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Introduction

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

e Online authorization requests by attorneys for service providers.

e Online voucher completion by the service provider, or by the attorney acting for the service provider.
e Online voucher review and submission by the attorney.

e Online submission to the court.

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

Panel Management

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

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Supporting document uploads to vouchers or authorization requests

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

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

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57, Internet Explorer 10.1 with Compatibility Mode, Internet Explorer 11
e Apple Macintosh: Safari 10.1

Court Appointment

Courtroom deputies typically create CJA appointments. The program automatically generates an email message to the
appointed attorney.
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Accessing the CJA eVoucher Program

eVoucher can be accessed on the court’s website, www.gand.uscourts.gov, tab “For Attorneys.”
https://evadweb.ev.uscourts.gov/CJA gan prod/CJAeVoucher/logon.aspx. It is suggested that you bookmark it for
easier access. Log on using the username and password you were provided, and click Sign in.

Sign in to CJA eVoucher

Please enter your username and password to continue.

Username

Password

Forgot your password?

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

e Be at least eight characters in length.

e Contain one lowercase character.

e Contain one uppercase character.

e Contain one special character.

e Be alphanumeric.

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

You are required to change your password every 180 days.

If you forget your username or password, click the Forgot your password link.

Username

Password

Forgot your password?

Enter your username and email address and click Recover Logon. You will receive an email offering help. The link
provided in the password reset email is valid for 15 minutes and can only be accessed one time.
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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

h

Email

Back to sign in

Recover Logon

Home Page

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

Defendant

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

Search:

All cases have been currently assigned

No data

- bmitted Documents

Case Defendant Type Status Date Enterec
3:19-M)-04562-... Mister Badman (# 4562) TRAVEL Voucher Entry 12/11/2019
Start: Claimed Amount: 0.00 :f Edit
End: -
3:19-MJ-04562-... Mister Badman (# 4562) TRAVEL Voucher E 01/28/2020
Sart Claimed Amount: 0.00 [ Loucher Entry
End: oy Edit

123 Page 1 of 3 (30 items)
Appointments Defendant

Case: 3:19-MJ-04562-JL
Defendant #: 4562

Case Title: USA vs Badman
Attorney: Atty Longoria

Case: 1:19-MJ-96325-JL
Defendant #: 9876

Case Title: Voucher vs USA
Attorney: Atty Longoria

Defendant: Mister Badman
Representation Type: DR 1 - Drugs Minus 2
Order Type: Federal Defender

Order Date: 06/06/19

Pres. Judge: Judge Longoria

Adm./Mag Judge:

Defendant: Practice Voucher

Representation Type: DRA - Drug Minus 2 Appeal
Order Type: Appointing Counsel

Order Date: 06/10/19

Pres. Judge: Judge Longoria

Adm./Mag Judge:

Page 1 of 1 (10 items)

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

Search:

Case Defendant Type Status Date Entered
1:19-M)-963... Practice Voucher (# 98... CJA-21 Submitted to Court 07/24/2019
Start: 06/10/2019 Claimed Amount: 263.38  Longoria Expert /' 0101.0000389
End: 07/31/2019 Accountant FINAL PAYMENT
1:19-M)-963... Practice Voucher (# 98... CJA-21 Submitted to Court 07/24/2019
gﬁ%ﬂlzﬁ;’ Claimed Amount: 600.00 Longoria Expert / 0‘1‘01,0000391 .
o Accountant FINAL PAYMENT
1234 Page 1 of 4 (34 items)

= ervice Provider's Documents

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

Search:

Case Defendant Type Status Date Enterec
3:19-M)-04.. Mister Badman (# 4562) CIA-21  Voucher Closed 06/07/2019
Start: 06/06/2019 Claimed Amount: 730.35  Misses Expert 'g)‘ 0101.0000384
End: 06/07/2013  Approved Amount: 730.35 Computer Forensics Expert FINAL PAYMENT
3:19-M)-04.. Mister Badman (# 4562)  CIA-21 Vo el 07/23/2019
e Claimed Amount: 0.00  Misses Expert 1€ 0101.0000387
g Chemist/Toxicologist S
12 Page 1 of 2 (16 items)

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

Search:

Case Defendant Type Status Date Enteres
3:19-MJ-04562... Mister Badman (# 4562) CJA-20 . Voucher Closed 06/07/2019
Sart: 06/06/2019  Claimed Amount: 4,234.2¢ Atty Longoria ';€ 0101.0000378
End: 06/07/2019  Approved Amount: 4,234.. FINAL PAYMENT
3:19-M)-04562... Mister Badman (# 4562) CIA-21 Voucher Glosed 06/07/2019
Seart 061062019 Claimed Amount: 730.35  Misses Expert 1€ 0101.0000384
£0: 06/07/2019 ppproved Amount: 730.35 Computer Forensics Expert g‘ FTNAI DAVMENT

12345 Page 1 of 5 (48 items)
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Folder Name Contents

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

Appointments’ List This is a quick reference to all your appointments.
My Proposed Cases appear in this folder if an appointment has been proposed to you and you have
Assignments not accepted or rejected it.

This folder contains vouchers for yourself, or your service provider, that have been

My Submitted . . .
4 submitted to the court for payment. Documents submitted to the court requesting

Documents . . . . .
expert services or interim payments also appear in this folder.
This folder contains all the vouchers for your service providers, including:
My Service Provider’s e Vouchers in progress by the experts.
Documents 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.
This folder 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 60-90 days after the appointment is terminated. They are still
accessible through the Appointment page.

Closed Documents

Navigating in the CJA eVoucher Program

Attorney Logon
Confirmation

Menu

An official website of the United States government I

CJA eVoucher - Train District
SDSO Training - Release 6.3.0.0

Welcome, Andrew Anders (Attorney) e

Home Operations Reports Links Help Sign out

Breadcrumb

— | Navigation
Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you may run on your appointments.
Links Click to access links to CJA resources such as forms, guides, publications, etc.

Click to access:
Another link to your profile.

Help e Contact Us email.
e Privacy Notice.
e eVoucher help documentation for attorneys and experts.
Sign out Click to log off of the eVoucher program.

CJA eVoucher | Version 6.3 | AO-SDSO-Training Division | April 2020
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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.

Expand/Collapse a Folder: Click the plus sign to expand a folder. Click the minus sign g to collapse a folder.

Resize a Column

Along the folder headings (e.g., Case, Description, 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.

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

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

Case Defendant 4 Type Status Date Entered

Click and drag the header to the Group by header bar.
E My Active Documents

Tof group by-a-parbcular drag the column to this area.
C
Case nt Type v Status

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

Group by: Case
Case Defendant Type T Status

CJA eVoucher | Version 6.3 | AO-SDSO-Training Division | April 2020
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My Profile

In the My Profile section, the attorney can:

e Change the password (Login Info section).

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

e Update billing information (Billing Info section). SSNs and W-9s must be provided to the court. Any changes to the
SSN after the first logon must be made through the court.

e Add atime period in which the attorney will be out of the office (Holding Period section).

e Document any CLE attendance.

To access the My Profile page, from the menu bar, click Help and then click My Profile, or click the My Profile link to the
right of the menu bar.

CJA eVoucher - Train District
SDSO Training - Release 6.3.0.0

Welcome, Andrew Anders (Attorney) (2)
: ) : My Profile
Home Operations Reports Links Help Sign out Sign out

My Profile
Contact Us

Privacy

eVoucher Documentation: Attorney and Expert Users ;

The My Profile page appears.

