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Introduction

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

e On-line authorization requests by attorneys for service providers.

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

e On-line submission to the court.

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

Panel Management

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

Voucher & Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Upload supporting documents to vouchers or authorization requests

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

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

Browser Compatibility

e Windows: Internet Explorer 8 or newer are approved.
e Apple Macintosh: Safari 5.1 or newer is approved.
e Chrome, Firefox and other browsers may not be used with CJA.

Court Appointment

When an appointment is made, an email will automatically be generated by the program, and sent to the appointed
attorney. The email will confirm the appointment and provide a link to the CJA eVoucher program.

Some Courts may send a proposed email to the Attorney, awaiting acceptance of a specific case.
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Accessing the CJA eVoucher Program

Your court will provide information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log in using your Username and Password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

Existing user? Flease log in.

Username: |
Paszword:
Forgot your login?

Users will be required to change their passwords within 30 days of the first time they log in to eVoucher. Passwords
must be at least eight characters in length and contain:

e One lower-case character
e One upper-case character
e One number

e One special character

Users are required to change their passwords periodically.
If you forget your username or password, click the Forgot your Login? hyperlink.

Enter your Username or Email address, and click Recover Logon to retrieve your information.

Forgot your Login? Please tell us your username and/or email. We will send you
an email to retrieve the missing info.

Uisername: “ J andjor
Email: |

I Recover Logon

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Your home page provides access to all of your appointments and vouchers.

Security prohibits you from viewing information for any other attorney. Likewise,

information.

My Active Documents

Appointments’ List

My Proposed
Assignments

My Submitted
Documents

My Service Provider’s
Documents

Closed Documents

Folder Descriptions | |

Contains documents that you are currently working on or have been submitted to you
by an expert service provider. These documents are waiting for you to take action.
Quick reference to all your appointments
Cases will appear in this folder if an appointment has been proposed to you and you
have not accepted or rejected the appointment.
Contains vouchers for yourself, or for your service provider, which have been submitted
to the court for payment. Documents submitted to the court requesting expert services
or interim payments will also appear in this folder.
Contains all the vouchers for your service providers.
This will include:

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
Contains documents that have been paid or have been approved by the court.
Closed documents will only be displayed for open cases. When the appointment is
completed, the closed documents will no longer be displayed on your homepage. They
are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation

Attorney login
confirmation

Menu Bar

Home Operations Reports Links Help logout

> Home

Welcome Andrew Anders [Attorney)

'V
=
Welcome Andrew Anders: My Profile

ATTORNEY

My Appointments:  View

Home The eVoucher home page

Operations Allows you to search for specific appointments

Reports Selected reports you may run on your appointments

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

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

Logout Logs user off the eVoucher program

T
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Customizing the Home Page

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

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

Moving Folders

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

» Drag the folder to the new location and release the mouse.

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

Resizing of Column

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

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

% Note: The folder size does not increase; therefore, some columns may move off the screen.
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Customizing the Home Page (continued)

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

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

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

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

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

Group by: Case N

Case Defendant Type T Status
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My Profile

In the My Profile section, the attorney may:

e Change password (Login Info section).
e Edit contact information, phone, e-mail, physical address (Attorney Info section).

e Update social security number (SSN) or employee identification numbers (EIN) and any firm affiliation (Billing
Info section).

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

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

Home Operations Reports Links Help logout

My Profile | |
= Home Contact UQ{'- Welcome Andrew Anders (Attorney)

Privacy
Welcome Andrew Anders:
A I l ORNEY My Appointments:  View

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Home Operations Reports Links Help logout
= Help :’ My Profile Welcome Andrew Anders (Attorney)
Login Info Edit

- . . Userlame Anders
Your Login information

Bar Mumber: i
e Ir!fo Your Name: Andrew Anders Edit
Your personal info

Your Contact Info:

Phone: 210-833-5623

Fax:

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

Your Address:
110 Main Street
San Antonio, TX 78210

us
il Your default biling info is:
Billing Info _ our defaut bilng |
List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX z
78210 -Us i
Phone: 210-833-5623
Fax:
Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored.
Fducation Please click VIEW to type your info.

Changing My Profile Username and Password

> Help = My Profile Welcome Andrew Anders ‘[h—_‘co’ney)l
Undgr the' Logm‘ Info T
section, click Edit to Your Login information Userliame Anders

change your
Password.

To change your Username,

> Help > My Profils Welcome Andrew Anders [Attomesy)
type the new Username
and click change. It will Login Info Username Anders change
show “The Username has Your Logn information Password <+ reset

been changed.”

To reset your password,
click reset.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



Type the new
password and retype it
in the Confirm field.

Click Reset to
save.

Click Close to exit
the Login Info
section.

> Help > My Profile

CJA eVouchers for Attorneys | 9

Login Info

Username Anders change
Your Login informatio
“ 9 Tanen password eesssss| « Strength:Strong
Confirm - -
|Reset| Ui
> tielp > Hy Prafile Wekame Andrew Anders (Attomey)

Login Info Usemame Anders change

Your Login information Password =+== reset

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Attorney Info

Attorn Info Bar Number: 12345 -.gz.
i ¥ = Your Name: Andrew Anders
four personal info
Your Contact Info:
Under the Phone: 210-833-5623 | Cell Phone: 702-555-1212
Attorney Info Fax:
ion. click deadma?l@support.aubc.uscounsrqw
Se(_:t on, clic deadmail @support.aobi.uscourts.gov
Edit to access deadmai @support. aobx.uscourts.gov
your personal
. . Your Address:
information. 110 Main Street
San Antonio, TX 78210
USA
ttorney Info Bar Number
[Tax Identfication Number:
S5H Instructions: SSN: l333'44'6566 l
If you are an appointed panel . N
attorney, you are required to enter Confirm: [88844 £085 ]
Make any necessary your Social Securty flumber in the SSN | First Name Middle  Last Name |
changes. field. |Andrev.' || |Anders
If you are an associate only, do not ;
enter your Social Security fiumber in Main Email
the SSH fieid. [deadmai@support.aotx.uscourts.gov N
2nd Email
3rd Emeil
Fhone Cell Phone Fax
Click Save. [210-833-5623
Address 1 City
[110 Main Street | _San Antonio |
Address 2 State Zip
| TEXAS v| [78210
Address 3 Country
| UNITED STATES V|

Note:

e Each attorney (except Associates) must enter his or her social security number
into the user profile or they will not be paid.

