CJA eVoucher for Attorneys | 1

CJA eVoucher

Attorney User Manual
Release 6.11

March
2025

p
™

B e e
. || , v;. Y
e shadel .!
A% N S wig L
X L~
A
5 fotalia !
\ _
%

® 9

CJA eVoucher | Version 6.11] District of Arizona | March 2025



CJA eVoucher for Attorneys | 2

Contents
T agoTe [V AT ] o HUUR O T PRSPPSO 4
ACCESSING the CIA @V OUCNEI PrOZIamMi...c i iiiei ettt e e et e e e ete e e e ettt e e e eetae e e eeabaeeeeaataaeesassteeeeansteeesanbeeeeeansreeesnnsens 4
Creating @ LOZIN.BOV ACCOUNT ..ot e e e e e 5
Adding an Authentication Method iN LOZIN.OV .....cuiiiiiiiiiiiiiie ittt ettt sttt e et e e st e e e s bae e e s sbeeeeesanteeessans 8
Identity Verification iN LOGIN. GOV ... ...ii ittt ee e et e e e et e e e e s ate e e e e abeeeeeaataeeeansbaeeesnseeesenaseeeeennseeeeennsens 11
Linking Your eVoucher SLP Account to YOUr LOGIN.GOV ACCOUNT ......ciiiiiuiiieiiiieeeccieeeeeiee e ettee e e ive e e s are e e e e eavae e e e e 20
Adding Additional Authentication Methods in Login.gov and/or Accessing Your Account on LOgin.gov ..........cceeuu... 25
Using a Secondary Authentication Method for Signing in via LOGIN.GOV .......ccuuiiiiiiiiiiiiiiie et 26
o4 g T8= Lo NV =1 ' TP 27
SIZNING TN 10 EVOUCKNET ..ttt e e sttt e e et ee e e e e abeee e e abeee e e sbeeeesanbeeeeeasseeeeesaseaeeeanseeesesnseeeeenssens 28
1A Yo L oY =T o I o oY 1T ] = TSRS 30
Single Login Profile (SLP) VS. COUIt PrOfilE .....ccicuiiie ittt e ettt e et e e e et e e e e e bte e e s eabtaeesentaeeesnraeaeeans 31
o T o T Lo T Y (oY ed [T Mo d o T 2 o ] {1 SRR 32
VIeWING BilliNg INFOrMation .. ..coi i e e e et e e e s ba e e e sataeeesssaeeesssaaeesansaeeesansseeean 35
LiNKEA @V OUCHET ACCOUNTES....cuiiiiiie ittt ettt e s bt e st e e bt e e sabe e s bt e e sabeesabeesabbeesabeeebbeeanbeesabeeesaseesnses 36
ACCeSSING MUILIPIE BV OUCNET ACCOUNTS ....cccuiiieieeiiieeeccteee e ettt e e ettt e e ettt e e e ettt e e e e ateee e e ateeeesaasaeeesassaseeeansaeeesansaeeeeanssneens 37
Navigating in the CJA @VOUCNEI PrOZIam .. ....cii ettt e e e e et e e e ettt e e e e eeataeeeeaasaeee e ssaseeentaeeeeansaeeesansseeesannrneens 38
[ 0T 0 =N - == PP PPPPPPRE 39
CUSTOMIZING The HOME PAZE .. .eeeiii ettt e et e e et e e e e bt e e e e e abeee e s abeeeeenbeeeeeasseeesenssaeesennseeesennsees 40
COUE PrOTIE .ttt b e s bt s at e e a bt et e e ebe e sheeeae e s a et e abe e be e bt e abeeaheesateeabeeabeebeenbeesaeesateeane 42
F AN oY =N N [ o TSRS 43
2711 T =3 o} o PP 45
F YT ToT Lok s g V=T ol Ky X £ OO PRRROUPPROE 47
PN o ool 1aN {a Y= o o 1o} (o TR 47
[0 oY L=TY =T a1 =Y o o 1 VoY (o TSR 48
CJA-20 VOUCNET PrOCESS OVEIVIEW. .. .cerutiiiiiiieiieeiteeiee ettt et et siee st st et e bt e sbe e s st e seee s bt e bt e bt e b e e areesaeesaneeateebeesneesnnesanesane 49
Creating the CJA-20 Voucher (AttOrNEY VOUCKHET) .......oo ittt et e et e e et e e e e te e e e e abe e e e e s abeeaeennses 49
o Y0 (=Y A B LY = 1SR 50
LN =TT ¥ oY= V7 Tl 3 51
DT NG EXPBNSES . s ann 53
(01113 ] 1 U SO TS PRR PR PRRRPR 56
[T e Lol B[y =T o1 PP 57
Confirmation — Signing and SUBMITEEA 10 COUIt........uiiiiiiiie ettt e e e e tee e e e re e e e e eabe e e e e areee e e nreas 58

CJA eVoucher | Version 6.11] District of Arizona | March 2025



CJA eVoucher for Attorneys | 3

CJA-20 QUICK REVIEW PANEI ... . ittt ettt ettt s e et e e sttt e s ae e e st e e s bt e e s abeeebe e e smseesabeeesabeesabeeenteesaneeesaneesanes 61
Importing Service Entries in CJA-20 OF CJA-30 VOUCKET ......uviiiieiiee ettt e et e e s tae e e e satae e e e eataeeesnnseee s 62
Creating a New Authorization (AUTH) for EXPErt SEIVICES ......uuviii ittt e et e e e e e bre e e e sbaee e e ennees 66
Creating a Supplemental Authorization (AUTH) for Expert Services (Additional FuNds) ........cccceeecieeiiiiieieccciee e, 71
Creating a CJA-21 Voucher (Service Provider VOUCNET).........uii e ceecee ettt ettt ettt estae e st e eta e enaeestaeesnaeeennns 76
(Y 01T LA B L] = PP 79
ENEOIING SEIVICES ...ttt ettt e ettt e e e e e s st ettt e e e e s e s as b et eeeeeese s assbaeaeaeeesssassbaeaeeeeeesaasssaaaeaessesanssnaaes 80
BN T NG EXPBNSES . e ann 81
(61T (] = U OO PR PR PP 82
(DT eTol ¥4 T=T o1 T PP PP PPRPOI 83
Confirmation - Signing and SUBMItEING t0 COUMt.......uiiiiiiie e s e e e s ee e e e nares 84
Creating an Authorization for Transcripts (AUTH-24, Transcript REQUESL) ....c.eeccvieeiiieeciie e eciee ettt eee e e evee et 86
Creating a CJA-26 (Atty Request to Exceed Statutory MaxXimuUm) .......cceecciiiiiiieciie et e etee st eerae e sre e e aaeesabeeeans 89
(O T LA TaY=a I TU e F= L= A s U I o SRR 93
Creating @ TraVeI AUTH .....ooii ettt e e e et e e e e et e e e seabeee e e abaee e e abasaeeasbaaeeaasbeaeeeassaseseanbeaeeaanseseeeanseeeeeanseneeennsens 99
20T oTo] kYo O [ =RV - T F=Yd Yo 0 =Y o R 104
Defendant Detail BUDZEt REPOIT-ALLOINEY .....uuiiiiiiie e e ree e s e sb e e e e st e e e e sabee e e esnbeeeeesareeeesnnsens 105
Other Available ATtOrNEY REPOITS.......cii ettt ettt e e ettt e e e ette e e e ettt e e e e eebteeessbeeeaeessaeesastseesestaseesassanaesastasassnns 107
Appendix A: Correcting Errors in YOUT .CSV FilE......ooo ittt e e e e e eant e e e e ara e e e e nsaeee s nnaeee s 108
Appendix B: Creating the EXCel File fOr IMPOIt......coo it e e e et e e e e atae e e esabbaeesssaeeeen 110
Appendix C: Converting the EXcel File 10 .CSV FOIMAt ...ciicuiiiiiciiie ettt st e e et e e s tae e e e aaae e e s seaeee s 111

CJA eVoucher | Version 6.11] District of Arizona | March 2025



CJA eVoucher for Attorneys | 4

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, and the Circuit Court.

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

Voucher and Authorization Request Submission

e Authorization requests by attorneys for 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 advise that the case has been opened in eVoucher.

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 6.11] District of Arizona | March 2025
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Creating a Login.gov Account

On the eVoucher sign-in page, click Sign in with LOGIN.GOV.