Home Operations Reports Links Help  logout
= Help 4 My Profile Welcome Andrew Anders (Attorney)

Login Info Edit
= Userlame Anders

Your Login information

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

Vour Contact Info:

Phone: 210-833-5623

Fax:
deadmail@support.aot.uscourts.gav
deadmai@support.aotx.uscourts.gov
deadmail@support.aot.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us

illi ‘Your default biling info is:

Billing Info 7 Andeens Anders

List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX
78210 - US =
Phone: 210-833-5623
Fax:

Holding Period There is 1 period of time during which case cannot be taken.

Continuing Legal No infa has been stored.

Education Please click VIEW to type your info.

CJA eVoucher | Version 6.3 | AO-SDSO-Training Division | April 2020
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Changing My Profile Username and Password
Step 1

In the Login Info section, click Edit to change your password.

> Help = My Profile Welcome Andrew Anders (Attorney)
Login Info Edit
UserName Anders

Your Login information

Step 2

To change your username, type the new username and click the change link. The “The Username has been changed”
message appears. To reset your password, click the reset link.

> Help > My Profile Welcome Andrew Anders (Attorney)
Login Info Username Anders change

Your Login information

Step 3

In the Password field, enter the new password, and then reenter it in the Confirm field. Click Reset to save.

> Help = My Profile

Login Info Username Anders change
Your Login information Password ssessss| = Strength:Strong
Confirm .
[Reset] | cancel

Step 4

Click Close to exit the Login Info section.

= Help > My Profile Welcome Andrew Anders (Attomey)
Login Info Username Anders change
Your Login information password === roset

CJA eVoucher | Version 6.3 | AO-SDSO-Training Division | April 2020
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Attorney Info

Step 1

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

Attorney Info Bar Number:

Your personal info Your Name: Andrew Anders

Your Contact Info:

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

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

Your Address:

110 Main Street

San Antonio, TX 78210
us

Step 2

Make any necessary changes, and then click Save.
Attorney Info * Required Fields I

Your personal info Bar Number
N Instructions:

f you are an appointed panel Tax Identification Number: * (1f on pznel) [ Foreign Vendor?
attorney, you are required to enter

lvour Social Security Number in the

SN |sssssssssas

SSM field. Confirm: |sssssssssas
* it *

[If you are an assodate only, do not First Name Middle Last Name
enter your Social Security Number in |Andrew ” H"""‘der5 |
the 53N field.

Main Email *
Payee Certification: lisa_ornelas@aote.uscourts.gov |
[This message informs you that the 2nd Email

Mame and TIN entered are collected ,—

pursuant to IRS Guidelines that govern| deadma.ll@supporl.aob:. uscourts.gov |
hat information must be collected by | | 3rd Email

the judiciary for payments made to deadmail@support. aobe. uscourts. gov |

non—emploveeds ;nd (I;l:_ler entities fDI'f Phone * Cell Phone Fax

lservices provided and for purposes of

issuing apFonrl 11.'!‘3‘3—r\'115t3|:.| ‘fcl::u have 210-833-5623 | 50—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 | |San Antonio |

EIN is my correct taxpayer Address 2 State * (US only) Zip * (US only)
identification nur!'l_bar: and _ | | |TE)U\S vl |?BZ].0

|2 - I am a U.S. citizen, U.5. resident

alien, or other L.5. person (a Address 3 | CLT:IH'IEFEYDISTATES v|

partnership, corporation, company, or
association created or organized in the
U.5. or under the laws in the U. 5.).

Notes:

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

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

e Attorneys should enter in the ‘Phone’ field the phone number through which they would like to receive calls for
appointments.

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

CJA eVoucher | Version 6.3 | AO-SDSO-Training Division | April 2020
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Billing Info

Step 1

The Billing Info section is typically completed by the court. Click Add if no billing information is available. Click Edit to
change the information already entered. Billing information must be entered before any payments can be made.

Billing Info Your default billing info is:

List all available billing inf d Andrew Anders :
ISC all avalablie bDuling inre recoros Bi|||ng CﬂdE:ﬂl{ll-ﬂ'uﬂUz

110 Main Street

S5an Antonio, TX
78210 -US

Phone: 210-833-5623
Fax:

Step 2

Make any necessary changes and click Save.

Biling Info giling Type: Save
List all available biling info records OSE'f’EI’TplUYEd cancel
@Firm
OAssoclate
Tax Identffication Nurmber:
EIM/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:
| I
Address 1:
Address 2: |
Address 3: |
|
City: State: Zip Code:
| Il ]|
Country:
[unrTeD STATES v|

Notes:

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

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

e Contact the CJA Clerk if you have obtained an order approving an associate. Associates do not need to enter an
SSN. No information is required in the Billing Code field.

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

CJA eVoucher | Version 6.3 | AO-SDSO-Training Division | April 2020



CJA eVoucher for Attorneys | 11

Holding Period

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

In the Holding Period section, click View.

Holding Period There are 9 periods of time during which cases cannot be taken.
Step 2
Click Add.
Holding Period [Coac || [Ea ]| Aga || [oeere |

Search:

Starting Ending MNotes

Mo Holding Period

Mo data

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

Holding Period [ Back |

Starting Date Ending Date
4/27/2020 =8 [s11/2020 =3
Notes

Val:ﬂl:iun.|

Continuing Legal Education (CLE)

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

Continuing Legal Mo info has been stored.
Education Please dick VIEW to type your info.
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To add CLE information, click Add.

commangiaes | [ |_1|_|
Credit

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

] I—

Date = Sabect

W Continuing Legal Education

Continuing Legal e ] [swve |
Education

Credit | Sentendngral |
Date (05002014 |24
Hours |0

Descripton

Doasment After you save the nformabon about this: Continuing Education, you will be able to upload related documents,

Click Browse to upload and attach a PDF document. Then click Save.

[ Back | [ save |
Credit | Sentencing-re '
oote [o571572014 |2
vous 0|
Description
"t[ [l[ Browse. . |
Continuing Legal == = — —
Education [(Back ] |[Edt | | | [[Daee
Search: ||
Files Credit Date Hours Subject
0 Sentencin... 04/16/2020
! Page 1 of 1 (1 items)

Note: All entries appear in the grid and can be accessed, edited, or deleted either by clicking the entry or clicking the
Edit or Delete buttons.

CJA eVoucher | Version 6.3 | AO-SDSO-Training Division | April 2020



Active Appointments’ List

On your home page, locate the Appointments column in the Appointments’ List section to view open appointments.

CJA eVoucher for Attorneys

All appointments, open and closed, can be accessed via “Operations” on the Attorney Home Page.

Step 1

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

Appointments

Defendant

Case: 1:14-CR-0880

Case Title: USA v. Branson
Attorney: Andrew Anders

Defendant: Jebediah Branson
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 03/03/14

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

Appointment
Intt

Create New Voucher

AUTH Create
Authorization for Expert and other
Services

AUTH-24 Create
Authorization for payment of
transcript

BUDGETAUTH Create

Autharization for Excess Attorney
Fees andfor Expert and other Services
on Budgeted Case

CJA-20 rea
Appointment of and Authority to Pay
Court-Appointed Counsel

fo)
i

CIA-21 Create
Authorization and Voucher for Expert
and other Services

CIA-24 Create
Autharization and Voucher for
Payment of Transeript

CIA-26 Create

Statement for a Compensation Claim
in Excess of the Statutory Case
Compensation Maximum: District
Court

TRAVEL Create
Authorization for payment of Travel

Reports

Appointment Report

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Report
Totals only of budget info for
defendant