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

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

£

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

. ok nio records Biling Code:0101-000001 Add
110 Main Street

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

Add if no billing Phone: 210-833-5623

. . . Fax:

information is

available. |

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

Note:

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

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

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

Biling Info Billing Type: —
t all available biling info records ®) Sef-Enployed
Firm
1 ) Associ
Make any ssociate
necessary i
¥| Copy Address from Profile
changes and
click Save. Name:

Phone: Fax:
210-833-5623

Address 1:
110 Main Street

Address 2:

Address 3:

City: State: Zip Code:
San Antonio | [Texas v/ [78210
Country:

\UNITED STATES V.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



If applicable, add

Billing Info for
firm or an
associate by
clicking the
corresponding
radio button.

a

Note:

Biling Info

List all available biling info records

Biling Info

List all available biling info records

Billing Type:
Ty
L/ Sef-Employed
C.: Firm

) .
) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:

CJA eVouchers for Attorneys ‘ 12

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V||

Country:

| UNITED STATES

vi

Billing Type:
O se f-Employed
O Firm

Fa .
®) Associate

Save

Biling Code: |0101-000001

| | Verify I

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - UsS

Phone: 210-833-5623
Fanx:

e Attorneys with a pre-existing agreements must enter the firm’s EIN and name
(required).
e Associates do not need to enter a social security number, but they will need to
ender the billing code of the attorney to be paid.
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Holding Period

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

B In the Holding Period section, click View.

Holding Period No info has been stored.

Please click VIEW to type your info.
E Click Add.

Holding Period o= o
: P
Starting Ending Motes
Mo Holding Period
o data
ESgtep Enter the Starting Date and Ending Date, along with any applicable Notes.
Starting Date Ending Date
lozjajzord | logjorone |
Notes

Vacation Cru':;e.|

m Click Save.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Continuing Legal Education

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

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

» To add CLE information, click Add.

Contining Legal
PRk, [ | [ ] add | | |
:-I:h:IT
Files Credit Date Hewss Sabdect
Ha Contngng Legasl [dycaton
P Sails
B Click the Credit drop-down menu to select CLE categories.

Continuing Legal = ] |
Education

| Credit :"_»cﬂb:w:r\-:l-rc‘. b |
Date 05002014 [
Hours |0

Desoriphon

Docment After you save the informabon about e Conbruing Education, you wil be able to upboad related documents

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

E Click Save.

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

Continuing Legal Education (cont’d)

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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E Click Browse to upload and attach a PDF document.

| Back | | save |

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

Description

—
Cocument Il srowse... |

E Click Save.

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

e o) (o] Cmn [

Files Credit Date Houwrs. Subject
o Sentendn... 05/15/2014 o

1 Page 1 of 1 (1 items)
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Appointments’ List
Locate the Appointments section under the Appointments’ List on your home page.
Appointments Defendant
. Representation Type: Criminal Case
Click the case number r Order Type: Appointing Counsel
H link t th Case Tithe: LSA v, Branson Order Date: 03/03/14
erlink to open the - &
yp . P Attomey: Andrew Anders Pres. Judge: Albert Abbertson
Appointments page. Adm. Mag Judge:
Case: 1:14-CR-0BS05-AA Defendant: Jebediah Branson
Defendant = 1 Representation Type: Criminal Cace
Case Tithe: USA v. Branson Order Type: fing Counsel
Attorney: Andrew Anders Order Date: 12/21/10
Pres. Judge: Albert Albertson
Adm. Mag Judge:
Appointment Appointment Info
el i T, CTR TH3T DV COM 3 FERSON RITRISINTID FOLCILR NUMITR
View 101 lissedesh Branson
3. MAG DKT IEFNUMBER 4 ONST DKT DEF XUMBER £ AFFEALS DKT INF XTMEBER 4 OTHER. IKT TDEF XUMBER
Representation EIECK DRI L AR
E ant TN CASE MATTER OF (Caid Nisi) £ PAYAENT CATEGORY §_TYFE FERSON REFRESENTED 10 REFRESENTATION TYFE
x US4 v Brassce e g deion byt Detindant Crisminal Case
- & 11 OFFENSE(S) CHARGED
15:1925.F INSPECTION VIOLATION PENALTIES
IX ATTORNEY S NAME ANDMATLING ADDRESS 13 COURT ORDER
Create New Voucher Andrew Anders - Bar Number: 12343 [JA Asseciate € CoComt
110 Main Siroet = =
Attorney CIA 20 st A TP Wi 2 s
Voicher Phocss: 210-833-5623 O dikmer O Ruhed Ateermgy
[V Standby Conuaal
Template : rior Artaraey's ame
AUThOrIahon For paymerTt of ranscrot '.'H -“.
[ Ewll’l;'-l.‘l“lﬁlllﬂlﬂﬁ‘mmfﬂi
Joa-w Creata - [Albert Albestson j
Appaondment of and Authonty to Pay i LAWTTRAL SAME ANDAMAILING ADDRESS e of Omier o Pre Tanc Dnis
Court-Apponied Counsel 3014
CiA-21 Repamment ] VES [ N0
/,‘ ppusthorization and ouchar for Expert Group H&ﬂd&r Bar
Expert CIA 21 Voucdhers on Fle o
VOUChEr To group by & particular Header, drag the column 1o this area, i Search: ||
Template Compersation Manamum: District Cowrt Case Defendant Typs Status
TRAVEL Create Li14iR OG04 Jebedish Branson | = £18-20 Subrmitted to Court
Aeate for payment of Teiesl QR Claimed Amount: 778,40 Ardrew lirders f QA0 00000 |
Erc BRREDOM INTERIM PAYMENT 1
1: 14-CR-OBB0E AN Jebedish Branson |= | AUTH Submitted
§ Somer SELRE1E Clamed Amcutt 1,000.00 Chemist, Tonscoiogist F o tacoart
Detailed > ey
2088 Sebediah Br 21 ALTH-24 Voucher Closed
Payment Reports e Detal ot Rsgert S IS e A ko850 W o s
Detad budget info for defendant o DEO0EE Approrved Amount: 0,00 pic
10140008805 A Jebedish Branson (= | i Voudner
Diefendant Summary Budos Rieport — e Clamed Amcertt, 0.00 ppecs e B
Totals only of budget info for s, Fibiy Expert
defendant : Jebadish Branson (2 | C1A-24 IS Vousther Entry
s GO Chaimed Amount: 9,00 h( Transcripts o ki
All vouchers Fat SeEiRah el
i i 1: 14-CR.QBRO5-44.- Jebediah B %1 b
associated with Tn':.‘;ﬁ:';’ A4 wwon (4 | ALTH-24 " rrebaid
this case are o
: L I4CR-08805-A4 - Jebedish Branson (= | C1A-24 Submitted iHtomey
dlSpIﬂ""Ed. e, B4 Claimad Amount: 14.50 Teresa Transcrpls > ;;r_er‘?:
L0048
1 Page 1of 1 (7 nems)
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View Representation

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

From the Appointment page, click
View Representation.

Appointment

Help logout

Representation Info

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

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

) 1:14-CR-08805-1-AA
T.IN CASE/MATTER OF(Case Name) B FPAYMENT CATEGORY 0. TYFE FERS0ON REFRESENTED 10. REFRESENTATION TYFE
Reports [USA v. Branson Felon (including pre-trial diversion |, 1 1y fondan Criminal Case
jof allegzd felony)
Representation Report 11 OFFENSE(S) CHARGED

13:1823 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
50 000 00 Albert Albertzon
AppID Attorney Order Type Order Email

2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx. uscourts. gav

Click Home on the menu bar at the top of the page.
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CJA 20 Voucher Process Overview

Court CJA Unit

audits voucher

Court approves or
rejects voucher

CJA eVouchers for Attorneys

voucher for
payment

Court processes

18

Creating the CJA 20 Voucher

The court creates the appointment. The attorney will initiate the CJA 20 voucher.

