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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 provider funding.

e Online case budgeting

e Online voucher completion for service providers (if authorized), or by the attorney acting on behalf of service
providers.

e Online voucher entry, review and submission for attorneys.

e Online voucher review by CJA unit, the District Court Judge, and the Circuit Court Judge.

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

Voucher and Authorization Request Submission

e Authorization requests by attorneys for service provider funding

e Budget authorization request for additional attorney and/or service provider funding on budgeted cases
e Requests by attorneys to exceed the statutory maximum and for interim payment

e Supporting documentation may be uploaded to vouchers or authorization requests

e Reports for attorneys to take an active part in monitoring costs and appointments/cases

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

Court Appointment

When an appointment is entered, the program automatically generates an email message to the appointed attorney to
confirm the appointment and open the case in the CJA eVoucher program.

Please contact cja_evoucher@azd.uscourts.gov if you are missing an appointment or receive an appointment email in
error (including duplicate emails for the same case).

Browser Compatibility

e Chrome, Edge, Firefox and Safari

Accessing the CJA eVoucher Program

You will access the eVoucher program for the District of Arizona at the following address:

https://evsdweb.ev.uscourts.gov/CJA azx prod/CJAeVoucher/Logon.aspx

It is suggested that you bookmark it for easier access.

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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Single Login Profile

Creating a Single Login Profile

In the Email Address field, enter your email address, and click Next

EE An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

Email Address

I daviddattorney@gmail.com X I

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

Enter your existing username and password for your current eVoucher account and click Next. If you
have more than one court account that you use, choose one. You will be shown how to link multiple
accounts in the Linking Accounts to Single Login Profile document.

= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Link CJA eVoucher account

Enter the username and password for your existing CJA eVoucher account to continue.

Username

Dattorney ‘

Password

Forgot your password? /

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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On the Create New Single Login Profile screen, complete the First name, Middle name, Last name, and
Suffix fields, if applicable, and confirm your email address. Note, the name you enter does not have to
match exactly what is in your previous profile. The system will pull your information from your username.
Click Next.

E= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Create New Single Login Profile
You will use the email address entered below to log into all of your assigned eVoucher accounts.
If you have multiple accounts, you will be given an opportunity to link them to your single login profile.

First name Middle name Last name Suffix

‘ David ‘ ‘ D ‘ ‘ Attorney ‘ ‘ Jr. E]

Email address

‘ daviddattorney@gmail.com ‘

Confirm email address

‘ daviddattorney@gmail.com

Security questions are used to assist in future password entry failure and/or password resets. In the
Security Questions section, select a question from each question drop-down list, and then enter your
answer in the corresponding answer field. The following rules apply to security question answers:

e Three different questions must be selected, and an answer provided for each question.

e Answers must be unique and must contain 3 - 60 characters with no special characters.

e Answers containing all spaces are not allowed; must not contain leading or trailing spaces; and must
not contain more than one consecutive space between words.

Security Questions
Select three security questions and enter your answers,

Question 1

In what city or town was your first job? ¢

Answer 1

Boston

Question 2

What was your childhood nickname? )

Answer 2

Davey

Question 3

What was your first car?

Answer 3

I Saturn| x I

ik

When you click Next, we will send an email with a \Wwemal\ address.

Once you have selected 3 questions and provided 3 answers, click Next.

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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A message generates requiring you to check your email. The email is sent to the email address you provided when
creating your Single Login Profile (SLP). It contains a link that enables you to continue creating your Single Login

Profile (SLP).

i

BE An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

Check your email

An email has been sent to daviddattorney@gmail.com with a link to confirm your email address. Follow the link to

continue creating your single login profile.

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

Go to your email account. Note: The email is valid for only 30 minutes and can be used only once. In the
email message, click the confirm your email address link.

Inbox
Starred

a
*
© Snoozed
>
]

Sent

Drafts
~  More
Meet

B Start a meeting

BB Join a meeting

Hangouts

Login Profile Email Verification - david attorney inbox x &5 &2
cja_atty@aotx.uscourts.gov 3:25PM (0 minutes ago) Y 4=
tome «

Dear David Attorney

Thanks for setting up . =

Please click on the link tl confirm your email address. I

This link will be valid for 15 minutes and can only be used once.
You will use this email address and the new password you are about to set to login te eVoucher from now on.

Regards,
USs Courts

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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Enter a new password that you will use for your Single Login Profile (SLP). Password must meet the
following password requirements.

e Must be at least 8 characters long

e Must be alpha-numeric
e Must contain at least one lowercase and one uppercase character
e Must contain at least one special character

e Cannot be a password used within the past 365 days

BE An official website of the United States government

CJA eVoucher - Train District Court

SDSO Training - Release 6.4.0.0

Enter password

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

Enter password

Verify password

[ | /

Password Requirements

To view current password requirements, click the Password Requirements + icon. You are required to
change your password every 180 days.

Verify the password and click Next.

Once you have created your new password, you will receive a success message and then be directed to the
eVoucher home page. Your email address and new password are now your new login credentials.

You have now successfully created your Single Login Profile (SLP). You can now use the email address you entered
when setting up your Single Login Profile (SLP) to log in to all your CJA eVoucher accounts going forward.

B= An official website of the United States government

CJA eVoucher - Texas Western District Court
TSD NV1 - Release 6.4.0.0

o You have successfully created your eVoucher single login profile,
which you will use to log into eVoucher from now on.

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the 115, Code. All activities and access attempts are logged.
Please wait ... &

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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Linking Multiple eVoucher Accounts to a Single Login Profile

If you have more than one eVoucher account because you perform CJA-related services in more than one court,
or if you have separate attorney and expert user logins in the same court, you must link those accounts to your

Single Login Profile (SLP) to access them.

Once the accounts are linked, you can switch between accounts from within eVoucher using the Accounts menu.
You are no longer required to log in and out of each account or keep track of separate usernames and passwords
for each account. Note that one account must be selected as your default court. Each time you log in to eVoucher,

you will be taken to the home page for your default court.

Click the Help menu or the profile icon, and then click the Single Login Profile link.

B AnoMicial website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attomey)
Court Profile

Home Operations Reports Links Help Sign out

Welcome, David Attorney 9
- '] N
Single Login Profile

The Single Login Profile page displays. The Account Information section is automatically displayed.

Click the +/-icon to expand the Linked eVoucher Accounts section.

Single Login Profile

Account Information

First name Middle name Last name Suffix
Kerry - Reynoldswrap -

im
=

Email address
@cox.net

m
=

Password

Security Questions

Linked eVoucher Accounts!

Link your eVoucher Accounts to your Single Login Profile

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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View accounts that are currently linked. If this is your first time in the system, your only linked account
will be the one with the court you just logged into. This is your default account. Note that while you can

change your default court from the Linked eVoucher Accounts section, you will always initally be logged
in through your default account.

Linked eVoucher Accounts

Multiple eVoucher accounts can be linked to a Single Login Profile. If more than one account is linked, select a default eVoucher account
Use the Accounts menu to switch between accounis.

Account User Type Default

Texas Western (kreynoldswrap) Aﬁnmey ©

123

If you need to log in to other district or appellate courts, you must link to those accounts. Click the +/-
icon to expand the Link your eVoucher Accounts to your Single Login Profile section.

Link your eVoucher Accounts to your Single Login Profile \ +

Select the type of court you want to link to by clicking the District or the Appellate tab. Select your court
from the drop-down list and enter your username and password for that court. Then, click Link Account.

Enter the information for the eVoucher Account to link to your Single Login Profile

District Appellate

Court

Fifth Circuit Court of Appeals s

Court login username

KReynoldswrap

Court login password / L\\s
---------- 1

=n

A success message displays and your account(s) are now linked. You can repeat Steps 1-5 if you have additional
accounts to link.

You have successfully linked this Fifth Circuit account to your single login profile

| Q Link Success!

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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Note that if you receive an error message, you must contact the court to which you are trying to link and ensure
that your username and password are correct and that your account is not locked or expired.

Link account failed.
Invalid username or password or your account is locked.
Please contact an eVoucher Administrator for assistance.

Once you have added all your accounts, click Home on the main menu bar. An Accounts menu now
displays on the menu bar and you can access all of your linked accounts by selecting the court you want
to work in from this menu.

CJA eVoucher - Texas Western District Court
TSD NV1-Release 6.5.0.0

Kerry Reynoldswrap [Attorney)

Home Operations Reports Links Annorﬂﬂﬁ Help Sign out

Fifth Circuit - Atiorney

Texas Western - Attormey _

Note that the court account you are working in displays in the top header.

If you want to change the default eVoucher Account that you are automatically logged into, you can do
so at any time. You should likely select as your default court, the court for which you do the most work.
Access your Single Login Profile (see Steps 1 and 2) and click the +/- icon to expand the Linked eVoucher
Accounts section. Select the court you want as the default court and click Save changes.

Linked eVoucher Accounts

Multiple eVoucher accounts can be linked to a Single Login Profile. If more than one account is linked, select a default eVoucher account
Use the Accounts menu to switch between accounts.

Account User Type Default
Fifth Circuit (KReynoldswrap) Attorney O
Texas Western (kreynoldswrap) Attorney ©

A success message displays. On your next log in to eVoucher the account you selected will display. Again, if you
want to access your other accounts, you simply access them on the Accounts menu.

I o You have changed your default eVoucher account. You will be directed to the home page of this account the next time you log into eVoucher.

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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Forgottten or Expired Passwords
If your password is expired, entered incorrectly, or you have forgotten it, an error message displays, stating that your
password is expired, invalid, or locked.

Your password is expired. Login failed.
o Invalid username or password or your account is locked.
Please use the *Forgot your password?" link to reset your password. Please contact an eVoucher Administrator for assistance.

To reset your password, click the Forgot your password? link.

Sign in to CJA eVoucher

Please enter your password to continue.

Password

I Forgot your password? I

Note: You should follow this same process if you have not reset your password in the last 180 days.

On the Reset your password? page, the email address you entered for your Single Login Profile (SLP)
displays. You are prompted to reset your password by answering one of the challenge questions you
selected when creating your Single Login Profile (SLP). Enter the correct answer, and then click Reset your
password. You will receive an email notifying you that an unsuccessful attempt was made to sign into
your account and that you must reset your password.

Note: If you incorrectly answer the first security question, you must answer one of the two remaining security
questions. If you incorrectly answer all security questions, your account locks, and you must contact your court to
unlock it.

Reset your password?

Please answer the following challenge question to have a password reset link sent to your email.

Email
daviddattorney@gmail.com

Question: In what city or town was your first job?

Answer

.......

Backtosignin /
Reset your password

CJA eVoucher | Version 6.8]| District of Arizona | September 2023



CJA eVoucher for Attorneys | 13

A message displays directing you to check your email. Go to your email account and locate the email message
containing a link to reset your password.

Note: The link expires after 30 minutes and can only be used once.

Reset your password?

Please answer the following challenge question to have a password reset link sent to your email.

o Check your email

If the information entered matches our records, we will send an email with instructions on how to
reset your password. If you do not receive this email, please check the information provided for
accuracy, or contact an eVoucher Administrator for further assistance.

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

In the email message, click the here link to create a new password. You are taken to the Reset your
password page, where you must create a new password for your Single Login Profile (SLP).

cja_atty@aotx.uscourts.gov 11:54 AM (0 minutes age) Y5 4=
tome «

Dear David D Attorney,

On 10/20/2020 8:39:15 AM we received a request to reset your Online CJA password

frogthe oan - district_trng site. In order to start the recovery process, please

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

Regards,

US Courts

Enter your new password, and then confirm it by entering it again. Enter the email address associated
with your Single Login Profile (SLP), and then click Reset.

IMPORTANT: The link provided in the password reset email is only valid for 15 minutes and can only be accessed one
time. If necessary, return to the login page and click "Forgot your password? link” to repeat the process

Reset your password

New Password

Confirm Password

Email

\ |
—

Password Requirements +

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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A message displays advising that your password was successfully updated. You can now enter your email address,
click Next, and then enter your new password to sign in.

Sign in to CJA eVoucher

Enter your email address. If you have not created a single login profile you will be prompted to create one.

Password updated.
Your password was successfully updated.

Email Address

Notice: This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and subject to discipline by the
Court and/or prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

Locked Accounts

You can attempt to create a Single Login Profile (SLP) or sign in with an existing Single Login Profile (SLP) a
maximum of six times. If you attempt a seventh time and are unsuccessful, your account locks and you can no
longer enter a correct password at this time. You must contact your eVoucher administrator to unlock your

account. Additionally, you will receive an email notifying you that an unsuccessful attempt was made to reset your
password.

Login failed.
Invalid username or password or your account is locked.
Please contact an eVoucher Administrator for assistance.

Note: If you make fewer than seven consecutive attempts, the allowed number of unsuccessful creation attempts
resets to zero after 30 minutes.

CJA eVoucher | Version 6.8]| District of Arizona | September 2023



Modifying Single Login Profile

If you need to update information in your Single Login Profile (SLP) complete the following steps.

Click the Help menu or the profile icon, and then click the Single Login Profile link to get to your Single
Login Profile page. Modifications made to your Single Login Profile (SLP) do not change information in

your court account profiles.
B An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Home Operations Reports Links

The Account Information section is automatically displayed. To modify any of these sections, click Edit.

Make appropriate changes and click Save changes.

Help

Sign out

CJA eVoucher for Attorneys | 15

Welcome, David Attorney 9
- ] —
Single Login Profile

Court Profile

> Help > Single Loqin Profile

Single Login Profile/
Account Information

First name Middle name
David D

Last name
Attorney

Suffix

Email address
aalamay210@gmail.com

Password

EAEEREEE

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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To edit Security Questions section, click the +/- icon to expand the section. You can change your security
questions and/or update your answers for each question. Click Save changes.

| Security Questions \ - |

Security Questions
Select three security questions and enter your answers.

Show my Answers
Question 1

Tn what city or town was your first job? ]

Answer 1

Question 2

‘ What was your childheod nicname? 1

Answer 2

Question 3

‘ What was your first car? s

Answer 3

To edit the Linked eVoucher Accounts section, click the +/- icon to expand the section and view any
accounts that are currently linked. If this is your first time in the system, your only linked account will be
the one with the court you just logged in to. This is your default account. Note that while you can
change your default court from the Linked eVoucher Accounts section, you will always initally be logged
in through your default account. If you change your default court, select the new court and click Save
changes.

Linked eVoucher Accounts \ -

Multiple eVoucher accounts can be linked to a Single Login Profile. If more than one account is linked, select a default eVoucher account.
Use the Accounts menu to switch between accounts.

Account User Type Default
Massachusetts (DDAttorney) Attorney @
Link your eVoucher Accounts to your Single Login Profile -+

CJA eVoucher | Version 6.8]| District of Arizona | September 2023
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You can add another account via the Link your eVoucher Accounts to your Single Login Profile section,
click the +/-icon to expand the section.

Link your eVoucher Accounts to your Single Login Profile \ -4

Select the type of court you want to link to by clicking the District or the Appellate tab. Select your court
from the drop-down list.

Link your eVoucher Accounts to your Single Login Profile -_—

Do you have an eVoucher Account with a court that you would like to link to your Single Login
Profile? You will be able to access all your eVoucher Accounts through a Single Login Profile and
switch between accounts without having to log out.

Enter the information for the eVoucher Account to link to your Single Login Profile

District Appellate

Court

Train District Court

Court login username

Court login password

Enter your username and password for that court. Then, click Link Account.

Court

‘ Train Circuit Court s

Court login username

dattorney ‘

Gourt login password

| [ | \
m Link Account

CJA eVoucher | Version 6.8 District of Arizona | September 2023
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A success message displays advising that your account(s) are now linked.

> Help » Single Login Profile

Link Success!
You have successfully linked this Circuit account to your single login profile.

