travel to and from court.

Expense Type  Travel Miles

Miles * at $0.575 per mile.

T hce | remove |

* Required Fields

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

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

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

Miles * at $0.575 per mile. -
s

* Required Fields

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

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

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

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

st [< previows ] [ ext> ] [ st Sove
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Expenses
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Description

e [ |28

Expense Type v |

at $0.575 per mile.

LI

Miles
Amount

* Reguired Fields

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

Expense Type | Date =« |Dﬁcriptjon | Mil(—4 Rate | Amt
Travel Miles 04/17/2020) Travel to and from court. 20 | $0.575  S11.50
Photocopies 04/18/2020 Copies - 100 pages @ .10 per page. 0 £0.000 S10.00

Page 1 of 1 (2 items) [1]1 E View items per page: 10 25 50 100
| « First | | < Previous || Next > | | Last » | Save |
Notes:

e |f 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.

Expenses | [ Claim Status Documents

Basic Info Services Confirmation

Claim Status
. |-@

Start Date End Date

(I = -

Payment Claims =

O

) Final Payment
) Interim Payment (payment #)
) Supplemental Payment

) Withholding Return Payment

) O O

C

== Reminder: Please select the appropriate daim status.

~
1. Have you previously applied to the court for compensation and/or reimbursement for this case? * OYes Ono
If Yes, were you paid? Yes No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment . COves CUno
(compensation or anything of value) from any other source in connection with this representation?
* Required Fiekls
[t ] (< revious || o> o= ] o]
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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 [ Claim Status Documents Confirmation

Claim Status

statbate | [«7{ EndDate | =7

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 No
If Yes, were you paid? Yes No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment _ Jves Ono
(compensation or anything of value) from any other source in connection with this representation?
* Required Fields
([CecFirst | [ Previous | [ Wext> | [TLsst> | Save

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

¢ 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 and/or 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\JaimeLongoriall Browse...
Description | Document |
Description Delate View
Document Dalete View
[« Fist ][ < previous [ Next> [[ Last»

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

Supporting Documents

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

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

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
T CIR DIST BV CODE ; GUCHER NUMBER
o101 Pebediah Branson
T MAG. DKTDEF NUMBER T DIST. DET/DEF NUMBER T APFEALS. DRTDEF NUMBER & OTHER DKT DEF NUMBER.
1:14-CR-08305-1-A4
[T TN CASEMIATIER OF (Caot Name] |3 FAVAENT O (7 TVPE FERGON RETRESENTED |10 REFRESINIATION TOPE |
—_— [Felony (mcludmg pre-trial diversion .
[USA v. Branson lof alleged felony) Adult Defendant [Criminal Case
11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
T L Ex: : T3 COURT ORDER
Andrew Anders . " 5 0 D Federal 1 F Subs for Federal
110 Main Street o A duaciue 7 CerComel g Defeader
San Antonio TX 78210 O LLearned Coumsel @ O Appointisg 0 P Subs for Panel 0 R Sabs for Retsined
[Phone: 210-833-5623 (Capital Oaly) Conzal Atoraey Attarsey
JCell phone: 210-555-1234 O SPrase O T Retained O USsbsRrPro oy oanie
[Email- i sifiaoty nscoarts gov : Atoraey Se *

T4 LAY FIRM NAME AND MAILING ADDRESS
Andrew Anders TIN: JO0-30000000
110 Main Street

an Antonio TX 78210 US

[Phone: 210-833-5623

O ¥ Standby Counsel

{Fries Avioraey's Name

[Appointment Dates

[Signature of Presiding Judge or By Order of the Court
Albert Albertson
[Duie of Order

332004

Repayment 0 VES @0 KO

Nuse Pro Tusc Dute

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY H
TOTAL N -
cateconies S0 | mers | e | g review
15. | 2. Arraig, and/or Plea 1.0 $158.00
b. Bail and Detention Hearings 20 $316.00
c. Motion Hearmgs 30 $474.00
d. Trial 40 $632.00
. Sentencing Hearings 3.0 $474.00
£ Revocation Hearings 0.0 $0.00
¢ Appeals Court 0.0 $0.00
h. Other 70 $1,106.00
Totals 20.0 $3,160.00
16. | a. Interviews and Conferences 8.0 $1,264.00
. Obiaining and Reviewing Records 7.0|  $1.106.00
c. Legal Research and Brief Writing 80 $1,264.00
d. Travel Time 6.0 $948.00
e. Investigative and Other Work 13 $205.40
Totals 303 $4.787.40
1 [Travel Expenses (lodging, parking. meals 253
nileage, etc.)
15 [Other Expenses.{a!hzr than expert, $4.40
|" franseripts, eic)
GRAND TOTALS
(CLAIMED AND ADJUSTED) $7.976.33
[5- CERTIFICATION OF ATTORNEY FOR THE PERIOD OF SERVICE F‘ APPOINTMENT TERMINATION DATE IF OTHER W
[CASE COMPLETION
FROM: 11/01/2022  TO: 11/30:2022

22, CLADM STATUS Final Payment [ pe——

Ifyes, were youpaid? [ VES [ No

any other source in connection with this representation? O vEs

I Swear or affirm the truth or correctnes: of the above statements.