Attorney Time
Case Detail Budget Report

Appointment Info

CODE 7 FERSON REFRESENTED

Pebediah Branson

T DIST_DET/DEF NUMBER
1:14-CR-08803-1-AA

5. PATMENT CATEGORY

[Felomny (including pre-trial diversion

1 CIR/DIST/D)
101
3 A[AG. DKT/DEF NUMBER

7.IN CASE/MATTER OF(Case Name)
[USA v. Bransen

AFFEALS. DKT/DEF NUMBER

TOUCHER NUMBER

6 OTHER DKTDEF NUMBER

O TYFE PERSON REPRESENTED

0. REPRESENTATION TYPE

1. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES

7 ATTORNEY S NAME AND MAILING ADDRESS
Andrew Anders

110 Main Street

San Antenio TX 78210

[Phome: 210-833-3623

|Cell phene: 210-355-1234

[Email: lisa_ornelas@aotx uscourts gov

lof allesed felony) Adult Defendant [Criminzl Case
T3, COURT ORDER
0 D Federsl [0 FSubs for Federsl
O A Associate 0 €CrComm )0 Duiander
O LLearned Comnsel @ OAppointing 01 P Subs forPanel O R Subs for Retsined
{Capital Ouly) Counsel Attorney Attorney
O SProSe O T Retaimed 01 U Subs for Pro O X Administrative
Attorney se i

O ¥ Standby Comnsel

[Prior Attorney's Name
|Appointment Dat

Albert Albertson

14, LAW FIRM NAME AND MAILING ADDRESS

Repayment 0 VES @ NO

[Siznsture of Fresiding Judge or By Order of the Court

‘Nunc Pro Tunc Date

Vouchers on File

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status Date Entered
1:14-CR-08805-AA-  Jebediah Branson (# 1) CIA-20 Voucher Closed 03/17/2016
Seart: DS/23/2015 Claimed Amount: §,350.00 Andrew Anders 'f_“ 0101.0000001
Enct: 08/23/2015 Approved Amount: 6,350.00
% Jebediah Branson (# 1) AUTH Voucher Closed 11/16/2017
= 022014 Claimed Amount: 1,000.00 Chemist/ Taxicologist 14" 5101.0000002
End: 1/16/2017 Approved Amount: 1,000.00 a

:14-CR-0BBOS-AA-  Jebediah Branson (# 1) AUTH-24 _. Voucher Entry 04/14/2014
Claimed Amount: 0.00 N o
Jebediah Branson (# 1) CIA-20 Voucher Ent: 11/05/2015
E Claimed Amount: 0,00 N edic "
End: o
1:14-CR-08805-AA-  Jebediah Branson (# 1) QA-20 _ Voucher Entry 11/05/2015
Claimed Amount: 0.00 ‘ Edit
Jebediah Branson (+ 1) AUTH-24 Voucher Closed 01/21/2016
Claimed Amount: 0.00 lf 01010000082
o B
Jebediah Branson (# 1) TRAVEL _ Voucher Entry 01/21/2016
Claimed Amount: 0.00 P N
L:14-CR-08805-A4-  Jebediah Branson ( 1) CA-20 _ Voucher Entry 01/21/2016
E Claimed Amount: 0,00 N edie
End: o Edit
1:14-CR-08605-AA-  Jebediah Branson (# 1) CA20 _ Voucher Entry 03222016
Sear: 03/22/2016 Claimed Amount: 802.75 Andrew Anders W/ Edit
Enc: 03/22/2016 " FINAL PAYMENT
1:14-CR-08805-8A-  Jebediah Branson (# 1) AUTH-24 Voucher Closed 03/22/2016
S E0LE Claimed Amount: 0.00 € 0101.0000105
123453 . Lasts Page 1 of 7 (70 items)
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Appointment Info This section contains all information about the appointment.
Vouchers on File This section contains all vouchers for the appointment.
View Representation Click the View Representation link to view 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.

View Representation

Clicking the View Representation link displays the following information:
e Default excess fee limit
e Presiding judge
e Magistrate judge
e Co-counsel
e Previous counsel

Step 1

In the Appointment section, click the View Representation link.

Appointment
Intf

Representation Representation Info
Int 2= g T CIRDIST DIV .CODE 7 PERSON REFRESENTED [FOUCHER NUMEER
101 Pebediah Branzon
3.MAG. DKT/DET NUMBER. 3.DIST. DKTDEF NUMBER 5. APPEALS. DRI/DEF NUMBER 6. OTHER DEI/DEF NUMBER
1:14-CR-08803-1-AA
7.IN CASEMATTER OF(Case Name) 8 PAYMENT CATEGORY 0_TYFE PERSON REPRESENTED 10. REPRESENTATION TYFE
) [Felony (including pre-trial diversion -
Representation Report [USA v. Bransen lof alleged felony) A dult Defendant Criminal Caze
11. OFFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PREEIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
I511,500.00 |albert Albertson
DESIGNEE 1
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/14 lisa_ormnelas@aob: uscourts. gov
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Creating the 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 Appointment section, from the CJA-20 voucher template, click the Create link.

cIA-20 Create
Appointment of and Authority to Fay
Court-Appointed Counsel

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

Tab headings

|+ Basic Info Services Expenses Claim Status Documents Confirmation
. = —— appear at the
Basic In
1. CIR/DIST/DIV.CODE 2 FERSON REFRESENTED [VOUCHER NUMBER to P Of t h e
101 [Jebediah Branson
3 MAC. DKT/DEF NUMBER. 4. DIST. DKT/DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6. OTHER. DKT.DEF NUMBER screen.
1:14-CR-08805-1-AA
. 7.IN CASEMATTER OF(Case Name) | 8. PAYMENT CATEGORY 9 TVFE FERSON REFRESENTED 10. REFRESENTATION TYFE
Start Date: 6/11/2014 USA v Branson Felony (inchuding pre-trial diversion |, o pyfongane [Criminal Case
End Date: 014 of kg belony)
i L 11. OFFENSE(S) CHARGED
o . s 15:1825 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12343 []A Associate []€ Co-Conusel
110 Main Street intine
R i e
oone: 210.833.5623 []PSubs for Fanel Attorney [ | R Subs for Retained Attorney
’ []¥ Standby Counsel
Reports [Frior Attorney's Name
|Appointment Dates
Defendant Detail Budget Report |signature of Fresiding Judge or By Order of the Court
Detail budget info for defendant = |Albert Albertzon
14. LAW FIRM NAME ANDMAILING ADDRESS b s R T
) [3/3/2014
Form CJA20 Repayment []VES []50
Defendant Summary Budget Report
Totals only of budget info for
il Payment Info
Preferred Payee | Andrew Anders %
o e A progress bar
SSN/EIN: *=**-**-5789
123 Legal Blvd, South appears at the
AnyTown, DC
12345 - USA
Phone: 888-555-4000 / bOttom Of the
Fax: 883-555-4001 screen

«First || < Previous || Next = || Last » | | Save | ‘ Delete Draft | Audit Assist

Notes:

e To avoid data loss, frequently save any entries made to a voucher. There is NO AUTOSAVE function.

e To delete a voucher, click Delete Draft at any time prior to submitting it. Deleted vouchers cannot be retrieved.
e To check for warnings or errors in the document, click Audit Assist at any time.

e To navigate, click the tab headings or the navigation buttons in the progress bar.
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Entering Services

Itemized entries should be entered on the Services page. Both in-court and out-of-court time should be recorded here.
Do not combine different categories in one entry.

Step 1

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

Basic Info Expenses Claim Status Documents Confirmation

Services
Date a/17/2020 | = =5 Description
Units = -
Rate =
* Requirad Fields
To group by a particular Header, drag the column to this area.
Date Description | I.lnils| Rate | Amit
(Empty)
<rirst | [ < previous | [ wext> || rast>
Step 2

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.