Once you have multiple accounts linked to your Single Login Profile, an Accounts menu is created on the menu bar which
gives you access to all of your linked accounts.

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Home Operations Reports Links Accountsk Halj) Signout

Circuit - Attorney

District - Attorney

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

Note that if you receive an error message, you must contact the court to which you are trying to link and ensure that your
username and password are correct or your account is not locked or expired.

> Help > Single Login Profils

Link account failed.
Invalid username or password or your account is locked.
Please contact an eVoucher Administrator for assistance.

[ = -y PRU [ N T ) P
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Single Login Profile (SLP) vs. Court Profile

Here are some tips for viewing which court account you are in, and who you are within that court.

Court account to which Single Login Profile (SLP)
o you are signed in e username
Profile icon
B= An official website of the Uni d States government —

s —-/

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9
Single Login Profile
Court Profile

Operations Reports Links Accounts Help Signout

Sinagle Login Profile Circuit - Attorney

Attorney/expert court District - Attorney

account username List of linked accounts to which you have access

1. Court account — This is the court account you selected from the Accounts menu, showing the account to which
you are signed in.

2. Single Login Profile (SLP) — This profile is attached to a person. Regardless of the court account you are accessing,
you must always be signed into your Single Login Profile (SLP).

3. Profile icon — You can access your Single Login Profile (SLP) or court profile or sign out from here. You can also
access these areas from the Help menu.

4. Court account username — This displays the court user you are signed in as, and your full name and user role as
they appear for that court profile.

5. Accounts menu — From this menu, you can access all the court accounts to which you are linked.
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Navigating in the CJA eVoucher Program

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9

Home Operations Reports Links Accounts Help Sign out _“

Menu Bar Item Description

Home Click to access the eVoucher home page.
Operations Click to search for specific appointments. All appointments remain available by clicking
on My Appointments under the Operations menu.
Reports Click to view selected reports you may run on your appointments.
Links Click to access hyperlinks to CJA resources such as forms, guides, publications, etc.
Accounts Click to access different court accounts. This menu item only displays if you have

multiple court accounts linked to your SLP.
Click to access:
e Another link to your Single Login Profile (SLP).
Help e Another link to your court profile.
e Contact Us email.
e Privacy Notice.
e eVoucher help documentation for attorneys and experts.
Sign out Click to sign out of the eVoucher program.

Search field Use this field to look up any of your cases.

Note: Saving in eVoucher
It is important to note that there is NOT AN AUTOSAVE function in this

program. You must click Save periodically to save your work as you are
making entries or changes.
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Home Page

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

Case: 3:19-M1-04562-JL

To group by a particular Header, drag the column to this area. Search: Defendant
Case Defendant Status Date Enterec All cases have been currently assigned
3:19-M1-04562-... Mister Badman (# 4562) TRAVEL  Voucher Entry 12/11/201%
s Claimed Amount: 0.00 W eait Ho data
End: .
3:19-M1-04562-... Mister Badman (# 4562) TRAVEL oucher Entry 01/28/2020
i‘iﬂ Claimed Amount: 0,00 5: Edit
To group by a particular Header, drag the column to this area. Search:
123 Page 1 of 3 (30 items)
Case Defendant Type Status Date Entered
1:19-M3-963... Practice Voucher (# 95 CIA-21 Submitted to Court 07/24/2019
Start: 06/20/201% Claimed Amount: 263.38  Longoria Expert /' 0101.0000389
Appointments Defendant End: 07/31/2019 Accountant FINAL PAYMENT
1:19-M1-963... Practice Voucher (# 98... - it 07/24/2019
Defendant: Mister Badman ( @A-21 , Submitted to Court 124/:

Siart: 061072019 Claimed Amount: 600.00  Longoria Expert

Defendant #: 4562 Representation Type: DR 1 - Drugs Minus 2 End: 07/31/201% 0101.0000391
Accountant I
Case Title: USA vs Badman Order Type: Federal Defender countan (LT RE
Attorney: Atty Longoria Order Date: 06/06/19
Pres. Judge: Judge Longoria 1234 Page 1 of 4 (34 items)
Adm./Mag Judge:
Case: 1:19-MJ-96325-JL Defendant: Practice Voucher
Defendant #: 9876 Representation Type: DRA - Drug Minus 2 Appeal
Case Title: Voucher Vs usa Order Type: Appainting Counsel To group by a particular Header, drag the column to this area. Search:
Attorney: Atty Longoria Order Date: 06/10/19
Pres. Judge: Judge Longaria Case Defendant Type Status Date Enterec
Adm./Mag Judge: _
3:10-M)-04 . Mister Badman (# 4562)  CIA-21 Voucher Closed 06/07/2019
1 Page 1 of 1 (10 items) Sert: 06/06/2019 Claimed Amount: 730.35  Misses Expert ‘f 0101.0000384
End: 06/07/2013  Approved Amount: 730.35 Computer Forensics Expert FINAL PAYMENT
3:19-MJ-04. . Mister Badman (# 4562)  CIA-21 Voucher Closed 07/23/2019
2‘5'# Claimed Amount: 0.00 Misses Expert l{ 0101.0000387
= Chemist/Taxicologist e
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 Entere:
3:19-M)-04562... Mister Badman (# 4562) CIA-20 _ Voucher Closed 06/07/2019
Seart: D6/D/2019 Claimed Amount: 4,234.2¢ Aty Longoria L 1, 01010000378
End: 06/07/2013 Approved Amount: 4,234, FINAL PAYMENT
3:19-M1-04562.. Mister Badman (¥ 4562) CIA-21 Voucher Closed 06/07/2019
St 06/06/2019  Claimed Amount: 730.35  Misses Expert 1" 0101.0000384
Foc 06072013 ppproved Amount: 730.35 Comouter Forensics Expert  ~# mouni pavisesir
12345 Page 1 of 5 (48 items)

Folder Name Contents

My Active Documents

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

Appointments’ List

This is a quick reference to all your open appointments.

My Proposed
Assignments

Not used in District of Arizona.

My Submitted
Documents

This folder contains vouchers for yourself, or your service provider, that have been submitted
to the court for payment. Documents submitted to the court requesting expert services or
interim payments also appear in this folder.

My Service Provider’s
Documents

This folder contains all the vouchers for your service providers, including:
e Vouchers in progress by the experts.
e Vouchers submitted to the attorney for approval and submission to the court.
e Vouchers signed off by the attorney and submitted to the court for payment.

Closed Documents

This folder contains documents that have been paid or approved by the court. Closed
documents display for approximately 60 days. Appointments remain accessible through
Operations>My Appointments.
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Customizing the Home Page
Customizing your home page allows you to alter the way your information is displayed in the folders.

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

Moving Folders

E Place your cursor on the top edge of the folder you wish to relocate.
A crosshair icon !gE! appears.

B Click and drag the folder to the new location.

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

Resizing of Column

B Along the folder headings (e.g., Case, Defendant, Type, etc.), move your cursor to the line between the

columns until a double arrow <=> appears.

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

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

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

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

ly ACtive Document:s

To group by a particular Header, drag the column to th'sareai
Case Defendant Type T Status

E Click and drag the header to the group by particular header bar.
To grm&ag the column to this area.
C
Ca endant Type © Status

Group by: Case - N
Case Defendant Type T Status

Note: Group settings return to the original setting when you navigate away from the page.
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Court Profile

In the Court Profile section, the attorney can:

e Edit contact information, phone, email, and/or physical address (Attorney Info section). Any changes to the SSN
must be made through the court.

o Update employee identification number (EIN), and any firm affiliation (Billing Info section). Copies of a W-9 must
be provided to the court.

e Addatime period in which you will be out of the office (Holding Period section) (Not utilized in District of Arizona).

e Document any CLE attendance (Continuing Legal Education section).

To access the Court Profile page, from the menu bar, click Help and then click Court Profile, or click the person icon on
the right of the menu bar and then click Court Profile.

B=  An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney}

Welcome, David Attorney 9
Single Login Profile

Court Profile

Home Operations Reports Links Help Sign out

> Help > Court Profile

Click Edit, Select, Add, or View to the right of each section to open the section and make any edits. Review your court
profile and, if applicable, add any missing information.

> Help > Court Profile

Court Profile
Bar Number: TX125568 Eat
ﬁﬁ?:;ﬁra‘lnnfio Your Name: David D Attorney
Your Contact Info.
Phone: 555-555-5555
Fax:
deadmail@a0.uscourts.gov
Your Address:
123 San Antonio Way
San Antonio, TX 78228
us
Billing Info Your default billing info is:
List all available billing info records David D Attorney
Billing Code:0101-000077
123 San Antonio Way Add
'5an Antonio, TX
78228 - US Edit
Phone: 555-555-5555
Fax:
i i No info has been stored. o
HoldinyjEerod Please dick VIEW to type your infa.
Continuing Legal No info has been stored. View
Education Please dick VIEW to type your info.
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In the Attorney Info
section, click Edit to
access your personal
information.

Make any necessary

changes and click Save.

IMPORTANT:
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Attorney Info

Your personal info

Bar Mumber:
Your Mame: Andrew Anders

Your Contact Info:

Phone: 210-833-5623 | Cell Phone: 210-355-1234
Fax:

lisa_ornelas@aotc.uscourts.gov
deadmail@support.aob uscourts.gov
deadmail@support. aob:. uscourts. gov

Your Address:

110 Main Strest

San Antonio, TX 78210
s

Attorney Info

Your personal info

[55M Instructions:

[If you are an appointed panel
attorney, you are required to enter
our Social Security Number in the

* Required Fields
Bar Number

Tax Identification Number: * (If on Panel) O Foreign Vendor?

S5N: |essssssnses

non-employees and other entities for
ervices provided and for purposes of
issuing a Form 1099-MISC. You have
provided this information under
penalties of perjury and certify that:

1 - The number entered as my SSN or
EIN is my correct taxpayer
identification number: and

[2 - 1 am a U.5. citizen, U.5. resident
alien, or other U.5. person (a
partnership, corporation, company, or

association created or organized in the

U.S. or under the laws in the U. 5.).

SSM field. Confirm: |[esssssseses
[If vou are an associate only, do not First Name * Middle Last Name =
enter your Social Security Number in |Andrew ” HJ"\“de"5 |
the 55N field.
Main Email =

Payee Certification: lisa_ornelas@aobx.uscourts.gov |
[This message informs you that the 2nd Email
Name and TIN entered are collected . rtaobouscours |
pursuant to IRS Guidelines that govern| L ourts.gov

hat infarmation must be collected by | | 3rd Email
the judiciary for payments made to deadmail pport.aobuscourts.gov |

|

Phone * Cell Phone Fax
210-833-5623 | [210-555-1234 |
Address 1 = City *
110 Main Street | [san Antonie |
Address 2 State * (US only) Zip * (US only)
| [TExas v| [78210
Address 3 Country *
| [UnITED STATES v]

Changes made to the Attorney Info section of your court profile related to Address and Phone are applied to your other
linked accounts. The following is noted when you click to edit the Attorney Info section of your court profile page:

o For Attorney Info or Expert Info section of this court profile, changes
made to Address lines, City, State, Zip, Country, Phone and Fax
WILL be applied to any linked accounts with the same SSN/EIN after
one business day.

Changes made to Name, Email, and Bar Number will NOT be applied to any other
linked accounts with the same SSN/EIN.
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Note:
e Each attorney (except associates) must enter his or her SSN into the user profile or they will not be

paid, even if there is a firm EIN.
e You may list as many as three email addresses. Notifications from eVoucher will be sent to all email

addresses.
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Biling Info
Under the Billing Info e
section, click Edit if you
need to update billing
information.

Your default biling info is: Select

Note:
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£

Andrew Anders
Biling Code:0101-000001 Add
110 Main Street
San Antonlo, TX Edit
78210 - US

Phone: 210-833-5623
Fax:

e You must have billing information entered before any payments can be made.
e The SSN/EIN is used when reporting income to the IRS.
e You may select the Copy Address from Profile check box if your billing address is the same as your Attorney

Info address.

D Hopas
List all av

Make necessary
changes and click Save.

Blling Type:
() sef-Employed
@ Firm

(O Assocate

et | |

Tax Ident fication Number:
Confim: |

[¥] copy Address from Profie

[unwreo srares

‘

Zip Code:
~

~]

IMPORTANT:

Changes made to the Billing Info section of your court profile will NOT be applied to any other linked accounts with the
same SSN/EIN. The following is noted when you click to edit the Billing Info section of your court profile page:

o Changes made to the Billing_Info section of this court profile will
NOT be applied to any other linked accounts with the same SSN/EIN.
Use the Accounts menu to switch to other linked accounts and make changes to

each court profile Billing Info section separately.
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Holding Period (Not utilized in District of Arizona)

Continuing Legal Education

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

Contin I.Iil"lg Legal Mo info has been stored. @
Education Please dick VIEW to type your info.

» To add CLE information, click Add.

Continuing Legal
Education — l J

e I

Files Creidit Date Hawrs Sabject

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

Continuing Legal o= ]

Education

Wo Contnung Legal Educaton

5 Aats

| Credit jS.-.nbe**-:rq-rel ‘V': |
Date [o501/2014 [T
Hours .|:|

Descripbon

Doosment After you save the informabon about this Conbnuing Education, you will be able to upload related documents,

B In the corresponding fields, enter the Date, the number of Hours, and a Description.

Click Save.

Note: After you save information, you can upload related PDF documents.
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Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

| Back | | save |

Credit | Sentencing-re v
Date |05/15/2014 | =)
pours o]

Descripbion

—_—
Document [ Jl_erowse... |
|

B Click Save.

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

Edcaton. T g [ [ o P

Fikex Credit Date Howrs. Subject
o Sentendn... 05/15/2014 o

1 Page 1 af 1 (1 items)
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Appointments’ List

This is your list of active appointments that have not had a final voucher paid. Locate the Appointments section under
the Appointments List on your home page. You can use the search box to narrow by defendant name or partial case

number.

Click the case number hyperlink to open the Appointments page.