NITED ST, CJA eVoucher - Texas Eastern District Court

Release 6.10.0.0

We've changed how you will sign in to eVoucher!

We now require users to sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will use
Login.gov for all future sign-ins.

Sign in with 't LOGIN.GOV dfp—

Need to create a Login.gov account?

Use the Sign in button above and then use the "Create an account” button below the sign in fields.
Learn about our new sign in process.

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all access
attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary forimproper use, protection of system
security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this system or any connected
system, users expressly consent to system monitoring and to official access to data reviewed and created by them on the system. Any evidence of
unlawful activity, including unauthorized access attempts, may be reported to law enforcement officials.

On the Login.gov page, click Create an account.

0 LOGIN.GOV m

8 o®

eVoucher is using
Login.gov to allow you to sign in to
your account safely and securely.

Create an account ]

Sign in for existing users

Email address

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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Enter your email address and select your email language preference. Click the Rules of Use link,
read the Login.gov Rules of Use, and select the | read and accept the Login.gov Rules of Use

check box. Click Submit.

€ For your security, we clear what you entered if you
don't move to a new page within 15 minutes.

Create an account for new users

Signin

Enter your email address

| daviddattorney210gmail.com

Select your email language preference
Login.gov allows you to receive your email communication in

-~

English, Spanish or French
O English (default)
O Espaniol

O Francais

B | read and accept the Login.gov Rules of Users

N

Note: The email address you use for Login.gov does not need to be the same as the eVoucher Single
Login Profile (sign in) email. If you want to keep your “work” related Login.gov account separate from

I"

any “persona

related Login.gov account (i.e. for social security or TSA precheck for example), you can

have more than one Login.gov account with different email addresses.

You will receive an email message at the email address you entered in step 3. In the email
message, click Confirm email address link, and continue creating your account.

0 LOGIN.GOV

Check your email

We sent an email to daviddattorney210@gmail.com with a link
to confirm your email address. Follow the link to continue
creating your account.

Didn't receive an email? Resend
Or, use a different email address

You can close this window if you're done.

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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Confirm your email

Thanks for submitting your email address. Please click the link

below or copy and paste the entire link into your browser. This
link will expire in 24 hours. /
Confirm email address
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Next, create a password. It must contain 12 or more characters and cannot include commonly
used words or phrases. In the Password and Confirm password fields, enter and confirm your
password, and click Continue.

You have confirmed your email address

Create a strong password

YYour password must be 12 characters or longer. Don't use
common phrases or repeated characters, like abc or 111

Password

Confirm password

@ Show password

Your Login.gov account is now created, and you are directed to add an authentication method.
Continue to the next section and follow the instructions to complete this requirement.

Note: Once your Login.gov setup is complete, you will ONLY use the email address you entered and the
password you created in Login.gov to access eVoucher, so it is important to remember them.

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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Adding an Authentication Method in Login.gov

Login.gov requires that you set up at least one authentication method when creating your account. However,
it is recommended that you select at least two authentication methods on different devices so that you have
an alternative way(s) to sign in to eVoucher if your primary method becomes unavailable.

Note: It is recommended that you separately set up the second authentication method by signing
directly into Login.gov after you are linked to eVoucher because setting up a second method now will
take you out of the connecting to eVoucher process.

Select your first method of authentication and click Continue. Authentication methods include
security keys, authentication applications, text or voice messages, or backup codes.

Authentication method setup

Add another layer of security by selecting a multi-factor
authentication method. We recommend you select at least

two different options in case you lose one of your methods. \

[} D Authentication application

Download or use an authentication app of
your choice to generate secure codes.

{% Text or voice message

Receive a secure code by (SMS) text or
phone call.

[m] % Backup codes
A list of 10 codes you can print or save to

your device. When you use the last cade
we will generate a new list. Keep in mind
backup codes are easy to lose.

] & Security key

A physical device, often shaped like a USB
drive, that you plug in to your device

[m] E Government employee ID

PIV/CAC cards for government and military
employees. Desktop anly

Note: Every time you sign in to eVoucher you are required to authenticate, so make sure you use an
authentication method that’s easy for you to access.

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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For these instructions, the Text or voice message option is selected.

For additional information on the available authentication methods, see Login.gov/help/authentication

methods

To authenticate by text or voice message, in the Phone number field, enter your phone number
to receive a one-time code by text message or phone call, and click Send code.

Add a phone number

We'll send you a one-time code each time you signin.

Message and data rates may apply. Do not use web-based
(WOIP) phone services or premium rate (toll) phone numbers.

Phone number

== - 210-555-5555| l d—

How you'll get your code

Q Text message (SMS) (O Phone call

You can change this anytime. If you use a landline number,
select “Phone call”

Mobile terms of service

In the One-time code field, enter the one-time code sent to your device, and click Submit.

Enter your one-time code

We sent a text (SMS) with a one-time code to (***) ***-5555,
This code will expire in 10 minutes.

One-time code
Example: 123456

555555 h

[0 Remember this browser

& Send another code ‘

Having trouble? Here's what you can do:

Choose anather authentication method H
| didn’t receive my one-time code (5 >
Learn more about authentication options3 >

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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authentication method, we recommend adding additional authentication methods later. Click

B Once the code has been successfully authenticated, you are prompted to add another
Skip for now.

Note: It is recommended that you separately set up the second authentication method by signing
directly into Login.gov after you are linked to eVoucher because setting up a second method now will
take you out of the process to connect to eVoucher.

Note: It is recommended that you use a different device for the second authentication method, even if
you choose the same setup option. For example, if you chose text or voice message as your first method,
you could do the same for the second, as long as you use a different phone number.

l @ A phone was added to your account.

8=

&

You’ve added your first
authentication method! Add a
second method as a backup.

Adding another authentication method prevents you from
getting locked out of your account if you lose one of your
methods.

Add another method

Skip for now

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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Identity Verification in Login.gov

To access eVoucher, you must verify your identity by uploading an acceptable form of identification (driver’s
license or state ID). This added security measure is to ensure that you are you and not someone pretending to

be you.

Note: This is a one-time identity verification; if you have previously proven your identity through
Login.gov, you are not required to do this again.

If you’re in the process of creating your new Login.gov account, this step automatically displays
after you’ve established your multi-factor authentication method(s). Click Continue.

If you already had a Login.gov account, you may be asked to verify your identity after clicking on
the Sign in with LOGIN.GOV on the eVoucher sign-in page. After entering your Login.gov
credentials, you may be asked to verify your identity.

Let’s verify your identity for
eVoucher Court Test

eVoucher Court Test needs to make sure you are you — not
someone pretending to be you. Learn more about verifying
your identity &

You'll need to:

o Have a driver’s license or state ID

Other forms of ID are not accepted. We'll check that you
are the person on your ID.

e Enter your Social Security number

You will not need your physical SSN card.

e Match to your phone number

We match your phone number with your personal
information and send a one-time code to your phone.

o Re-enter your Login.gov password

Your password saves and encrypts your personal
information.

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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To continue, select the check box allowing Login.gov to ask for, use, keep, and share your
personal information to verify your identity, and click Continue

o

Getting started  Veridy your |0 Werity your
information

Seoure your
secount

How verifying your identity works

Identity verification happens in two parts:

Verify your identity

We'll ask for your personal information to verify your identity
against public recerds,

Secure your account

We'll encrypt your account with your
means your data is protected and
access or change your information

sword. Encryption
you will be able to

B By checking this box, you are letting Login.gov ask for, use,
keep, and share your personal information. We will use it to
verify your identity,

Learn more about our privacy and security measures &

B —

Choose an option for adding your identification information. Option 1 is to upload photos
of your ID from your phone, and Option 2 is to upload them directly from your computer.

U LOGIN.GOV m

Getting started  Verity your 1D Verify your Verifypnoneor  Securs your
information address account

How would you like to add your ID?

Well collect information about you by reading your
state-issued ID.

@ Use your phone to take photos

You wor't have to sign in again, and you'll
switch back to this computer after you take
photos. Your mobile phone must have a camera
and a web browser.

Phone number

=-

_I Continue on this computer

{===\ Don't have a phone? Upload photos of your ID
from this computer.

Upload photos

Cancel

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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Option 1: Upload photos from phone (recommended)

1. Click Send link. A message displays, prompting you to check your device for a text message with
instructions for taking a photo of your ID to verify your identity.