Signature of Attorney:

D Supplemental Payment
Have you previously applied to the court for compensation and/or reimbursement for this case?

Other than from the Coutt, have you. or to vour knowledge has anyone else, received payment (compensation or anything of value) from

@ xo

[ Witkholding Pasment () (Tetal —)

O ves NO

If yes, please attach supporting documentation

Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY

[24.OUT OF COURT COME.

r TRAVEL EXPENSE!

26, OTHER EXPENSES

25, SIGNATURE OF THE PRESIDING JUDGE

5. 1N COURT COMP. [30. OUT OF COURT COME.

BT TRAVEL EXPENSES 32 OTHER EXPENSE!

DATE

33 TOTAL AMT. APPR./CERT,

34 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR
IDELEGATE) Payment approved in excess of the statutory threshold
lamount

[DATE

42. JUDGE CODE [TOTAL ANT. CERIIFIED FOR

[PAVAIENT

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:

« First < Previous Next > | Last »

Save

0 Submit

Delete Draf

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

51



CJA eVoucher for Attorneys ,52

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 wil be avaiable to the next approval level.

Public/Attomey
Notes Motes

[v] I swear and affirm the truth or correctness of the above statements
© Submit
[ «Frst ][ <Previous ][ mext> |[ Lasts | | save | [ Deleteraft |

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 for payment. detals.
Piease keep the folowing voucher number for your own recordss

0101.0000150

Back to:
Home Page
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 partiadar Header, drag the column to this area. Search:
Case Defendant Type Status
1;14-CR-08805-AA- Jebediah Eranson (# 1 CIA-20 Submitted to Court
Seart: 061272004 Claimed Amount: 89.20 Andrew Anders / 01010000150
End: 06/12/2014
BEEe S-AA- Jebediah Eranson (= 1)
St 03032014 Claimed Amount: 778.40
End: 06/05/2004
1:14-CR 03305-A4- Jebedish Branson (= 1)
Seart: Q40212004 Clamed Amount: 1,000.00

End: 01/04/1900

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.

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

Case

1:14-CR-08302-AA-
Start: D6/19/2014
End: DE/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.

CJA-20
Attorney Enters
.4 Elizabeth Waverly
Link to CM{ECF

Start Date:
End Date:

& Sservices: $9,400.00

€) Expenses: $215.42

Representation Fee Linnit:
£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.

€) Expenses: $215.42

@ Sservices: 59.400.00 -
In Court Services
Service Hours Amt.
Arraignment andor Plea 5.0/ $1,200.00
Bail E_md Dietenticn 0 =0.00
Hearing
Motion Haarings 2.0 =400.00
Trial ] 50.00
Sentencing Hearing a S0.00
Revoration Hearings a S0.00
Appeals Court ] S0.,00
Cther ] 50.00
Totals 8.0| £1,600.00
Out of Court Services
Service Hours Amt.
Intarviewws and -
Canfarences 13.0) £2,600.00
Obtaining and Reviewing
Records 8.0 £1,600.00
Lagz_:l Fessarch and Brief 20 £1.300.00
Wiritimg
Trawel Time 4.0 £B00.00
Investigative and Other 5.0 £1.£00.00
Work
Totals 33.0| 57,800.00

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

Amound
£50.42
=000
£50.42

Amount
=000
s0.00

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

CIA-20 A CIA-20
Attormey Enters L Attormey Enters

Def.: Elizabeth wWaverly

Link to CM/ECE

Voucher #:
Start Date: Start Date:
End Date: End Date:

& Sservices: $9,400.00 @ services: $12,600.00

@ Expenses: $215.42 € Expenses: $215.42

Representation Fee Limit: Representation Fee Limit:

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

§2,100.00 (§1,100.00)
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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 Represantation: criminal Cass
Budget Amount Requested: $0.00
Budget Amount Approved: $5,500,00

pending DU Mpowd 0 amount Remaining
P::m :Dm Fasg Expeness Tiotal Fess Expenzes Total After Approved | After Approved
Traval Othar Travel Othier And Panding
Attorney: Andrew Andsrs  (Appolnting Counssl) Active
02372015 to 09232015 | 0101.0000001 F0.00 30.00 =0.00 000  §56.350.00 .00 0.00 ¥6.350.00 33.550.00 33.550.00
010171801 to 01D1A9M $0.00 $0.00 50.00 £0.00 50.00 .00 £0.00 £0.00 §3,550.00 $3,550.00
010171801 to 01D1As0 F0.00 30.00 0.00 000 0.00 .00 0.00 s0.00 33,550.00 33,550.00
Total Panding: 0000 Total Approved: $E6.350.00 $3.550.00 $3.550.00
Pending Amount Remalning
Time Period Wouchsr
For Vouct Humbsr 5 Expenzss Total Feses Expanzas Total Aftar approved | Afber Approved
Traval Orthar Travel Othar &nd Panding
Authorization Humbar: 0101.0000002 . 2
Spacialty: Chamist, Ti - amount Requestsd: $1,000000 amount Authorzed: $0.00 Attomey: Andraw Andars

a8 well ag Tor Fass Expenass Tota| Faas Expenasss Total approved and Pending
CIo1. They reprasent th ota Travel | Other Travel | otner Fass Feas ana
submitteg axpenditures for this Expansas
*Doas not INcluds Travel Auth $0.00 $0.00 £0.00 $0.00)  $6.350.00 $0.00 f0.00  $E.350.00 $£,350.00 $£.350.00

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

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

individual voucher data.