Appointments

Saard1:|

Defendant

I Case: 1:14-CR-08505-AA I
2 =

Case Titla: USA v. Branson
Attorney: Andrew Anders

Representation ID: 2
Appointment ID: 4

Appointment Info

View
Representation

»., 

Appointment

Create New Voucher

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

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

Appointment Info

2 FERSON RIPRESINTED
Jebedzah Branson

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

3. MAG. DT DEF NUMBER £ APFEALS. DKT DEF NUMBER

[NOUCKER NUMBIR

6. OTHER. DKT DEF NUMBER

T IN CASE MATTER OF(Case Name) S PAYMENT CATECORY $_TVPE PERSON REPRESENTED 10. REPRESENTATION TYPE
USA v. Brascs ::""', s r,' m“""‘,) pre.trial diversion |, o 4 Defeadant Crizninal Case

11 OFFENSE(S) CHARGED

151825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13, COURT ORDER

Andrew Anders . Bar Number: 12343 [T1A Assaciate [[]€CoComl

110 Main Street A -
Attorney CJA 20 AUTH : Moo il (15 St fox Fotarat ioa,.,....c......
Authorization for Expert a - 210-833.5623 [] Subs for Panel Amorney [ | R Sabs for Retained Attorney
Voucher Services [7]V Standdy Consaal
Template AUTH-24 Create rior Aterneys Name
Authorization for payment of transarot MHII-M
[~ PCIA-20 fSigaature of Presiding Jodge o By Order of the Court
i . Albert Albertson
Appaniment of and Authonty o Pay 14 LAW FIRM NAME ANDMAILING ADORESS e o Order ancPre Tanc Dete
Couet-Apponted Counsel " e
332014
Create et (Y18 (470
= T Group Header Bar
pert Vouchers on File %
Voucher o To group by a partudar Header, crag the column to ths area. = search: |
Template Compersation Maamum: District Court Case Defendant Type Status
TRAVEL Create 1:14CR 0230524 Jebediah Branson (= 1 CIA-20 Submitted to Court
Authastzation foc payment of Trare »t: 0LON2014 Claimed Amount: 778.40 Andrew Anders /21010000001
o 06052004 o T 4
1:14-CR-Q8805-AA- Jebediah Branson (= | AUTH Submitted to Court
-:>.~°o¢v::.:;4 Claimed Amount: 1,000.00 Chemist, Toadcologist / €101,0000002
. End /2
Detailed | S A—— =
L:14CR-0B80C-A4 . Jebediah Branson (= 1 AUTH-24 » Voucher Closed
Payment Reports Deferddant Detal Busigat Regart Soa: OG/42014 Caimed Amount: 0,00 e 0101.0000026
Detad budget info for defendant ne 06042014 Approved Amount: 0.00
1:14CR O3805-AA- Jebedish Branson (= 1 Cla-1 oucher
Defendant Summary Budoe Report _L-*'.s?"m“ Caimed Amount: 0,00 Luz Garca N ém Sy
Totals only of budget info for End: 01512034 Hair, Fber Expert >
1:14-CR-OB305-AA- Jebediah Branson (@ 1 CIA-24 s Voucher Entry
a1 0602014 Clamed Amount: 0,00 Teresa Transeripts = Edt
All vouchers i s
. = 11 140 8805 AA - Jebediah Branson (= | AUTH-24
associated with G betih et Vouber ey
. End e
this case are
g L 14CR08806-AA Jebedish Branson (= | CIA-24 Submitted to Attomey
dlSplGV&d. St DGO42014 Clamed Amount: 14.50 Teresa Transcriots S 201000014
En 06042034
1 Page 10f 1 (7 items)
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View Representation

The View Representation information displays:

e Excess fee limit (either statutory maximum or amount approved by Budget AUTH or CJA26)
e Presiding judge

e Magistrate judge

e Payment category

e Representation Type
e Offense(s) charged

In the Appointment section, click View Representation.

Representation

Representation Report

Representation Info

1. CIRUDIST/DIV.CODE
101

2. PERSON REFRESENTED
Jebediah Branzon

[VOUCHER NUMEER

3.MAG. DKL/DEF.NUMEER 1. DIST. DRT/DEEF NUMEER 5. APPEALS. DEL/DEF.NUMEBER 6. OTHER. DEI/DEF.NUMBER
1:14-CR-08803-1-A4
71N CASEMATIER OF(Case Name) 8 PAYMENT CATEGORY |0 IVPE FERSON REFRESENTED 10. REFRESENTATION TYFE
USA v. Bransen Felony (including pre-trial diversion |, o e ryror g Criminal Case
jof alleged felony)
11 OFFENSE(S) CHARGED
25 N VIOLATION PENALTIES
CESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
$11,500.00 |Albert Albertzon
DESIGNEE 2
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornelas@aoty. uscourts.gov
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CJA-20 Voucher Process Overview

Attorney enters Voucher certified
time/expenses

Voucher audited Voucher review

by CJA Unit. and approval (or
rejection) by Court Court

for payment by
and submits

voucher.

Creating the CJA-20 Voucher (Attorney Voucher)

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

In the Appointment section, from the CJA-20 Voucher template, click the Create hyperlink.

CJA-20 Create
Appointment of and Authority
Court-Appointed Counsel

1o Fay

The voucher opens the Basic Info page, which displays the information in the paper voucher format.
Tab headings
appear at the
b Basic Info Services Expenses Claim Status Documents Confirmation/ top Of the
y Enters e ——
Basic Info screen.
1. CIR /DIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER
101 Jebediah Branson
Link to CM/ECF 3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF.NUMBER 5. APPEALS. DKT/DEF.NUMBER 6. OTHER DKT/DEF NUMBER
1:14-CR-08803-1-AA
Voucher #: 7INCASEMATTEROF(CaseName)  [8.PAVMENTCATEGORY | 9.TVPEPERSON REFRESENTED 10 REPRESENTATION TYFE
Start Date 014 [USA v. Branson F;E’n“";‘“fll“d“fg pre-trial diversion J, 1t Defendant (Criminal Case
End Date: of aleged felony)
11 OFFENSE(S) CHARGED
) 3 15:1825.F INSPECTION VIOLATION PENALTIES
© services: $0.00 12 ATTORNEY'S NAME AND MAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12345 [T]A Associate [[]€ Co-Counsel
;:t(l) iﬂhm _Str;e;( 28310 ["]F Subs for Federal Defender [/] O Appointing Counsel
- hoie: ‘:’1"5?333_5 5 [P Subs for Panel Attorney [ |R Subs for Retained Attorney
- 7 []¥ Standby Counsel
Reports [Prior Attorney's Name
JAppointment Dates
Defendant Detail Budget Report [Signature of Presiding Judge or By Order of the Court
Detail budget info for defendant . N Albert Albertson
g 14.LAW FIRM NAME ANDMAILING ADDRESS S NPT Dala
o /32014
Form CJA20 Repayment [_|VES [V]NO
Defendant Summary Budget Report
Totals only of budget info for
o Sl Payment Info
Preferred Payee | Andrew Anders VvV A progress ba r
Andrew Anders
SSN/EIN: ***-**-6789
123 Legal Blvd. South appears at the
AnyTown, DC
12345 -USA bottom of the
Phone: 888-555-4000
Fax: 888-555-4001 screen
| «First | [ < Previous | [ Next > ] I Last » | I Save | | Delete Draft | Aud[ Assist

Notes:

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

To delete a voucher, click Delete Draft at any time prior to submitting it.

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

CJA eVoucher | Version 6.8 District of Arizona | September 2023



CJA eVoucher for Attorneys | 33

Entering Services

Line-item time entries should be entered on the Services tab. Both in-court and out-of-court time should be recorded
on this tab. The expectation is that time is to be entered in eVoucher daily or close to daily.

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

Basic Info ) Services Expenses Claim Status Documents Confirmation

Services

Date - 55 Description
Service Type ' B *

meseen) [ e L | *
Hours [ |+ at$126.00 per hour. Add

* Required Felds

Service Type Date Description Hrs Rate Amt]|

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report
Totals only of budget info for No data|
defendant

[ «First ][ <Previous ][ Next> |[ Last» | [ save | [ DeleteDraft |

Enter the date of the service. The

default date is always the current .
date. You may type the date or Serwces \

click the calendar icon to select a Date l = % Description |
4

date from the pop-up calendar. Service Type Tune 2014

Doc.#(ECF) || = Su Mo Tu We Th Fr Sa
1> Fi 203 = s et

Hours

* Required Felds ’
» 15 16 17 18 19 20 21

» 22 23 24 25 26 27 8 i
» 29 30 1 2 . - 5 '

Service Type é . = X . 11 17 ‘
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Entering Services (cont’d)

Click the Service Type drop-down Services
arrow and select the service type. Date 6/11/2014 | = ) Description
Service Type ll TL
Doc. # (ECF) In Court Services ‘
a. Arraignment and/or Plea ’\
Hours
Note: b. Bail and Detention Hearing
* Required Felds
. ¢. Motion
You may add dates in any order. You
d. Trial

can sort in chronological order at any

i Service T €
time. VPCH e. Sentencing Hearings

Enter hours of

34

service in tenths First appearance and

of an hour. Service Type  a. Arraignment and/or Plea v . arraignment of Defendant.

Doc. # (ECF) Pages ' ‘

Hours 0.5]*  at$126.00 per hour. Remove

T Required Feds

Enter a detailed
description.

Note: You may add timein any order. Click an entry to edit.

Click Add.

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

Services
Date sizo1s |+ 28 Desaipton [ -
o] " |

Doc. = (ECF) 1 paes ' L _{§
Hours = at$126,00 per hour, Rermave

® Required Falds

Click Save.

Service Type Date Description Hrs  Rate Amt
B, Arragneant and/or P 06/11/2004  Frst appaarance and arragnesnt of Dafendant 05 126,000 E3.00

1 P&ldl(libﬁl

| aFrst || <Previous || Mext> || Last» | | Save | | Delete Oraft |

Note: If you click the Date header, entries will be sorted by date.
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Entering Expenses

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

Basic Info Services > Expenses |» Claim Status  Documents . Confirmation
Expenses
Date 6/12/2014 | =i Description
Expense Type ‘ = ; %
Miles [ ] ats0.5600 per mile. *

ot [ |

Add l | Remove

* Required Fields

Mile Rate Amt!

No data

[ « First || < Previous H Next > ]| Last » | I Save ] [ Delete Draft|

Click the Expense Type drop-down arrow and

select the applicable expense. 2o

Expenses

6/12/2014 | ==

Expense Type |

Miles
Amount

* Required Fields

Expense'l’ypei

Travel Miles

Travel Misc.

Fax

Long Distance Charges
Photocopies

Postage

Other Expenses

| «First || < Previous || Next> ||

Last» |
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Entering Expenses (cont’d)

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

Enter a detailed description in the Description field.

Expenses

Date I?/TZ]ZOT] . ﬂ Description Travel to and from Court]

Expense Type  Travel Miles A A

viles * 2t$0.5600 per mile. :
Amount I Add l Remove

* Required Fields

Expense Type Date Description Mile Rate 3
No data
| «First || <Previous || Next> || Last» | [ save | | Delete Draft |
Click Add.

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

Expenses

Date [ors2r2014_] =2 Descripion

Expense Type i

Miles [ ]= at$0.5600 per mile. 3

-

* Raquired Figlds

Expense Type Date Description Mile Rate Amt
Travel Miles DE/12/20... Travel to and from Court 20 05800 11.20]
1 Page 1 of 1 (1 items)
|_=First |[ <Previous |[ Next> |[ Last» | [ save | |_Delete Draft |
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Entering Expenses (cont’d)

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

o Remember to click Add after each entry.

e C(Click an entry to edit.

Expenses

owe (o |+ Descrpton

Expense Type ks

Miles at $0.5600 per mile. 1

Amount - Add Remove
— I I

* Required Fields

Photocopies 06/12/20... Copies - 100 pages @ .15 per page 0 0 15.00
Travel Miles 06/12/20... Travel to and from Court 20  0.5600 11.20
1 Page 1 of 1 (2 items)
| «First || <Previous || Next> || Last» | | save | Delete Draft

B Click Save. Note: If you click the Date header, entries will be sorted by date.
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Claim Status

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

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

service. The end date should be entered in the same manner.

Claim Status

I sartDate  |6/11/2014 |~ End Date 61202014 | = -1 |
Payment Claims
() Final Payment

@) InterimPayment (payment #) =
) Supplerrental Payment

() Withholding R eturn Payment

** Reminder: Please select the appropriate daimstatus.

1. Have you previoudy applied to the court for compensation andfor reimbursement for this case? ®) Yes No
If Yes, were you paid? ®) Yes Na
2. Other than from the Court, have you, orto your knowledge has anyone else, received payment O Yes (@ No

(compensation or anything of vale)from any other source in connection with this represent ation?

* Required Fields

[«First_|[ <Previous |[ Next> |[ Last» | [ save | | DeleteDraft | [ Audt Assist_|

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

Final Payment is requested after all services have been completed.
Interim Payment allows for payment in segments as ordered by the court. If using this type of

payment, indicate the number of this interim payment.
After the final payment has been submitted and paid, Supplemental Payment may be

requested due to a missed or forgotten receipt or for services that may have occurred after

case closing.

Answer all the questions regarding previous payments in this case. If further explanation is required,
please add a note in the attorney/public notes section on the confirmation tab or add a PDF document to

the documents tab, if needed.

Click Save.
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Documents

Attorneys may attach documents. Attach any documentation that supports the voucher, i.e., travel or other expense
receipts, orders from the court, or letter of explanation for exceeding 45-day submission deadline.

To add an attachment, click Browse to locate

the PDF file.
Note:
All documents must be submitted in PDF format and
Enter a brief detailed description of the must be 10 MB or less.
attachment. (i.e., Court Order signed 1/2/2017
(Doc. 25))
Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie G:\AO\eVoucher\CJA eoi Browse...

Description [Copies of receiptd x|

The attachment and description are added to the voucher and appear in the bottom of the Description section.

Supporting Documents

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

File Browse...
Description | |
Description Delete
Copies of receipts Dalats Vigw

| «First || <Previous || MNext> || Last» |

4

| DeleteDraft |

Click Save.
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Signing and Submitting to Court

When you have added all voucher entries and reviewed each of the tabs for accuracy, you are ready to sign and submit
your voucher to the court.

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

The Confirmation tab appears, which reflects all entries from the previous tabs.

Confirmation
T CIRUDIST/DIV.CODE 2 FERSON REFRESENTED TFOUCHER NMBER
101 |lebediah 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 CASEALATIER OF(Case Name) |8 PAYMENT CATEGORY 5 TYPE FERSON REFRESENTED 10, REFRESENTATION TYPE
JSA v. Branson Ff":““-" (including pre-trial diversion |, 1 potendant |Criminal Case
Jof alleged felony)
T1 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12345 []A Associate []€ Co-Counsel
110 Main Street [ Subs for Federal Defender [] O Appoiting Couusel

s
;f,,"mt“‘f’{g"gf‘S ::310 [ Subs for Panel Attorney [ ]R Subs for Retained Attorney

[ Standby Counsel

14.LAW FIRM NAME ANDMAILING ADDRESS
[Prior Attorney's Name

Andrew Anders TIN: ***.#*.6780 [Appointment Dates
123 Legal Blvd. South [Signature of Presiding Judge or By Order of the Court

AnyTown DC 12345 USA Albertson "
[Phone: 888-555-4000 ?‘;‘;&oj‘“ Nunc Pro Tunc Date
[Fax: 888-555-4001 sevesmt [JYES [Z1N0
CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY.

TOTAL .
HOURS ADJUSTED | ADJUSTED

CATEGORIES AMOUNT
cLaned | inen HOURS AMOUNT

15. | a. Arraignment and'or Plea 0. S
b. Bail and Detention Hearing
. Motion

d. Trial

e. Sentencing Hearings

£ Revocation Hearings

2. Appeals Court

| |b Other

REVIEW

Totals 0. S

16. | a. Interviews and Conferences

b. Obtaining and Reviewing Records
¢. Legal Research and Brief Writing
d. Travel Time

| [e-Tavestigative or Other Work

Totals

[Travel Expenses (lodging, parking, meals,
ileage, etc.)
s [Other Expenses (other than expert,
|'° lranscripts, etc)
GRAND TOTALS
(CLAIMED AND ADJUSTED)
[19. CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE

=

$1120

$15.00

$89.20
INTMENT TERMINATION DATE IF OTHER lz:. CASE DISPOSITION

CASE COMPLETION
FROM: 6/122014 TO: 6122014
b2 CLADMSTATUS ] Final Payment [] Interim Payment (%) [] Supplemental Payment

Have you Previously applied to the court for compensation and/or reimbursement for this? [] YES [ NO
Ifyes, wereyoupaid? [] YES [ NO
Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation of anything of value) from
any other source in connection with this representation? [] YES |[] NO  Ifyes, please attach supporting documentation
T Stear or affirm the truth or correctness of the above statements.
Signature of Attorney: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY

3. IN COURT COMP.
0.00

8 SIGNATURE OF THE PRESIDING JUDGE

32. OTHER EXPENSES
. 50.00 50.00
[24. SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR DELEGATE) Payment approved in |, -
|excess of the statutory dureshold amount

ps.

N COURT COMP. [30.OUT OF COURT COMP. 31 TRAVEL EXPENSES
50.00 30.00

p4a. JUDGE CODE

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

Public/Attorney
Notes

[] 1swear and affirm the truth or correctness of the above statements
Date:

nit

[CFist_][ <Previous ][ Next> |[ Last» | [ save | [ Delete Draft_|
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Verify the information is correct.
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Scroll to the bottom of the page. You may include any information to the court in the
Public/Attorney Notes field.