Note:

All voucher types and documents function primarily the same.

From the Appointment page, click Create
from the CJA-20 Voucher template.

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

|» Basic Info

Services Expenses

Claim Status

CIA-20

Cour t-Appointed Counsel

Confirmation

Documents

Create |
Appointment of and Authority To Pay

Reports

Defendant Detail Budget Report

Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report

Totals only of budget info for
defendant

Basic Info

1. CIR.DISTTAV.CODE 2 PERSON REFRESENTED
0101 [Jebediah Branson

[VOUCHER NUMBER

3 MAG. IECT/TEF NUMBEER. 4. DIST. DET/DEF NUMBER
1:14-CR-08805-1-AA

& AFPEALS. DET/IEF NUMBER. 6 OTHER DET/TEF NUMBER

7.IN CASE'MATTER OF{Case Name) 8 _PAYMENT CATEGORY

[Felony (including pre-trial diversion

% TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE

[USA v. Branson ot atlezed lony) |Adult Defendant ICriminal Case
11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER

Andrew Anders - Bar Number: 12345 [C]A Associate []C Co-Connsel

110 Main Strest
San Antonio TX 78210
Phone: 210-833-3623

[]F Subs for Federal Defeader /] O Appointing Counsel
[]F Subs for Panel Attormey || R Subs for Retained Attorney
[[]¥ Standby Counsel

[Frior Attorney's Name

14. LAW FIRM NAME AND MAILING ADDRESS

Dates
i Judge or By Order of the Court
Albert Albertson
te of Order Nusc Pro Tonc Dale

532014

Repayment []¥ES []¥0

Payment Info

Preferred Payee | Andrew Anders ¥

Andrew Anders
SENJEIN: ===-==-£739
123 Legal Bivd. South
AnyTown, DC

12345 - USA

Phone: 885-555-4000
Fax: 8838-555-4001

« Frst ” < Previous ” MNext > H Last » l l Save

| Delete Draft
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

e

} Basic Info Services Expenses Claim Status Documents Confirmation
« First < Previous Next > Last » Save Delete Draft

/’j

Progress Bar appears at the bottom of the screen.

Notes:
e The user should save any entries made to a voucher often to avoid data loss.
e Atany time prior to submitting the voucher, the user may delete the voucher by clicking Delete Draft.

e The user may navigate using the tab headings or progress bar.
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CJA eVouchers for Attorneys | 20

Line-item time entries should be entered on the Services tab.
Both In-Court and Out-of-Court time should be recorded on this screen.

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

Step

Note:

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

Basic Info | Services Expenses Claim Status e -
Enters ——
Services
e [pums -3 e
Service Type | El e
Voucher #: Doc. # (ECF) :l Pages :
ey [ | emor |

(5] Expenses: $0.00

-
© senvices: 50.00 -

Defendant Detai Budget Report
Detail budget info for defendant

Form CIAZ0

Totals only of budget info for
defendant

=

[Cefst_ [ <Previous [[ mext> |[ Last» | [ save | [ peetepraft )
Enter the date of the service. The .
default date is always the current Services
date. You may type in the date or Date ‘ e %
click the calendar icon to select a _
date from the pop-up calendar. ServiceType | |4 June 2014
Doc.:[ﬂ:F}[-SuHuTuWeThFrSa
i [ » 1 2 3 4 §5 & 7
» 8 9 10[11]12 13 14
* Required Felds
» 15 1 17 1B 19 20 21
» 22 23 24 25 2% 27 B

Service Type

= 29 30
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Services (cont’d)

From the Service Services
Type drop-down Date [6/1ym1s |+ Desaription
menu, select the e Tine “_ TE‘
service type. ' ; I l
Doc. # (ECF) In Court Services A
a. Arraignment and/or Plea
Hours
NOte: b. Bail and Detention Hearing
R * Reguined Feids
You may add dates in any order. You c. Mation
can sort in chronological order at any 4. Trial

time. Service Type e. Sentencing Hearings

Enter hours of Services -
icei Date 6112014 | =5 Descripti
service in tenths I e —
of an hour. Service Type  a. Arralgnment andlor Plea v e arraignment of Defendant.
Doc. £ (ECF) Pages u

Hours 0.5|*  at$126.00 per hour. Remave

Enter a T Taqured Fads
description.

Note:
Click ADD.

e You may add time in any order.
e Double-click an entry to edit.

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

Services

Date s |28 Desription |
Senvice Type wls ‘
oocer) [ | pe [ |

Hors | |+ at $126.00 perheur. [ Add || Remoe |

Service Type Date Description Hrs  Rate Amt
& Arrmgneaed and)or P 06/11/2004  Frsd mppaaranice and arragnesind of Defundant 05 126,000 ISIJI]

1 Paﬂlﬂfl{llbﬁ)‘

| sFist || <Previous || Mext> || Lasts | | Save | | Delete Draft |

Sz Click the Date header. This will sort services according to date.

Click Save.
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Entering Expenses

Click the Expenses tab or

click Next.
.~ Basic Info Services | Expenses .+ Claim Status - Documents ~ Confirmation
Expenses

Date 6/12/2014 | =2 Description

Expense Type >,

ot [

* Required Fields

Miles at 50.5600 per mile.

| Add || Remove |

« First || {Previousll Next > || Last = |

Step

From the Expense Type drop-down

2 menu, select the applicable expense.

* Required Fields

Fax

Long Distance Charges

Photocopies

Postage

| Delete Draft |
Expenses
Date 6/12/2014 | = =)
Expense Type ||| - y
Miles Travel Miles
Amount Travel Misc.

Other Expenses

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

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

Enter a description in the Description field.

Expenses

Date 6/12/2014 | = ﬁ Description Travel to and from Court]

Expense Type  Travel Miles w (=

Miles = at $0.5600 per mile. 22
Amount | Add || Remove

* Required Fields

Expense Type Date  Description Mile Rate Amt

No data

| «First || <Previous || Next> || Lasts | [ save | | Delete Draft |

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

Expenses

Date [sr122014 |+ Description l
Expense Type | - =

Miles [ | ats0.5600 per mile. P
Amount | Add H Remava]

* Required Fields

Expense Type Date Description Mile Rate Amt
Travel Miles 08/12/20 .. Travel to and from Court 20 0.5600 11.20
: Page 1 of 1 (1 tems)
|_=frst || <Previous |[ Next> ][ Lasts | | save | Delets Draft
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Entering Expenses (cont’d)

Notes:
o If photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per page.

. o Remember to click Add after each entry.
e Double-click an entry to edit.