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

Typs of Repreasntation: criminal Case
Budgst Amount Requested: $0.00
Budget Amount Approved: $3.500.00

Pending I Apprved | AmountRemaining
mm m: Foos Expansas Total Feas Expengss Total After Approved | After Approved
Travel Othigr Travel Othar And Pendaing
Attormey: Andrew Anders  [Appointing Coungsl) Active
Total Penaing: $0.00 Total Approved: $6,350.00 $3,550.00 $3,550.00
Panding Amount Remalning
mm m Foes Expensss Total Fees Expensas Total After Approved | After Approved
Travel oOthar Travel Ofthar and Panding
T T Amount Requested: $1,000.00 Amount Authorized: $0.00 Atiorney: Andrew Andsrs

vouchers 38 well 38 vouchsrs for Faes Expansss Total Faas Expengss Total Approved and Pending
Expart or Senvices on CJAZT or

Travel Other Travel other Faes Fees and
CJA31. They repressnt the total Ex
aubmitted sxpenditures for this pensea
*Doss not Includs Travel Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $5.350.00 $6.350.00 $6.350.00
Trursaay, Nowember DS, 2015 - Ver. 1.1 Page 1071
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Creating a CJA-21 Voucher

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

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

CJA-21 Create

Authorization and Youcher for Expert
and other 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

1. CIR.DISTDIV.CODE 2 FERSON REFRESENTED [VOUCHER. NUMBER

0101 Jebedizh Branzen

3. MAG. DKT DEFNUMBER 4. DIST. DKT DEF.NUMBER £ APPEALS DKTDEFNUMBER 6. OTHER. DKT DEENUMEBER
1:14-CR-08803-1-AA

7. IN CASE'MATTER OF (Case Name) §. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE

USA T Branson Fetony (including pre-trial diversion |, 4y oo Criminal Case

of alleged felony)

T OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
[EXCESSFEELDMIT | PREGIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
$11,300.00 |ATbert Albertson

DESIGNEE 2

Authorization Selection

Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization
1D Number: 917

Service Type: Chemist/Toxicologist

Order Date: 12/14/2021 .
Authorized Amount: $1,000.00 ﬁf;‘:l‘,’te“' Amount: $1,000.00

Grand Total Amount: $2,200.00

1D Number: 920 Service Type: Psychologist

Order Date: 12/14/2021 .
Authorized Amount: $10,000.00 atmated Amaunt: £10,500.00
Grand Total Ameunt: §10,000.00 '

1D Number: 955

Order Date: 01/25/2022
Authorized Amount: $900.00
Grand Total Amount: $1,300.00

No Authorization Required

If your voucher compensation is unde
the statutory limit and does not require
prior authorization.

Note: The No Authorization Required link is located below the authorization choices.

Service Type: Chemist/Toxicologist
Estimated Amount: $900.00
Notes:
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If you are using an approved authorization, click the desired authorization, which is then
highlighted in blue. You cannot continue until the authorization is highlighted.

Please Select the Associated Authorization

ID Number: 4

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

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

ID Number: 186

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

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

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

link.

No Authorization Required

prior authorization.

If your voucher compensation is under
the statutory 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

[VOUCHER NUMEER

£ APPEALS. DKT/DEF.NUMBER

6. OTHER. DKT/DEE.XUMEBER

1. CIRDISTDIV.CODE 3. PERSON REFRESENIED
0101 Catherine Brown

[T 3G DRTDETNCABER |4 DISL. DEI DEF.NUMBER
1:14-MJ1-07020-2-EB

7.IN CASE MATTER OF(Case Name) 5. PAUMENT CATEGORY

US4 v Roberts et al of zlleged felony)

[Felony (including pre-trial diversien

9. TYPE PERSON REFRESENTED
| Adult Defendant

10. REPEESENTATION TYPE

Criminzl Case

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

EXCESS TEE LIMIT PRESIDING JUDGE
5100,000.00 [Bamey Ball

MAGISTRATE JUDGE

DESIGNEE 1

DESIGNEE 1

Authorization Selection

Please Select the Associated Authorization

Mo Authorization REUESTS Found

No Authorization Required

If y ucher compensation is under
the ry limit and does not require
thorization.

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

New Voucher Information

Service Type Chemist/Toxicologist W

Toxicology report.

Description

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

Service Provider

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

Expert | Jennings, Julie v
Expert Info Julie Jennings
Details

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

Voucher Assignment * O} 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 [f 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.