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

time stamped.

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

Public/ Attomey
Notes Motes

| Date: 6/12/2014 16:32:35 |

[v] I swear and affirm the truth or correctness of the above statements

0 Submit

[ <Fist ]| <previous || mext> |[ Last» | | save | [ Delete Draft |

Click Submit to send to the court. Your individual login and password will serve as your

electronic signature.

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

payment.

Success

Your voucher has been submitted for payment. You will receive a notification if we need more detads,

Please keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page

Appointment Page
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Signing and Submitting to Court (cont’d)

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

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

To group by a partiadar Header, drag the column to this area.
Case Defendant Type
:14-CR-0 AA- Jebediah Branson (# 1 CJA-20
Sam 06/12/2014 Claimed Amount: 89.20 Andrew Anders
End: 06/12/2014
115 CRO8505-AA- Jebediah Branson (= 1 CIA-20
St 03/03/2014 Claimed Amount: 778.40 Andrew Anders
£nd: 06/05/2014 I S
1:14-CR-08305-AA- Jebediah Branson (# 1) AUTH Submitted to Court
Stact: 0410272014 Claimed Amount: 1,000.00 Chemist, Toxicologist S/ 0101.0000002
End: 01/01/1900
1 Page 10of 1 (3items)
Notes:

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

Togroup by a particular Header, drag the colunmn to this area. Search:
Case Defendant Type Status Date Entered
2:19-CR-01000-GMS- Sanrple Defendant (# 1) (CJA-20 - (RETURNED) - Voucher Entry 08/14/2019
Start: 05/16/2019 daimed Amount: 958.80 Sample Attorney ‘ 0970.0837633
End: 06/25/2019 " FINAL PAYMENT

e An email message generated by the system will be sent explaining what corrections need to be made.
The note will also appear in the Public/Attorney Notes section of the Confirmation tab.

e Make any necessary corrections and click submit to re-submit to the court.

e You will automatically receive an email after the voucher has been approved and submitted for
payment.
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CJA-20 Quick Review Panel

When entering time and expenses in a CJA-20 voucher, the attorney should monitor the voucher totals using the quick
review panel on the left side of the screen. This allows you to track your compensation and request additional funds when
needed, in advance of exceeding the authorized funding.

Attorney Voucher

The Services and Expenses fields tally as entries are entered the voucher. g CIA-20
Entry

The Representation Fee Limit (current funding limit) can be viewed on the
left panel. Attorney can also view the funds remaining. These amounts e St B

are based on the services that has been entered into the voucher.
Link to CM/ECF

Note: if the fee amount remaining after approved and pending is red, Voucher #
. . . . Start Date: 9/24/2021
you have exceeded the available funding and should immediately End Date:  10/6/2022

request additional funds via a CJA26 or Budget AUTH for a budgeted case.

@ services: $4,047.20

(3 Expenses: $90.63 -

Representation Fee Limit

$12,300.00
Fee Amount Remaining After Approved
and Pending:

£8,252.80

You can expand the Services and Expenses fields by clicking © services: $4,047.20 -
the down arrow (V) to reveal details per category. Tn Court Services

Service Hours Amt.

Arraignment and/or Plea 0.3 346,50

Bail and Detention

Hearng 0.9 $139.50

Motion Hearings i] 30.00

Trial 0 20.00

Sentencing Hearing 0 20,00

Revocation Hearings 0 30,00

Appeals Court 0 $0.00

Other 0 20.00
Totals 1.2 $186.00

Out of Court Services

Service Hours Amt.

Interviews and

Conferences a| e

Obtaining and Reviewing

e 4.9 $760.70

Legal Research and Brief

Writing 6.0 $947.40

Travel Time 4.2 $§655.50

Investigative and Other

Work 4.5 $701.40

Totals 24.7| $3,861.20

€) Expenses: $90.63 | - I

Travel
Expense Type Amount
Travel Miles $90.63
Travel Misc 30.00
Totals $90.63
Expenses
Expense Type Amount
Fax $0.00
Long Distance Charges 30.00
Photocopies 30,00
Postage 30.00
Other Expenses 30,00
Totals 20.00
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Importing Service Entries in CJA-20 or CJA-30 Voucher

Attorneys using commercially available timekeeping and billing systems can directly import multiple service entries into
a CJA-20/30 voucher from a file saved in comma-separated value (.csv) format.

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

Note: If you have an associate on your voucher and want to use the import service entry function, the lead attorney

MUST import their entries first or they will overwrite the associate attorney's entries. Please review the Importing Time
job aid on the eVoucher training website for more detailed instructions for importing service entries with associates.

After you select the appropriate appointment and click the Create link for the CJA-20 voucher, the document opens. In
the Actions menu on the left side of the page, click the Import Service Entries (.csv) link.

CIA-20 } Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters
Basic Info
1 CIK. DISTDIV.CODE 2. PERSON REPRESENTED VOUCHER NUMEER.
e — 101 abediah Branson
ef.: Jebedial Sranson 3. MACG. DET/DEF NUMEBEE 4 DIST DKT DEFNUMBER < APPEALS. DKT'DEFNUMBER 6 OTHER DKTDEFNUMEER
1 14-CR-08803-1-44
Link to CM/ECE TN CASEAIAT N E. PAYMENT CATEGORY %. TYPE PERSON REPRESENTED L0 REFRESENTATION TYFE
Link to CM/ECF ey ~ [Felomy (including pre-trial diversion .
- US4 . Sranson IR dult Defandant JCrirminal Case
- T OFTENSE(S) CHARGED.
Voucher 15:1525 F INSPECTION VIOLATION PENALTIES
- 12, ATTORNEY'S NAME AND MAILING ADDRESS 13. COURT ORDER.
.y 0 O (I Feterst )7 subs tor Federns
t)talt — A Aswocinte — CCaConmel por i

ato L Learned Comnset 0 appoinsing ) P Subs for Panel ) R Subs for Revained
Date: ; [ v L v e
e 2 ) v
End Date: hon S Dserse E:::f'mn E LR s T
@ services: 50.00 v Seandby Conuset

Jappoince
© Expenses: 50.00 uarars of Prsiing Juge e By Orderof s Court
lbert Albertson
12 of Order Saue Pre Tame Dare

14, LAW FIRM NAME AND MAILING ADDRESS

Repuyment [ yves @xo

Tasks

Payment Info

Preferre, | Andrew Anders - Andrew Anders v |
Andrew Anders - Andrew Anders
Billing Code:0101-00002

Link To Appointment

Link To Representation

110 Main Street
e
Import Service Entries (.csv) San Antonia, TX
78210 - US
Reports Phone: 210-833-5623
Form €120 Fax:

__| Defendant Detail Budget
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The Services page appears. To view a sample .csv file, click the downloadable sample spreadsheet link. The sample
spreadsheet is in Excel format that must be saved in .csv format. Click the Additional Information link to view
instructions for importing time from a .csv file.

Basic Info |+ Services Expenses Claim Status Documents Confirmation

Services

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

and service type values.

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

contents of the imEorled 5V fila.

- 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 [Docs
= Pages

For additional information refer to the eVoucher Online Halp.

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

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

Import Service Entries (.csv) |

Date 9/3/2021 | = =2H] Description -

- | =

Service Type

e N S -
Hours : *  at $155.00 per hour.

* Rexuired Fiekds
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When the .csv file has been created, properly formatted, and is ready for import, click Import Service Entries (.csv).

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

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

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

+ Additional Information

Date 8/6/2021 |« =R Description -

Serdce e | 2t

Doc.# (ECF) Pages -
Hours [ | ats15200 perbour

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

Service Type

Date | Description ‘ Hrs‘ Rate | Amt

(Empty)

Note: The column headings for the CJA-30 sample spreadsheet differ slightly to match the information needed for that
document type.

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

4[] « ExtemalUsers » timeimport v o O Search time import DENIELOGOUT [ Stock Photos, Stock 6Sinternal @Y 65ext
Confirmation
Organize = New folder Bz ™ @

[ Desktop A Name Date modified Type

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

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

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

& Pictures

& Videos

125 Local Disk (C) import Service Entries (.csv)

= TempShare (\ac

= common (\\lynx =

= work (\jungle\a

Remre

= software (\\jung

= traindev (jungl |, 5

File name: (| Microsoft Excel Comma Separa

‘Hrs‘lhte ‘Anlt

(Empty)

To Appointment |‘ ‘
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A success message displays indicating the number of entries that were imported and saved to the services table.

Basic Infe I Services Expenses Claim Status Documents Confirmation

Service entries have been updated!
13 entries have been successfully added from CI4-20 Service Time Import_correct.csv and saved to the services table below. Click here to view a report for the entries imported.

Services

Date 9/2/2021 |+ E ription .
Senica Type | )=

Doc.# (ECF) Pages M £
Hours [ |+ atsissooperhour.

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

Service Type ‘ Date ‘ Description ‘ H-s| Rate ‘ Amt
&. Investigative or Gther Work 07/01/2021 Test 0.1 | 15500 $15.50
. Arraignment and/or Plea 07/02/2021 Test 0.2 515500 $31.00
d. Travel Time 07/02/2021 Test 0.3 | $155.00 $45.50

b. Chtaining and Reviewina

Complete remaining voucher tabs to Enter Expenses, Claim Status information, and Documents as described in prior
section of this manual.

Note: See Appendix A — C for additional information on importing and .csv files.
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Creating a New Authorization (AUTH) for Expert Services

When you are initially requesting a service provider, a new AUTH request should be made in eVoucher (without filing a
Motion and Order in CM/ECF). If you obtained an order prior to 7/23/18, you would also use this event for your order
submission.

Locate the Appointments section under the Appointments’ List on your home page. Click the case
number hyperlink to open the Appointments page.

Appointments Defendant

Defendant: Susie Sample-Defendant
Representation Type: Criminal Case

Order Type: Subs for Panel Attorney
Order Date: 02/01/18

Pres. Judge: Cindy K Jorgenson

Case Title: U.S. v. Sample Defendant
Attorney: Kerry Reynoldswrap

Adm./Mag Judge:
Case: 2:18-CR-01001-CK) Defendant: David Defendant-Sample
Defendant #:1 Representation Type: Criminal Case

Case Title: USA v Defendant-Sample Order Type: Appointing Counsel

t R Order Date: 02/01/18
A y: Kerry Reynoldswrap Pres. Judge: Cindy K Jorgenson

Adm.Mag Judge:

From the Appointment Info page, click Create next to AUTH.

Appointment Appointment Info
TV Coox [T FERs0N REFRISENTED GUCHIR NLALE

[irasse Sample Defendas:

4 DEST DT DEF NUMEER § AFFEALS DKT DEF NTMELR 6 OTHIR DKT DEF NUMBIR
P 15.CR-01000.1.CKS
8 FAVRENT CATECORY [# TYPE FERSON REFRESENTED 14 REFRESENTATION TVPE
IF dloary (mhoding pee-trl Svenson . .
ot ! § Adult Defendant [Cramumal Case
» 11 OITENSEGS) CRARGED
17A: 102 F COPYRIGHT LAWS
C te N v h 13 ATTORNTY § NAME ANDLAILING ADOKN 13 1 COURT ORDER
seate New Voucher . . [ DFedaral F Sulby o Fodura]
‘ A Anvociin € Co-Comanal
Create B s, 150 L Loarmed Conmial | |0 Apposaiing [ Fubs for R Sale, foe Ronmaned
- BT apetal Oy} Comssal Pamel Amsrse  Amsrse
Peute oo Rl 77—
Create — -
# wanscpt 1V Staad Commml
CIA-20 Create Prrise Litore s Name
Fagnadurs of Fravding Judgs oo By Ovien of b € curi
¢ § Bade
CIA-21 | e fots ot Quer s e Tns St
A oalion and Vo part b12018
- Reparmens | |VES [ 50
Create
Vouchers on Flle
To group by & particular Header, drag the column 12 the wes, Search: |
Defendant Type Status Date Entered
4 et Bepor 0-g S Campie Defendart AUTH Voudher Clessd 0307/2018
= Clamed Amount: 2,290.00 Iesseator g AT
Deetaded bucget info for defendant Aoproved Ampunt: 1.250.00
Suse Sample-Defendant (5 ATH Submitted 1o Court 030772018
. ~ Charned Amount: 3,000.00 Balstcs F anoses
Attorney Tme :
Report of sttorney me per case
{ncludes both submtied and not Sume Sample Detendant AUTH Submitted to Court 43072018
submitted data) Clmmed Amount: 2, 500,00 Irrvestgator S BR05TH
Ao tmert Beport St Sample Defendant | = ATH- 24 Voucher Entry 03302018
st of sl appointments per e Edt
attomey [(Attomey veew)
Sume Sampee Defencant CIA-20 Subemtted 1 Court 05/10,/2018
Clarmed Amount: 454.25 KTy Reyroidersg # BRLTRN
Suse Sample Defendant (5 (<781 voucher Closed 04/05/2018
Camed Amount: 2,000.00 W sermogen
Approved Amsunt: 1,000.00 -

1 Page 1of 1 (5 items)

The authorization opens to the Basic Info tab.
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Next, click Create New Authorization.

) Basic Info

Creating a New Authorization (AUTH) for Expert Services (cont’d)

Basic Info

101 T W ashington
Phoenix AZ 85003
[Phone: 602-322-7150

[T CIRDISTDIV.CODE |2 SENTED "OUCHER NUMBER
0970 DM cke\ Mouse
[ MAG, DKTDEF NUMBER |+ T DRI DEFNU 6.0 KT DEFNU
2: 17-CR 01000—1 -FIM
[ 1N CASEMATIER OF(Case Name) |5, PAY Y 3. N i3 10. SENTATION 1V
US v. Mickey Mouse Felon (ncluding pre-ral diversion 2 dult Defendant Criminal Case
G of alleged felony)
11, OFFENSE(S) CHARGED
10:2408 M DEFENSE CONTRACT RELATED FELONIES, CONTRACTORS
TATTORNEY S NAME AN G ADDRESS 13 COURT ORDER
[Kemy Re\noldsmap Bar Number: 42474 0O D Federal O F Subs for Federal

0 A Associate

O Y Stasddy Cosnsel

[Prior Attorner’s Name
Appointment Dates

14 LAW FIRM NAME AND MAILING ADDRESS

ate of Order
112017
Repaymest O YES @ NO

0 € Co-Counsel Defeader

Defender
O LLearned Counsel @ OAppointing O P Subs for Pasel O R Subs for Retained
(Capital Only) Counsel Attorney Attorney
O S ProSe O T Retaiged O USubsfor Pro o v 4 anvimiserative
Attormey Se -

iguature of Presiding Judge or By Order of the Court
E‘;zaSBwe

Nunc Pro Tunc Date

Authorization Type Selection

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

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

to request additional funds for.

You can click the Create New Authonzabon button to create a new authorization request, or click the Request Additional Funds button to select

| «First || <Previous |[ Next> ||

| Delete Draft | | Audit Assist
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Creating a New Authorization (AUTH) for Expert Services (cont’d)

Complete the information in the blue section at the bottom of the screen. This includes the
following fields:

e Estimated Amount - amount requested or, if order previously obtained, total authorized in
order

e Basis of Estimate - list rate and number of hours requested

e Description - include description of service to be provided

e Service Type - select type from drop-down list

¢ Notes - include provider name or company name* (this will make selection from list easier for
future tasks)

Master Authorization Information

Order Date i
Nunc Pro Tunc Date ::E
Repayment L]
Estimated Amount $/ 3000.00 | =
Authorized Amount $ Deactivated
Basis of Estimate |$75/he for 40 hours
Investigative Services
Description
Service Type [ Investigator v =
Notes [John Doe Investigator ]
«First || < Previous || Net> || Last» | | save | | Delete Draft | [ Audit Assist |
e——
Note:

An initial AUTH is considered a “Master Authorization” (see above in purple).