Servic

= oe
Units < April 2020

Rate

= Su Mo Tu We Th Fr Sa
» 29 30 31 1 2 3 4
* Required Fields > 5 6 7 8 9 10 11
; » 12 13 14 15 16 17 | 18
Togroupbyaparl » 19 20 21 22 23 24 25
[ [ » 26 27 28 29 30 1 2

Date  Desci ) )
eSSl » 3 4 5 6 7 8 9

Click the Service Type drop-down arrow and select the service type.
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Services
Date 4/17/2020 | =) Description
Service Type || | = Iz
Doc.# (ECF) In Court Services
a. Arraignment and/or Plea A
Hours
b. Bail and Detention Hearing
> Raquired Fekds <. Motion

| To group by a pa d. Trial

e. Sentencing Hearings

Notes:

* You can add dates in any order, or sort in chronological order at any time.

¢ In-court services (15a.-h.) must be used for court proceedings only, incl. status conferences via telephone.
e Use 16a. for all phone calls and meetings; 16c. for research and drafting pleadings.

e Enter travel 16d. as one roundtrip entry.

Step 4

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

Services
Date 4/17/2020 | * ﬁ Description First appearance an arraignment of defendant
Service Type a. Arraignment and/or Plea v |*
S e e :

Hours *  at $148.00 per hour.

* Roguired Fekds

Step 5

The entry is added to the voucher and appears at the bottom of the Service Type column. The Date header sorts by date.
Be sure to click Save. Click an entry to edit.

. Basic Info ) Services " Expenses Claim Status " Documents Confirmation

Services
Date 4/17/2020 | =) Description
Service Type v
Doc# (k) [ | Ppages [ | y
Hours I:l *  at $148.00 per hour.

* Required Flekds

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

| Service Type | Date | Description Hrs| Rate | Amt
a. Arraignment and/or Plea 04/17/2020 First an arrai of defend: 5.0 $148.00 $740.00

[<rirst ] [<Previous | [ Next> | [ Last> |
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Entering Expenses

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

.~ Basic Info | Services |} Expenses ~ Claim Status " Documents . Confirmation
Expenses
owe [ |33 —
Expense Type v |=
Miles :] at $0.535 per mile. -
Amount [ ] l Add ” Remove
* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type IDate Ioscnpuon ]Mi@hmlm
(Empty)
<Frt] [<prevows ] o> | [ o>

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

Expenses
Date [4/9/2020 | =2
| Expense Type - | =
Miles Travel Milas
Amount Travel Misc.
Fax
* Required Fields Long Distance Charges
To group by a pg Photocopies 5 area.
E Type Postage fon
Other Expenses
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Use Travel Misc. for parking. If Travel Miles is selected, enter the round-trip mileage, and then click in the Description
field to enter a description. Click Add.

Expenses
Date 4/17/2020 | = % Description Travel to and from court.
Expense Type | Travel Miles -
Miles | 20] at $0.535 per mile. &
Amount , || Add ||| Remove
* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type {nate {Dscnpt-on lMiI%RahelAmt
(Empty)
<Fit ] [ previos | [ et ][ o>

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

Expenses
N 7 | pesctn

Expense Type | v =
Miles [ ]*ats0.535 per mile. .
-

* Required Fields

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

Expense Type lDatg lempbon ‘Milq“hhe lAmt
Travel Miles 04/17/2020 Travel to and from court. 20 $0.535 $10.70
«First || <Previous |[ Next> |[ Last» | save |
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Step 4

Click in the Date column header to sort expenses by date. Click Save.

Expenses
owe [y |+ Descptn

Expense Type v [*

Miles [ ]*ats0.535 per mile. .

Amount | Add | Remove

* Required Fields

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

|
\
\
|

| Expense Type lDatg |Dscripﬁon iMﬂ{m&im

| Travel Miles 04/17/2020 Travel to and from court. 20 50535 $10.70 |
’ Photocopies 04/17/2020 Copies- 100 pages @ .10 per page. 0 $0.000 $10.00 ‘
] (oo | (e | (]
Notes:

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

e Remember to click Add after each entry.
e C(lick an entry to edit.

Claim Status
Step 1

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

Basic Info Services Expenses | ) Claim Status | Documents Confirmation

Claim Status

P — T —r
Payment Claims *
O Final Payment
O Interim Payment (payment )

© supplemental Payment
© withholding Return Payment

** Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for ¢ ion and/or reil 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 _ Oves Ono
(compensation or anything of value) from any other source in connection with this representation?
* Required Fields
[CeFirst ] [<Previous || Next> ][ tast» | [Csave |
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Step 2

Enter

the start date from the services or expenses entries, 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

warni

ngs regarding your document.

Basic Info Services Expenses P Claim Status Documents Confirmation

Claim Status

Startoate [ [+ EndDate [ |3
Payment Claims *
O Final Payment
O Interim Payment (payment #)

O Supplemental Payment

) Withholding Return Payment

** Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for comp ion and/or reimb for this case? * Yes LNo
If Yes, were you paid? Yes No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment _ Oves Ono
(compensation or anything of value) from any other source in connection with this representation?
* Required Fields
[ «First ][ <Previous |[ Next> ][ Last» | [ save | Delete Draft
Notes:
.

The Payment Claims section features the following payment claims type radio buttons:

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

Interim Payment to allow for payment throughout the appointment. A court order is required! If approved,
indicate the number of interim payment in the field provided.

Supplemental Payment for, e.g., Rule 35 representation or to request payment due to a missed or forgotten
receipt after the final payment has been submitted.

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, you may receive the following pink error message (if your pop up blocker is turned off):

A

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

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

Be sure to save!

CJA eVoucher | Version 6.3 | AO-SDSO-Training Division | April 2020



CJA eVoucher for Attorneys | 22

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\JaimeLongoria\l Browse...

Description I Document ]

Upload

Description Delete  View

Document Delete View
[erist ][ <previous J[ next> J[ rast» ]

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

Supporting Documents

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

File C:\Users\.JaimeLongoria\l

Description | Document |

Description Delete View
Document Delete View
<P | [rrenons | e ][
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Signing and Submitting to Court

Step 1

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
7 PERSON REPRESENTED "OUCHER NUMBER

T CIR/DIST/DIV CODE
101 lebediah Branson

3 MAG. DELDEF NUMBER 1 DIST. DET/DEF NUMBER

[1:14-CR-08803-1-AA

. AFPEALS. DKT/DEF NUMEER,

6. OTHER DET/DEF NUMBER

[Email: lisa_omelas@aotx.uscourts pov

14 LAW FIRM NAME AND MAILING ADDRESS

|Andrew Anders TIN: XX-X3000000
110 Main Street

San Antonio TX 78210 US

[Phone: 210-833-5623

O Y Standby Counsel

[Prior Attorney's Name
|\ ppointment Dates

Albert Albertson
[Date of Order
3/32014

71N CASE/MATTER OF (Case Name) 8 PAYMENT CATEGORY 9 TYPE PERSON REPRESENTED 10 REPRESENTATION TYPE
~ [Felony (including pre-trial diversion
[USA v. Branson Jof allezed felony) Adult Defendant |Criminal Case
1L OFFENSE(S) CHARGED
15:18235 F INSFECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME AND MAILING ADDRESS 13. COURT ORDER
Andrew Anders O D Federal O F Subs for Federsl
110 Main Street O A Assciate 0 CCoCommsel oo 0o Defenter
San Antonio TX 78210 O LLesrned Connsel @ O Appointing O P Subs for Panel O R Subs for Retsined
[Phone: 210-833-3623 (Capital Only) Counsel Attormey Attorney
Cell phone: 210-553-1234 O SPrase O T Retaized O USabsforPre |y qgraice
Se -

Attarmey

fsienature of Presiding Judge or By Order of the Court

Nunc Pro Tunc Date

Repayment 0 YES @ NO

Ifyes, were youpaid? o YES o NO

any other source in connection with this representation? o
1 Swear or effirm the truth or correctaess of the above statements.