] (o]
Getting started  Verify your ID Verify your Verifyphaneor  Secure your
information address account
O — )
- Getting started Verify your ID erify your Verify phene or Secure your
How would you like to add your ID? ﬁfarl:'netic-n address acc:uujn'.

We'll collect information about you by reading your
state-issued ID.

Do not close this window.
Use your phone to take photos The next step will load automatically.
You won't have to sign in again, and you'll

switch back to this computer after you take
photos. Your mobile phone must have a camera

andl 2 vieb browser We sent a message to your phone

Phone number You entered: +1210-555-56555

0 () S @ Please check your phone and follow
instructions to take a photo of your

2. Tap the link in the text message. A message displays, confirming that you are attempting to verify your
identity to access eVoucher. Scroll down for additional instructions.

*a 40

U LOGIN.GOV m

You're using Login.gov to
verify your identity for access
to CJA eVoucher
TrainingSand District and its

services.
ONLY ADD YOUR ID IF:

* You are using your own
Login.gov account

« You asked Login.gov to
verify your ID using your
phone

+ You are trying to access
CJA eVoucher
TrainingSand District
services

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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3. Tap Take photo to switch your phone to the camera function. Take a photo of the front of your state ID
card. Scroll down and tap Take photo again to take a photo of the back of the card. Verify that each
image displays in the appropriate box, and tap Submit.

4:37
Add photos of your ID

Driver’s license or state ID card

Back of your ID

Tips for taking clear photos
* Use a dark background : H
« Take the photo on a flat . Back of your driver’s license or ‘
surface : state ID :
« Do not use the flash on your :
camera

Front of your ID

Front of your driver's license

or state ID

4. Login.gov verifies your identity from your photos and prompts you to switch back to your computer to
complete the process.

U LOGIN.GOV m

© We verified your ID

Switch back to your
computer to finish verifying
your identity.

0-C]

Continue to step 4 to complete the identity verification process.

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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Option 2: Upload photos from your computer

1. Click Upload photos to upload photos of your ID from your computer.

_l Continue on this computer

==\ Don'thavea phone? Upload photos of your 1D
from this computer.

[ Upload photos

2. You can either drag photos of the front and back of your ID from your computer and drop them in the
appropriate boxes or click the choose from folder link to browse for and select the photos to add.
Once the photos are uploaded, click Submit.

[ (e]

Getting started Verify your ID Werify your WVerify phone or Secure your
information address account

Add photos of your ID

Driver’s license or state ID card

Tips for taking clear photos
= Use a dark background
+ Take the photo on a flat surface
= Da not use the flash on your camera
= File size should be at least 2 MB

Front of your ID
Must be a JPG or PNG

______________________________

i
i

H

1 Front of your driver’s license or
i

! state ID
H

i

i

H

i

Drag file here or choose from folder

______________________________

Back of your ID
Must be & JPG or PNG

______________________________

i
i

H

i Back of your driver’s license or
! state ID
i

i

i

H

i

Drag file here or choose from folder

______________________________

Note: You may see a processing screen as the upload completes and Login.gov verifies your identity.

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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Once your identity has been verified, Login.gov verifies your name, date of birth, and address
using your Social Security number (SSN). In the Social Security number field, enter your SSN, and
click Continue.

P LOGIN.GOV
Getting started Werify your ID Verify your “Werify phone or Secure your
information address account

® We verified your ID

Enter your Social Security number

We need your Social Security number to verify your name,
date of birth and address. Learn more about how we protect
your sensitive information 3

Don’t have a Social Security number?

You must have a Social Security number to finish verifying
your identity. Exit Login. gov and return to CJA e\oucher User
Acceptance Testing

Social Security number
Example: 123-45-6789

...........I

CJA eVoucher | Version 6.11] District of Arizona | March 2025



CJA eVoucher for Attorneys | 17

Your name, date of birth, and address are imported from your ID; verify the information is
correct. If any of the information has errors, click the Update link next to it and make necessary
corrections. Once your information is correct and complete, click Submit.

Note: You have five attempts to verify your personal information, after which your account will be
locked. To unlock your account, contact Login.gov.

) o o
Getting started Verity your ID Verify your Verify phone or Secure your
information address account
Verify your information N

We read your information from your ID. Review it and make
any updates before submitting for verification.

First name: FAKEY

Last name: MCFAKERSON
Date of birth: October 6,1938
ID number: TTTITITINTI

Address line 1:1FAKE RD Update
Address line 2:

City: GREAT FALLS

State: MT

ZIP Code: 59010

Social Security number: 5**-**-"*"5 Update

[ Show Social Security number

Note: The address information in Login.gov is not related to eVoucher address/billing information and
need not be updated to match eVoucher. Nothing will be sent to this address related to eVoucher.
Courtstaff cannot see this information and does not have access to your Login.gov information or
account.

Next, verify your phone number. To do this, in the Phone number field, enter your phone
number and click the appropriate radio button to receive a one-time code either by text
message or phone call. Click Send code.

Gettingstartzd  Verify yourID Verifyyour  Verifyphoneor  Secureyour
information address scoount

@ We verified your information

Verify your phone number

We'll check this number with records and send you a one-time
code. This is to help verify your identity.

Enter a phone number that is:

« Based in the United States (including US. territories)
= Your primary number (the one you use the most often)

Learn more about what phone number to use &

Phone number

==~ (210) 555-5555

How should we send a code?
If you entered a landline above, please select “Phone call

below.

O Textmessage (SMS) O Phone call

===

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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In the One-time code field, enter the code sent to your device, and click Submit

Getting started Verify your ID Verify your Verify phone or Secure your
information address account

Enter your one-time code

We sent a text (SMS) with a one-time code to (210} 555-5555
This code will expire in 10 minutes

One-time code
Example: 123ABC

| |
B

Once your phone number is verified, in the Password field, re-enter the password you created

Step . . .
3 to access Login.gov and click Continue.
o o o V] e}
Getting started Werify your ID erify your Verify phone or Secure your
infarmation address account

® We verified your phone number

Re-enter your Login.gov password

Login.gov will encrypt your information with your password.
This means that your information is secure and only you will
be able to access or change it.

Password

LT STOwW passwora

CJA eVoucher | Version 6.11] District of Arizona | March 2025
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A personal key is generated. You will need this key if you ever forget your password or lose your
authentication method. Keep your key in a secure place and do not share it with anyone. Select

the check box to confirm that you have saved your personal key and click Continue.

nf

© We secured y

Save your personal key

VGCH - MCDA - CGYR - HAX8

il

January 22, 2024 at 11:33 AM

ey

You need your personal key if you forget your password
wyone.

Your Login.gov account is now verified. Next, you are asked to connect, or link, your Login.gov
account with your eVoucher account. Click Agree and continue and follow the instructions in

the next section to complete this connection.

Connect your verified information
to CJA eVoucher TrainingSand
District

CJA eVoucher TrainingSand District needs to know who you
ct yo hara this information with

Emmm

It is recommended that you separately set up the second authentication method by signing

Note:
directly into Login.gov after you are linked to eVoucher because setting up a second method now will

take you out of the process to connect to eVoucher.
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Linking Your eVoucher SLP Account to Your Login.gov Account

After you complete your identity verification and receive your security key, you are automatically directed to
your court’s eVoucher linking page. Note that the email address you used to create your Login.gov account is
pre-populated in the eVoucher Email Address field. This may not be the correct email address for your
eVoucher SLP if you used a different email address for Login.gov.

Existing eVoucher Users go to Option A. New eVoucher Users go to Option B.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

lliCOURTS

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login,gov accoun
After completing this step, you will sign in using Login.gov going forward.
Note: Please contact an eVoucher administrator for assistance,

__Voucher EmalliMddress

daviddattorney@gmail.com h

Notice: This is a restricted government system for official judiciary business only. All actiy
access attempts, may be recorded and monitored or reviewed by persons authorized by {
protection of system security, performance of maintenance, and appropriate manageme

If you receive an error that the Action failed, click Sign in with LOGIN.GOV which should take you to the above
linking page.

CJA eVoucher - Arizona District Court
Court Test - Release 6.10.0.0

RTS

We've changed how you will sign in to eVoucher!

We now require users to sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will
use Login.gov for all future sign-ins.

o Action failed.

Please try again or contact an eVoucher administrator for assistance.