Expenses

i (61272004 | =28 Description
Expense Type _

Miles at 50.5600 per mile.

Amount |:|‘ | Add H Remove

* Required Fields

Expense Type | Date | Description Mile Rate  Amt
Photocopies 06/12/20... Copées - 100 pages & .15 per page o o 15.00
Travel Miles DEf12/20... Travel to and from Court 20 0.5500 11.20

Page 1 of 1 (2 items)

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

B Click the Date column header. This will sort expenses according to date.
B Click Save.
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Claim Status

Once you begin entering data on the Service and/or Expenses tab, you may receive what looks like an error message:

$\, Service and/or Expenses are outof the Voucher Start and End Dates.

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

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

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

Claim Status

Start Date  [0g/13/2014 | = ] EndDate  [g/122004 | =25
Payment Claims
Final Payment )
2| (payment &) *

®) Interim Payment
Supplemental Payment

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

1f Yes, were you paid? ® Yes
2, Other than from the Court, have you, or to your knowledge has anyone else, received payment Yz ®pgg
(compensation or anything of valiie) from any other source in connection with this representation?

[ «Fist |[ <Previous |[ Net> ][ Laste | [ save | [ Delete Draft |

Indicate payment type.

Note:

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

e Interim Payment allows for payment in segments. Court approval is required to allow interim payments. If
using this type of payment, indicate the number of this request payment.

o After the Final Payment number has been submitted, Supplemental Payment may be requested due to a
missed or forgotten receipt.

Answer all the questions regarding previous payments in this case.

Click Save.
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Documents

Attorneys (as well as the court) may attach documents.
Attach any documentation that supports the voucher, i.e., travel or other expense receipts, orders from the court.

26

Note:
To add an attachment, click Browse to locate your file. All documents must be submitted in PDF
format, and must be 10 MB or less.

S Add a description of the attachment.

Click Upload.

I N I

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie G\AOeVoucher\CJA eVor  Browse. ..

Description | Copies of receiptd

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

Supporting Documents

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

File Browse
Description [ ]
Description Delete  View
Relete  View

Copies of recaipts

[ <Frst |[ <Previos |[ Next> |[ tasts | [ Save | [ DeleteDraft |

m Click Save.
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Signing and Submitting to Court

CJA eVouchers for Attorneys

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

Step
1

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

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

Confirmation
1 CIR/DISTIHV.CODE 2. PERSON REFRESENTED JFOUCHER NUMBER
J101 | sbedish Branzon

3.MAG. DKT DEF NUMBER 4. DEST. DET/DEF NUMBER

1:14-CR-03305-1-A44

5. AFFEALS. DL DEF NUMBER 5. OTHER. DECTDEF NUMEER

7.IN CASEMATTER OF(Case Name) 5 PAVMENT CATECORY
-brial diversion

o TYFE FERSON REPRESENTED

10 REFRESENTATION TYPE

(IS4 v Rranzon Adnlt Nefendant “rimanal Cass

1L OFFENTE() CEARCED

15 1825 F INAFECTION VIOT ATTION PENALTIES

12 ATTORNEY'S NAME ANDAILING ADDRESS 13 COURT ORDER.

Ay Anders - Bar Number: 12343 [ A Associane [[]€ Co-Comnsel

110 Matn Sireet [ Sabs for Federal Definder [7] O Appeinting Counsel

[San Antonio TX 78210 . =
FindTioaiss [P Sabs forPanel Atoraer | ] R Subs for Retained Attorzer

[ ¥ Stamdty Comnsal

14, LAT FIRM ¥AME ANDMAILING ADDRESS

Andrew Anders TIV: ***-**-6789 Ppsiuopnt oy
bsiznature of Fresiding Judse or By Order of the Court
Afbert Alhertzon
[tz of Order Fume Pro Tenc Date
A014

Siepaymant | VFS [J] %0

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
E TOTAL E
cxsecomzs A ES sov
0.5 5630
2 0 0.
¢ Motion ) 0.
4. I'nal ) S0
&. Seatencing Hearings 0 000
£ Revoeation Hearings i 50000
2 Appeals Court 0 30,00
h Oher ] 5000
Tuials ns 563 00
16 | Interviews s Comlzenos 0 0
b. Obtaining and Reviewing Records 0 0
L 0 0
0 L)
0 SOy
Totals 0 50.00
2l Expenzes (Todgmg, parkng, meals, 51120
v i)
1s 0.'1,? _‘_:u:m (ot Do exgwerl $19.00
|~ |oraeserips, aic)
GHAND TUTALE ]
(CLAIMED AND ADJUSTED) N

HAN CASE CHUELETION

FROM: 6 TO: 6122014

12 CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE rl: AFFOINTAENT TERMINATION DATE IF OTHER I:L CASE DESFOSTTION
T

P2 CLAIMSTATUS

T B

[ Supplemsar Paveen

ssty applisd to the court for compensation andor reimbursement for this?
youpad? [ YES []NO

the Court, havs you, of to your knowledge has
source i connection with this representation” [ YES
T Ewear or affirm the truth or correctaess of fhe abere stotements.

lease attach supperting documentation

Sionatuse of Attomey: Date Srznad:
APPROVED FOR PAYMENT - COURT USE ONLY
3 TN COURT COMP. 4 OUT OF COURT COMP. 5 TRAVEL EXFENSES 26 OTHER EXFENSES 7. TOTAL AMT. APPR /CERT
S0 D 30 (4 30 00 S0 00
s SIGNATURE OF THE PRESIDING JUDGE DaTE
s IN COURT COME. 30.0UT OF COURT COME. L TRAVEL EXFENSES 32 OTHER EXFENSES
[50.00 50.00 50.00
34 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR DELEGATE) Paymuns approved in
rueces of thz warumry chvecisald amounr

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

Public/Attomey
Notag

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

[errst ][ <previous || mext> || Lasts save | | Delete orafe
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Signing and Submitting to Court (cont’d)

;tep Verify the information is correct.
Step Scroll to the bottom of the screen.
3
Step Select the check box to swear and affirm to the accuracy of | Note:
4 the voucher. The voucher will automatica“y be time You may include any information to the Court
stamped. in the Public/Attorney Notes section.
Attention: The notes you enter will be avaiable to the next approval level,
Public/ Attomey
Notes Motes

| I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | ~ Submit
Ny —
[ «Frst ]| <Previous || mext> || Last» | | save | | Delete Draft |

Click Submit to send to the court.

