Job Aid

eVoucher 6.13 Importing Service Entries

Import Your Service Entries

Starting with eVoucher release version 6.6, attorneys can import service entries to a CJA-20/30
voucher from a file saved in comma-separated value (.csv) format. This allows attorneys using
commercially available timekeeping and billing systems to create an output file from that
system that can then be imported into the Services tab of a CJA-20/30 voucher—so attorneys
don’t have to manually enter each service line.

Exporting a .csv file from a timekeeping or billing system may not export to a correct format
and may need to be customized to match the required format as illustrated in the sample
spreadsheets provided. You can enter data directly into the sample templates manually or using
copy/paste.

IMPORTANT NOTES:

e Court staff are not responsible for helping attorneys create or download .csv files.

e Asa best practice, the Import Service Entries feature should be started on a new or
empty CJA-20 voucher. If you have service lines already entered on a voucher, they will
be overwritten with the data imported from the .csv file.

On the Home page, expand the Appointments’ List section and locate the appropriate
appointment. Click the case link.

Search: ‘

Appointments

Defendant

Case: 1:14-CR-08B805-AA
Defendant #: 1

Case Title: USA v. Branson
Attorney: Andrew Anders
Representation ID: 2
Appointment ID: 4

Case: 1:14-CR-03806-AA

0 =
Case Title: USA v. Watson
Attorney: Andrew Anders
Representation ID: 4
Appointment ID: 2

Case: 1:14-CR-08808-A8
Defendant #: 1

Case Title: USA v Howell
Attorney: Andrew Anders
Representation ID: 10
Appointment ID: 8

Case: 1:14-CR-08808-AA
Defendant #: 1

Case Title: USA v Howell
Attorney: Andrew Anders
Representation ID: 10
Appointment ID: 103

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

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

Defendant: Thomas Watson
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 03/03/14

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

Defendant: Thomas Howell
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 03/03/14

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

Defendant: Thomas Howell
Representation Type: Criminal Case
Order Type: Associate

Order Date: 08/21/18

Pres. Judge: Albert Albertson
Adm./Mag Judge:
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eVoucher 6.13 Importing Service Entries

The Appointment Info page displays any vouchers that were created for this appointment. In the
Create New Voucher section on the left side of the page, click the Create link for CJA-20.

Note: If you have a previously created CJA-20, review the Import Service Entries on Previously
Created CJA-20s section below.

LOEEDIE Appointment Info
In this page you will find a . - _
_ 1. CIR.DIST DIV.CODE 2 PERSON REPRESENTED [VOUCHER NUMBER
summary about this 542 Thomas Watson
appointment, including a list of || EECEEIEERT 4. DIST. DKTDEFNUABER 5. APPEALS. DKTDEFNUMBER . OTHER, DKT/DEF.NUMBER.
h lated to thi 5:08-CR-00806-14-AA

CeTdi=p i eli=s iy il 71N CASENIATTER OF (Cas Fame) T FAUNENT CAIECORY 5 TYPE PERSON REPRESENTED T0REPRESENTATION TVPE
appointment and links to create | SSNERURN. [Felony (ncluding pre-trial diversion | gup pefengant Criminal Case
S - of alleged felomy)