Signin with 1 LOGIN.GOV

Need to create a Login.gov account?
Use the Sign in button above and then use the "Create an account" button below the sign in fields.
Learn about the Login.gov sign in process.

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all access
attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary forimproper use, protection of system
security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this system or any connected
system, users expressly consent to system monitoring and to official access to data reviewed and created by them on the system. Any
evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement officials.
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Option A: Existing eVoucher Users

Existing eVoucher users who have an SLP can sign in using their SLP email address and password.

The eVoucher Email Address field is prepopulated with the Login.gov email address, if your
eVoucher SLP (sign in) email is different, enter the eVoucher SLP Email Address and click Next.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Email Address /

I daviddattorney@firm.com |

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement

officials.

In the eVoucher Password field, enter your eVoucher SLP password (the password you normally
use to access eVoucher), and click Connect Accounts. If you don’t remember your password, click
the Forgot your password? link and follow the security question prompts. If you enter your
password incorrectly six times or fail your security questions three times, your account locks and
you must contact your eVoucher administrator.

CJA eVoucher - Texas Western District Court
! SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account
Enter the password for your eVoucher account to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

rd

eVoucher Password

Eorgot your password?

[ comercoms ]

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of e, and appropria by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.
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If your Login.gov account is successfully linked to your eVoucher account, a success message
displays at the top of your eVoucher home page. Continue to use eVoucher normally.

CIJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0
Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Home

O You have successfully connected your eVoucher account to your Login.gov account, which you will use tosigninto eVoucher from now on.

You have now linked your eVoucher account with your Login.gov account. For all future use, you will sign in
using the Sign in with Login.gov link on the eVoucher sign in page.
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Option B: New eVoucher Users

On the linking page, the Login.gov email address is pre-populated in the eVoucher Email Address
field. This may not be the correct email address for your eVoucher SLP if you used a different
email address for Login.gov. Enter your eVoucher SLP sign in email address.

CJA eVoucher - Texas Western District Court

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login,gov accoun
After completing this step, you will sign in using Login.gov going forward.

Note: Please contact an eVoucher administrator for assistance.

eVoucher Email Address

daviddattorney@gmail.com h

Notice: This is a restricted government system for official judiciary business only. All activ
access attempts, may be recorded and monitored or reviewed by persons authorized by t
protection of system security, performance of te e, and appropriate g

You will receive a notice to Check your email. The email is sent to the eVoucher SLP email
address.

CJA eVoucher - Arizona District Court

Court Test - Release 6.10.0.0

0 Check your email

An email has been sentto ker = _ rwithalink to confirm your email address. Follow
the link to continue creating your single login profile.

Click on the link in the email to confirm the connection between Login.gov and eVoucher.

eVoucher Login Profile Email Verification - Kerry Atty-SLP
° cja_evoucher@azd.uscourts.gov @ | © Reply | € ReplyAll | —> Fowerd | | B

To ke Thu 5/9/2024 3:37 PM

Dear Kerry Atty-SLP,

Arizona District Court sent this link for you to connect your eVoucher Single Login Profile with Login.gov. In order to confirm this, you must click the link below to create or use an
existing Login.gov account.

PLEASE NOTE:
If you alread ive a different eVoucher Single Login Profile using a different email address that you would prefer be linked to this court instead, OR this email is in error and you
should nof inked to this court, please contact cja evoucher@azd.uscourts.gov to reach the CJA eVoucher help desk.

Click here to connect this eVoucher Single Login Profile to Login.gov. Once connected, you will use Login.gov to sign in to eVoucher.

Regards,
Arizona District Court

CJA eVoucher | Version 6.11] District of Arizona | March 2025



CJA eVoucher for Attorneys | 24

If your Login.gov account is successfully linked to your eVoucher account, a success message displays at the
top of your eVoucher home page. Continue to use eVoucher normally.

CJA eVoucher - Arizona District Court
Court Test - Release 6.10.0.0

Kerry Atty-SLP (Attorney)

Welcome, Kerry Atty-§

Home Operations Reports Links Help Sign out

> Home

You have successfully connected your eVoucher account to your Login.gov account, which you will use to sign in to
eVoucher from now on.

‘ ‘ Appointments Defendant

My Active men
To group by a particular Header, drag the column to this area.Search:
Cas¢ Defendar Tvne Status Date Fnter

All razas hava hasn murranths aceinnad

You have now linked your eVoucher account with your Login.gov account. For all future use, you will sign in
using the Sign in with LOGIN.GOV link on the eVoucher sign in page.
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Adding Additional Authentication Methods in Login.gov and/or Accessing Your
Account on Login.gov

Login.gov recommends that you set up additional authentication methods using a different method so that
you have an alternative way(s) to sign in to eVoucher if your primary method becomes unavailable.

For additional information on the available authentication methods, see Login.gov/help/authentication
methods.

Sign directly into Login.gov using your email address and password. Enter your first
authentication method.

On the Your Account page, you will have access to add a second (or more) authentication
method. Select the desired additional method and follow the step-by-step instructions.

g
"
Your authentication
methods
Add phone number
Add authentication apps
Add face or touch unlock
Add security key

Add federal employee [D

Get backup codes

Note: You can select which phone number is the default phone number for use to sign in on Your Account page.
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Using a Secondary Authentication Method for Signing in via Login.gov

Upon set up of your Login.gov account you selected a primary authentication method. If you later need to use
another method to sign in select, Choose another authentication method on the One-time code page:

Enter your authentication app
code

One-time code
Example: 123456

[ Remember this browser

Enter the code from your authenticator app. If you have
several accounts set up in your app, enter the code
corresponding to Login.gov.

Having trouble? Here's what you can do:

Choose another authentication method >
Learn more about authentication options & >
Cancel
Select your authentication
method
Select another method and click Continue: You set these up when you created your account

O Textmessage

Get one-time code via text message to (***)
e T207.

O Automated phone call

Get one-time code via phone call to (***) ***.7207
(North America phone numbers only).

O Text message

Get one-time code via text message to (***)
***.0905.

O Automated phone call

Get one-time code via phone call to (***) ***-0905
(North America phone numbers only).

O Authentication app

Use your authentication application to get a
security code.

Note: You should set up your needed and default authentication method options on Your Account page in
Login.gov.
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Login.gov Help

CJA eVoucher for Attorneys

Refer to the table below to locate the appropriate Login.gov help topic page for common questions. If
further assistance with Login.gov or any issues not addressed in this document, see: Help | Login.gov.

NOTE: The Login.gov support team is available to assist users with any questions or concerns that users
may have regarding their Login.gov account. If a user needs to create support ticket with Login.gov, from
the Agency dropdown menu, select Administrative Office of the U.S. Courts.

No Issue Login.gov Help Center Link
1 User Account Creation Help | Login.gov | Overview
2 User Account Password Reset / User Account Help | Login.gov | Delete
Deletion & Recreation
3 User Account Password Change Help | Login.gov | PasswordChange
4 User Account Update (e.g., email change, phone Help | Login.gov | AccountUpdate
change)
5 Add or change your Multifactor Authentication Help | Login.gov | AuthenticationMethods
(MFA) method Help | Login.gov | AddChangeAuthMethod
6 Issues with authentication methods Help | Login.gov | AuthMethods
7 Identity Proofing (Verify your Identity) Help | Login.gov | Identity
8 Forgot user personal key Help | Login.gov | PersonalKey
Help | Login.gov | ForgotPersonalKey
9 Issues with face or touch unlock Help | Login.gov | Face&Touchld
10 User Account Re-linking Help | Login.gov | Relink
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Signing in to eVoucher

Once you've created your Login.gov account, linked it to eVoucher, and signed into the application for the first
time, you will use your Login.gov credentials to access eVoucher going forward.

To sign in to eVoucher, use CJA eVoucher URL to access the Login.gov sign in button.
Click Sign in with LOGIN.GOV

W\\\ INEIED STAT 15| CJA eVoucher - Texas Western District Court
liICOURTS SDSO Training Sandbox - Release 6.10.0.0

We've changed how you will sign in to eVoucher!
We now require users to sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will use
Login.gov for all future sign-ins.

Signinwith 't LOGIN.GOV

Need to create a Login.gov account?
Use the Sign in button above and then use the "Create an account" button below the sign in fields.
Learn about our new sign in process.

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all access
attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use, protection of system
security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this system or any connected
system, users expressly consent to system monitoring and to official access to data reviewed and created by them on the system. Any evidence of
unlawful activity, including unauthorized access attempts, may be reported to law enforcement officials.