*If you will be using more than one person (i.e. several different interpreters), do NOT list a name in
the Notes section.

Click Save.

Click the Documents tab or click Next, located on the progress bar.
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Creating a New Authorization (AUTH) for Expert Services (cont’d)

On the Documents tab, you will add your court order, if you previously obtained one. If this is a new request
without a previous order, fill out the document entitled AUTH - AZD Supplemental Information in Support of
Request to Enlist Service Provider located on the court’s website.

This is also where you add any other relevant documents (i.e., CV/Resume/DPS Investigator ID card)
To add an attachment, click Browse to select your PDF file.

Step In the Description field, add a meaningful description of the attachments.
8 (i.e. AZD AUTH.Investigator.submitted 7.15.19; Investigator CV; Investigator DPS Photo ID)
MNote:
Click Upload All documents must be submitted in PDF format and

must be 10 MB or less.

$

Basic Info b Docy 1t Confi

Supporting Documents

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

File Browse
Uplcad
Dascription Delete  View

Mo Anachments

The attachment and description are added to the voucher and appear in the bottom of the Description section.

Basic Info b Documents Confirmation

Supporting Documents

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

File Browse..
o S
Upload

Description Delete  View
Investigator DPS PI ID Card Delete Whew
AZD AUTH, Investigator. submitted 7.15.19 Delete Wissny
Investigator OV Delere Wiew

| p— |
et (oo | [ meas )| sts ] Delete Draf

 Re— |
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Creating a New Authorization (AUTH) for Expert Services (cont’d)

Click Save.

Click the Confirmation tab or click Next.  The Confirmation tab will open. Review the information on
the Confirmation tab for accuracy. Add attorney notes, if any.

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

Artention: The rotes you enber will be avadable to the next approval level

Public/Attomey

~ 1 swear and affirm the truth or correctness of the above statements _
| Date: 6/5/2018 15:36:40 | 0 Submit
= First ” < Previous ” MNext > ” Last = ] [ Save ] I Delete Draft ‘| [ Audit Assest ]

Click Submit to send to the court. Your individual login and password will serve as your
electronic signature.

A confirmation page will appear indicating the previous action was successful and the Authorization Request has been
submitted. Click Appointment Page if you wish to create an additional document for this appointment. Click Home
Page to return to the home page.

Success

This document has been submitted.

Please keep the following document number for your own records:

0970.0579401

Back to:
Home Page
Appointment Page

The Authorization Request will now appear in the My Submitted Documents section on the Attorney home page.

You will automatically receive an email when the authorization has been approved. You will then be able to create a
CJA-21 voucher.
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Creating a Supplemental Authorization (AUTH) for Expert Services
(Additional Funds)

A supplemental authorization request should be made in eVoucher when you have a prior AUTH request for funds in
eVoucher and you’re requesting additional funds for a service provider.

From the Appointment Info page, click Create

next to AUTH. Create New Voucher
AUTH
Authorization for Expert and
The authorization opens to the Basic Info tab. Services

Next, click Request Additional Funds.

b Basic Info

Basic Info

[1. CIR DIST DIV.CODE [3 PERSON REPRESENTED OUCHER NUMBER
0970 IMickey Mouse
T MAG, DRTDEF NUMBER 1. DIST. DR1DEF NUMBER T APPEALS, DRTDEF NUMBER 6 OTHER DKI DEF NUMBER
P:17-CR-01000-1-FIM
[T.IN CASEMATIER OF(Case Name) |5, PAYMENT CATEGORY |9, TVPE PERSON SENTED 10. SENTATION IVPE
US v. Mickey Mouse Felony (including pre.-trial diversion |, 3 1y it Criminal Case
[t simwiinechiae s 36l jof alleged felony)
11 OFFENSE(S) CHARGED
10:2408 M DEFENSE CONTRACT RELATED FELONIES, CONTRACTORS =
12 ATTORNEY 'S NAME AND MAILING ADDRESS 13 COURT ORDER
[Kemry Revnoldswrap - Bar Number: 42474 s O D Federal 0O F Subs for Federal
101 W Washington DR 0 CCoConmd pegender Defeader
Phoenix AZ 85003 O LLearned Counsel 3 O Appointing ) P Subs for Pasel O R Subs for Retained
Phone: 602-322-7150 (Capital Only) Counsel Attorney Attorney
O SProSe O T Retained 0 U Subds for Pro 0 X Admisistrative
7 Attormey Se Ry
O Y Standdy Counsel
[Prior Attornex’s Name
|Appeintment Dates
ignature of Presiding Judge or By Order of the Court
14, LAW FIRM NAME AND MAILING ADDRESS ndget S Bade
ate of Order Nunc Pro Tunc Date
112017
Repaymest O YES @ NO

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

request additional funds for.

| «rirst || <pPrevious || Next> |[ Last» | | Delete Draft | | Audit Assist |
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Creating a Supplemental Authorization (AUTH) for Expert Services (Additional
Funds) (cont’d)

Next, select the original “master” authorization for the service provider that the additional funds are
requested for so that it is highlighted. The selected AUTH will turn beige when selected.

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 IPIeueSdedﬂueAu&oduﬂonbmmlfundsfou I
Use this button to create a new 5
TR ID Number: 497579 Service Type: Investigator
Order oﬁ;mcn/ouzos?m 3 Estimated Amount: $3,000.00
Request Additional Funds Authoriz ount: $3,000. Notes: John Doe Invastiator
Use this button to select an approved Grand Total Amount: $0.00
autharization that you would like to "
request additional funds for, ID Number: 497589 Service Type: Computer Forensics Expert
Order Date: 01/01/2017 Estimatad Amount: $5,000.00
Authorized Amount: $5,000.00 Notes: Susie Forensic 'Expert
Grand Total Amount: $0.00 >

Complete the information in the blue section at the bottom of the screen. This includes the
following fields:

e Estimated Amount - additional amount requested or, if order previously obtained, total
additional funds authorized in order

e Basis of Estimate - list number of additional hours and rate

e Description - include description of service to be provided

e Service Type - this field is locked since its being attached to the prior AUTH selection

e Notes - include provider name or company name* (this will make selection from list easier for
future tasks)

Request for Additional Funds on existing Authorization
Order Date =i
Nunc Pro Tunc Date Eﬂj
Repayment
|[Estimated Amount  $[ ::25.00]- |
Authorized Amount % Deactivated
Basis of Estimate |$75/hr for 15 hours |
Investigative Services
Pt
Service Type Investigator ol
N John Doe Investigator |
¢
aFirst | [ < Previous |[ Net> |[ Last» Delete Draft | | Audit assist
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Creating a Supplemental Authorization (AUTH) for Expert Services (Additional
Funds) (cont’d)

Click Create Authorization.

Note:

*If you will be using more than one person (i.e. several different interpreters), do NOT list a name in the
Notes section.

When the Basic Info tab opens make sure that the page indicates that it is a “Request for Additional
Funds on existing Authorization” with a number. This is the number of the original authorization to
which this authorization will be linked. You may click the existing authorization number hyperlink to
view the original authorization in a separate tab. You should remember to close the newly opened tab
after viewing the AUTH, as having multiple tabs open in eVoucher can lead to unintended results.

Request for Additional Funds on existing Authorization 497579

Order Date %

Nunc Pro Tunc Date E‘E

Repayment ]

Estimated Amount $[  112500]=

Authorized Amount $ Deactivated
Total Authorized $ 3000.00

Basis of Estimate [S?S.r'hr for 15 hours

Investigative Services

Description

Service Type Investigator bl |

Notes |Jc;hn Doe Investigator |

«First || < Previous || Next> || Last» | [ save | | Delete Draft | Audit Assist |
Click Save.

Step
8

Click the Documents tab or click Next.
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Creating a Supplemental Authorization (AUTH) for Expert Services (Additional
Funds) (cont’d)

On the Documents tab, you would add your court order, if you previously obtained one. If this is a new
supplemental request without a previous order, fill out the document entitled AUTH - AZD Supplemental
Information in Support of Request to Enlist Service Provider located on the court’s website.

This is also where you add any other relevant documents (i.e., CV/Resume/DPS Investigator ID card)
To add an attachment, click Browse to select your PDF file.

In the Description field, add a meaningful description of the attachments.
(i.e. AZD AUTH.Investigator.submitted 7.15.19; Investigator CV; Investigator DPS Photo ID)

MNote:

All documents must be submitted in PDF format and

. mustbe 10 MB or less.
Click Upload.

¥

Basic Info b Doc Confi

Supporting Documents

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

File Browse
| Description |
Upload
Description Delete  View

No Atachments

The attachment and description are added to the voucher and appear in the bottom of the Description section.

Basic Info  » Documents Confirmation

Supporting Documents

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

File Browse..
Descriot
Upload

Description Delete  View

Irveestigator OPS P1 1D Card Dalate Wi

AZD AUTH. Investigator. submitted 7.15.1% Delete  View

Investigator OV Yalal View
Click Save. —

[ [<rrevioss | [ o> ][ eis Delete Draf
 Be— |
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Creating a Supplemental Authorization (AUTH) for Expert Services (Additional
Funds) (cont’d)

Click the Confirmation tab or click Next. The Confirmation tab will open. Review
the information on the Confirmation tab for accuracy.

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

Aftention: The notes you enber will be svadable to the et Bpprova |,

Public/Attomey

« 1 swear and affirm the truth or correctness of the above statements
[oate: &/5/2018 15:36:%0 | 0 Submit
aFirst || <Previous || Net> || Lasts | | Save | | Dalsts Draft | | Auscie Assamt |

E Click Submit to send to the court. Your individual login and password will serve as your
electronic signature.

A confirmation page will appear indicating the previous action was successful and the Authorization Request has been
submitted. Click Appointment Page if you wish to create an additional document for this appointment. Click Home
Page to return to the home page.

Success

This document has been submitted.
Please keep the following document number for your own records:

0970.0579401

Back to:
Home Page
Appointment Page

The Supplemental Authorization Request will now appear in the My Submitted Documents section on the Attorney
home page.

You will automatically receive an email when the AUTH has been approved. You will then be able to create a CJA-21
voucher.
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Note:
e When increasing funds on an existing AUTH, the approved amount is added to the original
“master” authorization to which it is linked, and a link is established between the documents.

e The “master” authorization is the one that holds the approved funds and is the only authorization
that will display for selection when CJA21/31s are created.

e We recommend saving the AZD AUTH Supplemental Information form per case, so that you have

the basic case information filled in and will just need to update any dates in Section Il and then
proceed with the details per each service provider.
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Creating a CJA-21 Voucher (Service Provider Voucher)

From the Appointment page, click Create next to CJA-21.

CJIA-21
Authorization and Voucher fi

and other Services

or

When submitting a CJA-21 voucher, the Authorization Selection section displays in one of two ways,
depending on the availability of associated authorizations.

Associated Authorizations Available
If associated authorizations are available, they display in ascending order by ID number.

Basic Info
T IR DISTDIV.CODE T PERSON REFRESENIED [VOUCHER NUMBER
0101 Jebedizh Branson

3. MAC. DET DEFNUMEER T DIST. DRI DEENUMBER
1:14-CR-02203-1-A4

|7 1N CASE MATTER OF (Case Name) |8 PAVAIENT CATEGORY

IS4 + Branson [Felony (including pre-trial diversion

of alleged felony)
11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES

£ APPEALS DKTDEFNUMEBER 6. OTHER. DKT DEENUMEBER

9. TYPE PERSON REFRESENTED 10. REPRESENTATION TYPE

| A dult Defendant Criminzl Case

EXCESS FEE LIMIT PEESIDING JUDGE MAGISTREATE JUDCE DESIGNEE 1
511,300.00 |ATbert Albertzon
DESICNEE 2

Authorization Selection
Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

1D Number: 917

Order Date: 12/14/2021
Authorized Amount: $1,000.00
Grand Total Amount: §2,200.00

1D Number: 920

Order Date: 12/14/2021
Authorized Amount: $10,000.00
Grand Total Amount: $10,000.00

1D Number: 955

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

Service Type: Chemist/Texicologist
Estimated Amount: $1,000.00
Notes:

Service Type: Psychologist
Estimated Amount: $10,500.00
Notes:

Service Type: Chemist/Toxicologist
Estimated Amount: $900.00
Notes:

prior authorization.

No Authorization Required
If your voucher compensation is under
the statutory limit and does not require
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Creating a CJA-21 Voucher (cont’d)

If you are using an approved authorization, click the desired authorization, which is then highlighted in blue. You cannot
continue until the authorization is highlighted.

Please Select the Associated Authorization

1D Mumber: 4

Service Type: Chemist)Toodcologist
Order Date: 03/04/2014 =
Authorized Ameant: $1,000.00 TRt

Grand Total Amount: $1,500,00 Potes: Abraham Astley

ID Number: 186

Order Date: 02/01/2017
Authorzed Amount: $100.00
Grand Total Amount: 510050

Service Type: Inkerpreter Translator
Estimabed Amount: £5,000,000.00
Notes:

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

No Authorization Required

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

Associated Authorizations Unavailable
If there are no associated authorizations available, a “No Authorization Requests Found” message displays, and you
must click the No Authorization Required link to proceed.

Basic Info

[ CLLDTDIV.CODE |- PERSON REPRESENIED [TOUCHER NUMBER

0101 Cztherine Brown

3 MAC, DETDEENUMBER T DIST. DRI DEFNUMBER. [ AFFEALS DRI DEFNUMEER |6 OTHER DRI DEFNUMBER
1:14-01-07020-2-BB

[T 1IN CASEMIATTER OF(Case Name) |5, FAUMENT CATEGORY |V TUPE FERSON REFRESENTED | 10. REFRESENTATION TWFE

[Felony (including pre-trial diversion

JUSA v Roberts etal - | Adult Defendant Criminzl Case
of alleged felony)

11. OFFENSE(S) CHARGED

CMP 18:13-3400.F THEFT OF U.S. FROPERTY

EXCESS TEE LIMIT PRESIDING JUDGE MAGISITRAIE JLDGE DESIGNEE 1

5100.000.00 [Bamey Ball

DESIGNEE 2

Authorization Selection

Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

Mo Authorization Requests Found

Mo Authorization Required

If your voucher compensation is under
the statutory limit and does not require
prior authorization.
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Creating a CJA-21 Voucher (cont’d)

If you clicked to use an existing Associated Authorization, in Step 2:

The service type automatically fills in New Voucher Information
based on the authorization selected. If no Service Type | Chemist/Toxicologist |-
authorization is being used, click the Toxicology repart
. Description
Service Type drop-down arrow, and select
the service type.

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

From the Expert drop-down list, Service Provider
You can search one of the service providers already in the system

select the expert. (See *Note beIOW) OR you can enter the required information for another provider
If the expert you select is not |Expert [ Jennings, Julie v
authorized to use eVoucher, the Expert Info Julie Jennings
Voucher Assignment buttons remain JeEfe 110 Main Street

. . . . San Antonio TX 78210 US
locked, indicating the attorney will be Phone: 210.452-55912
responsible for filling the voucher

. Voucher Assignment = ® Attorney O Expert
claim part.

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

Create Voucher

If the expert selected is authorized to
enter expenses on their own voucher,
the Voucher Assignment buttons
unlock, indicating the expert can be

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

selected and can then fill in their own Voucher Assignment ) Attorney @ Expert
services and expenses on the This indiicates who will be responsible for filling the voucher daim part
voucher.

*Note:

Only experts registered with the service type selected appear in the drop-down list. If you wish to submit a person
for approval, steps on how to add an expert are outlined on the next page.