11 OFFENSE(S) CHARCED

12:1738 P MORTGAGE DISCRIMINATION

12, ATTORNEY'S NAME AND MAILING ADDRESS 13. COUKT ORDER

- [David Dd Att ¢ - Bar Number: 1234123

Eoooagansy Ovowane Occucoma Gt GEphbrint

Create New Voucher ;;ﬂ Aﬂ‘:’{‘é‘f T)f 70352"9 OLLeared Counsel &0 Appointing ) Subs for Panel [J R Subs for Retained
- 21055525 (Capital Only) Counzel Attorney Attorney
AUTH Create o S o (G
- ¥ v/@gmail. i - .
Authorization for Expert and other [Froaik: desiddanerner § zimasl.com Osprose E]lfri:‘““ﬂ E]‘ Sube forPro [ x Agministrative
Services ) )
(¥ Standvy Counsel
AUTH-24 Create losior s -
Authorization for payment of ,;3'.:5;..::.‘235"5’..&2"‘
transcript [Signature of Presiding Judge or By Order of the Court
Albert Albertson
BUDGETAUTH Create 14.LAW FIRM NA@EFAND MAILING ADDRESS [Date of Order Nanc Pro Tanc Date
Authorization for Excess Attorney Fees /32014
and/for Expert and other Services on Repayment [Jyrs @ wo
Budgeted Case
CIA-20 Create fl Vouchers on File
éza?t‘xg\peor\‘;gdagguﬁi:w LAt To group by a particular Header, drag the column to this area. Search I\ |
Case Defendant Type Status Date Entered
CIA-21 Create —
Authorization and Voucher for Expert 5:08-CR-00806-AA- Thomas Watson (# 14) CIA20 _ Voucher Entry 06/06/2024
and other Services Start: Claimed Amount: 0.00 David Dd Attorney Edit
End -

CIA-24 Create
Authorization and Voucher for "
Payment of Transcript 1 Page 1 of 1 (1 items)

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

CJA-20 b Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters —
Voucher .
Basic Info
T CIR/DISTDIV.CODE T PERSON REPRESENTED FOUCHER NUNBER
- 0542 [Thomas Watson
- 3.MAG. DKT/DEE.NUMBER 4.DIST. DKT/DEFNUMBER 5.APPEALS. DKT/DEFNUMBER 6. OTHER. DKT'DEF.NUMBER
5:08-CR-00806-14-AA
Link to CM/ECF T.IN CASENIATTER OF (Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 0. REPRESENTATION TYPE
[USA v. Watson [Fetony (including pre-trial diversion |y u); pefandant |Criminal Case
lof alleged felony)
Voucher 1. OFFENSE(S) CHARGED
Start Date: 12:1738.P MORTGAGE DISCRIMINATION
End Date: T2 ATTORNEY'S NANE AND MAILING ADDRESS. 13, COUKI ORDER
3 [David Dd Attorney - Bar Number: 1234123
PsooMainst U s acscine Uccotoma GR25demt CrsubstrFder

San Antonto TX 78209 i Learned connst 0 sppointing () subs for Panel ()& Subs for Retained
Attorney

& services: $0.00 -
[Phone: 2105552500 (Capital Ouly) Counzel E
[Email: daviddattorney/@gmail.com 4
© Expenses: $0.00 - e s prose g:ﬁ:"““’ 9 USubsforPro (] x yguyinistrative

(O Standby Consast

Representation Fee Limit:
[Prior Actoraey's Name
$10,300.00 [Appointment Dates

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

Fee Amount Remaining After Approved .
and Pending: 9 P 14, LAW FIRM NAME AND MAILING ADDRESS [Date of Order Nunc Pro Tane Date

3/3/2014

$10,300.00 Repayment () yes Evo

Tasks Payment Details

Link To Appointment Select the payment details. Payment accounts that are ready to use display below. To see all payment
Link Te Representation accounts, go to Vendor Manager

 David D Aoy

(70 David D Attorney
Defendant Summary Budget Report TIN (SSN): e= 00

«*
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The Services page appears. To view or download a sample .csv file, click the sample
spreadsheet link. Click Additional Information to view instructions for importing time from a
.csv file.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing s i a Separated Values (C5V)
format. The C5V file must contain all required column headings and data types. Please download ofir sample spreadsheet f§fr the correct column headings

and service type values.

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

contents of the imgorted sV file.

- Additional Information

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

n Date

= Hours

n  Description

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

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

s DocZ
= Pages

For additional information refer to the eVoucher Online Help.

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

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

Import Service Entries (.csv) |

Date 9/3/2021 | « 25 Description "

=

Senvice Type | n

I B B -J-
Hours \:I *  at $155.00 per hour.

Note: The sample spreadsheet is in Excel format. Once the file is populated with data, it must
be saved in .csv format. View the appendix to see the required columns and information for the
.csv file.
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eVoucher 6.13 Importing Service Entries

Before you can import your .csv file, you must create and save it on your computer. The Date,
Hours, Description, and Service Type fields are required for import. The Doc. # and Pages fields

are optional for import, but may be required by your court.

When the .csv file is ready for import, click Import Service Entries (.csv).