Signature of Attomey:

ES. TN COURT COMF. [4. ‘OUT OF COURT COMF.
8. SICNATURE OF THE FRESIDING JUDCE

Have you previeusly applied to the court for compensation and/or reimbursement for this case?

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
CATEGORIES o éﬁ%ﬁ ADIUSIED | ADIeTED REVIEW
15. ]2 Arra:;nment and/or Plea [ $0.00
. Bail and Detention Hearing ] $0.00
¢ Motion [] §0.00
d. Trial Q 0.00
. Sentencing Hearings [1] 0.00
f. Revocation Hearinge 0 0.00
g. Appeals Court 0 §0.00
h. Other [] $0.00
Totals 0 $0.00
16. | 2. Interviews and Conferences 0 $0.00
b. Obtaining and Reviewing Records a $0.00
c. Legal Research and Brief Writing [ 50.00
d. Travel Time ] $0.00
e Investigative or Other Work Q $0.00
Totals 1] $0.00
[Travel Expenses (fodging, parking, meais,
17 mrisage.?;‘z.} odging, parking $0.00
i3 [Other Expenses (other tham experi, $0.00
| lranscripts, etc.)
GRAND TOTALS $0.00
(CLAIMED AND ADJUSTED)
N CASE COMFLETION
FROM: TO:
2. CLAIM STATUS O Funal Paymest O lmerim Paymest () O Supplensental Payment O Witkholding Payment () (To

o YES o NO

(Other than from the Court, have you, or to your kmowledgze has anyone else, received payment (compensation or anyihing of value) from

YES o NO  Ifyes, please attach supporting documentation

Date 3igned:

APPROVED FOR PAYMENT - COURT USE ONLY
5. TRAVEL EXFENSES

6. OTHER EXFENSES

ATE

[F5- TN COURT COMP.

OUT OF COURT COMF. {1 TRAVEL EXPENSES

7 OTHER EXPENSE!

33 TOTAL AMT. APPRCERT.

IDELEGATE) Payment approved in excess af the statutory threshold
jameount

4 SICNATURE OF THE CHIEF JUDCE, COURT OF AFFEALS (O DATE

s, JUDGE CODE

'OTAL AMT. CERTIFIED FOR
[PAVMENT

Attention: 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:

«First_|[ < previous ][ Next> ||[ Last»
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In the Public/Attorney Notes field, you can include any notes to the court. Select the check box to swear and affirm to
the accuracy of the authorization, which automatically time stamps it. Click Submit.

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

Pubiic/Attomey
Notes Notes

[¥] Tswear and affirm the truth or correctness of the above statements
© Submit
[ «Frst ][ <Previous ][ Next> |[ Last» | [ save | | DeleteDraft |

If you do not see the confirmation screen below, the document was not 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 will receive a notification if we need more details.
Flease keep the following voucher number for your own records:

0101.0000150

Back to:
Home Page
A ini nt P,

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

To group by a partiauar Header, drag the column to this area. sﬂrd-u:[
Case Defendant Type Status
1:14-0R -0BB05-AA - Jebediah Branson (= 1) ClA-20 Submatted to Court
Star: OA/1312014 Claimed Amount: 89.20 Andrew Anders A 01010000150
Erc: 0B12/2014
11508 08505-AR Jebedish Branson (= 1] ClA-20 Submitted to Court
el e e A / UoLR00
1: 14-CR 088054 Jebediah Branson [ 1) ALITH Submitted to Court
St 040212014 Claimed Amount: 1,000.00 Chemist, Toxicologist 01010000002
End: DA/DL/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

. -AA-
Start: 06/19/2014
Enc: 06/19/2014
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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.
The Services and Expenses fields tally as entries are entered in the voucher.

° Services: $63.00
9 Expenses §26.20

Expand the item by clicking the drop-down arrow to reveal specifics.

0 Services: $63.00

In Court Services
Service Hours
Arraignment andor a5
Plea

Bad and Detention 0
Hearing
Motion Hearings ']
Trial 0
Santencing Hearing o
Revocation Hearings Q
Appeals Court 0
Other 0
Totals 05

Out of Court Services
Service Hours
Interviews and o
Caonferences

Qbtaining and 0
Reviewing Records
Legal Research and
Brief Writing
Travel Time Q
Investigative and 0
‘Other Work

© Expenses: §26.20

£63.00

£0.00
$0.00

$0.00
50.00
$63.00

Travel
Expense Type
Travel Milgs
Travel Misc
Totals

Amount
$11.20
50.00
$11L.Y0
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Reports and Case Management

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

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

e  Viewable reports appear in the left review panel.

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

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

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

Reports

Defendant Detail Budget Repart
Detail budget info for defendant

Form CJAZ0

Defendant Summary Budget Repaort

Totals only of budget info for
defendant

You can find other accessible reports by clicking Reports on the menu bar.

Home Operations Reports Links Help Sign out

> Reports

[ Internal |

Attorney Time
Appointment Report
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Defendant Detailed Budget Report

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

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

Type of Repreasntation: Crminal Case
Budget Amount Reguasted: $0.00
Budget Amount &pproved: $53.300.00

PDT:.m “;‘m Faan Expenass Tiotal Faaa Expanses Total Aftar approved | After Approved
| Travel | oOther | | Travel | Other And Panding
| - 1 _— | | | o | |
|09r23r2015 to 09232015 | 0101.0000001 | s0.00 50.00 50.00/ s000| 56.350.00] 50.00] 50.00] 56.350.00 53.550.00| 53.550.00
0111501 to 0D | [ 50.00| 5000 50.00/ s0.00| 50.00/ $0.00| snoo| 50.00| $3,550.00 53.550.00|
01011901 to 01D | | 50.00] 5000 50.00/ s0.00/ 50.00/ 50.00| S0.00| 50.00| $3,550.00 $3,550.00|
' ' | Tatal Panaing:| $0.00 | | Total approved: | $6.350.00| $3.550.00 $3.550.00
Time Period Vouchar
For Vouc phaiuii Faeg Expenass Total Fogs Expansas Total After Approved | After Appe
Traval ‘otner | | Travel | oOfher | and Panding
ot Humber: 0107.0000002 amount Requestsd: $1,000.00 Amount Authorized: $0.00 Attomey: Andrew Andsrs

e — I
vouchars as well 38 vouchsrs for Faas Expanacs Tota] Feag Expensss Total Approved and Pending

Expart or Services on CJA21 or I i | I — 1 &g I e -

CJAT1. They rapresent the total Traval Ofhier Trawvel Other Facs ;mm;:a
submitied sxpenditures for this -

+Doas not Includs Travel Auth $0.00/ $0.00 $0.00 $0.00 $6,350.00 | M.Hf $0.00 $6.350.00 | $E.350.00 $6.350.00
Thursday, Movember 5, 2015 - Wer. 1.1 Page 1071
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Defendant Summary Budget Report

The 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
Type of Representation: Criminal Case
Budgst Amount Requestsd: $0.00
Budgst amount Approved: $3,900.00

;:r‘:rm m Fesa Expanses Total Faas Expenges Ttal After Approwed | After Approved
[ Traved Gﬂ'lal“ [ Il!\ml" [ Di.ha.r | And Pending
promaeee . M B | | e | | ] | ] |
| Total Penaing:| $0.00] Total Approved:| $£,350.00 3,550.00 £3,550.00

Fess Expansas Total

a8 well ag Tor Fees

Expenzss | Total Faas Expanass Total Approved and Pending
%ﬂwwwﬁ Travsl otner Traval othar Faes Faas and
expenditures for this | | 1| | 1| ERpaRae, ;
Fisie maciE At Tranmd Anth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $£.,350.00 $£,350.00 $6,350.00
Thursaay, November 05, 2015 - Wer. 1.1 Page 1071
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Creating a CJA-21 Voucher (to pay service providers/experts)
Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.