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

Success

Your voucher has been submitted for payment. You will receive a notification if we need more detals.
Flease keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page
Appointment Page

Step Click Home Page to return to the home page. Click Appointment Page if you
6 wish to create an additional document for this appointment.
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Signing and Submitting to Court (cont’d)

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

To group by a partiodar Header, drag the column to this area. Sgu'dﬂ:[
Case Defendant Type Status
1i14-CR-08B05-A4- Jebedish Branson (= 1) ClA-20 Submitted to Court
Srar OE/1272014 Claimed Amount: 89,20 Andrew Anders & D101.0000150
End: DBM12/2014
1:15CR-08505-A%- Jebedish Branson (= 1) C1A-20 Submitted to Court
St 0302014 Claimed Amount: 773.40 Andrew Anders P191.0000001
Erd RS0 ’ lﬂ—}:‘.* PAYMENT 1
1:14-CR 08805 -A4- Jebediah Branson (= 1) AUTH Submitted to Court
Starn: QANRRI20L4 Clamed Amount: 1,000,00 (Chemist, Toxicologist / 01010000003
End: OLAD1/1900
1 Page 10f 1 (3items)
Notes:

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

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

Case

1:14-CR-03802-AA-
Stz 06/19/2014
Enc: 06/19/2014

e An email message generated by the system will be sent explaining what corrections need to be made.
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CJA-20 Quick Review Panel

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

e The Services and Expenses will tally as FJA'EDI -
entries are entered into the voucher.

L000150

ﬂ E:p«&nia 5: $26.20

O services: $63.00 i

e Expand the item by clicking the down In Court Services

ifi Service Hours
arrow (¥) to reveal specifics. e e
Plea
Bad and Detention
Hearing
Motion Hearings
Trial
Sentencing Hearing
Revocation Hearings
Appeals Court
Other

Totals

Out of Court Services
Service Hours
Interviews and
Conferences
Obitaining and
Reviewing Records
Legal Ressarch and
Brief Writing
Travel Tima

Investigative and o
Other Wark

o
L]

o oo ooo o

o

Totals 0.0

(5] Expenses: $26.20

Travel
Expense Type
Travel Miles
Travel Misc
Totals

Expenses
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whether a case has the potential to exceed the
statutory maximum ($800) allowed for representation.

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

e  Viewable reports appear on the left review panel.

e  Each panel, depending upon which document you are Reports
viewing, can have different reports available.

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

e  The two main reports are the Defendant Detail Form CIAZ0
Budget Report and the Defendant Summary
Budget Report.

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Report

Totals only of budget info for
defendant

Other accessible reports can be found on the menu bar.

Home Operations Reports Links Help logout

> Reports

Internal |

Appointment Report

Attorney Time
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Defendant Detailed Budget Report

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

The report will provide the information in two sections: Attorney appointment and authorized expert service.
Defendant Detail Budget Report - Attorney
1:14-CR-08805-1-AA

Type of Represantation: Criminal Cags
Budgst Amount Requasted: $0.00
Budgst Amount Approved: $3.500.00

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

e — I
Coungel CJA20 or

vouchars 3z well 38 vouchsrs for Faas Expenzes Total Faag Expangss Total Approved and Pending
E""""t“'““""“"““m‘ = Travsl other Traval Other Foes Fess and
submitied sxpenditures for this Expansea
*Doas not Inﬂﬂ.Tm‘ll Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 40.00 $0.00 $6.350.00 $6,350.00 $E.350.00
Thursday, Movember 5, 2015 - Ver. 1.1 Page 1011
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Defendant Summary Report
This report contains the same information as the Detailed Report without the individual voucher data.

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

Typs of Repressntation:

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

Thursday, November 05, 2015 - Wer. 1.1

Page 1071
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Creating a CJA-21 Voucher

From the Appointment page click Create from CIA-21
the CJA 21 Voucher template. Authorization and Youcher for Exper

and other Services

The voucher opens to the Basic Info page.

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

¥ Basic Info
Basic Info L
L €IR DiET. B CO0E 1 FERSON RIFRISENTID W OUCHIR STAMER
101 endy Wilsea
2 MAG KT DEF SUTURER 4 THST DRT DEF SUMIER # AFFEALS DET THTF XULETLR & OTHER. DKT THT XLMETR
1-14CR0500.2.44
T IN CASE MATTER OF{ Tt N o) L FAVMEST CATECORY #. TYFE FERSON REFRESENTED 1% REFRESENTATION TNFE
. - [Feloey (mcluding pre-trial diveryion ;
FISA v, Wison et al Jof alteged fetomn) [Adalt Defendant Criminal Case
1L FTENSE S CHARGED
18:13-4530F INCOME TAX. FAILURE TOFILE
TXCESS T LT TRESCNG JUDGE AAGISTRATT UDGE EHGNTT
& 0000 Albern Albertson
Totalu 5,00
T Authorization Selection
Ewpanse Tips Aunaming Tious can select & Previous Authorization Request, request a New Authorization o dick the “Ho Authorization Required ™ button if urder the
Fraoel i o005 statubory bmit.
Trawesl Mie 22,00 -
Totals ¥00 o Authorization Required
Expanss Typs At
EaX j SR )
Loy Diptaerucy Charcias Use Previows Authorization
i s

[ =Frst ][ <Previs || mest> || Lasts I:I

Defersiant Sommary Bucioet Bepord
Totls enly of budost info for
defendant

Defersiant Do tad Bucoe t Repert
Detall budget info for defendant

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

If the request does not require advance No Authorization Required

authorization (S800 or less), click No IF your voucher compensation is under

Authorization Required. the statutory limit and does not require
prior authorization.

If you have a previous authorization received Use Previous Authorization

through an order from the Court, click Use Select this option to display a list of

previous authorizations and requests in

Previous Authorization.
this appointment.
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Creating a CJA-21 Voucher (cont’d)

If you click Use Previous Authorization a list of Existing Requests for Authorization will appear.

Select the authorization you wish to use.

35

The selected authorization will highlight Existing Requests for Authorization

in yellow. You will not be able to

. e s Lsonps ID Number: 155 Service Type: Weapons Firearms
continue until it is highlighted. Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

The service type will roll over from the

authorization selected. If no authorization  New Voucher Information

is being used, use the Service Type drop-

down list to select the service type. S
Enter a description of the service to be Description
provided in the Description field.

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

Service Provider

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

Expert  |[SETITTNETTY v

From the Expert drop-down list, select

Gina Gabriel
the expert. _Expert Lo
: tals 110 Main Street
If the expert you select is not o Ao TC TN
authorized to use eVoucher, the Phone: 210-593-3340

Voucher Assignment field will remain
locked indicating the attorney will be
responsible for filling the voucher
claim part.

Create Voucher

Voucher Assignment  *

If the expert you selected is e s La s S o o e v Che et

authorized to use eVoucher, the
Voucher Assignment field will unlock
for you indicating the expert will be
responsible for filling in the voucher
claim part. Please select Expert.

Voucher Assignment | Attorney (@ Expert
Thes ndicates who wil be responsbie for fling the voudher dam part

Note:

Only experts registered with the service type selected will appear in the drop-down list. If you wish to submit a
person for approval, steps on how to add an expert are on page 36.
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Creating a CJA-21 Voucher (cont’d)

Click Create Voucher.