Click Create Voucher.
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Creating a CJA-21 Voucher (cont’d)

Notes:

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

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

o If the expert you selected is authorized to use eVoucher and you selected "Expert" for the Voucher
Assignment, you are done at this point and may click Home or logout.
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If the service provider's name does not appear in the drop-down list for the service type selected, you will

need to request that they be added to eVoucher. To complete that process:

Leave blank the box for Expert in the
drop-down list

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

Click Create Voucher. See *Note below.

*Note:

Service Type Interpreter/Translator W=

Description

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

Expert W

First Name Middle Name Last Name *

Email * |

Phone = Fax

Address 1 = | ’C_lty * |

Address 2 State (U.S. Only=) Zip =
|| v |

Address 3 Country *

| | [UNITED STATES v|

Voucher Assignment = ® Attorney  Expert

Create Voucher

* Because the experthasnot yet been approved by the court, you will see the following error on the created

voucher:

1\ You cannot submit a voucher for an expert that has not been approved by the court.

* You will also see the following under Payment Info on the CJA21 voucher:

Payment Info

This is a Pending Service Provider
~CUTent InTormaton on Fie:

Suse Smth TIN: #82-22-232%

401 W Washington

Phoenix AZ 85003 US

Phone: 602-322-7200

*  When you type in provider information as shown above CIA staff are automatically notified of the request

to add the provider. CJA staff will contact the provider for the necessary documents needed to set the

( provider up in eVoucher (i.e, W9, CV/Resume etc.). You will be notified by email when that process is
complete so that you can proceed with completion of the CIA-21 Voucher.
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Entering Services

After Create Voucher has been selected, proceed with similar steps mentioned on the CJA-20 Voucher adding services,
expenses, claim status, and documents.

Note:

If you are submitting the voucher on behalf of the expert, you will need to approve the voucher twice. The first
submission is on behalf of the expert to you as the attorney. After first submission, the voucher will appear in your
“My Active Documents section as “Submitted to Attorney”. Open and go to confirmation tab, this second
submission adds the attorney approval of the services provided.

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

In the corresponding fields, enter the date, units (hours), rate, and description. Attorneys can summarize
the attached invoice; it is not necessary to enter line-item entries for service providers. (See below). The
Date should be either be the first or last date of service from the invoice.

Click Add.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services
Date 11/3/2017 = Description
Units - *
Rate | J"

{ | Add |DRemove |

* Required Fields
To group by a particular Header, drag the column to this area.
Date Description Units Rate Amt
10/30/2017 Investigative Services performed (20 hours at $75/hr). See attached invoice. 200  $75.00 %1,500.0
10/30/2017 Travel performed (10 hours at $37.50/hr). See attached invoice. 100  $37.50 £375.00

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

Click Save.
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Entering Expenses

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

In the corresponding fields, enter the date, expense type, description, miles (if applicable) and
amount. Attorneys can summarize the attached invoice; they do not need to enter line-item
entries for service providers. (See below). The Date can either be the first or last date of
expense from the invoice.

Click Add.
Expenses
o [sao |43 —
Expanse Typs LA
Miles at 50.5350 per mile. _‘\
Amount = | Add | Remove

* Required Fields

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

Expense Type Date Description Mile Rate Amt

Travel Miles 11/03/2017 | Travel Miles (200). See attached invoice. 200 | $0.535 5$107.00

Travel Misc. 11/03/2017 Hotel and Travel costs for 11/1/17 trip. See attached invoice and receipts. 0 50.000 §234.56
Click Save.

Note:

At any point, click Audit Assist and the system will search for any warnings or errors.
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Claim Status

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

Basic Info Services Expenses » Claim Status Documents Confirmation

Claim Status

[sartoste  (ei2204 -3 | I(mom 142014 | » _j]
Enter the start and end dates,
making sure to select the Pt s
earliest date of service and/or ® Fral Payment
Irter mPayment (paymert #)

expense as the start date and
the last date of service and/or
expense as the end date. Make
sure the dates listed here match
the attached invoice.

Swplemental Payment

Wihholding R etum Payment

shrst ][ <Prevows |[ Next> |[ Lst» | I_ssve || [[Deetentt ] [ Audt Asset |

Select an option in the Payment Claims section.
(See Note below)

Click Save.

Note:

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

e Interim payment allows for payment in segments. If using this type of payment, indicate the number of this
request. Interim payments must be authorized in an AUTH or an order.

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

Note:

Click the Documents tab or click Next.
All documents must be submitted in PDF format and
must be 10 MB or less.

Click Browse to select PDF files to attach.

In the Description field, add a description of the attachment. (i.e. Invoice for Investigative Services
from 8/1/17 to 10/31/17; Doc 75.0rder Allowing Interim Payments for Investigator.filed 9/1/17;
Investigator DPS PI Photo ID) (See below).

Click Upload.

Basic Info Services Expenses Claim Status [ Documents Confirmation

Supporting Documents

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

File Browse...
Description |
(| Upload )
——

Description Delete View
Doc 75.0rder for Interim Payments for Investigator.filed 9/1/17 Delete Wi
Investigator DPS PI Photo ID Dalete Vit
Invoice for Investigative Services from 8/1/17-10/31/17 Delete Vi

; P es— —
«First |[ < Previous w Last» | | Delete Draft | | Audit Assist |

The attachment and description are added to the voucher and appear in the bottom of the Description section.

Click Save.

Click the Confirmation tab or click Next.
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Signing and Submitting to Court

On the Confirmation tab:

Verify all information is correct
and that the Grand Total Netes
matches the attached invoice.

Attention: The notes you ender vl be avadable to the next approval level,
Public/ Attorney
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| 1 swear and affirm the truth or comectness of the above statements
Date: 6/15/2014 9:28:26

Select the affirmation check
box. This automatically time

[ =Frst [ <Previous |[ mest> |[ Last= | [[sae ] [ oedeteceaft |

stamps the voucher.

Click Submit.

O Submit

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

voucher is submitted next to the attorney for approval.

Click Home Page to return to the home page.

additional document for this appointment.

Note:

Click Appointment Page if you wish to create an

Success
This document has been submitted.

Please keep the following document number for your own records:

0970.0497592

Back to:
Home Page
Appointment Page

If you are submitting the voucher on behalf of the expert, you will need to approve the voucher twice. The first
submission is on behalf of the expert to you as the attorney. After first submission, the voucher will appear in your
“My Active Documents section as “Submitted to Attorney”. Open and go to confirmation tab, this second
submission adds the attorney approval of the services provided.

The case file appears in the My Active Documents section as Submitted to Attorney.

Select the voucher with the status of “Submitted to Attorney.”

To group by a particular Header, drag the column to this area. anch: |
Case Defendant Type Status Date Entered
2:17-CR-01000-FIM- Mickey Mouse ( 1) CIA-21 Submitted to Attorney 11/03/2017
Start: 10/30/2017 Claimed Amount: 2,216.56  Arizona Investiga. | 0970.0497592
End: 11/03/2017 Investigator FINAL PAYMENT
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Signing and Submitting to Court (cont’d)

Verify all information on
page is correct.

Certify the information by
Step selecting the certification
check box. This automatically
time stamps the voucher.

Click Approve. Your
individual login and
password will serve as
your electronic signature.

Click on the Confirmation tab.

CJA eVoucher for Attorneys | 69

Public/Attomey
Notes

Altertors The notes you order wll be avadable 1o the next apcroval level

' information

Date: 6/19/2014 9:43:24

. 1 certily that 1 have reviewed the above
/ Approve Q Reject

o) (e (o> e ] [ ] | ]

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

court.

Click Home Page to return to the home page.
Click Appointment Page if you wish to create an
additional document for this appointment.
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Success
This document has been submitted.
Please keep the following document number for your own records:

0970.0497592

Back to:

Home Page
Appointment Page
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Creating an Authorization for Transcripts (AUTH-24, Transcript
Request)

An Authorization 24 request in eVoucher should be made after you have submitted your transcript request (AO435
form) on CM/ECF.

Create

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

The Authorization opens to the Basic Info page.

b Basic Info Documents Confirmation

Basic Info

T, CIR.DIST DIV.CODE
0570

T PERSON REPRESENTED ~[FOCCHERNOABER

Sampl

3. MAG. DKT DEFNUMBER T APPEALS. DKTDEFNUMBER € OTHER. DKT DEFNUMBER

3. TYPE PERSON REPRESENTED
Adult Defendant

7. IN CASEMATTER OF (Case Name) 10, REPRESENTATION TYPE
ke = trial diversio
[US v Sample Defendant ce-trial diversion [Criminal Case

11 OFFENSE(S) CHARGED

18:1341 F FRAUDS AND SWINDLES

TS NAME AND MAILING ADDRESS
‘Name - Bar Number: 12345

fay

T3 COURT ORDER

D Federal

CCoCoumrel 50 Ted Defender

AAssociate

L Learned Coumset  £40 Appeinting
(Capital Outy) Coussel A

JsProsa
.......

¥ Standby Counsel

Judge or By Order of the Court

14, LAW FIRM NAME AND MAILING ADDRESS Nuse Pro Tuse Date

Proceeding in Which  |Trial Prep

Transcript is to be
Used

Proceeding To Be
Transcribed

Detention Hearing held 10/4/22

(%!

nt

Spedial Transcript
Handling

None v

Traracins JProsecution Opening Statement —JProsecution Argument . Prosecution Rebuttal
Defense Opening Statement Defense Argument Jury Instructions Uvoir pire
Order Date |
Nunc Pro Tunc Date .:j
[ (<P s (] Coe

Under Proceeding in Which Transcript is to be Used, enter the reason for the transcript request
(i.e. Appeal; Motion for New Trial, etc.).

Under Proceeding To Be Transcribed, enter the hearing type and date of hearing being requested
(i.e. Change of Plea 6/1/21; Sentencing 9/1/21).

Under Special Transcript Handling, if you are requesting transcript in other than standard 30 days,
select appropriate turnaround time from drop down menu (Options are: 14-Day, Expedited (7-day),
3-Day, Daily, Hourly, Realtime Unedited.) If option is selected, you must attach justification letter to
the Documents tab.

Under Transcripts, if you are requesting opening statements, arguments, rebuttal, jury instructions, or voir
dire, select appropriate box. If option is selected, you must attach justification letter to the Documents tab.
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Creating an Authorization for AUTH-24 Transcripts (cont’d)

Note:

Click the Documents tab or click Next, on the

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

Click Browse to select a PDF file to attach.

Step
Enter a detailed description (i.e. AO435 Form; Justification Letter for Daily Turnaround).

Basic Info / Documents Confirmation

Supporting Documents

Click Upload.

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

File Browse...

Descripion |

=)
R

Description Delete  View
AD43S Form Dalats Vi
Justification Letter Dalats Vi

«First | [ < previous |[ Net> |[ Last» | [ save ] [ Delete Draft | [ Audit Assist |

The attachment and description are added to the voucher and appear in the bottom of the Description section.

Click Save.

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

A confirmation page will appear.

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

Public/Attorney
Notes

Verify all information is correct.

1 swear and affirm the truth or correctness of the above statements
. . Date: 6/19/2014 9:28:36 ) Submit
Select the affirmation check box. >
[erest ] [ <Previous V|| Next > |[ Last» | [[save ] [ Delete Draft

Click Submit. Your individual login
and password will serve as your
electronic signature.
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Creating an Authorization for AUTH-24 Transcripts (cont’d)

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

Success

This document has been submitted.

Please keep the following document number for your own records:
Click Home Page to return to the home page. 0970.0497596
Click Appointment Page if you wish to create an

additional document for this appointment.

Back to:

Home Page
Appointment Page

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

Counsel will receive an email after the AUTH-24 is approved. The court reporter is then notified to prepare the
transcript.
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Creating a CJA-26 (Atty Request to Exceed Statutory Maximum)

This is a request and justification for attorney fees outside the statutory limits and should be made IN ADVANCE of
exceeding the limit in non-budgeted cases. If this is a budgeted case, please use Budget AUTH document rather than
CJA-26.

Fill out the Confidential Ex Parte Attachment to CJA 26 approved by the judges located on the court’s website

CIA-26

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

The voucher opens to the Basic Info tab.

CIA-26 » Basic Info Justification Documents Confirmation
ALl ey Enter D —
: Ve Basic Info
| CIR. DXST D6\ CODE T PERSON REPRLSENTID NOUCHER NUMBER
- 25 P10t lebedul Braasce
Lk 20 QM/ECE 3 MAG. KT TXF NUMBER L DIST DKT D8F NUMBIR ¥ ATTEALS DAT DRF NUMBER & OTWIR TRT DEF NUMBER
- i 1:14.CRO8805.1.44 _ _
Voucher #: T IN CASLMATTER OF(Caoe Name) | & PAYMENT CATEGORY 9. TVPE FERSON RIPRESENTID 16 REFRISENTATION 1YL
quest Date:1/1 L'SA v. Basce Felocry Gexlodiag pre-tris dveesion |, 4y egon fory forieninal Case
of alleged feleay)
11 CETENSE(S) CRARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY § NAME ANDMAILING ADORESS 13, COURT ORDER
Andeew Andes - Bar Nomder: 12343 [ A Asssctate € CoConmal
110 M Servet ¥ Saba foe Foderad Defonder (/)0 Appointag Counsel
pae Aatosio TX 79210 |1 Subn for Pancd Anorney [ Subs e Rkaiand Aiterney
Ceferdant [Phos: 210-333.4623 - ; Y
¥ Standy Consel
Qefendant Detol Dodoes Report o
Detad budget info for defendant e Ak s o
e of Prasiting Jedge o0 By Ovder of e Connt
14 LAW FIRM NAME ANDMAILING ADDRESS e of Order Sant ¥ Tund Dot
332014
Regoyment | VIS [ NO
Amount Requested 0 Amount Approved
N -, Other inCourt Out-Of Court
Pre Trial Mours Trial Hours 0 Sentencing Mous's | 0 Hours | a Hours | o
Number of Counts ) Number of Co-Oefendants 0
Otner Perding Cases
Sentencing Gudeine Range
Mandatory Mewmum Found |

[Corst || <prevos |[ Next> || tasts | I | sove | I | Detete orae |

Enter the information required on the Basic Info screen. Please note that the amount requested is

the amount over the current statutory maximum or excess fee limit. (i.e. Statutory maximum is
$12,800 and you need an additional $5,000 for a case total of $17,800, then the amount requested
is $5,000.) Estimate your hours needed under Pre Trial, Trial, Sentencing, Other In-Court and Out-

of-Court.
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CJA eVoucher for Attorneys

Creating a CJA-26 Request (cont’d)

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

You need not fill out the Justification tab other than to reflect “See attached
document.” in Box 3.

Basic Info | Justification Documents Confirmation
Justification

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

See attached document.

are El nutemrthy factor in the number of hours clalmed and WhICh wers drafted onglnalht fcr m\s case (do not |nc|ude standard\zed
motions, etc., unless content was modified significantty).

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

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

7. Describe whether any of the following client considerations are a noteworthy factor in the number of hours daimed and explain each:

communication with dient/family, language difference, accessibility of client, or other

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

9, Explain any other noteworthy drcumstances regarding the case and the representation provided to support this compensation reguest.
Includs, .r’appﬂra\bt‘e (3) negubam with U5, atwmel/s office o!kwenﬁ]rm'm: agency; (B) complexity or novetty of legal issues and factual

by the e of the case; (o) manner in which duties were performed and'
knowledge, s.hﬂeﬁ‘icrewq;, ﬂ'ﬂﬁe&:rana\ﬁsrq mdjr.n:fgmﬂ'lt rﬁqwfea’m’arm’uﬁdby(mﬂm’ (&) nature of counsel’s practice and hardship or injury
resulting from the ion; and (¥) any v pressure of bime or other factors under which services were rendered.