By default, you are directed to the Login.gov sign-in page. In the Email address and Password
fields, enter the email address and password used to create your Login.gov account, and click
Sign in.

eVoucher SDSO is using Login.gov
to allow you to sign in to your
account safely and securely.

Sign in for existing users

\Email address
\Passwurd

[ Show password
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Complete the action required by your chosen authentication method. In this example, you will
authenticate using a mobile device. In the One-time code field, enter the one-time code sent to

your device, and click Submit.

Enter your one-time code

We sent a text (SMS) with a one-time code to {™*) ***-
5555, This code will expire in 10 minutes.

One-time code
Example: 123ABC

= |

& Send another code ‘

™~

Login.gov directs you to your eVoucher home page.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

David Attorney (Attorney)

Home Operations Reports Links Help Sign out

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

Case Defendant Type Status Date Entered

4.47 SR AnOAT T L TN Y N T P TSR e AT TN A
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Single Login Profile (SLP)

An SLP allows you to link multiple court accounts and switch from one account to another from within the
eVoucher application without needing to sign out. It is set up by court staff when your court profile is initially
created in eVoucher.

Single Login Profile for David D. Attorney

SLP email address

David D. Attorney David D. Attorney David D. Expert
Account linked to Account linked to Account linked to
X District Court Y Circuit Court Z District Court

On the Single Login Profile page, you can:

e Edit your first, middle, and last name.

e Edit your email address.

e Access VMS to view and edit your payment account information.
e View your linked eVoucher accounts.

e Change your default court.

To access the Single Login Profile page, from the menu bar, click Help, and click Single Login Profile, or point
to the profile icon, and click Single Login Profile.

CJA eVoucher - Train District Court Welcome, David Attorney 9

SDSO Training - Release 6.4.0.0
Single Login Profile

David D Attorney (Attorney)
Court Profile
Home Operations Reports Links Help Sign out

Single Login Profile
Court Profile

Contact Us

Privacy

eVoucher Documentation: Attorney and Expert Users
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Here are some tips for viewing which court account you are in, and who you are within that court.

31

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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Editing Your Single Login Profile

Your SLP information is divided into two sections: Account Information and Linked eVoucher Accounts. Click
the plus (+) or minus (-) signs to expand or collapse each section.

Note: The Account Information section automatically displays when you access your SLP information.

Home Operations Reports Links Accounts Help Sign out _ﬂ

> Help > Single Login Profile

Single Login Profile — Andrew Anders

Account Information _ E
First name Middle name Last name Suffix
Andrew - Anders - Edit

Email address
aandersattorney+10@gmail.com

Password

OLOGIN.GOV

Linked eVoucher Accounts s

Modifying Your Name

To edit your name, in the Account Information section, click the Edit link to the right of your

name.

Single Login Profile — Andrew Anders

Account Information

First name Middle name Last name Suffix
Andrew - Anders -
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Make any necessary changes and click Save changes.

Single Login Profile — Andrew Anders

Account Information

First name Middle name Last name Suffix

I |Andrew Anders H ‘

=n

Note: It is important to remember that changing your SLP name does not change the name associated with

your court profile.

Updating Your SLP Email Address

Click the Edit link to the right of your email address.

Email address
aandersattorney+10@gmail.com

Enter your new email address, confirm it, and click Save changes.

Single Login Profile — Andrew Anders

Account Information

A Note: This email change does not change the email associated with Login.gov

First name Middle name Last name Suffix
Andrew - Anders -

m
=3
=

Email address

aandersattorney+10@gmail.com

Confirm email address /

aandersattorney@gmail.com

= (e

Note: It is important to remember that changing your SLP email address does not change the email
address associated with your court profile or your Login.gov account.
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Updating Your SLP Email Password

After you link your Login.gov account to your eVoucher account, Login.gov handles all password changes and
forgot your password requests. The Login.gov logo is visible in the Password section of your SLP account
information; you do not have the option to edit your password from here.

Help > Single Login Profile

Single Login Profile

[BacktoList] | [ EditUser | [ AssignRoles |

Single Login Profile — Morales Attorney

Account Information

First name Middle name Last name Suffix
Morales - Attorney -

m
2.

Email address
MoralesAttorney210@gmail.com

m
=3

Password

D LOGIN.GOV

Note: Login.gov is a separate application from eVoucher. For password assistance, visit their Help center
page. If Login.gov requests information about the application or agency, it is eVoucher and
Administrative Office of the U.S. Courts. See also: Login.gov help
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Viewing Billing Information
Click the plus sign (+) to expand the Billing Information section.

Single Login Profile - David Attorney

Account Information +
Billing Information 4=
Linked eVoucher Accounts +

View read-only payment account information from VMS in this section. Click the go to Vendor Manager link to
go to VMS to edit your billing and payment information there.

Single Login Profile — David Attorney

Account Information +

Billing Information -

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

David Attorney /

TIN (SSN): sns-se-ss 00

Electronic payments will be sent to:
Routing Number: 121000248, FAKE BANK
A ag

Linked eVoucher Accounts +
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Linked eVoucher Accounts

You can link multiple court accounts and switch from one account to another from within the eVoucher
application without needing to sign out.

Click the plus sign (+) to expand the Linked eVoucher Accounts section and view any accounts that are
currently linked.

Single Login Profile - David Attorney

Account Information

+
Billing Information -+
Linked eVoucher Accounts +

If this is your first time in the system, your only linked account is the one with the court you just logged in to.

This is your default account. Users with more than one eVoucher account have one account designated as the
default.

Your default court is the court that initially appears when you sign in to eVoucher. To change your default
court, click the radio button for the desired court account, and click Save changes.

Single Login Profile — David Attorney
Account Information +
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
District of Texas Western (DavidAttorney) Attorney O

-
Fifth Circuit Court (DavidAttorney) Attorney ’

Note: It will likely be most helpful to have the court to which you do the most eVoucher activity as your
default court.

CJA eVoucher | Version 6.11] District of Arizona | March 2025



CJA eVoucher for Attorneys | 37

Accessing Multiple eVoucher Accounts

From the Accounts menu, select the court account in which you wish to work. When you sign into eVoucher
you will be on your selected default court, if you want to change your default court, go here.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Andrew Anders (Attorney)

Home Operations Reports Liniis Accounts Help Sign out

District of Texas Western - Attorney

Fifth Circuit Court - Attorney

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entered
1:14-CR-08805-AA- Jebediah Branson (# 1) AUTH-24 _ Voucher Entry 04/14/2014
Start: Claimed Amount: 0.00 Andrew Anders § Edit
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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 links 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:

Another link to your Single Login Profile (SLP).

Another link to your court profile.

Contact Us email.

Privacy Notice.

eVoucher help documentation for attorneys and experts.
Sign out Click to sign out of the eVoucher program.

Help

Search field Use this field to look up any of your cases. (i.e. enter case number as 24-123)

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

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

Search:

Case Defendant Status Date Enterec
3:18-MI-04562-... Mister Badman (# 4562) TRAVEL _ Voucher Entry 12{11/201%
s Claimed Amount: 0.00 W it
End:
3:19-M1-04562-... Mister Badman (# 4562) TRAVEL Voucher Entry 01/28/2020
St Claimed Amount: 0.00 Y Edi
End: “ Edit

123 Page 1 of 3 (30 items)

Appointments

Defendant

Case: 3:19-M1-04562-JL
Defendant #: 4562

Case Title: USA vs Badman
Attorney: Atty Longoria

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

Order Date: 06/06/19

Pres. Judge: Judge Longoria

Adm./Mag Judge:

Appointments

Defendant

All cases have been currently assigned

Mo data

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

Case Defendant Type

Search:

Status Date Entered

1:19-M1-963... Practice Voucher (# 98 CIA-21

Start: 06/20/201% Claimed Amount: 263.38  Longoria Expert
End: 07/31/2015 Accountant
1:19-M1-963... Practice Voucher (# 98.. CIa-21

Siart 08/10/2013 Claimed Amount: 600.00 Longoria Expert
End: 07/31/2015 Accountant

12314

. Submitted to Court 07/24/2019
0101.0000389
FINAL PAYMENT
. Submitted to Court 07/24/2019

¥ 0101.0000391
FINAL PAYMENT

Page 1 of 4 (34 items)

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
i Page 1 of 1 (10 ftems) Sters 06/06(2019 Claimed Amount: 730.35  Misses Expert ‘ﬁ‘ 0101.0000384
End: 06/07/2013  Approved Amount: 730.35 Computer Forensics Expert FINAL PAYMENT
3:19-M0-04. Mister Badman (7 4567)  CJA-21 Voucher Closed 07/23/2019
e Claimed Amount: 0.00  Misses Expert I 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-M1-04562... Mister Badman (# 4562)  CIA-20 . Voucher Closed 06/07/2019
Seart: D6/D/2019 Claimed Amount: 4,234.2¢ Aty Longoria 1€ 01010000378
End: D6/07/201% Approved Amount: 4,234, FINAL PAYMENT
3:19-M)-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 for approval by a 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 service provider.
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! displays.