Basic Info b Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported fram 2 law firm billing system and saved in Comma Separated Values (CSV)
format. The CSV file must contain zll required column headings and data types. Please download our sample spreadsheet for the correct column headings
and service type values.

IMPORTANT: It is recommended to start with 2 blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the contents
of the imported CSV file.

+ Additionzl Information

Import Service Entries (.csv)

Date ’W‘ = ﬁ

Service Type ‘ - ‘ =
Doc.# (ECF) Pages

Hours E * at $155.00 per hour

Description -

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

| Date = | Description

>

Service Type ‘ Hrs‘ Rate | Amt

(Empty)

No data to paginate

I: View items per page: 10 25 50 100

Note: The service types for the CJA-30 sample spreadsheet differ slightly to match the

information needed for that document type.

Your file directory browser opens. Click the correct .csv file, and then click Open.

Qi | A20Detail.aspx?DocumentlD=m/Z0tF82LqPbSs6BnFSEOg==

4 |« External Users > timeimport O Search time import DENIELOGOUT @ Stock Photos, Stock.. 6Sinternal @ 6.5ext
Confirmation
Organize ~ New folder = M @
I Desktop A Neme Date modified Type
Documents B3] CIA-20 Service Time Import.csv 8/9/2021 10:01 AM Microsoft Excel
& Downloads [system and saved in Comma Separated Values (CSV) format. The CSV file must o/
le type values.
D Music . "
ntries on the voucher will be overwritten with the contents of the imported €5V fil
[&] Pictures
B Videos
‘&= Local Disk (C) mport Service Entries (.csv)
= TempShare (\Viac
= common (\lynx N
= work (\jungle\a
= software (\\jung |-
= i (i, .
File name: | Microscft Excel Comma Separa
‘ Hrs‘ Rate ‘Mlt

To Appointment

(Empty)
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eVoucher 6.13 Importing Service Entries

A success message appears, indicating the number of entries that were imported and saved to
the services table.

Basic Info | Services Expenses Claim Status Documents Confirmation
Service entries have been updated!
13 entries have been successfully added from (J4-20 Service Time Import_correct.csvand saved to the services table below. Click here to view a report for the entries imported.
Services
Date 9/2/2021 |+ ZH rigtion -
Servica Type | )=
Doc.# (ECF) Pages - [+
s (I s

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

Service Type ‘ Date ‘ Description | HI§| Rate ‘ Amt

=. Investigative or Cther Work 07/01/2021 Test 0.1 $15500 $15.50

a. Arraignment and/or Plea 07/02/2021 Test 02 §15500 $3L00

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

b. Cbtaining and Reviewing

Import Service Entries with Associates

To use the Import Service Entries feature on vouchers with associates, the lead attorney MUST
import their entries first or they will overwrite the associate attorney's entries.

The lead attorney imports their service entries to the voucher, leaving the field next to the
associate’s name set to the default Not on Voucher in the Associate’s Info section, by following
the steps in the Import Your Service Entries section above.

b Basic Info Services Expenses Claim Status Documents Confirmation

Basic Info

TR BTN CO0E RSO RERESENTES CTCHERFIVHER

542 essica Hall

TN BRTDEFRONBER s T OTRER DRTDEF ST RER

T IN CASENIATTER OF(Com Nome)
JSA v Hall

VPE PERSON REFRESENTED

5T G
JAdult Defendant

0 REPRESENTATION TYPE

‘riminal Case

I OFFENSE(S) CHARGED
12:1730.M SUSPEND OR REMOVE DIRECTOR OR OFFICER
T3 ATTORNEY'S NAME AND MAILING ADDRESS

[Davd 341

En ftormey - Bar Number- 1234123
@ Services: $0.00 ks

JpFederst  LIF Sobs for Federat
O cocmma 5ubi Defeader

Orgasma Dvsssern [y .
R = Ox assmisiserscivs

2500 M:
- o [ e D ubs o Pant (5 S or et
Poce 2105552500 oo G B i
[Email: @ gmail.com
€ Expenses: $0.00 - o

Reprasentation Fee Limit:
510,300.00

Fee Amount Remaining After Approved

and Pending: 14, LAW FIRM NAME AND MAILING ADDRESS

Link To Representation

Actions

Defendant Summary Budaet Regart
Totals only of budget infa for
defendant

Defendant Detail Budoet Report

$10,072.00
—
Tasks |Associate Info
Link To Appointment Eddie Assoclate Not on Voucher hd