«First_|[ < Previous |[ Next> |[ Last» | [ save | [ Delete Draft | [ Audit Assist

Click Document tab or Click Next, located on the progress bar.
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Creating a CJA-26 Request (cont’d)

Click Browse to select a PDF file to attach. Thisis MNote:

where you will attach the Confidential Ex Parte
Attachment to CJA-26, completed at Step 1. All documents must be submitted in PDF formatand

mustbe 10 MEB or less.

Ste p Basic Info Justification ¥ Documents Confirmation

8 Click Upload.

Supporting Documents

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

File Browse...
Description

Description Delete  View
Request to Exceed Stat Max.dated 10/1/2017 Dalste Vv

. o
[ «rirst ][ <pravious f| next> [§ Last» | save | [ Dalets Draft | [ audit assist |

The attachment and description are added to the voucher and appear in the bottom of the Description section.

Note: If your representation has concluded and you are making a retroactive request for funding, you must attach a
copy of the CJA20 draft voucher. To do this, open the CJA20 and click on the Form CJA20 (Printable version of CJA20)
report in the blue report section on the left column. Save the PDF and attach to Documents tab.

Click Save.

Click Confirmation tab or Click Next, located on the progress bar.

The confirmation tab appears.

At The o yin frter il b o alabie s e fea? i sy ol kel

Verify all information is correct. Sl
Select the affirmation check box. + 1 wwaar and affiem the truth oo comectness of the above statements

Darte; FIH004 14: 5

[ =Frst [ <Previes |[ mest> [ Last= | [ see | | Delete oraft |

Click Submit. Your individual
login and password will serve
as your electronic signature.
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Creating a CJA-26 Request (cont’d)

A confirmation screen appears indicating the previous action was successful and the CJA-26 request has been submitted.

Success
This document has been submitted.

Please keep the following document number for your own records:

Click Home Page to return to the home page.
Click Appointment Page if you wish to create 0970.0497600
an additional document for this appointment.

Back to:

Home Page
Appointment Page

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

You will automatically receive an email if/when the CJA-26 has been reviewed/approved. The email will indicate the
amount of funding approved.

CJA eVoucher | Version 6.8]| District of Arizona | September 2023



CJA eVoucher for Attorneys | 77

Creating a Budget AUTH

The Budget AUTH document type allows you to request additional attorney funds and/or to request service providers on
a budgeted case. Attorneys should coordinate the submission of this document with the Circuit's Case Budgeting Attorney
and/or the Court’s CJA Administrator.

Ninth Circuit Case Budgeting Attorney Suzanne Morris can be reached by telephone at (415) 355-8982 or via email
smorris@ce9.uscourts.gov. For additional information on budgeting, please review: www.ca9.uscourts.gov/cja.

Click the hyperlink for the correct case to access the Appointment Info page.

B My Active Documents

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status Date Entered
8:18-AP-02493-- Person170209 (+ 1) BUDGETAUTH _ Voucher Entry 06/27/2019
Start: Claimed Amount: 0.00 ‘ Edit
End: -
1 Page 1 of 1 (1 items)

B Appointments' List

Appointments Defendant

Case: 8:14-AP-03599 Defendant: Person88885

Defendant #: 1 Representation Type: Appeal of a Trial Dispostion
= vs. Person88885 Order Type: Appointing Counsel

Attorney: andrew anders Order Date: 11/17/14

Pres. Judge: Test 08C-2
Adm./Mag Judge:

Case: 8:17-AP-02189 Defendant: Person123121

Defendant #: 1 Representation Type: Appeal of a Trial Dispostion
Case Title: United States vs. Person123121 Order Type: Appointing Counsel

Attorney: andrew anders Order Date: 06/12/17

Pres. Judge: Test 08C16
Adm iMan Tudae-
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Creating a Budget AUTH (cont’d)

On the Appointment Info page, in the Create New Voucher section, click the Create hyperlink next to
BUDGETAUTH.

Home Operations Reports Links Help login

Appointment Appointn

In this page you W_||I find a R M ——
summary about this hgAC
appointment, including a list of 3.MAG. DET/DEENUMI
vouchers related to this
appointment and links to create

7.IN CASE/MATTER OF

[United States vs. Pers

10. OFFENSE(S) CHARG
12:1457 M PENALTI

Create New Voucher 11 ATTORNEY'S NAME

landrew anders
AUTH Create 1 Attorney St
Authorization for Expert and other Pierre SD 57501
Services

Phone: 111-111-1111

AUTH-24
Authorization for payment of
BUDGETAUTH

transcript
Authorization for Excess Afl %

Fees and/or Expert and other
Services on Budgeted Case

Create

13 T AWK TTDAS W ARIT A7
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Creating a Budget AUTH (cont’d)

On the Basic Info tab of the Budget AUTH, you must enter information in the Budget Phase/Stage
(i.e., Pretrial/Trial/Clemency, or One/Two, etc.) and Requested Additional Attorney Fees fields.
Optionally, in the Notes field, you can add notes that you would like to be viewed with the requested
amounts (you still have an opportunity to include notes on the Confirmation tab). If no attorney fees
are being requested in this request, you MUST enter $0 to submit the Budget AUTH.

Link to CM/ECFE

Voucher #:

Link To Representation

Reports

Budget AUTH Form Report
Budget AUTH Form Report

| I Basic Info

Authorization Request Documents

Basic Info

Confirmation

I. CIR DI5T DIV .COBE * PERSON REPRESENTED FrOUCHER NUMBER
70 = & Dhefendant
T MAT. DET DET NUMDER L. DIST, DR T DLT NUMILR, F. APPLALS. DR T DT NUMBLR % OTIHLR. DR T DLE % UMBLE
£:19-CR-01000-1-GMS
7AW CASLALAT TER OF (Case Name) B FAVMENT CATLGORY ¥. TN FL PLRS0M REPRLSENTED 0. REPRESENTATION TNFE
[Felony (mcluding pre-trial diversicn .
154 v )
IUSA v. Sample Defendant b alleged felony) ladult Defendam Criminal Case
11. DFFENSE(S) CELARGED
[B:1324.F B-1324(a)1 AN} and (a} 1 WBNI) - Transporiation of an Tlegal Alien for Prodin
1. ATTORNEY'S NAME AND MAILING ADDRESS 13 COURT DEDER
[Sample Ancaney - Bar Number: 00000 . - . 0 T Fedural o F Suka for Fedaral
01 W Sample Street 1A Amesiane 3G Co-Coumed oL Defendar
[Phoenix AZ E3004 0 L Learnsd Couneel & 0 Appolacing 0 P Sabs far Pansl 0 K Suba far Betained
[Phone: 6025551234 - Fax {Capital Quly) Coeansl Amarmey Amarney
. = T Erinimed 2 U Sabs far Pre .
15 ProSe Attsrasy 5. 0 X Admisimrarive
0 ¥ Staadby Counsel
[Frsar Antermess Name
[P — .
t al Presiding Judgs or By Owder of cha Coart
14. LAW FIRM ¥AME AND MAILING ATRESS [Debarab M Fine
orate af Chwdae Nunr Pro Tass Dwts
516009
Repaymest O YES B NO
Budget Phase/Stage [Pretrial .
Attorney Funding Information
CUFTEnt Lakion Limit ] 11, 500,00
Requested Additional Attormey Fees  § A0,000.00 | = I
Authorized Addiional Attomey Fees  § -
Grand Total Authorized Attomey Fees % 11,500.00
Nobes |
[Lepust || <previous || mest> ][ Lasts
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On the Authorization Request tab, from the Service Provider Type drop-down list, select the service
provider(s) type you are requesting, if any. Any previous authorizations for that provider type display.
Click the previous authorization to add the additional amount requested, and then click Add. Note that
the provider request appears in the grid below. Continue to add service providers, and then click the

Documents tab when complete.

Basic Info ) Authorization Request Documents Confirmation

Request For S

Service Provider Type

|Document5 Examiner

4  Previous Authorizations for this Provider Type:

1D Number: 854057
Order Date: 07/18/2018
Authorized Amount: $1,000.00

Grand Total Amount: $1,000.00 Notes:

Service Type: Documents Examiner
Estimated Amount: $1,000.00

Previouly Authorized Amount
Additional Amount Requested

$1,000.00

10000.00| =

* Requred Fields

—_—

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

Service Provider Type

Previously Authorized Amount | Additional Amount Requested Description
Chemist/Toxicologist $0.00 $500.00 Chemist
Ballistics $0.00 $2,000.00

Note: If thereis no prior AUTH for the provider type being requested, you only need to enter an amount requested in

the Additional Amount Requested field.

atbon

Daskc Info > h

Confirmation

Request For Service Providers
Isuvoemtme Accourvant J

* Previous Authorizations lor this Provider Type: $

'y
W) Preniogs Authoriatons Haeo

Frey) Authorpsd Amoune $(
IMMWM 1000.00 * I

Descrpton
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Creating a Budget AUTH (cont’d)

On the Documents tab, upload any relevant documents, and then click the Confirmation tab.

Basic Info Authorization Request ) Documents Confirmation

Supporting Documents

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

File o file selected.
Description

Upload
Description Delete View

MNote:

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

On the Confirmation tab, review and confirm that all information is correct as requested on the prior
pages. In the Public/Attorney Notes field, you can include any additional information to the court.
Select the check box to swear and affirm the accuracy of the voucher, which will automatically be time
stamped. Click Submit.

Attorney Funding Information
[Requested Additicnal Attorney Fees ] $100,000.00 [Czrent Representation Limit $£100,000.00
IAuthonzed Addisosal Amomey Fees
iGrand Total Authoeized Amorney Fees $100,000.00
INOTES
Requests For Service Providers
|Additional Additional
Iservice Provider Type T.:"' Anthorioed| | ovent Amount Description
[ Requested Authorized
(Chemist Toxicologast $0.001 $500.00 Chemist
| Ballstics $0.004 2,000.00
Totals $0.00) $2,500.00
[Order Date Nuec Pro Tusc Date Budge Phase Stage
initial
Signature of Attorney Date Signed Requested Amount
andrew anders $102,500.00
Signature of Presiding Judge Date Signed Uudge Code [Approved Amouat
Signatuce of Chaef Judge, Court of Appeals(or Delegate) [Date Signed Judge Code Approved Amoust
_ Amtention: The notes you enter wil be svaiable to the next approval level, =

Notes

£ 1 swear and affirm the truth or correctness of the above statements

Date: 7/1/2019 14:50:3 0 Submit

[ =Frst |[ <Previous |[ Nex> || Last» |
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Creating a Budget AUTH (cont’d)

A confirmation screen appears, indicating the previous action was successful and the Budget AUTH has
been submitted to the court. Click the Home Page hyperlink to return to the home page or click the
Appointment Page hyperlink to create an additional document for this appointment.

Home Operations Reports Links Help login

Success
This document has been submitted.

Please keep the folowing document number for your own records:

08AC.0854055

Back to:

Home Page
Appointment Page
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Creating a Travel AUTH

In the District of Arizona, attorneys are required to obtain advance authorization for any overnight or out of district travel.
This also applies to service providers utilized by CJA attorneys.

Attorney should prepare in advance of submitting a Travel AUTH request by obtaining estimates for the travel expenses
that may be incurred. Counsel may need to contact National Travel for an estimate for air travel (1-800-445-0668). To
determine the maximum allowable per diem rate for the location of travel, counsel should review the GSA travel website
to determine maximum allowable rates for hotel and meal expenses. CJA provides for reimbursement of expenses actually
incurred for travel. Therefore, traveler will be required to submit detailed copies of all travel receipts detailing expenses
for hotels, meals, fees, etc.

Click the hyperlink for the correct case to access the Appointment Info page.

To group by a particular Header, drag the column to ths anea. Search:
Case Defendant Type St tus Datbe Enteresd
2:19-CR-D1 200-5)- Sarrphe Defendant (# 1) CA-20 _ oucher Entry 08222019
bark Claimed Amrount: B,437.78 Sample Attormey e
Erd:
3:19-CR-08000-5)- Sanpla I:henda'rt (#2) CIA-20 _ Voucher Entry 08/22/2019
:l- Claimed Amount: 2,317.29 Sample Attorney Edit
1 ¥ -
1 Paipie 1 of 1 (2 Rewe)

Appointm ents | Defendant
Case: 3:19-CR-0B000-5] Defendant: Sample Defendant

Defendant #: 2
Case Tle: USA v, Defendant et al
Attomey: Sample Attormay

Representation Type: Criminal Case
Order Type: Subs for Panel Attorney
Order Date: 08/07/19

Fres. Judge: Samgle Judge

Adm Mag Judge:

Case: 2:20-CR-00001-5] Defendant: Sample Defendantl
e Representation Type: Criminal Case

Case Thle: USA v_ Sarrple Defendantl
Attomey: Sample Attornay

Cane: 2:19-CR-01200-51

Defendant #: 1

Case TRhk: USA v. Sarmphe Defendant
Attomay: Sample Altornay

Order Type: Appointing Counsel
Order Date: 01,0220

Pres. Judge: Sample Judge
Adm. Mag Judge:

efendant: Sample Defendant
Representation Type: Criminal Case
Order Typie: Appointing Counsel
Order Date: 02/01/19

Fres. Judge: Sample Judge

Adm Mag Judge:

Page 1 of 1 (3 kens)
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Creating a Travel AUTH (cont’d)

On the Appointment Info page, in the Create New Voucher section, click the Create hyperlink next
to TRAVEL authorization.

ﬁlit'll_’i?é’a‘fme“t ) Appointment Info
1 this pag
1. CIR DIST/DIV.CODE 2. PERSON REPRESENTED 'OUCHER NUMBER
070 Sample Defendant 1
3.MAG.DKTDEFNUMEER 4.DIST. DKT/DEF NUMBER 5. AFPEALS.DKT/DEF NUMBER 4. OTHER . DKT/DEF N UMBER
2:20-CR-00001-1-8T
7.IN CASEMATTER OF(Case Name) 3. PAYMENT CATEGORY o TYPEPERSON REFRESENTED 10. REPRESENTATION TYFE
: Felony (including pre-trial diversion
US4 v. Sample Defendant] ot alleged folony) |Adult Defendant ICriminal Case

11. OFFENSE{S) CHARGED
10:2408.M DEFENSE CONTRACT RELATED FELONIES, CONTRACTORS

12 ATTORNEY SNAME ANDMAILING ADDR ESS 13 COURT ORDER
Create New Voucher Sample Attomey - Bar Number: 00001 [J4 Assodate [ ]¢Cocoumer [IPFsteral  [JF Sl forFedural
AUTH Create 1 Street Name Defender Defender
Authorization for Expert and other Phoenix A Z 85003 [JL Lesmed Comnsel [/]©Appointing | |PSubsfor [ |R Subs for Retained
Services Phone: 111-222-3333 {Capital Ouly) Counzel Panel Attorney  Aftorney
Cell phone: 111-555-1212 [|TRetained [ | U Subs forPro A
AUTH-24 Create [y [Jserase Attormy - []X Administrative

Authorization for pay ment of transaipt

BUDGETAUTH Create
Authorization for Excess Attomey Fees

[[]¥ Standby Counsel

[Prior Attorney's Name

JA; intment Dates
andfor Expert and other Services on S.Ppo £ Presiding Tud By Order of the &
Emdgeted Case ignature of Presiding Judge or By er o ourt
14.LAWFIRMNAME ANDMATLING ADDRESS ple Fudge
[Date o f Order Nunc Pro Tunc Date
CIA-20 Create 122020

Appointment of and Authority to Pay

Court-Appointed Counsel Repayment [_| YES [V|FO

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

Vouchers on Fle

To group by a particular Header, drag the colurm to this area. Search:

CA-26 Create
Satement for a Compensation Claimin
Excess of the Statutory Case
Compensation Maximum: District Court

Case Defendant Type Status Date Entered

No rows have been recorded on the database

No data

TRAVEL
Authorization for pay ment o

Create
——

Reports
Defendant Detail Budget Report -

Attorney
Detailed budget info for defendant

The document will open on the Basic Info tab, click the Authorization Request tab.