E 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 <= displays.

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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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:

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

B 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 in the Attorney Info section.

e Manage your payment accounts, Social Security number (SSN), and/or employee identification number (EIN)
from the VMS. Copies of a W-9 must be provided to the court, and any changes to the SSN or EIN must be
completed in VMS.

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). (Not utilized in District of Arizona).

To access the Court Profile page, from the menu bar, click Help and click Court Profile, or click the person icon on the
right of the menu bar and click Court Profile.
B=  An official website of the United States government

CJA eVoucher - Train District Court Welcome. Andrew Anders 9
SDSO Training - Release 6.10.0.0

Single Login Profile

Andrew Anders (Attorney) Court Profile

Home Operations Reports Links Help Sign out

> Help = Court Profile

Click Edit 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
Attorney Info Bar Number: -m
This s the contact information that wil  Neme: Andrew Anders

appear on payr nt vouchers. SSN is
required for national mandatory
reporting.

Contact Info:
Phone: 210-555-1234
deadmail@support.actx.uscourts.go

Address:

110 Main Street

San Antonio, TX 78210
us

Billing Info

View Electronic Payment details on the
SLP. Manage payment accounts at
L nager. Editing Is no longer

Manage at Vendor Manager

Holding Period Mo info has been stored.
Please click VIEW to type your info,

Continuing Legal No info has been stored.

Education Please click 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
ohe 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 SSN/EIN information displays in the Attorney Info section for attorney accounts with this information
that were added to eVoucher prior to the 6.11 release. You cannot edit this information in the court
profile and must go to VMS to change your SSN or 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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Billing Info
In the Billing Info section of your court profile, you can view and manage your payment account information in
one of two ways.

Note: Beginning with release 6.11, you can no longer add or edit your billing information on eVoucher’s Court
Profile page. Additionally, read-only billing information displays in the Billing Info section if your account
included billing information prior to the 6.11 release.

Click View SLP to access your SLP section in eVoucher.

Billing Info .
View Electronic Payment details on the e R
SLP. Manage payment accounts at
Vendor Manager. Editing is no longer
available here.

Manage at Vendor Manager

Payment account(s) you have set up in VMS display in the Billing Information section of your Single Login
Profile. Click the go to Vendor Manager link to view and edit your payment information there.

Home Operations Reports Links Help Sign out _n

> Help > single Login Profile

Single Login Profile - Andrew Anders

Account Information +

Billing Information

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

Andrew Anders
TIN (SSN): sss-20-0020

Electronic payments will be sent to:
Routing Number: 121000248, FAKE BANK
Account Number: ssssssses 24
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Click the Manage at Vendor Manager link to access VMS.

Billing Info :
View Electronic Payment details on the e
SLP. Manage payment accounts at

Vendor Manager. Editing is no longer

available here.

Manage at Vendor Manager

Click Sign in with LOGIN.GOV to view and edit your payment account information there.

B An official website of the United States Government.

Vendor Manager

Manage your personal profile, business, and payment information.

Receiving payments made easier.

Vendor Manager allows individuals and business entities to register and maintain their tax and bank
information with the U.S. Courts for receiving electronic payments while maintaining proper reporting to the
IRS.

Sign in with J LOGIN.GOV

Note: Payment account information must be entered in VMS before any payments can be made.

CJA eVoucher | Version 6.11] District of Arizona | March 2025



CJA eVoucher for Attorneys | 47

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 to open the Appointments page.

Appointments

Saard1:|

Defendant

Attorney: Andrew Anders

Representation ID: 2
Appointment ID: 4

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

Case Titla: USA v. Branson

Appointment Info

View
Representation

N

Appointment

L

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 PERSON RIPRESINTID [NOUCKER NUMBIR
101 Jebedzah Branson

3. MAG. DT DEF NUMBER 4 DEST. DKT DEF NUMBER £ APFEALS. DKT DEF NUMBER 6 OTHER. DKT DEF NUMBER
1:14-CR-08805-1.AA

7 IN CASEMATTER OF(Case Name) S PAYMENT CATECORY 9. TVFE FERSON REPRESENTED 10. REFRESENTATION TYPE
[Felony (includmg pre.trial diversion
of alteped felomy) Adult Defendant ICrimminal Case

15:1825.F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13, COURT ORDER

Andrew Anders . Bar Number: 12345 [T]A Ansaciate [[]€ CoComl

Attorney CJA 20 AUTH Create (715 Sebs fox Fotaral Dufender [7]0 Apposatiag Cosasal
Authorizaton for Expert and othes s <633 [CJ7 Subs for Panel Amorney 7] R Sabs for Retained Anorney
Voucher Services SN (] Standdy Conssal
Template AUTH-24 Create rior Atorseys Name
Authorization for payment of ransro! [ \ppointesent Dutes
ACIA-20 = [Sigaature of Presiding Jodge or By Order of the Conrt
Appomiment of and Authonty to Pay 14 LAW FIRM NAME ANDMAILING ADORESS B o T g
Court-Apponted Counsel = x
332014
et [ VES [/NO
= S Group Header Bar
pert Vouchers on File %
Voucher To group by a particac Header, drag the column to this area. = search: |
Temp|ate Case Defendant Type
1:14CR QB305-AA- Jebediah Branson (7 ClA-20
>t 020N014 Claimed Amount: 778.40 Andrew Anders
o 06052084 T 1
L14CR Q88064 Jebediah Brangon (# § AUTH
Sewt: 04022014 Claimed Amount: 1,000.00 Chemist, Toodcologist / menﬁn@t
Detailed sntment Regert sty
L1$CR-0880S-AA- Jebediash Branson (= | AUTH-24 A
Payment Reports Defardant Detal Budget Regart Sra 06042014 Caimed Amount: 0,00 Ve, 2101.020002%
>
Detad budget nfo for defendant End: 06042014 Approved Amount: 0.00
L1SCR-O3805-AA- Jebedish Branson (= 1 ClA-21 Voucher
Defendant Summar R 57wt Caimed Amount: 0,00 Lz Garca Edt 1
Totals only of budget info for e St Har, Fber Expert
1:14-CR-O8305-AA- Jebediah Branson (@ | CIA-24 ‘ Voucher Entry
y a1 OB042014 Claimed Amcunt: 0,00 Teress Transcripts = Edkt
All vouchers o ekiois
. . 1: 140 < AA Jebediah Brangon (= | AUTH-24
associated with e NS A 4 Yokl iy
& End 01011901
this case are
< LI4CR-O8806-A8- Jebedish Brangon (= | CIA-24 Submitted to Attomey
dlsplayed. Sta: 0642014 Claimed Amount: 14.50 Teresa Transcripts /1010000149
Erd: 06042084
1 Page 10f 1 (7 items)
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Representation Info

The View Representation information displays:

e (Case Information

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 Info
In thi i o

X : 1. CIRLDIST/DIV.CODE 2. PERS0N REPRESENTED [VOUCHER NUMBER
de tati 101 Tebedizh Branson

3 MAG. DET'DEF NUMEBER 4 DIST. DET/DEF NUMEBER & AFPFALS. DET/DEF NUMEER . OTHEE. DETDEF. NUMBER

1:14-CR-08803-1-A4
R T.IN CASEMATTER OF(Caze Name) 3. PAYMENT CATEGORY 0. TYPE PERSON REFRESENTED 10, REPRESENTATION TYPE
: i [Felony (including pre-trial diversion i
Representation Report [USA v. Branson of alleged felony) A dult Defendant Criminzl Case
ON VIOLATION PENALTIES

PRESIDING JUDNGE MAGISTRATE JUDGE DESIGNEE 1

511.500.00 |ATbert Albertzon

DESIGNEE
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/13 lisa_ornelas@aob: uscourts.gov
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CJA-20 Voucher Process Overview

Attorney enters
time/expenses

Voucher certified
for payment by

Voucher audited Voucher review
and submits by CJA Unit. and approval (or
voucher rejection) by Court Court

Creating the CJA-20 Voucher (Attorney Voucher)

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

Select the case number from the Appointments List on the home page. On the Appointment Info page, in the Create
New Voucher section, click Create next to CJA-20.