Detail budget info for defendant.

anment Details

ger
David D Attorney

Select the payment details. Payment accounts that are ready to use display below. To see all payment

Import Service Entres (.csv),
Reports. ‘.accounts, g

David D Attorney
TIN (SSN): #es-nrann 60

6/04/2026

A Administrative Office
g of the United States Courts




eVoucher 6.13

Importing Service Entries
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On successful import, in the Associate Info section, the lead attorney must select On Voucher,
Can Edit from the drop-down list next to the associate’s name.

Associate Info
Eddie Associate| On Voucher, Can Edit v

Payment Details

Select the payment details. Payment accounts that are ready to use display below. To see all payment
accounts, go to Vendor Manager

David D Attorney

4

The associate can then sign in to eVoucher and import their service entries as shown above, or

add them manually.

Kerry Kriger (Attorney)

Home Operations Reports Closed Documents Links Help

CJA-20
Attorney Enters

1 01

| (
@Y Services: $300.00
@ Expenses: $8.03 -

Representation Fee Limit:
$11,500.00

Fee Amount Remaining After Approved
and Pending:

$11,500.00

Tasks
Link To Appointment

Actions
Import Service Entries (.csv)

Basic Info ) Services Expenses Claim Status
Services

Date 8/26/2022 | =2

Service Type -

Doc.# (ECF) Pages

Hours ¥ at $100.00 per hour.

Add  Remove

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

Service Type ‘ Date =« ‘ Description Hrs Rate Amt
b. Bail and Detention Hearings 11/15/2018 Bail 3.0 $100.00 $300.00
Page 1 of 1 (1 items) [1] Go to page: D View items per page: 10 25 50 100
s
| « First | | < Previous | ‘ Next > | | Last »

6/04/2026
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Importing Service Entries

Import Services Entries on Previously Created CJA-20s

If you already have a CJA-20 created and are adding time to your services, on the Home page, in

the My Active Documents section, click the Edit link for the appropriate CJA-20.

Home

David D Attorney (Attorney)

> Home

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

Operations

Reports

Closed Documents

Links Help

Sign out

Job Aid

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status Date Entered
1:12-CR-03242-AA- Jessica Hall (# 3242) AUTH _ oucher Entry 06/05/2024
Start: Claimed Amount: 200.00 David D Attorney N Edit
End: Chemist/ Toxicologist -
1:12-CR-03242-AA- Jessica Hall (# 3242) CIA-20 _ vouch 06/05/2024
g:adrt: Claimed Amount: 0.00 David D Attorney ‘ Edit
nd: ~ Bk
1:12-CR-03242-AA Jessica Hall (# 3242) CIA-20 _ Voucher Entry 06/05/2024

Start:
End:

Claimed Amount: 0.00

Service Entries (.csv) link.

David D Attorney

CIA-20
Attorney Enters
Voucher

J

Def..

Link to CM/ECF

& Sservices: $0.00 hd
© Expenses: $0.00 -

Representation Fee
$2,900.00

Limit:
ining After

I Basic Info

Services

Expenses

Claim Status

Documents

Confirmation

Basic Info

1. CIR-/DISTDIV.CODE
0542
3.MAG. DKT/DEE.NUMBER

2. PERSON REPRESENIED
Jessica Hall

VOUCHER NUMBER

4, DIST. DKI/DEE.NUMBER
1:12-CR-03242-3242-AA

5. APPEALS. DK/ DEENUMBER

6. OTHER. DKT DEF.NUMBER

7.IN CASENMATTER OF (Case Name)
[USA v Hall

8. PAYMENT CATEGORY R i
Felony (including pre-trial diversion

9. TYPE PERSON REPRESENTED
|Adult Defendant

10, REPRESENTATION TYPE

Criminal Case

of alleged felony)

11. OFFENSE(S) CHARGED
12:1730.M SUSPEND OR REMOVE DIRECTOR OR OFFICER

12, ATTORNEY'S NANE AND MAILING ADDRESS
[David D Attorney - Bar Number: 15779050
1234 san antonio