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division
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f 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. pproval.

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 reguired information for another provider

Expert W

First Name Middle Name Last Name *
Email * |
Phone = Fax
Address 1 * | ’C_lty & |
Address 2 State (U.5. Only=) Zip *
vl | |
Address 3 Country *
| | [UNITED STATES v|

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

Create Voucher

CJA eVoucher | Version 6.9 | AO-SDSO-Training Division
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Step 7

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 = ' Attorney ‘@ Expert
This indicates wio will be responsible for filing the voucher diaim part

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

e 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 4172020 | < EH] Description

Service Type - |*

Rexpine] Fiekds

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

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

(Empty)

No data to paginate Go to page: I:I View items per page: 10 25 50 100
| « First | | < Pravious || Next > | | Last = Delete Draft Audit Assist
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Click the Expenses tab, or click Next on the progress bar. In the corresponding fields, enter the
date, expense type, description, and miles. Click Add. The entry now appears in the Expense
Type column. Click Save.

Basic Info Services |) Expenses Claim Status Documents Confirmation

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

Miles : at $0.575 per mile. -
e

* Reguired Fields

To group by 3 particular Header, drag the column to this area.
Expense Type ‘ Date = ‘ Description ‘ Mil(-% Rate ‘ Amt
(Empty)
No data to paginate | Go to page: || | View items per page: 10 25 50 100
[t ] [<prevous [ o> [ st

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

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

Claim Status

Start Date |:|sﬂ End Date l:l,ﬂ

Payment Claims =

' Final Payment

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

O Withholding Return Payment

** Reminder: Pleage select the appropriate daim status.

* Required Fiskls

[ 1
[« Frst ] [ < pravious | [ met> ]| s>
1
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Notes:

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.

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

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 ; 1
[t | [<Previous ] [ Maxt> ][ Last» [Csave ]
= =

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 0 CODE 2. PERSON REFRESENTED VOUCHER NUMBER
101 ebedizh Bramson

3. MAG. DKT'DEF NUMBER 4. DIST. DKTDEF.NUMBER APPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF.NUMBER

114 CR.08805.1.44

TN CASEAIATTER OF(Cave Name] T PATMENT CATEGORY 5 TVPE PERSON REPRESENTED T8 REPRESENTATION TVPE
JSA v. Branson E;‘:fggg‘;‘fle‘l‘g;% pre-trial diversion , 4. 1 pefondant ICriminal Case

1L OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

11 ATTORNEY TATEMENT

JAs the Amorzey for 1 hereby affim requastad are nacessry for adequate representarion. [ hereby requast:

[ sevice 0
0 Approval of services alzeady obtained to be paid for by the Uried States Srom the Defender Services Appropriztion.

Jsiguature of Attorney
Andrew Anders

110 Main Street

[San Antonio TX 78210

[Phone: 210-833-3623

‘ell phone: 210-353-1234

[Email: lisa_omelas@aotx.uscourts.gov

T3, DESCRIFTION AND JUSTIFICATION FOR SERVICES Se mstructions) T4, TYPE OF SERVICE PROVIDER
O 01 Tnvestigater 0 15 Other Medical
o0 0 16 Vaice/Audio Analyst
15 COURT ORDER 0 03 Psychologist © 17 Hair/Fiber Expert
[Fiancial eigibiliry of the persan represemted having been estblished by the cours satistacton, the| (| g pe o 18 Coms
2 v puter
Jruthorization requested in e 12 s hereby sravted A Hardware SoftwareSrsiens)

fSignature of Presiding Fudge or By Order of the Court
Albert Albertson

01 19 Parslegal Services
£ 20 Legal Aulyst Consulat

1 06 Documents Examiner

[Date of Crder Nunc Pro Tunc Date © 07 Fingerprint Aualyst
Joz/042014 0 08 Accountant 0 21 Jury Consultant
Repayment 0 VES = NO o 08 CALR (Westliw Less, etc) 0 22 Migaion Spacitst

18 Chemist Tosicologist 0 23 Duplication Services

O 11 Ballistics £ 24 Other (Specify)

o 1w 0 25 Litigation

Frpert O 26 Computer Foransics Expert

0 14 PathologistMfedical Examiner

NOTES
braham Astley

h'j
T AMOUNT CLAIMED ADJUSTED AMOUNT [ REVIEW
0900 10900

ation
b, Travel Expas (10050 parking. meals

|ruieage. ote j w0 %0
. Other Expenses V00 00

$0.00 0.0

T7 PAVEE'S NAME
braham Astley TIN: XX 300X 2 Fioal Paymeat

110 Main Street © Taterim Payment ()

san Antonio TX 78210 US 0 Supplemsental Paymeat

[Phone: 210-355-3434 O Withholding Payment (—) (Total )

LAIM 0D OF SERVICE: FRO!
. e and i coerec, ase |

ate:

012020 TO 14120

T8, CERTLFICATION OF ATTORNEY 1 Bereby certify (Bat the services were rendered for (his case

Siguature of Attoraey
[Date Signed

APPROVED FOR PAYMENT - COURT USE ONLY
16 TOTAL COMP. 10 TRAVEL EXPENSES 1. OTHER EXPENSES IJZ TOTAL AMT APPRICERT.