Notes:

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

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

e If the Expert you selected is not authorized to use eVoucher you will file the voucher on behalf of the
expert. The voucher will appear in the “My Active Documents” section as submitted to attorney. You
will perform the second level of approval/submission by clicking on the voucher, navigating to the
“Confirmation” page and approving the voucher. The voucher will then move to the “My Submitted
Documents” section. Outlined steps are on pages 36-39.
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Creating a CJA-21 Voucher (cont’d)

If you wish to submit a person as an expert, follow steps 3 through 5 on page 34.

From the Expert drop-down list, select
the empty (null) value. Voucher
Assignment should be on the Attorney
option.

Fill in all required information on the
person you wish to submit for

approval.
Step Click Create Voucher.
8
Note:

e The person you submitted will go through
an approval process. Once that person has
been approved, an email will be sent to
you.

e You'll now be able to select the person
from the Expert drop-down list and all
their information will automatically
populate.
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Existing Requests for Authorization

ID Number: 155 Service Type: Weapons Frearms

Order Date: 05/27/2014 Explosive Expert

Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type v
Description

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

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

Expert I V|

First Name Middle Narme  Last Name *

SSN/EIN: = Emai =

Phone * Fax
| | |
Address 1 = | |Cit1r . ]
Address 2 State = Zip =
| |
Address 3 Country

Craate Voucher
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Creating a CJA-21 Voucher (cont’d)

After Create Voucher has been selected, you’ll proceed with similar steps mentioned on the CJA 20 Voucher adding
Services, Expenses, Claim Status, and Documents.

Note:

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

Bazic Info [ Services Cxpenses Chaim Status Docwmants Confirmation

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

Remow

Enter the Date, Hours, Rate, and
Description.

Step Click Add.

§
g

The item will appear at the bottom of the

Services section. _ o da
[ afest || <Previes || Mexts ][ Last= | | | elete Braft |
E Click Save.
Click the Expenses tab or click
Next on the progress bar. BasicInfo Services b Expenses . Claim Stalus  Documents - Confirmation
Xpenses
Oate /1530 14 : Diescription
Step Enter the Date, Expense Type, Experse Troe ks
p) Description and Miles. s St T
o Remowe
Tresl linn S/ TR Travel inflroe st i defendar

The item will appear at the bottom of the
Expense Type section.

{ Pm:ounmnr!

Click Save. : I—I
i | [ereien |[hes |[Cues || [See | | [ooceoan ]

S —
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Creating a CJA-21 Voucher (cont’d)

Click the Claim Status tab or click Basic Info Services Expenses [ Claim Stalus Documents Confirmation
E Next..
Claim Status
Start Date :.\6-.'_'--3:'.4 J _':| End Date :E'!'S_'I-.'-l . J
Enter the Start and End Date,
E making sure to select the earliest e
date of services and expenses as P i
* Final Payment
the Start Date. e fpsiment =)
Supplemental Payment
Select an option under the
Payment Claims section.
E Click Save. ) e e e R

Note:

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

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

e After Final Payment number has been submitted, Supplemental Payment may be requested due to a missed
or forgotten receipt.

Click the Documents tab or click Basic Info Services Expenses Claim Status  F Documents canfirmation

Next.. Supporting Documents

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

Click Browse to select a PDF file Filz Browsa
to attach. i)
CIICk Upload. inwaica fram Expert Dalaty ‘?ﬂ

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

[CoFrst J[ <Previos J[ Mext> || Lest= | [ 5ewe ] | ]

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

Step Click Save.
4
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Creating a CJA-21 Voucher (cont’d)

A confirmation page will appear.

Attenibon: The noles you enter will be aualable 1o the next sporoval level,

X X . . Publc/Attomey 5
Verify all information is Notes
correct.
Select the affirmation | 1 swear and affirm the truth or comectness of the above statements .

S Date: 6/19/2014 9:28:36 ~ Submit
check box. This will W
automatically time stamp
the voucher. [ «Fst ][ crrevims |[ mests |[ Lests | [[save ] [ Deetenraft |
E Click Submit.

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

Click Home Page to return to the
home page. Click Appointment

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

Yeur voucher has been submitted for payment. You will recense a nabifcation if we need more detads,
Phﬂh:tnhfuhm‘quuad‘ﬂmrbﬂ'fnmmrmﬁ:

0101.0000154

Home Page
Appointment Page

The case file will appear in the My Active Documents section.

. | T growp by & particulsr Header, deag the cobumn to ths srea, Semrch: l
Select the file. : ' L
Case Defendant Type Status
: 14-CR 0300748 Wendy Wikson (= J Cla-21 Submitted to Attomey
DELL 2014 il Amount: 165,80 e Gabrgd ," 01010000154
eI Weapons Fresrms Explos. .. 1 AT
[ (AL P

Navigate to the Confirmation tab.

Click Approve.

Verify all information is I S
correct. P/ Attomey - e =
Motesy
Certify the information by
selecting the certification
automatically time stamp DN YA ARLE BuygR 25 - -
the voucher. -
G s Lmes Lmes ] o] | r
8
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Submitting an Authorization Request for Expert Services

Step Open the Appointment record.
1
itep Click Create from the Authorization template.

The Basic Info screen will open.

Create New Voucher

AUTH

Authorization for Expert and

Note:

work.

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

/» Basic Info Documents

Basic Info

Confirmation

1 CIR DIST/DIV.CODE
10

2 FERSON REFRESENTED
ehediah Branson

'OUCHER NUMBER

3 MAG. DKT/DEF NUMBER

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

S AFFEALS. DET/DEF NUMEER 6. OTEHEER.DKT/DEF NUMEER

7.IN CASEMATTER OF(Case Name)

8. PAYMENT CATEGORY

9. TYFE PERSON REFRESENTED 10. REFRESENTATION TYFE

[Felony (including pre-trial diversion

110 Main Street
5an Antonio TX 78210
[Phone: 210-833-3623

[USA v. Branson 5 A dult Defendant Criminal Case
lof alleged felomy)
11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMATLING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel

Y Standby Counsel

F Subs for Federal Defender Z 0 Appointing Counsel
P Subs for Panel Attorney : B Subs for Retained Attorney

|Siznature of Presiding Judge or By Order of the Court
~ _ ~ Albert Albertson
14 LAW FIRM NALME ANDMATLING ADDRESS te of Order NuncPro Tunc Date
332014
Repayment D\'ES NO
Order Date
Nunc Pro Tunc Date
Repayment D
Esti i $ +
Authorized Amount $
Basis of Estimate
Description
Service Type v | =
Requested Provider |
| «First ” < Previous ” Next = ” Last » [ | Save | | Delete Draft
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Submitting an Authorization Request for Expert Services (cont’d)

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

e Service Type drop-down list
Reque

Order Date
Nunc Pro Tunc Date

Repayment |:|

Estimated Amount 3 8000.00 | 4

Authorized Amount 5

Basis of Estimate | 100 hours at $80,hour
Description
Service Type | Inveshgator Vi E

Requested Provider |J|:|hn Doe |

| = First || < Previous || Mext = || Last = |

Click Save.

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

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

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

In the Description field, add a description of the attachment.
E Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fia Browse
| Description | | |

|

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

Supporting Documents

File Upload (Only Pdf files of 10MB sire or lesst)

Fe Browse. ..