[E1 Pasc TX 79901

[Phone: 2105555555 - Fax: 915-532-0904
[Email: deadmail @support.actx.uscourts. gov

13. COURT ORDER
(D Federat

. [ F Subs for Federst
[0 a Associace e cocoua 5 DEe i b
[t Learned Counsel £ 0 Appoincing [P Subs for Panel ()R Subs for Recained
(Capital Oaly) Counzel Attorney Attorney
Osprose g:':!;""‘“’ 9 USubzforPro ()X ygminiserative

[ Standby Counsel

[Prior Attorney's Name

|sppointment Dates

[Signature of Presiding Judge or By Order of the Court
exander F. Fisher

Fee Amount
and Pending:

$1,390.40

Tasks
Link To Appeintment
Link To Representation

Import Service Entries (.csv)

Reports

Defendant Summary Budget Report
Totals only of budget info for

defendant

14, LAW FIRM NAME AND MAILING ADDRESS

[Date of Order
3/15/2017

Nunc Pro Tunc Date

Repavment [ Jves Eno

Payment Details

accounts, go to Vendor Manager

Select the payment details. Payment accounts that are ready to use display below. To see all payment

David D Attorney

“

David D Attorney
TN (SSN): see-sv-2260

6/04/2026
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eVoucher 6.13 Importing Service Entries

The Services page appears. To view or download a sample .csv file, click the sample
spreadsheet link. Click Additional Information to view instructions for importing time from a

.csv file.
Basic Info |» Services Expenses Claim Status Documents Confirmation
Services
eVoucher now provides the ability to import service time entrigs exported from a law firm billing sy<pEramETIVEPTPEIMga Separated Values (C5V)

format. The CSV file must contain all required column headings and data types. Please download o
and service type values.

sample spreadsheet fr the correct column headings

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

contents of the imEorted SV file.

- Additiznal Information

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

= Date

= Hours

n  Description

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

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

n [DocE
= Pages

For additional information refer to the eVioucher Online Help.

5V file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc=, Pages
1/4j2021,1.0,Met with dient,16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment,16b,4,25

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

Import Service Entries (.csv) |

Date 9/3/2021 | = Description "

=

Service Type | hd

S S " — -J-
Hours \:I *  at §155.00 per hour.

* Required Fields

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

Service Type Date ‘ Description | Hrs ‘ Rate | Amt
=. Arraignment and/or Plea 0%/03/2021 Plea in court 0.5 | $155.00 $77.50
. Motion 0%/03/2021 in court 1.0 515500 5155.00

6/04/2026
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eVoucher 6.13 Importing Service Entries

Before you can import your .csv file, you must create and save it on your computer. The Date,
Hours, Description, and Service Type fields are required for import. The Doc. # and Pages fields
are optional for import, but may be required by your court.

When the .csv file is ready for import, click Import Service Entries (.csv).

| Basic Info | Services © Expenses | Claim Status * Documents |» Confirmation

Services

eVoucher new provides the ability to import service time entries experted from a law firm billing system and saved in Comma Separated Values {C5V)
farmat. The C3V file must contain all required column headings and data types. Please download our sample spreadshest for the corract column headings
and service type values.

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

contents of the imported CSV file.
| Import Service Entries (.csv) |

Date 9/3/2021 | =25 Description ‘ .

+ Additional Information

Service Type | - \|=
-
Doc.# (ECF) Pages =
s [ ] 15500 e b
* Rexquired Fieids
To group by a particular Header, drag the column to this area.
Service Type ‘Date |De_r-mphm ‘Hls|llale |Amt
a. Arraignment and/or Plea 0%/03/2021 | Plea in court 0.5 515500 $77.50
. Motion 09/03/2021 in court 1.0 515500 §155.00
2. Interviews and Canferences 03/03/2021 interview with client 4.0 515500 $620.00

A dialog box appears, stating that the existing time entries on your current voucher will be
overwritten when you upload your .csv file.

Note: To include any existing entries, you must manually enter them in your .csv file.

Click Proceed and continue by following steps 57 in the Import Your Service Entries section
above.