T O Ether the cost 3 of thes E L orpr otained
(0 Prior 2utherization was not obtained, but in the interest ofjustice the Courtfinds that timely procurement of hese necessary semvices could not await prior 2utherizatien, even though the cost
{evc g expenses) exceads the statatory magimu

Siguature of Prediog Judge Date Tudge Code

T TOTAL COMF. 5 TRAVEL EXPENSES Izﬁ OTHER EXPENSES Iz'v TOTAL AMOUNT

|5 PAVIENT APPROVED IN EXCESS OF THE STATUTORY THRESHOLD

Sigaature of Chief Julge, Court of Appeals (or Delegate) Date Judge Code Total Ami, Certified For Paymeat

‘Aftention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes

|| 1 swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 21:27:33 ID Submit
|
- T
«First_| [ < Previous |[ Mext> || 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.

Yeour voudher has been submitted for payment. You will receive a notificaton if we need more detads,
Please keep the following voucher 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-08805-AA Defendant: Jebediah Branson
Defendant #: 1 Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation ID: 2 Pres. Judge: Albert Albertson
Appointment ID: 4 Adm./Mag Judge:

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

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

Authorization Type Selection

You can click the Create Mew 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 page appears. Complete the information in the Master Authorization Information
section at the bottom of the screen. This includes the following:
e Estimated Amount field
e Basis of Estimate field
Service Type drop-down list
Notes field
Click Save.

) Basic Info Documents Confirmation

Basic Info

1. CIR/DISTDIV.CODE 7. PERSON REPRESENTED FOUCHER NUMBER
o101 [Febediah Branson
3.MAG. DRIDEENUMBER . DIST, DKIDEENUMBER 5. APPEALS. DKT/DEFNUMBER 6. OTHER. DKT/DEFNUMBER
1:14-CR-08805-1-AA
7.IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
SA v. Branson [Felony (including pre-trial diversion |5 4,1t pefendant (Criminal Case
ot alleged felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME AND MAILING ADDRESS 13. COURT ORDER.
[ndrew Anders ) DFederat [ F Subs for Federal
élO xﬂm ?h‘f:[f;'( 610 O aassociate O ¢ co-counsel Detengor T Deteng o Feder
[San Antonio 2
[Phone: 210-833-5623 D LLearned O Appointing D P Subs for D R Subs for
Cell phone: 210-555-1234 Counsel (Capital Only) Counsel ‘Panel Attorney Retained Attorney
[Email: lisa_omelas @aotx uscourts.gov O sprose O treamed O Usibstor () x yqmmisrative
Attorney Prose g
() ¥ Standby
Counsel
[Prior Attorney's Name
[ \ppointment Dates
Signature of Presiding Judge or By Order of the Court
Ibert Albertson
14, LAW FIRM NAME AND MAILING ADDRESS 1;";’_;’3‘1):‘1" NunePro Tunc Date
Repayment () yes @ ~o

Master Authorization Information

Order Date =i
Nunc Pro Tunc Date &
Repayment O
Estimated Amount $ 8,000.00 *
Authorized Amount $ Deactivated
| Basis of Estimate 100 hours at $80/hour |
Description
Service Type | Investigator ME
Notes | J0hn Doe |
(it (< | (> ][ sz =1
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Click the Documents tab, or click Next on the progress bar. To add an attachment, click Browse
to locate your file, and then add a description of the attachment. Click Upload. The attachment
and description are added to the voucher and appear at the bottom of the Description column.

Basic Info | » Documents Confirmation

Supporting Documents

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

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

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

Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the

accuracy of the authorization, which automatically time stamps it. Click Submit.
BasicInfo  © Documents m‘

Confirmation

egnature of Chie Tulse, Court of
I,\p,mu (or Delegate)

Date Signed e Code Appecved Armoust

Atention: The notes you enter wil be avaiable to the next approval level
PubliAttomey
Notes

] Eswear and
Date:

e
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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 a notification if we need more detads.
Plaase keep the following voucher numier for your cwn records:

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.

J Basic Info Documents Confirmation

Basic Info

1 CIR_DIST DIV.CODE 1 PERS0ON REFRESENTED [VOUCHEER NUMEBER
0101 Jebedizh Branson
3. MAG. DETDEENUMBER T DIST DRI DEES UMBER. T APPEALS. DRI DEENUMBER 6. OTHER DRI DEENUMBER
1:14-CR-03203-1-A4
T.IN CASEMATTER OF(Caze Nams) 8 PAVMENT CATEGOEY 0 TYFE PERSON REFRESENTED 10. FEFRESENTATION TYFE
. [Felony (including pre-trial diversion L
[USA v Branson S = I3 | Adult Defendant Criminal Caze
of alleged felony)
11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
11 ATTORNEY'S NAME AND MAILING ADDEESS 13. COUET OEDEE.
|Andrew Anders O O
- D Federal F Subs for Federal
110 Main Street U assacite e cotomsa g8 Defender
S Antonio TX 78210 )L Learned Counsel 0 Appointing [ P Subs for Panel IR Subs for Retsined
[Phons: 210-233-3823 {Capital Onlv) Counzel Attormey Attorney
o 5.173 : .
(Cell phone: 210-555-1234 s Prose E;[rf;lmned EL SubsforBro [y 4 quinictracive