CJA-20
Appointment of and Authority To Pay

Court-Appointed Counsel

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

CJA-20 ) Basic Info Services Expenses Claim Status Documents Confirmation
L Attorney Enters —
Voucher . \
Basic Info Tabs appear
1. CIR/DIST/DIV.CODE 2. PERSON REPRESENTED VOUCHER NUMBER
. 0542 Tebediah Branson
3.MAC. DKT/DEF.NUMBER 4. DIST. DKTDEF.NUMBER £ APPEALS. DKTDEENUMBER 6. OTHER. DKT/DEF.NUMBER a t t h e t 0 p of
5:75-CR-00210-88-AA
Link to CM/ECF 7.IN CASENATTER OF(Case Name) S PAVMENT CATECORY 3. TVPE PERSON REPRESENTED T0. REPRESENTATION TYFE
Felony (including pre-trial diversion ) h
: JUSA v. Branson oo o |Adult Defendant |Criminal Case the screen.
Voucher #: 1L OFFENSE(S) CHARGED
Start Date: 12:1457 M PENALTIES - PROHIBITED ACTIVITIES
12. ATTORNEY'S NAME AND MAILING ADDRESS 13. COURT ORDER

End Date:

[David Dd Attorney - Bar Number: 1234123

(D Federat [JF Subs for Federal
(2 associate e cacounsel Defonder Defendor

[2500 Main St
@ Services: $0.00 [San Antonio TX 78209 01 Learned Counset 0 Appointing [P Subs for Panel [ R Subs for Retained
Coun: Attorney Attorney

[Phone: 2105552500 - Fax: 210-265-1185 (Capital Only)

[Email: daviddattorney @ gmail com
€ Expenses: $0.00 - (JsProse

(O Standby Connzel

Representation Fee Limit:
[Prior Atorney's Name
$10,300.00 Jam; t Dates

iz Prezsiding
Fee Amount Remaining After Approved - Albert Albertson
and Pending: 14. LAW FIRM NAME AND MAILING ADDRESS g- der

$10,300.00
Repayment [_Jves Eno

g Usubs forPro (] x administrative

Judge or By Order of the Court

Nunc Pro Tanc Date

Tasks Payment Details
Link Ta Appointment Select the payment details. Payment accounts that are ready to use display below. To see all payment
Link To Representation accounts, go to Vendor Managﬂ

nsi pavid Attomey :
Import Service Entries (.csv)

Reports David D Attorney A b
Defendant Summary Budget Report TIN (SSN): ses-e» -++00 p rogress a r
Totals only of budget info for
defendant

Electronic payments will be sent to: a p pea rs at th e
Defendant Detail Budget Repart Routing Number: 121000248, FAKE BANK
Detail budget info for defendant Account Number: sseessees 89 botto m Of the
CJA20 - Attorney
CJA20 - Rejected Scree n .
CJA20 - Transfer «<irst_| [ < previous |[ Next> |[ Last» Save

Notes:

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

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

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

CJA eVoucher | Version 6.11] District of Arizona | March 2025



CJA eVoucher for Attorneys | 50

Payment Details

Beginning with eVoucher 6.11, attorneys must have set up a Payment Account in the Vendor Manager System (VMS).
Upon creation of vouchers, attorneys should select the payment account to which they want their payment sent.

On the Basic Info tab, select the desired payment account.

| Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
T CUDISTDIV.CODE 7. FERSON REFRESENTED [VOUCHER NUMBER
0979 [Oregon Demo Person Represented
T AIAC. DETDEFNUMEER 1. DIST DRI DEFNUMBER. T APFEALS. DRI DEF.NUMEER 5 OTHER DKIDEF NUMEER
3:25-CR-99597-7
7.IN CASEMATTER OF (Case Name) 5 PAVMENT CATEGORY . TYFE PERSON REFRESENTED T0. REPRESENTATION TYEE
[Oregon Demo Felony Gincluding pre-trial diversion |, 4 1 pe gy Criminal Case
jof alleged felomy)
11 OFFENSE(S) CHARGED
12:1818 F TERMINATION OF STATUS AS INSURED BANK
T ATTORNEY & NAME AND MAILING ADDRESS T3, COURT ORDER
[l am Oregon Atty - Bar Number: 587-61-9940 . [ Federal 3 F Subs for Federal
14620 [ s assaiae e cocomsa 50 fte Defender
Pl )L Learned Counsel [0 Appointing || Subs for Panel [_| R Subs for Retsined
[Phone: 503 335 3355 (Capital Onlr) Counsel Attormey Aftorney
[Email: bd, [ s Erase E;ﬁ_‘““" EUS‘“““P"' [ x Adminstrative
D\‘ Standby Counsel
[Prior Attorney's Name
|Appointment Dates
|Signatare of Presiding Judge or By Order of the Court
[Test ORY.j1
14. LAW FIEM NAME AND MAILING ADDRESS [Date of Order Nanc Pro Tusc Date
[2/12/2025 27122024
Repuyment [ yes B o
Payment Details
Select the payment details. Payment accounts that are ready to useflisplay below. To see all payment
accounts, go to Vendor Manager
-- SELECT -~ 1\\)

Delete Draft Audit Assist

I am Oregon Attorney
Law Office of Panel Attorney LLC

View selected payment account to ensure it is correct.

Payment Details

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

©*

I am Oregon Attorney

I am Oregon Attorney
TIN (SSN): ses-se-ss10

Electronic payments will be sent to:
CJA checking
Routing Number: 123305378, UMPQUA BANK

Account Number: s+seseses|§
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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 b Services Expenses Claim Status Documents Confirmation

Services

Date 07/01/2024 | = j Description a
Service Type - |

dockEn || e vl-
Hours S * at $152.00 per hour.

* Required Fislds

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

Service Type Date < Description Hrs | Rate | Amt
(Empty)
No data to paginate | Go to page: |\:\ View items per page: 10 25 50 100
| p—
st ] [<proviows | [ Next> || tast
| N

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

Services

Date == Descrij
Service Type | | q July 2024 3
Doc#(ECH) || x sy Mo Tu we Th Fr sa

(=]

Hours [ » 2 3 4 5
8

» 7 9 10 1 12 13
* Ranuired Fields » 14 15 6 17 18 19 20
» 21 22 23 24 25 2% 27
» 28 29 30 31

Service Type »

To group by a pard]
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Click the Service Type drop-down Services
arrow and select the service type.

Date 07/01/2024 | = _“E Description
Service Type | | ~ |‘
Doc.# (ECF) In Court Services
Hours a. Arraignment and/or Plea
Note. b. Bail and Detention Hearings
* Required Fields <. Motion Hearings
You may add dates in any order. You e - vl
can sort in chronological order at any ServiceType | Sentencing Hearings
time. ’ ’ ’
E nter Service Date s _‘E Description First appearance an arraignment of defendant. a
. Service Type a. Arraignment and/or Plea &l
hours in tenths ocsen [ ] e — .
Of an hOUr. Hours | 5.0|* at$152.00 per hour. I Add Remove
* Required Fialds

Enter a detailed description.
Include any related ECF

document # and Number of Note: Youmayaddtimeinany order. Click an entry to edit.

pages, if appropriate.

Click Add.

The entry will be added to the voucher and will display in the services grid below.