Step 1

On the Appointment page, click Create from the CJA-21 voucher template. The voucher opens the Basic Info page.

CIA-21 Create
Autharization and Voucher for Expert
and other Services

When submitting a CJA-21 voucher, you have two options from which to choose in the Authorization Selection section.
If Services remain below $900 and the request does not require advance authorization, click No Authorization Required.
If you have a previously approved authorization, click Use Existing Authorization. If unsure, check your “Vouchers on
File” for existing authorizations. Vouchers on File can be viewed from the “Link to Appointment” and will have the

header Appointment Info

J Basic Info

Basic Info

H. CIFDIST/DIV.CODE 1.PERS0N REFEESENTED [VOUCHER NUMEER
101 Jebediah Branson

3. MAG. DET'DEF NUMBER 4 DIST. DKTDEF NUMEBER & AFPPFALS. DET/DEF NUMBER 6. OTHER. DET/DEF.NUMBER

1-14-CB-08805-1-AA

7. 1IN CASEMATTER OF(Caze Name) 8. PAYMENT CATEGORY 9. TYFE PERS0ON REPRESENTED 10. REPRESENTATION TYFE
[USA v Branson Efﬁggﬁgﬁ% pre-trial diversion |, 4 1 1y fondant Criminal Case

11. OFFENSE(S) CHARGED

151825 F INSPECTION VIOLATION PENALTIES

EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1

511.500.00 [ATbert Albertson

DESIGREE 1

Authorization Selection
You can click the Use Existing Authorization button to select from a list of approved authorizations, or click the No Authorization Required button
if under the statutory limit.

No Authorization Required

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

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

« First || < Previous || Next > || Last »
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Step 3

If you click Use Existing Authorization, a list of associated authorizations appears. Click the desired authorization, which
turns blue when clicked. You cannot continue until it 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 Astey

ID Number: 186

Order Date: 02/01/2017
Authorized Amount: 5100.00
Grand Total Amount: £100.00

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

Step 4

The service type automatically 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
Step 5

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 available, and you can choose if you or the expert will fill out
the voucher. Once you have made your selection, click Create Voucher. Done. The expert will receive notice that his/her
voucher has been created.

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  [Astley, Rick v/

Expert Info Rick Astley

Details 110 Main Street

5an Antonio TX 78210 US
Phone: 210-555-3434
Voucher Assignment = ® Attorney () Expert

| Create Voucher ‘
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Notes:

e Only experts registered with the service type selected appear in the drop-down list. To submit a person for
approval, see Step 6.

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

e For attorneys filling out the voucher for the expert, the voucher must be submitted/approved twice: After
entering the information, the voucher appears in the My Active Documents section as submitted to the
attorney. Perform the second approval/submission by clicking the voucher, navigating to the Confirmation page,
and approving the voucher, which then moves to the My Submitted Documents section.

Step 6

If the expert is not currently in the eVoucher system, contact the CJA Clerk or submit the expert for approval:
For experts not yet set up in eVoucher, voucher entry defaults to the Attorney. Fill in all required information for the
person you wish to submit for approval.

Service Type Interpreter/Translator W

Description

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

Expert A

First Name Middle Name Last Name =

Email * |

Phone * | |Fax

Address 1 * City =

Address 2 State (U.5. Only=) 7i
9

Address 3 Country *

[ | [UNITED STATES V|

Voucher Assignment = @ Attorney  Expert

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

Notes:

e The expert goes through an approval process. Once approved, an email is sent to the attorney.
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Filling out the CJA-21 Voucher for the Expert

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 item appears at the bottom of the Services section. Click Save.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services
Date 04/17/2020 | =2H] Description
Units = *
Rate L
* Required Fields
To group by a particular Header, drag the column to this area.
Date | Description | I.Inils| Rate | Amt
(Empty)
e [ ] e ] [

Click the Expenses tab or click Next on the progress bar. In the corresponding fields, enter the date, expense type,
description, and miles. Click Add. The item appears in the Expense Type column. Click Save.

Basic Info Services |- Expenses Claim Status Documents Confirmation

Expenses

Date 4/17/2020 | == Description

Expense Type | | = *
Miles at 50.535 per mile.

Amount = Add Remove

* Required Fields

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

Expense Type Date Description Milel Rate | Amt

(Empty)

[<rist ] [< previous ]|[ Next> ]| Last> ]
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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 Confir

Claim Status
Swtvate [ |- mavwe [ |-

Payment Claims *

O Final Payment

O Interim Payment (payment %)
) supplemental Payment

O wWithholding Return Payment

** Reminder: Please select the appropriate daim status.

* Required Fields

[ p—
[t ] [ Previous | [ hext> [ tast>
Notes:

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

e Experts are encouraged to submit interim vouchers. Indicate the number of this request payment. If unsure,
check for previous CJA-21s at “Vouchers on File.”
Step 4

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 is added to the voucher and
appears 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\JaimeLongoria\l Browse...
Description [Document
Description Delete  View
Dacument Delete  View
7 ] T ]
[crst ] [< provious | [ net> ][ tast> | [Cone |
= |— |

Notes: 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.

Bavic inte Serveces Cxpunses Clases Stetus Drox wme ite » Contomation

Confirmation

Select the check box at the bottom of the screen to swear and affirm to the accuracy of the authorization, which
automatically time stamps it. Click Submit.

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

If you do not see the “success” message, the voucher was not properly submitted!

Yeur voucher has been submitted for payment. You will receive a notificason if we need more detads,
Flease keep the folowing voucher number for your own records:

0101.0000154

Home Page
Appointment Page
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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.

DPpOINUMents S
- e

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

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

AUTH Create
Authorization for Expert and other
Services

Click Create New Authorization. Do not select Create New Authorization if you already obtained one previously for the
service type requested. Click Request Additional Funds instead, which will add funds to the existing authorization.

Authorization Type Selection

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

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

Request Additional Funds

Use this button to select an approved
authaorization that you would like to
request additional funds for.
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Step 4

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 (requested amount)

e Basis of Estimate field (hourly rate of provider)
e Service Type drop-down list

e Requested Provider field

Click Save.