[Email: liza_omelas@aotx uscourts gov
¥ Standby Counsel

[Erior Attorney's Name

Appeintment Diater

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

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

Repayment [ vys @ o

Transcript is to be

Proceading in Which
Used i

Proceeding To Be

Transcribed -
Apportioned Cost (%) | |

Apportioned Case and | |
Defendant

Special Transcript
Handling

| None v|*

DPru&Ecuﬁun Opening Statement DPru&Ecutiun Argument DPrusecution Rebuttal

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

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

Basic Info | | Documents Confirmation

Supporting Documents

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

File Browse...
Description |
e

Delete  View

Proposed Order.pdf Delete View

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

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

1 CIR DIST DIV CODE PERSON REPRESINTED DUCHER NUMBER.
101 ebediah Branson

3. MAG. DR T/DEF NUMBER. L DIST. DR TDEF NUMBER
1:14.CR-08805. 1- 44
[T TN CASEMATTER OF (Case Name) B PAVMENT CATE

[USA v. Branson alleged felomy)

GORY
[Felony (including pre-trial diversion

% OTHER DAT DET NUMBER

i 10. REPRESENTATION TYFE
4 dult Defendant [Criminal Case

TLOFFENSEL) CHARGED

T PROCEEDING T BE prepalys MOIE. 7o o] peng Proveaton
forramenc define rpomens r e oy e SAeals anthorted by the Cou (e Jim 1.
T4 SPECIAL AUTHORIZATIONS TUDCE S TTIALS
A. Apportioned Cost % of transcript with
B. 014Dsy oExpeditsd 03.Day oDaly o0 Howly o Realtime Unedited

0 Defense Opening Statement 0 Defense Argumest 0 V

C. o Prosecution Opening Statement o Prosecution Argument o Prosecution Rebuttal
four Dire © Jury Instructions

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

T5. ATTORNEY § STATEMENT

As the attomey for the person represented who is managed above, T
hereby affinn that the transcript requested is necessary for adequate
representation. I, therefore, request authorization to obtain the transcript
services at the expense of the United States pursuant to the Criminal
Justice Act

T2 COURT ORDER
Financial eligibility of the pesson 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 Attorney Date
Andrew Anders
Printed Name
Telephone Number: 210-833-3623

Date of Order Nunc Pro Tunc Date

Public/Attormay
Notes

Attention: 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

|_«rFirst ][ < previous || mest> J[ Laste | [save

() Submit
]

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

appointment.

Success

This document has been submitted.

Please keep the following document number for your own recards:

0101.0000626

Back to:

Home Page
Appointment Page
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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 CEDTOCO0E LFERE0S OUCRER NNEER
101 ebedizh Branson
TIOC - DIST DKTDE NUREEER. T O
114 CR 08805 140
g E FITAITNT CATEGORY TTTPEFERSON TS ™ TATION TTFE
[Felony (including pre-trial diversion of .
JSA v. Bransou Fleacs o) |dult Defendant iminal Case
TL GFFERSERS CHARCED
15:1825 F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY S NASE AND NAILING ADDRESS TE COURT OFDER
g 0 D Fetera 1 F Subs for Fedeal
110 Main Street 7 Adsecate O Gl pgy gy Defender
S Antonio TX 78210 O LLemedComel @ Oppoimting 0 PSubsforPanel O R Subsfor Retained
[Phone: 210-833-3623 (Capital Ouly) Comnsel Ateorney Arorney

[Email: lisa_omelas@aotx uscourts. gov

|Cell phone: 210-353-1234 O SPrase

0 T Rotained
Attoraey

O ¥ Standby Counsel

[prior Attomey's Name
[ ppointment Dates
Siguature of Presiding Tudge or By Order of the Court
|ATbert Albertson
14 LAW FTRAI NAME AND MAILING ADDRESS l;;g(l);dn

Repayment 00 YES @ NO

O USwbsforProSe O X Admisistrative

‘Nunc Pro Tuac Date

Travel Agency to be Used:

National Travel Service (NTS)
707 Virginia Street East

Suite 100

Charleston, WV 25301

Phone: (800) 445-0668
Fax:

National Travel Service (NTS) v

Email:

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



CJA eVoucher for Attorneys

74

Basic Info | I Authorization Request Documents Confirmation

Request For Travel*

* Required Fiekls
Name and Title of Person Traveling: Andrew Anders *
123 Way =
Address of Person Traveling: 5an Antanio, TX 78229
Travel From Location: San Antonio, TX =
Travel To Location: Los Angeles, CA =
Estimated Dates of Travel: 5/25-5/28 4
Travel Requested: * i Cost: ions for 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 "rotal Est Cost” field is 5 based
Subsistence (Hotels & meals): 100.00] | on 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 compliance with government travel regulations. Actual cost of hotel and meals up to the established per diem rate. Expenses
for travel for one day or last day is up to the M&IE rate.