Description | |

Description Delate  View
Broposed order Dalaty  Wigw
Affidavit in Support of Expert Servios Request Calate Yiaw
Expart's Cursizulum Vitsa Calute Wiaw

[=Fmst || <Previous |[ mext> Last» | [ save | | Delete raft |

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

E Click Next.

The Confirmation screen will open.

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

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

Publc/Attomey
Hotes

[+«] T swear and affirm the truth or correctness of the above statements
| Date: 6/16/2014 15:53:48 | ~ Submit
L .|-' e
| _=First ]| <Previous || Next> || Last= | | Save | | DeleteDraft |

Click Submit to send to the court.

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

Success

Your voudher has bean submitted for payment. You will recene & notification if we nesd more detals.
Flease krep the folowing voudher number for your own reconds:

0101.0000152

Back to:

Home Page
Appointment Page

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

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

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

Authorization for payment of

The Authorization opens to the Basic Info page.

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

g AUTH-24  Basic Inio D Confir

Basic Info

1 Ik ST I Cofn & FEEISN BIFREEINTED G CHER NUUBTR

A lebadiak Bemaon

3 MAG DT ONT NUMELR 4. DNNT. OKE TN ST URIE £ AFTIALS TKT INT NUMBER £ OTHLE. ONT ONT NUMELR
|- 14-CRO8800 1A%

viaucher 8 TN CASL ALATTUR OffCave Mamey |8 PAVMENT CATEGORY § TUPE PUAHCS RATRIRENTID B REFRETLNT ATEO0 TVTE
Baouedt Bt L slooy (melndng pro-trisl doveries

LS4 v Bramca [ alleped feiomyh 3l Dedendlarn ICrameral Case

11 OFTENSE | CHARGED

L3:1EXYF INSPECTRON VIOLATION PENAL TIES

13 ATTORNIY | NAMI ANDUAEING LRI i) COURT CREEN

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

i:l!;::“h'lji e ¥ Sk i Fishornl Do |1 igpaising Tl

Phocs: 110335473 S it g% i ey

T Ml el

Frioe kitornan's Mams

LRI TR THY

fiapnatess nf Frmadag Julgn o By Cviles of i [ wnst

AR Albwriion
1L AT TTRM XM AN W] (G, AT S8 Pt o o P T o

L]

Reprvmane | |VI1 o N0}
hwrml‘m |
T Ba -
Promeding To Be |
Transoribed -
WMM_
mﬂmﬂd
Spacial Transorapt: rewx | w

T ety e e L1atermert D oramclitior, & purmert Trasecuten Hetutlel
Transeripts — i 1
| | Deferne Operang Siaterent || Defenee Aepument || By Inetruciions: L g D

Order Date

une Pro Tunc Daks

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

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

Click Save.
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Creating an Authorization for AUTH-24 Transcripts (cont’d)

Click the Documents tab or click
Next.

Basic Info F Doecuments Confirmation

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

Click Browse to select a PDF file File Browsa
to attach. Cesaription

Click Save. Upsead

Click Upload. Bescription Dulels  View

Documastaticn

Note:

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

| =Frst || <Prevos || Mexts || Leste | | swe | | Deleteorafi |

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

E Click Save.

A confirmation page will appear.

Attenton: The nates you enter wil be avaiabie to the next approval level

Publi/AlLiiney
Notes

Verify all information is correct.

Select the afﬁrmation Check bOX. [ I swear and affirm the truth or correctness of the above statements i
Date: 6/19/2014 9:28:36 ) Submit

Click Submit. e || < Previous || Na(t>‘|‘| Last » ] ] Save ] | Delete Draft |

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

submitted.

eur wgucher e b mubmitSed for pasymens Yiouy vl recsee 8 noicaton of we e mone detals.
Plaace keeg S followng voucher numbser for your ome necordh:

01010000148

Click Home Page to return to the

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

ooI

Home Page
Appointment Page

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

After submission and approval of AUTH-24, the Court Reporter Coordinator will create the CJA-24 voucher for
payment. The CJA-24 will be approved by the Attorney before being submitted to the Court.
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Creating a Travel Voucher

From the Appointment page, click Create from the
Travel Voucher template.

TRAVEL

Authorization for payment of

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

The Basic Info screen will open.

g TRAVEI b Basic Info  Authorization Request  Documents Confirmation
Basic Info
| CIR. THST DIV CODE 1 FERSON REFRESENTED frorcmR MR
101 (Wendy Wilson
3 MAC. DKT DEF NUMBER A INST.DWT DEF NUMBER 5 AFPEALS. DRT DEF NUMBER & OTHER KT DEF NULEER
I:14-CR-08B02-2-A%
1411901 " W CASEALATTER OF(Cie Nama) | B FAVMENT CATEGORY ¥ TVFE FERSON REFRESENTED 18 REFRESINT ATION TTFE
hy S [& ; Feicay (incloding pre-trial div
- o US4, v, Wilson ot ol ;{m,l"" PR o G ldul Dedendass Ceiminal Case
Amount Chasmad: 1L OFFENSES) CHARGED
G ENLE - L8:13-4530F INCOME TAN, FAILURE TO FILE
1L ATTORNEY § NAME ANDIMAILDN G ADDRESS 11 COURT CROER
Andrew Amdery - Bar Nomber, 12345 [T]A Asswiisis []€ Co-Commsal
'SE:;‘"-“ 5'-“_“:: it [1F Subn fun Faderal Defisdier [0 Appainting Crunnal
Antomms Th H2IG p— =
Ehoss: 2106335623 R v LR i A
| ¥ Sexniy Eommal
[Frasr Assrme's Nams
Aggainmmeat Duie
Figmainry af Frmidoyg fodge or By Gordar of the Comrt
14 LAW FIRAM ¥AME ANDUAILING ADDRESS *ﬂ;wm e
272004
Raparmand I NES [ 5D
Travel Agency to be Used: W
Global Travel
1234 Travel Lane
Sufta 200
Second Floor
Los Angeles, CA 93765
Fhone: 1-800-444- 7590
Fasz 1-B00-555-7777
Ermil: mailsupportsob:. uscourte. gov

[c<Fst ]| <Prevos |[Rets | [ Last>> |

The Travel Agency to be Used section will automatically populate.

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

Confirmation

Basic Info b Authorization Request Dot
Fill out all required =
fields marked with a red Request For Travel*
asterisk. * Required Flelds
Hame and Tithe of Person Traveling: | _}.
Click Add. e S Eoson. L
Purpose of Travek &
Travel Froam bocation: L =
Travel To Location: | |
The information will appear in the Estimated Dates of Travek B
bottom section. Travel Requested Estimated Cost

|| nirline Tickets via CIA Government ]

Travel Agency =
Click Save. [ Ground Transportation —
|| Per Diem [Hotel & Meals)* ™

[ other. |

Total Estimated Cost:

Justification lor Request:

* All travvel ard expenses must be in complance with govermment travel r

[ ][ Remons |

epuistions,
== Actual cost of hotel and meals up 1o the establshed per dem raie. Experses for ravel for one day or last day s up 1o the MIE rate.