Upload Spreadsheet

Warning Message

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

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

6/04/2026
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Fix Errors in Your .csv File

Errors in the .csv file must be corrected and saved in the original .csv file before attempting
another import. If there are problems with the .csv file, the error report displays errors.

Import your .csv file. If your import fails, a message appears at the top of the page, indicating
the number of errors found.

Basic Info ) Services Expenses Claim Status Documents Confirmation

o Import failed.
12 errors were found in CIA20ServiceTime Import.csv during import process. No data was updated. View Report. Correct errors and try again.

Services
Date & % Description a
Service Type ¥ =

I " T -
Hours E “  at $177.00 per hour.

* Required Fields

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

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

Click the View Report link to view errors.

Basic Info | Services Expenses Claim Status Documents Confirmation

o Import failed.
12 errors were found in CIA20ServiceTime Import.csv during import process. No data was updateq. View Report. Correct errors and try again.

The error report opens, highlighting the errors in the file. Review the error report.

® Errors Only O Full Report

I - 1. Person Rep d: Jebediah <)

\Row Errors te Hours Description Service Type Doc# Pages
\&)w 3 Description is missing; 2/2021 0.2 152, Arraignment and/or Plea

Row 9 Hours is missing; 11/2021 |Test 16¢. Legal research and brief writing

Row 10 | [2RCE (ECE) must be mumetc value onlf; Peges 115 2001 05 Test 15c. Motion Hearings [ ~
Row 11 || |Date is missing; 1 |Test; 16d. Travel time

Row 12 |De-5cn'ption has invalid character(s); 14/2021 1.1 [Test<> 16a. Interviews and Conferences

10
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Click the Correct errors and try again link.

Basic Info | Services Expenses Claim Status Documents Confirmation

Import failed.
| o 12 errors were found in CIAZ20ServiceTime Import.csv during import process. No data was updated. View Reporfl Correct errors and try again.

Click the Edit link for each error in the imported file. Correct the error and click the Update link.

Corrected entries will be removed from the Errors Only list.

Import Services Error Correction E

N
@) The import failed.

Please make corrections and then try again. Corrected entries will be removed from the "Errors Only" list.

(® Errors Only () Full Report

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

‘ Row #‘ Errors Date | Hrs | Description Service Type | Doc # | Pages
l Edit 1 Service type is missing; 05/13/2021 1.0 Service Type is missing. Doc # Optional, Pages is optional.
2 Date is missing; h 1.0 Service date is missing él“r; Arraignment and/or 1 1
Row #: ‘ 2 Errors: ‘ Date is missing;

Date: 06042026  ~<lfjm—

Description: ‘Service date is missing

Doc#: L

Hrs: ‘1.0

Service Type: ‘ 15a. Arraignment and/or Plea

Pages: ‘1

L e
| |

Update §ancel

Note: By default, the Import Services Error Correction table opens in the Errors Only view. Click
the Full Report radio button to view an error report that includes all imported service lines.

11

A Administrative Office
g of the United States Courts




6/04/2026

eVoucher 6.13 Importing Service Entries
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When all errors have been corrected, click Try Again to attempt the import again.

Import Services Error Correction

0 The import failed.

Please make corrections and then try again. Corrected entries will be removed from the "Errors Only" list

(®) Errors Only () Full Report

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

‘ Row #‘ Errors ‘ Date

‘ Hrs ‘ Description Service Type

‘ Doc # ‘ Pages
(Empty)

the services table.

A success message appears, indicating the number of entries that were imported and saved to

Basic Info ) services Expenses Claim Status Documents Confirmation

Service entries have been updated!

48 entries have been successfully added from CJA-20 Service Time Import.csv and saved to the services table below. Click here to view a report for
the entries imported.

Services

owe  [osjaont |3

Description
Service Type

- | *

weren | mem |
Hours. :]" at $155.00 per hour.

Add Remove
* Required Fields

Attorneys should still review the voucher to ensure that entries are correct prior to submission

to the court. For the remaining tabs of the CJA-20 or CJA-30, please see instructions for those
documents.
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Appendix

Excel File

For the .csv file to be successfully uploaded to and accepted by eVoucher, it must contain a
header row. If the first row contains data rather than headings, the data in row 1 is ignored.
Sample spreadsheets containing the correct column headings and service type values for each
voucher type are available in the online help.