Purpose and
Traveler Travel From  TravelTo  Travel Dates oulie i i c
Justification
Andrew Anders San Antonio, TX  Los Angeles, CA 5/25-5/28 Travel to talk to witness. 420.00
1 Page 1 of 1 (1 items)
<< First | [ < Previous |[ Next> | [ Last>> Delete Draft Audit Assist

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

Basic Info Authorization Request | |/ Documents Confirmation

Supporting Documents

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

File C:AUsers\JaimeLongoriall Browse...

Description ‘Trauel Receipts |

Description Delete  View
Travel Receipts Delete View

<< First | [ < Previous | [ Wot> | [Last>>

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

accuracy of the authorization, which automati

cally time stamps it. Click Submit.

Basic Info Services Exp Doc |+ Co
Confirmation
1. CTR /DIST/DIV.CODE 2. PERSON REFRESENTED 'OUCHER NUMEBER
Jebediah Branson
|7 AAG.DRIDEF NUMBER | DIST. DRI/DEE NUMBER |5 APFEALS. DRTDEF NUMBER |6, OTHER DRI/DET NUMBER,
1:14-CR-08805-1-44
7. IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 0. TYPE PERSON REFRESENTED 10 REFRESENTATION TYFE
[USA v. Branson frelony (including pre-trial diversion |y 4., 1yopongan [Criminal Case
o Jof alleged felony)

11 OFFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES

REQUEST AND AUTHORIZATION FOR TRANSCRIPT

12, PROCEEDING IN WHICH TRANSCRIPT IS TO BE USED
Transcipt

T3, PROCEEDING TO BE TRANSCRIBED (Describe pecyicall). NOIE: The oial Gaserips a7e 1ot 0 (Rebide prosecution spening
Transcription

14, SPECIAL AUTHORIZATIONS JUDGE'S INITIALS

A Apportioned Cost % of transcript with

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

C.o Pr ion Opening o Pr ion Argument 0 Prosecution Rebuttal
0 Defenze Opening Statement 0 Defense Argument o VoirDire 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 5 STATEMENT 16 COURT ORDER.
As the attomney for the person represented who is managed above, I Financial eligibility of the person d having been established to
hereby affinn that the transcript requested is necessary for adequate the Court’s sati ion the authori q! 1 in Ttem 13 is hereby
representation. I, therefore, request authorization to obtain the transcript granted
services at the expense of the United States pursuant to the Criminal
Justice Act. Albert Albertson
Andrew Anders /S/ 1/21/2016 14:48:16 Signature of Presidmg Judge or By Order of the Court
Signature of Attormey Date 01212016
Andrew Anders Date of Order Nunc Pro Tunc Date
Printed Name
Telephone Number: 210-833-3623
CLAIMS FOR SERVICES
17.COURT REFORTER TRANSCRIBER STATUS 18, PAYEE'S NAME AND ADDRESS
. LeVar Expert, Inc.
@ Official o Contract o Transcriber o Other AOCMSO
19, SOCIAL SECURITY NUMBER OR EMPLOYER ID NUMBER OF PAVEE ;‘h : 80 %(1: %gé‘t‘l us
TIN: XXX ones e
0 TRANSCRIPT N thbers | NO.OFPAGES | RATEPERPAGE | suBToTAL [ ippedmolts TOTAL
10 detail ] vae detail $0.00 sae detail 50.00
[ see detail $0.00 see detail 3000}
§0.00
TOTAL AMOUNT IZ'L.ED: 50,00
Vherehy ceriiy that the o anyihing of valu ram ey odher souree o ese services.
of C Date:
ATTORNEY CERTIFICATION
21 CERTIFICATION OF ATTORNEY OR CLERK 1 herehy certify that the services were rendered and fhat the franscript was recaved
Signature of Attorney or Clerk Date
APPROVED FOR PAYMENT — COURT USE ONLY
23, APPROVED FOR PAYMENT
Signature of Judge or Clerk of Court Date Approved Amount
Attention: The notes you enter will be available to the next approval level,
Public/Attorney
Notes
W] 1 swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 22:12:0 (4 Submit

« First || < Previous ” Next > il Last » Save
| e |
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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.

T voascher Fars been submitted for parymeent. You sl recerve a notfication  we need more detals,
Pltae keep D lodermang viuscher rusnbes B your S ok

0101.0000162

Back o

Home Page
Appointment Page

Creating a CJA-26 Voucher

This is a request and justification for expenses outside the statutory limits. This must be
attached by PDF to a CJA 20. Do not submit separately.

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

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

CJA-26. CIA-26 Create

Statement for a Compensation Claim

in Excess of the Statutory Case
The Basic Info page appears. Enter the required information. Click Save.