JRAVEL EABEECET P
Attorney Enter —

Basic Info

e TR : TOTCRER SURHER
0 CM/ECF 970 [ample Defendant!
T SIAG BT D FONBER TonT 3 TR 5 Gl
p:20-CR-00001-1-8T
B o T AT CATECORY & I T
USA +. Sample Defendantt [Fetony (including pre-twial diversion of [y 4 1yee e Case
- - 11 OFFENSE(S) CHARGED
10:2408. M DEFENSE CONTRACT RELATED FELONIES, CONTRACTORS
IR R ABRIAHE XDRaiiE TSR GBI
[ [ uete toeney - Bar Number: 10001 pye—. O Goocuma [DFder 0 FSuserfetent
[Phoenix AZ 85003 O L Learned Counsel @ OAppeinting O FSubs for Fanel [ K Subs for Retained
Bone: 111-222-3333 (copin oany Counia Atucsey frivm
Tasks. ell phone: 111.555-1212 a5k O TRt gy rPraSe O X Adminbtraine
ERwer—
Link Tg Representation
Jerie Anarse Same
fispoin
Fistars o ristang 7utg o B Ocser a e Caart
ample Judge
L4 LA FIRM XAME AND MATLING ADDRESS Beatrode: [——
2200
Repryment 0 VES @ 8O
Travel Agency to be Used: National Travel Service (NTS) ¥
National Travel Service (NTS)
707 Virginia Street East
Suite 100
Charleston, WV 25301
Phone: (B00) 445-0668
Fanc:
Email:

CJA eVoucher | Version 6.8 District of Arizona | September 2023



CJA eVoucher for Attorneys

Creating a Travel AUTH (cont’d)

On the Authorization Request tab, complete the following fields:

* Name and Title of Person Traveling

* Address of Person Traveling

* Travel From Location

* Travel to Location

» Estimated Dates of Travel

» Estimated Costs (Airline Tickets, Ground Transport, Subsistence (hotels & meals) and Other (if any)
* Purpose and Justification

Basic Info P Authorization Request Documents Confirmation

Request For Travel*

* Required Fields

Name and Title of Person Traveling: [ l

Address of Person Traveling:

Travel From Location:

l l
Travel To Location: l l
l J

Estimated Dates of Travel:

Travel Requested: * Estimated Cost: i for { for the travel items:

Airline Tickets via CJA Government Travel Agency: l l C the esti d dollar amount for each applicable line.
Ground Transportation: :] The "Total Estimated Cost" field is automatically calculated based
Subsistence (Hotels & meals): :] on the estimated amounts entered in the Travel line items. =
Other: Complete information for one traveler per form.

Total Estimated Cost:
Total Authorized: *

Purpose and Justification:

Court Notes:

* All travel and expenses must be in compliance with government travel regulations. Actual cost of hotel and meals up to the established per diem rate. Expenses
for travel for one day or last day is up to the M&IE rate.

Upon completion of each traveler’s information, click Add. You can request travel for
multiple people in one request. Note that each request appears in the grid below.

Add Remove

= Al travel and expenses must be in compliance with g t travel regulations. Actual cost of hotel and mealJBRG the established per diem rate. Expenses

for travel for one day or last day is up to the MIE rate.

Purpose and
Traveler Travel From Travel To Travel Dates Estimated  Authorizec Court Notes
" Justification
i B _ - " 1E/18-10/1R11 Locate and irkerview -
Ingrid Investigator  Phoenix, AZ Orlande, AL 10/15/19-10/18/19 " 1220.00
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Creating a Travel AUTH (cont’d)

If you have any supporting documents to add, click Documents tab, and upload supporting documents.
Note: Each document must be in PDF format and 10 MB or less in size.

Y

Link o CHUIECE

Basic Info Authorizalion Request  » Documents Confirmation

Supporting Documents

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

| -

Voucher &:

kin ASarhimanic

On the Confirmation tab, ensure that all travel requested in this document is properly reflected on the
page. If needed, you can add any public/attorney notes. If the document is accurate, check the box
affirming the accuracy of the information provided, then click Submit.

Purpose and " .
Traveler Travel From Travel To Travel Dates Justification Estimated | Authorized Court Notes

Molly Mitigation  [Phoanix, AZ Washington D.C.| 11/1/13-11/4/19 [Mitigation Interviews $1,400.00
Ingrid 10/15/19- Locate and interview
Investigator Phoenix, AZ Orlando, FL 10/18/19 Rnetces $1,220.00

TOTALS: $2,620.00
Signature of Attamey Date Sigred:
Signature of Presithing Judge Date Signed Judge Code Approved Amount
Signature of Chuef Judge, Court of 3 A read A
Appeals (o Delegate) Date Signad Judge Code Approved Amount

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

Public/Attorney A
Notes

I swear and affirm the truth or correctness of the above statements
Date:

0 Submit

[L<< First | [ < Previous | | Next> | | Last>> |

[Save ]

Delete Draft
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Creating a Travel AUTH (cont’d)

A confirmation screen appears, indicating the previous action was successful and the TRAVEL

authorization has been submitted to the court. Click the Home Page hyperlink to return to the home

8 page or click the Appointment Page hyperlink to create an additional document for this appointment.
The TRAVEL Authorization now appears in the My Submitted Documents section of your home page.

Step

Success
This document has been submitted.

Please keep the following document number for your own records:

0970.0876209

Back to:

Home Page
Appointment Page

You will automatically receive an email if/when the TRAVEL authorization has been approved.

For any questions related to the TRAVEL authorization document or travel in general, please contact the CJA department
at 602-322-7150.
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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. It is required that counsel submit a CJA26 Request to Exceed Statutory
Case Maximum IN ADVANCE of exceeding the available funds. Retroactive requests are disfavored and may resultin a
voucher reduction or denial.

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. This is especially important where there has been prior CJA counsel
appointed on a case. The case statutory maximum does NOT reset with each new appointment.

Items to remember:

e  Viewable reports display on the left review panel when you are in a voucher.

e  Each panel, depending upon which document you are viewing, will have different reports available.
(See Appointment page and Representation page earlier in this manual for example)

e  Below each report link is a short description of the information provided by that report.

e  The main report is the Defendant Detail Budget Report.

Reports

Attorney Time
Attorney Time for all cases
(Attorney view)

Defendant Detail Budoet Report -
Attorney
Detailed budget info for defendant

Form CIAZ0
{Printable version of CJAZ0)

You will find other accessible reports on the menu bar.

Home Operations Reports Links Help logout

> Reports

Attorney Reports

Attorney Time
Report of attorney time per case (indudes both submitted and not submitted
data)

Appointment Report
List of all appointments per attorney (Attorney view)
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Defendant Detail Budget Report-Attorney

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

The report provides the information in two sections: attorney appointments and authorized experts and other services.

Current statutory maximum or CJA-26 and/or Budget AUTH
amount of excess fee limit (after Requests for Add’| Funds

CJA26 or Budget AUTH approval) (Requested/Approved)
3:17-CR-08000-1-JI
Counsel Budget Defendant: John Doe
Type of Representation: Criminal Case Document  Document Number Amount Amount Approved
Requested
Budget Amount Requested: Y, $0.00 CA26 0970.0822711 $5,61240 $4209.30
Budget Amount Approved: $15,709.30 Total: $5,612.40 $4,209.30
claimed D meewd L oucneri
Voucher Dates ‘:ﬂ:‘:::z: Fees Expenses Total Fees Expenses Total Claim Status A:;;fol'::‘eu

Voucher Info
Travel Other Travel Other

for prior
Attorney: George Altorney (Appeinting Counsel) -
counsel [~ @
09/29/2017 0 05(31/2018 | 0970.0508332  $453360  $14363 $1315 5474038 5434440  $141.49 $13.15 3449904  Final

Total Claimed/Approved:  $4,583.60  $143.63 $1315  S474038  $434440  $141.49 $13.15 $4,499.04
Pending Approval: 5$0.00 $0.00 $0.00 $0.00
Attorney: David Attorney (Subs for Panel Attorney) Chactve )
Voucher Info 05/31/2018 to D4/17/2019 | 0970.0821314 | $11,362.00|  $51827  S$210.63| $12,090.90 Final
for current / Total ClaimediApproved: ~ $11,362.00  §518.27  $210.63  $12,090.90 $0.00 $0.00 50.00 $0.00
counsel Pending Approval:  $1136200  $51827  S21063  $12,090.90

Attorney Voucher Grand Totals

Claimed Fee Amount Remaining
After After Approved
Fees Expenses Total Expenses Approved and Pending
Travel Other Travel Other
Total Claired/Approved: $15,945.60 $661.90 $223.78 $1 $141.49 $13.15 ,499.04 $11,364.90 $2.90

Pending Approval:  $11,362.00 $518.27 $210.63

The amount claimed on the voucher remains
visible even after a voucher is approved to
allow attorney to see what was claimed on
voucher submission.

This shows the total
available to counsel less any
amount paid or pending
payment for prior counsel.
This amount is also less the
amount billed on current
counsel’s pending voucher.
*NOTE: Counsel may not

Voucher Info displays if voucher is
final or interim series with interim
#. If voucher approved by circuit,
date approved by circuit displays

Approved column displays amount approved by display in order of
the court. If a voucher is not submitted the appointment so current
voucher row will be blank. counsel should look at the

total listed at the bottom of
all counsel listed.
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Defendant Detail Budget Report-Attorney (cont’d)

The service provider section has been similarly updated.

Voucher

Voucher Dates Number

Authorization Number: 0970.0662475

Specialty: Investigator
Vendor: Susie Privateye (Investigator)
07/02/2018 to 01/18/2019  0970.0672569
02/10/2019 to 02/22/2019  0970.0799600
03/04/2019 to 03/26/2019  0970.0809955
Total Claimed/Approved:
Pending Approval:

Authorization Number: 0970.0662475
Specialty: Investigator

Total Claimed/Approved:

Pending Approval:

Claimed
Fees Expenses
Travel Other

Amount Requested: $8,250.00

Total Fees Expenses

Travel

Amount Authorized: $7,500.00

$5,467.50 $506.88 $31.06 $6,00544  $5,385.00 $506.88
$367.50 $0.00 50.00 $367.50 $360.00 $0.00
$1,470.00 $83.52 $0.80 $1,55432  $1,25250 $83.52
§7,305.00 $590.40 $31.86 §7,927.26 $6,997.50 $590.40
$0.00 $0.00 $0.00 $0.00

Amount Requested: $8,250.00

AUTHORIZATION TOTALS

Amount Authorized: $7,500.00

Other

$31.06
$0.00

$0.80
$31.86

Total

$5,922.94
$360.00

$1,336.82
$7,619.76

Voucher Info
. Circuit
Claim Status Approved

Attorney: David Attorney

Interim 1
Interim 2

Interim 3

Attorney: David Attorney

L e reesmom g

Claimed
Fees Expenses Total Fees Expenses
Travel Other Travel Other
$7,305.00 $590.40 $31.86 $7,927.26  $6,997.50 $590.40 $31.86
$0.00 $0.00 $0.00 $0.00
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Appendix A: Correcting Errors in Your .csv File

If your import fails, you must correct errors in the original .csv file before attempting another import.

A message appears at the top of the page, indicating the number of errors found.

Basic Info | Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in (J4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors and try again.

Services
e (o) —
Service Type - |*
Doc.# (ECF) Pages =

Click the View Report link to view errors.

Basic Info I Services Expenses Claim Status Documents Confirmation
o Import failed.
5 errors were found in CJ4-20 Service Time Import.csv during import process. No data was updated, View Report. Korrect errors and try_again.
Services

The default Errors Only report opens, highlighting the errors in the file. Review the error report and correct the original
.csv file.

@ Errors Only O Full Report

Person Rep d: Jebediah o
Row Errors late Hours Description IService Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arrasignment and/or Plea
Row 9 Hours is missing; 11/2021 |Test 16¢c. Legal research and brief writing
Row 10 mgéﬁi’m":ifﬁu';”gm‘: value only; Pages 11515051 .o ITest 15c. Motion Hearings I 8
Row 11 J |Date is missing; 1 |Test; 16d. Travel time
Row 12 N |Description has invalid character(s); 14/2021 1.1 [Test<> 16a. Interviews and Conferences

Note: Click the Full Report radio button to view an error report that includes all imported service lines.
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Return to the Services page, click the try again link, and then follow steps 4-5 in the Importing Service Entries on
Previously Created CJA-20s section to attempt the import again.

Basic Info | Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in CI4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors an

Services

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

Once you begin the process of importing your service entries to a CJA-20 or CJA-30 voucher, sample spreadsheets are
available to download on the Services page. These sample spreadsheets are in Excel format that must be saved in .csv
format.

Basic Info ) Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing system gmma Separated Values (CSV)
format. The CSV file must contain all required column headings and data types. Please download ou sample spreadshee’ or the correct column headings

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

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

If the first row contains service entry information instead of headings, the data in row 1 will be ignored and won’t be
imported into your voucher. Sample spreadsheets containing the correct column headings and service type values for
each voucher type are available in the online help.

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

Note: Time entries containing values greater than a single decimal place are automatically rounded up or down to the
nearest tenth. For example, .125 is rounded down to .1, and .75 is rounded up to .8.
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Appendix C: Converting the Excel File to .csv Format

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

In your Excel file, click the File tab.

AutoSave (@ off) lf:l = Copy of CJA-20_Service_Time_Import.xlsx - Saved

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

% Cut Calibri 1A A E == # Bbwmp et Text
Paste Copy ~ A [
- - - - = == = 3= [ v « 0 L
- Format Painter rod &~ A === =2= Merge & Center $ % 9 S
Clipboard ] Font ] Alignment ] Mumber
Fl4a = 5
A 1] B 1] C 1]
1 |Date Hours Description Service Tyg
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
L] adnianna AN A AnAd Acrnimnmnnn 4+ mbmisia Tanms ACA Avenio
From the navigation menu on the left, click Save As.
Good morning
Home v New
A B
1 !
= Open 2
a
Infa *:
Blank workbook
Save
Save As
Save as Adobe | /o Search

PDF

Print Recent Pinned Shared wr

Share D Name

CJA eVoucher | Version 6.8 District of Arizona | September 2023



CJA eVoucher for Attorneys | 95

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

'T‘ = T: = FS » CJA = 6.6 > Job Aids > External Users > time import

| CJA-20_Service_Time_Import

B—j‘f Save

Excel Workbook (*.xlsx)
Excel ( )
Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*.xlsb)

Excel 97-2003 Workbook (*xls)

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

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

Excel Template ("xlx)

Excel Macro-Enabled Template (* xltrm)
Excel 97-2003 Template ("xt)

Text (Tab delimited) (*.bet)

Unicode Text (*.ixt)

XML Spreadsheet 2003 (*xrml)

= *xls)
CS5V (Comma delimited) (*.csv]
pra)

Text (Macintosh) (*.txt)
Text (MS-DOS) (*.txt)

— |

Your Excel file has now been converted to a .csv file and can be imported into the Services page of your CJA-20 or CJA-30
voucher.

~

~ Mame Date modified Type Size
7 Quick access
3 -20 Service Time Import.csv /9/2021 10:01 Al icrosoft Excel C...
b " » CJA-20 Service Time Imp: 8/9/2021 10:01 AM Mi ft Bxcel C 1KB
ocuments
= ervice Time Import.xlsx W Oy 2L He) ICroso’ cel W...
CJA-20 Service Time Import.x! 8/6/2021 2:27 PM Wi ft Excel W. 12KB
& Downloads #* T : e e e -
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