Your Excel file should look similar to the image below, containing all four mandatory column
headings: Date, Hours, Description, and Service Type. The Doc. # and Pages fields can be
included as header rows; however, they are not required unless data is provided.

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

A B Z D E F
1 l Description 'Service Type
2 .1'Emailto/from co-detlayer rezvist
3 9/3/2021 0.2 Attend Arraignment, etc via Zoom 15a. Arraignment and/or Plea
4 9/4/2021 0.3 Travel time from Other to Newtown to SA for initial appearance and conference 16d. Travel time 3 10
5 9/5/2021 0.4 Review of court filings as a result of prelim hearing; Copy to Client 16b. Obtaining and reviewing records 6 12
6 9/6/2021 0.5 Receiving, reviewing and copying to client all paperwork as a result of arraignme 16b. Obtaining and reviewing records 5
7 9/7/2021 0.6 Receive & review order scheduling preliminary hearing; Copy to Client 16e. Investigative and other work
8 9/8/2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16c. Legal research and brief writing
9 9/5/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.S.C. §2251, 2252, 16c. Legal research and brief writing
10 9/11/2021 1 Travel from Pgh to S5 (no return travel due to travel to IC) on CJA ) 16d. Travel time
1 9/12/2021 1.1 Call to codef lawyer X and AUSA re: status of cases and plea deal 16a. Interviews and Conferences
12 9/14/2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1
13
14

13
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Save as a .csv File

To convert your Excel file into a .csv format, follow the steps below.

Note: Most commercially available spreadsheet applications allow users to save in .csv format.

On your Excel file, click the File tab.

AutoSave (@ off)

Copy of CIA-20_Service_Time_|mport.xlsk - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT
r.Xo Cut I PR = — 0 ab
Calibri “f1n WA A === & 22 Wrap Text Text
Paste Copy ~ A [
~ - ~ g = 3=  [& - ~ 0 <
- Format Painter bbb & — ===|=z2 Merge & Center $ % 9 S
Clipboard ] Font ] Alignment ] Mumber
Fla 7 Fe
A 1] B 1] C 1]
1 |Date Hours Description Service Tyg
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
n aln Iwnna AN A mnd Aevcnimnmnnnd adbnia Tanan ACA~A RAernim

From the panel on the left, click Save As.

Save

Save As

Save as Adobe
PDF

Print

Share

Good morning

Blank workbook

£ Search

Recent Pinned Shared wi

D MName

6/04/2026
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On the Save As page, click the drop-down arrow, select CSV (Comma delimited) (*.csv), and
then click Save.

T = T: > FS > CJA > 6.6 > Job Aids > External Users > time import
| CJA-20 Service Time Import
Excel Workbook (*.xlsx;
Excel Workb: 5x)

Excel Macro-Enabled Workbook (*.xlsm)

Excel Binary Workbook (*xlsb)

Excel 97-2003 Workbook (*.xls)

CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*xmml)

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

Excel Template (*xlix) M
Excel Macro-Enabled Template (*.xitm)
Excel 97-2003 Template (" xIt)

Text (Tab delimited) (*txt)

Unicode Text (".txt)

XML Spreadsheet 2003 (*xml)

B § Excel S 0/95 Wogkhook (* «ls)

€5V (Comma delimited) (*.csv)

—

"prm)
Text (Macintosh) (% txt)

Text (MS-DOS) (*.txt)

CSV (Macintesh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif}
SYLK (Symbolic Link) (*.slk)

Excel Add-in ("xlam)

Excel 97-2002 Add-in (*xla)

PDF (*.pdf)

XPS Document (*aps)

Strict Open XML Spreadsheet (*.xlsx)
OpenDocument Spreadsheet (*.ods)

Your document has now been converted to a .csv file.

~
~ Name ’ Date modified Type Size
7 CQuick access

D " - @ CJA-20 Service Time Import.csv /9/2021 10:01 AM Microsoft Excel C... 1KB
ocuments
-20 Service Time Impeortals: 6/ 127 icrosoft Bxcel W,
3 CIA-20 Service Time | [ 8/6/2021 .27 PM i ft Excel W 12 KB
Downloads - B . . o mmma 44 an s . . PR

6/04/2026 15
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