Court

Compensation Maximum: District
» Basic Info Ce

ebedizh Branson
7 DTS DRTDET NUNBER. TR TR

114 CR 08805 124
T S FATENT CRTEGORT T TP FIRSON REFRESENTED

JSA v Bransen [iclony (neludiog pre-trial dersion |y e Defendant Criminal Case

T OFESE CEARGED

15:1925 F INSPECTION VIOLATION PENALTIES

T FTTORNEY S NAME 5D NATLING ADDRESS T COURT ORDER

ndrew Dl o FSubs frFedent

110 Main Street 0 Asednte 0 CorComtl penger Deteader

San Antorio T 78210 O LLoued Coml 3 0 Appoitng T P Subs orPaael R Subs for Retaned

Iorone: 210.933 5633 (Copta Ou) Comad friiee frise

Jeell phone: 210-555-1234 oSS IR OUSBO | x ssmabiine
ey A

[Exaail:lisa_omelas@aotx uscouts.gov
Y Standby Comsel

T LAW FIRO NAME AND MAILING ADDRESS

annm.m 0 YES @ N0

P — Amount Approved
[ o[l Hours |_4] Sentencng Hows [ 1] Othern-Court ours [ o] 0wt CoutHowrs [ 0]
[ o ]

Number of Co-Defendants

e e Range | ]

Mandatory Minimum Found [ ]

[l [ostetrae | ey

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



CJA eVoucher for Attorneys | 77

Click the Justification tab, or click Next on the progress bar. On the Justification page, enter
relevant information in the fields, and then click Save.

Basic Info | Justification Documents Confirmation

Justification

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

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

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

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

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

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

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

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

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

Basic Info Justification Confirmation

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

File C:\Users\JaimeLongoriall Browse..

Description | Document *

Description Delete View
Document Delete Wiew
[Pt [<Provious et ]

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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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.
I o _5 errors were found in CJ4-20 Service Time Import.csv during import process. No data was updated. port.|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 o
Row Errors late Hours Description Service Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arraignment and/or Plea
Row 9 Hours is missing; 11/2021 Test 16¢. Legal research and brief writing
Row 10 | [P0CF éﬁ?m“;:fvﬁul“m;‘f value only; Pages b 152071 0.9 Test 15c. Motion Hearings I s
Row 11 ¥ |Date is missing; 1 Test; 16d. Travel time
Row 12 § |Description has invalid character(s); 14/2021 11 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 D Services Expenses Claim Status Documents Confirmation

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

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

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

79



CJA eVoucher for Attorneys

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 P Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing system d in Comma Separated Values (C5V)
format. The CSV file must contain all required column headings and data types. Please download ou sarr-p1e spreadshee't or the correct column headings

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

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

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

A B [ D E F
1jlﬂate Hours Description Service Type Doc.# Pages _I
57272021 0.1 Email to/from co-def Iayer re: visit with Client and need for preliminary Rearing 16e. Investigative and other Work T
3 9/3/2021 0.2 Attend Arraignment, etc via Zoom 15a. Arraignment and/or Plea
4 9/4/2021 0.3 Travel time from Other to Newtown to SA forinitial appearance and conference 16d. Travel time 3 10
5 9/5/2021 0.4 Review of court filings as a result of prelim hearing; Copy to Client 16b. Obtaining and reviewing records 6 12
6 9/6/2021 0.5 Receiving, reviewing and copying to client all paperwork as a result of arraignme 16b. Obtaining and reviewing records 5
7 9/7/2021 0.6 Receive & review order scheduling preliminary hearing; Copy to Client 16e. Investigative and other work
8 9/8/2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16c. Legal research and brief writing
9 9/9/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.5.C. §2251, 2252, 16c. Legal research and brief writing
10 9/11/2021 1 Travel from Pgh to SSJ (no return travel due to travel to IC) on CJA | 16d. Travel time
1 9/12/2021 1.1 Call to codef lawyer X and AUSA re: status of cases and plea deal 16a. Interviews and Conferences
12 9/14/2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1

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

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

In your Excel file, click the File tab.

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

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

% Cut Calibri 1A A === $ bwmp et Text
Past Copy ~
aste == = = [
I U~ & v A . = = = | &= a= ~ ~ 9 €
v Format Painter = — = == =3 B Merge&Center $ % 9 S
Clipboard ] Font ] Alignment ] Mumber
F14 & F
A 1 B 1 C 1
1 |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
L] Al ianna M Adbmem A A rrni e mimd s sim T e AC~ A remia

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

Good morning

~ New
D New
A 3
]
= Open 2
a
Infa 7
Elank workbook
Save
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 = T:»FS = CA » 6.6 > Job Aids > External Users > time import

‘ CJA-20 Service_Time_lmport

Excel Workbook (*.xIsx) - [ save

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

Excel 97-2003 Workbook (*xls)

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

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

Excel Template (*xhx)

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

Text (Tab delimited) (*.txt)

Unicode Text (*.txt)

XML Spreadsheet 2003 ("xml)
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CSV (Comma delimited) (*.csv)

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

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

of your CJA-20 or CJA-30 voucher.
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Type Size
Microsoft Excel C... TKE
Microsoft Excel W... 12 KB