I Basic Info Documents Confirmation

Basic Info

1 CIR/DIST/DIV.CODE 2 PERSON REFRESENTED [VOUCHER NUMBER
101 [Febediah Branson
3 MAG. DKT/DEF NUMBER 4 DIST. DKT'DEF NUMBER 5§ AFPEALS. DKT/DEF NUMEER 6 OTHER DKT/DEF NUMBER
114.CR08805.1-A4
7.IN CASEMATTER OF(Case Name) !.PAY!E_.NT CATEGORY . j 0. TYPE PERSON REFRESENTED 10, REPRESENTATION TYPE
[US A v. Branson E?Eg‘g’:ﬁg;‘g pre-trial diversion |y 5 1 1ycfongan |Crizainal Case
1L OFFENSE(S) CHARGED

[15:1825 F INSPECTION VIOLATION PENALTIES

T2, ATTORNEY § NAME AND MAILING ADDRESS T, COURT ORDER

Andrew Anders . O D Federal O F Subs for Federal
110 Main Street 0 A dsedate 0 COoLomt bopenier Defender

San Antonio TX 78210 O LLearned Counsel [ O Appointing [ P Subs for Panel O R Subs for Retained
[Phone: 210-833-5623 {Capital Only) Counsel At Atforney

ICell phone: 210-555-1234 o srose O TRetsined 0 USsbsforPro |y oo
[Email: lisa_omelas@aotx uscourts gov Attorney e

O ¥ Standby Counsel

[Prior Attoruey's Name

[Appointment Dates

|siema ture of Presiding Judze or By Order of the Court

Albert Albertzon

14, LAW FIRM NAME AND MAILING ADDRESS. ste of Order Mume Pro Tunc Dte

Repayment 0 YES & NO

Master Authorization Information

Order Date

Nunc Pro Tunc Date

Repayment l:l
estimated Amount | $] _so00.00]]
Authorized Amount $
Basis of Estimate | 100 hours at $80,/hour | |
Description
Service Type | Investigator Vl =
Requested Provider |Jnhn Doe |
[ «First ] | < Previous "l MNext > |i| Last » | | Save | | Delete Draft
1

Click the Documents tab or click Next on the progress bar. To add your ex parte request for funds, click Browse to locate
your file, and then add a description of the attachment. Click Upload. The attachment and description is added to the

voucher and appears at the bottom of the Description column. All documents must be submitted in PDF format and
must be 10 MB or less.

Basic Info | ) Documents Confirmation

Supporting Documents

File Upload (Only Pdf files of 1OMB size or lesst)

File: C\Users\aimeLongoria\l Browse...
Description  [Document |

U
Description Delete  View
Document Delete  view
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Step 5

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

BasicInfo | Documents

Confirmation
1. CIR/DISTDIV.CODE [2-PERSON 'OUCHER NUMBER
101 ebediah Branson
3. MAG. DKTDEF NUMBER 4. DIST. DKT'DEF NUMBER APPEALS. 'DEF NUMBER 6. OTHER. DKTDEF NUMBER
1:14-CR-08805-1-AA
7.IN CASEMAT 3 8. PAYMENT CATEGORY 9. TYPE PERSON 10. TYPE
) [Felony (including pre-trial diversion )
JUSA v. Branson £ alleged felony) |Adult Defendant Criminal Case
11. OFFEN
15:1825.F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S STATEMENT
v Iherety ¥ Thereby requast:
@ Authorization to obtzin the service. Estimated compensation: §
0 Appeoval o y y Approprizion
fsignature of Attorney
Andrew Anders
110 Main Street
[San Antonio TX 78210
[Phone: 210-833-5623
[Cell phone: 210-555-1234
[Email: lisa_omelas@aotx.uscourts.gov
Tracion) MTTPEONSIVIGEFROVDER
0 01 Iavestigator ) 16 Other Medical
o0 ) 16 Voice/Audio Analyst
15, COURT ORDER © 03 Prychologist © 17 Hair Fiber Expert
i sistaction, | © 04 Prychintrist 0 18 Computer
Jrutherization requested in item 12 i hareby grazted. © 08 Polygraph (Hardware SoftwareSystems)
N 19 Paralegal Services
Jigaature of Presding Judge or By Order of the Cout © 06 Documents Examiner o
[Albert Albertson 0 07 Plgurpent, © 20 Legal Amalyst Consultant
[Date of Order Nunc Pro Tunc Date O 08 Accountant © 21 Jury Consultant
Repwmet 0 718 @ %0 0 09 CALR (Weslaw Lexis, tc) 0 22 Miigaton Specalt
© 10 Chemst Toxicologist © 33 Duplicaton Services
O 11 Ballstics O 24 Other (Spacty)
0 13 Weapons Firearms Explosive 1 28 Litigation Support Services
Expert ) 26 Computer Foreasics Expert
© 14 PathologistMedical Examiner
NOTES
STgnature of Presiding Judge Date Signed. Tudge Code Approved Amount "Total Approved Amount
Signature of Chief Judge, Court of »
ppeais (or Delegate) Date Signed Judge Code Approved Amount
Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes
[_] 1 swear and affirm the truth or of the above
Date: ¢ Submit
—
[_«First ][ < Previous ||[ Next> ][ Last» | [[save ]| [ Delete Draft | [[Audit Assist |
I

Step 6

A confirmation screen appears, indicating the previous action was successful and the authorization request has been
submitted. Click the Home Page link to return to the home page. Click the Appointment Page link if you wish to create
an additional document for this appointment.
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Requesting a Transcript (AUTH-24)

Check the docket! The transcript you are requesting may be available for free download with your fee-
exempt PACER account.

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.

Authorization for payment of
transcript

|AUTH—24

Step 2

The authorization opens to the Basic Info page. Click the No Authorization Required link.

No Authorization Required

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

Step 3

On the Basic Info page, enter the reason for requesting the transcript (Proceeding Transcript to be Used) and the date
and type of proceeding (Proceeding to be Transcribed).

¥ Basic Info Conf

Basic Info

4 b
1:14.CR-08805-1.AA
\ENT CATICO!
eloay (nchoding pre-tnal diversicn
of alleged feloay)
T3 COURT ORDIR
o o © D Federal O ¥ Subs for Federal
O AAsseciate O CCoComsd = 00 Dedmt
[San Antomso TX 78210 O Liewrned Coumel O OAppolating O P Subs for Paned O R Suds for Retained
hooe: 210-833.5623 (Capital Only) Connsd Attorney Attorney
2! 210-555-1234 o O TRetaised O USsbsferPre
. phooe = . O SPrese - s © X Admisberasre
© ¥ Stusdy Coumsel
fSigaacure of Presiding Jadge or By Order of the Court
JATbert Albertson
14 LAW FIRM NAME AND MAILING ADDRESS 3-3':3‘:‘"' Nuac Pro Tuac Dote
Repaymest © VES # NO

Proceeding Transcript ‘
To Be Used

e | |

Apportioned Cost (%)
Apportioned Case and
Defendant ‘ ]

Special Transcript ":NOM vig

= [
- Opening O guer [ Prosecution Rebuttal

[ Defense Opening Statement [ Defense Argument (D ury tnstroctions (] vor Dire
et [ e s B e
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Step 4

Click the Documents tab or click Next on the progress bar. To add an attachment, click Browse to locate your file, add a
description and click Upload. Click Save.

Step 5

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

Basic Info Documents

Confirmation

1. CIR/DISTDIV.CODE 2. PERSON REPRESENTED VOUCHER NUMBER
ebediah Branson

3. MAG. DKT'DEF NUMBER 4.DIST. DKT/'DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6. OTHER. DKT'DEF.NUMBER
1:14-CR-08805-1-AA

7.IN CASEAIATIER OF (Case Name) S PAYMENT CATEGORY. 9. TYPE PERSON REPRESENTED 10 REPRESENTATION TYPE
[Felony (including pre-trial diversion B

[USA v. Branson Jof alleged felomy) Adult Defendant (Criminal Case

1L OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES

Al

2. PROCEEDING IN WHICH TRANSCRIPT 1S TO BE USED

T3 PROCEEDING TO BE TRANSCRIBED (Descride speciicall). NOTE: The ial Gamserips a7e Rot o elade Brosecaion opening

T4 SPECIAL AUTHORIZATIONS JUDGE'S INITIALS

A Apportioned Cost % of transcript with

B. 014Day oExpedited o03Day oDaly oHowly o Realtime Unedited

C. o Prosecution Opening Statement © Prosecution Argument © Prosecution Rebuttal
© Defense Opening Statement 0 Defense Argument o Voir Dire o Jury Instructions

D. In this multi-defendant case, of transcripts will impede the delivery of accelerated
transcript services to persons proceeding under the Criminal Justice Act.
15 ATTORNEY'S STATEMENT 16. COURT ORDER

As the attomey for the person represented who is managed above, I | Financial eligibility of the person represented having been established to
hereby affirm that the transcript requested is necessary for adequate | the Court’s satisfaction the authorization requested in Item 15 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.