Travel To Travel Date  Reguested |

Mamie Purpose
Wandy Vilson Bguins documents Low Angeles. CA SRS 0,00
|
1 Page l!ﬂ.{l‘ﬂﬂl

[zt | [<prevens | [fewt> ] [mst>> ]
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Creating a Travel Voucher (cont’d)

Click the Documents tab or
click Next.

CJA eVouchers for Attorneys | 50

Bassic Infe Autharizalion Request P Documents Confirmation

Supporting Documents

Click Browse to select a
PDF file to attach.

File Upload (Only Pdf files of 10MB sire or lessl)

Liptaad
Note:
Bt el binsy Balwie  View
All documents must be submitted in PDF fae—
format, and must be 10 MB or less.
E Click Upload. Fow ) (e ] ) (i) ==
The document will appear at the bottom of the Description section.
St .
Click Save.
4
The Confirmation tab will appear.
Verify a” information iS ATtenben The foir you el will e 50 aiaise B = neal orooal ke
Publcf Attomay
correct. Hotes
Select the affirmation
Step .
) check box. This will | I swoear and affirm the truth or corectness of the above statements
automatically time stamp P /1A 20020 ¢ Submit
the voucher.
Click Submit. [ =Frt ][ <Prevoes || memst > _“_ Last= | | seve | [ Detesnraft |
3

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

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

Fionr sy Faes b subeyitted for parment. Vou sl receree 8 notfication f we nesd more detals,
Pleases kpep the Tolewang voucher number for your e necendss

0101.0000162

Back to-

Home Page

Appointment Page

The Travel Voucher will now appear in the My Submitted Documents section.
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Creating a CJA-26 Voucher

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

From the Appointment page, click Create from the
AUTH-26 Voucher template.

The voucher opens to the Basic Info page.

Note:

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

. o R T—
Lk b CMPECT ) AIAG. DT IRT A TMEIE £ DO9T. DT DN NTABER 3 APTIALS. AT N7 NULIER o OTRIE, TAT/ONF STRER
114 CROE805. 1. A A _
Voalicher #: % BN CASL AL TTER OF s Namif & FATRENT CATICORY & TP FERSON RIFRISENTID 18 KEFRESENTATION TV
I=. r i
I US4 v Brsacs E:bt!'u ':: ﬁ pr-trill deetasa |, ot Dedendam i rueeera] Cae
VL CNTENSLE) CHARGID
151825 F DNSFECTION VIOLATION PENALTIES -
L2 ATTORNTN S SAME ANDRLAT NG ADDRTES 13 COUET oRIEE
A ndors: Andars - B Member 12383 (1A Asssciats & Cr-Commal
Dfenghpnt Sy Dudoet Regort 210 Ml St ¥ ol Wi Fobarcall Do el | ] 0 it Cpuiial
g ] i
:mvwmﬁ ;:';‘:"1?5“};]" |1 S o Pl Aty | Sl s Bt Atmemrs
|V Tt T el

Eferaiant Dol Bochoe s Repsr |

I:-t:uillzpﬂ.etm"nf:rdefﬁv:'aﬂ

A pgereaimemt Dt
i quarsss oF Prsasiiag Judgs oo B Dvier of s Sy
2 4. LA TR MAME ANDMATLING ADCRESS ke e
EL)
E:.q...; VIS [
Amount Reouested ] Amount Appnoeed
Pre Trial Mours: | 4] TraHeurs aj Sentencng Hous | i vous | 0 Howrt | al
tumber of Counts [ o Hursher of Co Defendants |
Crter Perding Cases |
Mandatory Mrimus Fourd |
[C=frst [ <Prevna |[ Best> ][ Lest= | [ ] [ oeetenran |

Click Save.

[g CiA-26 ¥ Basic Info Tustification Deruments Confirmaticn
s Basic Info
L CIR ST I 000 L FERSON KEFKLTENTID "ﬂ'l‘.‘tl’.ﬁ..‘ﬂ'ﬂ.ll:

Frooe ke ' Yame

Enter the details for information required on the Basic Info screen.
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Creating a CJA-26 Voucher (cont’d)

Click the Justification tab or
click Next.

St . S e .
P Fill out justification text fields.

Click Save.

o Basic Info b Justificati Lt Conl)

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

5. SuUmmarTe mesigaton and case prepargton (e.0., number and acoessbdty of winames niervewed, recoed colaction,
degumint organikion) which ans 3 netewarthy facter in the numbes of hours chamed.

. Explain, f notewsrtiny, mpact on the rumbser of hours chimed of mvestigatiee, Bxpet, of other servces used (T8 31 voucdhe)

7. Descrbe whethes any of the chent consderatons are 3 nobeworthy factor in the number of hours cimed and explan
wach: communication with af of other

£ Bxpan any mpanes (Eams 17 and 18 of the O& 30 woucher) greater than $500

&. Explain 3ny othar mobewsrthy croumetances reganrdng the cee ind the nepretentation peowded to suppor the compenaation

réguest

Inclcle, o seplcatsle! () nepotators we (LS, sioreeyh of%ce hm?ﬂn ol o rvely of il e and facka!
mﬂmﬁtmmwkmu:lﬂm Hﬁ?ﬁm:ﬂmﬂmﬁ
feuitng fom fe rereseniatony: and {1 any Exirsordury oressure of fme or oher factors orcer s’ pervices mere rendered,

=Frst « Pt |Nu-|l: [ Lasts | [(sre | | peeeoeah |
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Creating a CJA-26 Voucher (cont’d)

Click the Documents tab or click
Next.

Browse to select a PDF file to
attach.

Click Upload.

Note:

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

The document will appear at the bottom of
the Supporting Documents section.

Click Save.

A confirmation page will appear.

Step Verify all information is correct.

Select the affirmation check
box.

Click Submit.

I I U-I

Bamdc Info Justification ¥ Dox Canfi

Supporting Documents

File Upload (Only Pdl fles of 10MB sire or lessf)

L =Frst || <Previous || teest> || Lasie | | 5o |

| DeleteOraft |

Fila Erparge

Dascripdtioe

Leesieiplenn Dulete  Vies)
b AFworirany
[ «Frst |[ creves |t ][ Lam= | [ Dot peant
Ares b The rofed pins prber vl be g adalae B B rrat mgissind el

Publie/ Attaeney
Hotes

~ 1 pwear anid affiem the truth or comectness of the above statemsnts

Date: 2014 14:5334 ¢ Submit

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

submitted.

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

c>°l

Your wiacher his been submitted for payment. You will receree 8 noSicaton i we need mone detals

Pleads kpep the Sollovang voucher rusber for your own recondss

0101.0000167

Back bo:
Home Page
Appointment Page

The CJA-26 win nuw appear i wie vy suvimived Documents section.
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