Signature of Presiding Judge or By Order of the Court

Signature of Attomey Date
Andrew Anders Date of Order Nunc Pro Tunc Date
Printed Name
Telephone Number: 210-833-3623

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

Public/Attorney
Notes

i/ 1 swear and affirm the truth or correctness of the above statements .
Date: 4/20/2020 21:49:45 (4) Submit
< First_] [ < Previous ] [ Next> || Last» Save
| Success
This document has been submitted.

Please keep the following document number for your own records:

0101.0000626

_Back to:
Home Page
Appointment Pagi e |

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.

Note: The Court creates CJA-24s (Payment for Court Reporter). After the court reporter completes the form, you will
receive an automated email notification to approve the voucher.
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Requesting Approval for Out of District Travel

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

Step 1

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

TRAVEL Create

uthorization for payment of Trave

The Basic Info page appears. The Travel Agency to be Used section automatically populates regardless of air travel being
requested.

Step 2

|» Basic Info Authorization Request Documents Confirmation

Basic Info

[ CELDISTDIV.CODE L FERSON REPRESENTED "OUCHER NUMBER
101 Jebediah Branson
[T MAC DT DEF NUMEER |4 DIST.DKIDEFNUMBER |5 AFPEALS. DERTDEF NUMBER |6 OTHER DEI/DEF NUMEER
1:14 CR-08805-1-A4

0 TYPE FERSON REFRESENTED 10 REPRESENTATION TYPE

T_IN CASEMATTER OF(Case Name)

[USA v. Branson eeed felony |4 dult Defendant [Criminal Case

11 OFFENSE(S) CHARGED

15:1823 F INSPECTION VIOLATION PENALTIES

T2 ATTORNEY 5 NAME AND MAILING ADDRESS T3. COURT ORDER

|Andrew Anders . O D Federal O F Subs for Federsl
110 Main Street 0 A Asodiate 0 € CoConnsel o poner Defender

San Antonio TX 78210 O L Learned Counsel @ O Appointing O P Subsfor Panel O R Subs for Retained
[Phone: 210-2833-5623 (Capital Only) Coansel Attorney Attorney

Cell phone: 210-355-1234 O 5ProSe Et:mltﬁf’j"ed O USubsforProSe 0 X Administrative

[Email: lisa_omelas(@aots uscourts. gov
O Y Stamdby Counsel

[Prior Attormey's Name

[sppointment Dates

Signature of Presiding Judge or By Order of the Court

|Albert Albertzon

14. LAW FIRM NAME AND MATLING ADDRESS ;";'2"5‘1);‘*“ Nune Pro Tunc Date

Repayment O YES @ NO

Travel Agency to be Used: Mational Travel Service (NTS) v

National Travel Service (NTS)
707 Virginia Street East

Suite 100

Charleston, WV 25301

Phone: (800) 445-0668

Fax:
Email:
<< st | [ < previous ] [ hext> | [ Lasto>
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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.

Basic Info 7 Authorization Request Doc t Confirmation
Request For Travel*
* Regured Faids
Name and Title of Person Travelng: |Andrew Anders ]’

123 Way 2
Address of Person Traveling: San Antonko, TX 78229
Travel From Location: San Antoas, TX |
Travel To Location: |Los Anpeles, CA IE
Estimated Dates of Travel: (8725528 C
Travel Requested: * Ustimated Cost:  Instructions for requesting amounts for the travel tems:
Airline Tickets via QA Government Travel Agency: 300.00] Complete the estimated dollar for cach applicable kine.
Ground Troaspustations ! 20.0] The “Total Estimated Cost” fiekd is automatically calculated based
Subsntence (Motel & meah): | 100.00| | o® the R e
Other: | | | | Complete information for one traveler per form.
Total Estimated Cost: 420.00
Total Authorized:

Travel to talk to witness,
Purpose and Justification: -

Cowrt Notes:

LA | Remove |

* Al travel and expenses must be in complance with government travel regulations. Actual cost of hotel and meals up to the established per dem rate. Expenses
for travel for one dary or last day is up to the MAJE rate.

Purpose and
Traveler Travel From Travel To Travel Dates Estimated  Authorizer Court Notes
[ Aadrow Anders S Astonio, TX  Les Angeles, CA /295728 Travel to talk 1o witness. Q000
1 Page 1 of 1 (1 ems)
e ) =

Click the Documents tab or click Next on the progress bar. Click Browse to locate your file, and then add a description of
your supporting document. Click Upload. The attachment and description are added to the voucher and appear in the
Description column. All documents must be submitted in PDF format and must be 10 MB or less.
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Basic Info Authorization Request |  Documents Confirmation

Supporting Documents

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

File C:\Users\Jaimelongoriall Browse.

Description [ Travel Receipts |

Upload
Description Delete  View
Travel Receipts Delste  View
T | =3

Step 6

Basic Info Services [xpenses Documents 7 Confirmation

Confirmation

fededad Bransce

. &
i:14.CR 28805 1.AA

fFelooy (mciuding pre-tnal dnernce
dpekerem A&kt Defendant

A
15 1823 F INSPECTION VIOLATION PENALTIES

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

1 swear and affirm the truth or cormectness of the above statements o
Date: 4/20/2020 22:12:0 o Submit
Cort ) [cmees | [ wet> | [(Gnt- ] o]

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

Four vouher Fas besn submitied Sor parmeent. Tou sl recerve & nobfication f we need more detals,
Pleae keep the Tolesng voudwer rumber far yaur e records:

0101.0000162

Back ta:
I:lem.e_jmf

Note: Air travel must be arranged by the Court. Contact the CJA Clerk after judge approval of your Travel
Authorization.
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Creating a CJA-26 Voucher

This is a request and justification for attorney’s fees outside the following statutory limits.

Felony $11,800
Supervised Release Hearing S 2,500
Probation Violation S 2,500
Other (target letter, witness, remand to S 2,500

District Court for resentencing)

CJA-26s submitted via eVoucher will be returned to you after processing. Alternatively, you have the option to upload a
supporting letter or form CJA-26 from the Court’s website in lieu of submitting the form in eVoucher.
https://www.uscourts.gov/forms/attorney-excess-compensation-claims/statement-compensation-claim-excess-
statutory-case

Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.
Step 1

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
Compensation Maximum: District
Court

Step 2

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

b Basic Info Justification Documents Confirmation

Basic Info

[TCIRDISTDIV.CODE |2 PERSON REPRESENTED [FOUCHERNCABER |
10101 ebediah Branson
|3 MAG DKTDEFNUMBER |4 DIST.DKIDEFNUMBER |5 APPEALS. DKIDEFNUMBER |0 OTHER DKT/DEF.NUMBER
1:14-CR-08805-1-AA
|7IN CASEACATTER OF (Case Name) |8 PAYMENT CATEGORY |0, TVPE PERSON REPRESENTED | 10. REPRESENTATION TYPE
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Click the Justification tab or click Next on the progress bar. On the Justification page, enter information in the text fields,
and then click Save.

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. 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 and affirm to the accuracy of the authorization, which automatically
time stamps it. Click Submit.

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