Basic Info P Services Expenses Claim Status Documents Confirmation

Services

Date 07/01/2024 | = = Description a|

Service Type > |=

boct@n [ | s [ -l-
Hours [ |+ ats152.00 perhour

* Required Fiekds

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

Click Save. service Type Date_ = Description rs rate | At

a. Arraignment and/or Plea 07/01/2024 First appearance an arraignment of defendant. 5.0 $152.00 $760.00
Page 1 of 1 (1 items) [4] [1] \ Gotopage: || | View items per page: 10 25 50 100
< First | [ <Previous | [ Next> |[ Last» [ sae | Delete Draft Audit Assist

Note: If you click the Date header at any time, 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 I Expenses Claim Status Documents Confirmation
Expenses
Date 07/01/2024 | = =H] Description a
Expense Type - |*
Miles \:I at $0.545 per mile. =
* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type Date =~ Description Mile Rate  Amt
(Empty)
No data to paginate E View items per page: 10 25 50 100
—
[ «First ][ <Previous |[ Next> || Last» Delete Draft Audit Assist
 Ee—— |

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

Expenses

Expense Type

Miles Travel Miles
Amount

Travel Misc.

Fax

* Required Fields | | ong Distance Charges

To group by a pa Photocopies area.

Postage
Expense Type on

Other Expenses

No data to pag
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Enter a detailed description in the Description field.

CJA eVoucher for Attorneys

Click Add.
Expenses
Date m Description
Expense Type  Travel Miles v
Miles = at 50.545 per mile.
Amount | !

Travel to and from court.

* Required Fields

Add || Remave

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

The entry is added to the voucher and displays at in the Expenses grid below.

Enter additional expense lines as needed.

Expense Type ‘ Date = | Description ‘ Mile‘ Rate ‘ Amt
(Empty)
No data to paginate \:I View items per page: 10 25 50 100
[ wrirst |[<previous ][ Next> |[ Last» save |

Expenses

Date =0 Description
Expense Type v

Miles I:I * at $0.545 per mile.

Amount

* Required Fields

v

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

Expense Type | Date = | Description ‘ Mile| Rate ‘ Amt
Travel Miles 07/01/2024 Travel to and from court. 20 s50.545  510.90

Page 1 of 1 (1 items) [1] Go to page: E View items per page: 10 25 50 10
« First \ | < Previous | \ Next > | \ Last » Save Delete Draft Audit Assist
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Click Save.

Expenses

ot [snons |2 Descton
Expense Type v -

Miles at $0.5600 per mile.

Amownt [ | Add

* Required Fields

06/12/20... Copies - 100 pages @ .15 per page
06/12/20... Travel to and from Court

Page 1 of 1 (2 items)

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

Note: Ifyou click the Date header at any time, entries will be sorted by date.

Note:

e If you choose photocopies or fax expenses, indicate the number of pages and the rate charged per page.
e Remember to click Add after each entry.

e Click an entry in the grid to edit. Click Add after editing is complete.
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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 6122014 | = -1 |
Payment Claims
) Final Payment

®) InterimPayment (payment #) =
) Supplerrental Payment
(@] ‘Withholding R eturn Payment:

** Reminder: Please select the appropriate daim status.

1. Have you previoudy applied to the court for compensation andfor reimbursement for this case? ® Yes No
If Yes, were you paid? @ Yes Mo
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment O Yes (@ No
(compensation or anything of valse) from any other source in connection with this represent ation?
* Required Fields
[ «First_|[ <Previous |[ Mext> |[ Last» | [ save | [ DeleteDraft | [ Audit Assist

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

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

e 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.

e 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 formatand
Enter a brief detailed description of the must be 10 MB or less.
attachment. (i.e., Late Letter; Receipt for Hotel
on 2/24/24)
Click Upload.

Supporting Documents |

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

File Browse...
Description | |
Description Delete  View
Copies of receipts Dalata Viaw
| «Frst || <Previous || MNext> || Lasts | [ save | | DeleteDraft |
Click Save.
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Confirmation — Signing and Submitted 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 displays, which reflects all
entries from the previous tabs.

Basic Info Services Expenses Claim Status Documents ) Confirmation
Confirmation
T T e
je7e somted
BT TR T TS
BRI e e T [ TSI
~ Felomy (inchuding pre-trial diversion . .
jorzgon Deme ot oo sty Adult Defendant Criminal Case
TR S
12:1818.F TERMNATION OF STATUS AS INSURED BANE
oA S TN A ST ADERE T
am Oragon Atty - Bay Number. 37-61-0040 . preted E Sate e Federnd
14620 SE McLoughlin Bld AAnaciaic CCoCounnl pyppder Dicdender
Joowe SN o POV i MUY w MR
obons: 503 555 5 (Cagital Onby) Coume Attaracy Astarmey,
[Email: bdobrmske+Oregonatty@ca0. uscourts 2o
bdobruski-Oresoratry 2o i U N
— L
s ppeinement Date
T oo rat e By ot e ot
2122024
(CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
v P R— )
CATEGORIES CLAIMED ity *Borns StomNT REVIEW
J15. | . Asrai; and'or Plea .0
b. Bail and Detention Haannes ] 514
. Motion Hearings L0
d. Trial L0
£ Semtencing Hesrings 0
£ Revocation Hearmzs .0
. Appeals Court 1.0
h. Other .0
Totak .8 514
16. | 2. Interviews and Confarences 0
b. Obtaining and Feviewinz Records .0
. Legsl Rasaarch snd Brisf Wiiting 0 A
d. Travel Time 4 870,
&. Investigative and Other Work .0 300
Totak 4 5700
[ [ravel Epenses flodging parking meals, $0.00
rileags.
5 [other Expenses other than et $0.00
|~ lrawscripe. et -
GRAND TOTALS 521000

CLAMED AND ADJUSTED)
{9, CLATIFICATION OF AT TORNEY FUR THI FERIOD OF SERVICE Fn.awmmzw TERMINATION DATE 7 mERTNAFrl.CAEENSPDSHIDF

ASE COMPLETION
FROM 03/122025  TO: 03/122025
TELAW FTRM RAME AND MAILTNG ADDHESS.

I am Oregon Attorney
TIN (SSN): 10

Electronic payments will be sent to:
CIA checking

Routing Number: 123303
Account Number: s+ses

UMPQUABANK

Witk Py

bt CLATM STATTS

Have you previously spplisd 1 the court for compensarion and/or reimbursament for this cass? TES o
1f ves, were you paid? YES xO
than from the Court, have vou, or to your knowledge has anyone elss, received pavment (compersarion or arking of valus) from

any other source in commaction with this representation? YES NO  Ifyes, please attach supporting documentation
JSmrenr o e e erush s cacrecinon o he s smcmente.
Siznanwe of Attomey: Date Sizned:

APPROVED FOR PAYMENT - COURT USE ONLY
s TN COURT CoMF. [1470TT OF COURT CoMp. rirm\IlinL\xﬁ 5 OTHER EXPENSES 7 TOTAL AMT AFPRCERT.
E STCNATIRE GF THE PRESIDING TODCE ot frex TomeE cone
7T COuRT COOE i GTTOF COTRT CoME. [P TEAEL EXPERSES FE STRER TS T TOTAL AMT APPRCCERT.
o STCATINE O TRE CHIEF TUDGE COURT OF AFFEALS 0K [OATE i J0GE COBE TTAL AT, CERTFIED FOR
LELECATE: Paymans approved in exess of the smacucory cheaskald PAYMENT
H—

Asention: The notes you enter will be s

Public/Attorney n
Nobes

I swear and affirm the truth or of the above and the
account selacted is accurate.

o Submit

Date:

<P | [ Frmve] [ o> ][ iz B

Review to ensure correctness including the selected payment details.
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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.

Artention: The notes you enter will be available to the next approval level,

Public/Attorney | Any attorney notes here.,
Nokes

swear and affirm the truth or correctness of the above statements and the payment

Diate: 3/12/2025 13:24:8 NY - 0

aFirst || < Previous || Next> |[ Lest» | Delets Draft

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

A confirmation page displays, 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 detaids,
Please keep the following voucher number for your own records:

0101.0000150

Back to:
Home Page
Appointment Page

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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The active voucher is removed from the My Active Documents folder and now displays in the My Submitted Documents

section.

highlighted in gold.

= My Submitted Documents

To group by a partiadar Header, drag the column to this area. s“rda:[
Case Defendant Type Status
1;14-CR-08805-AA~ Jebediah Branson (= 1) CJA-20 Submitted to Court
S 06/12/2014 Claimed Amount: §9.20 Andrew Anders /01010000150
End: 06/12/2014

3 -AA- Jebediah Branson (= 1) CJA-20 Submitted to Court

St 03032014 Claimed Amount: 773.40 Andrew Ander.
1:14-CR-08805-AA- Jebediah Branson (& 1) AUTH ; Submitted to Court
Stact: 04/02/2014 Claimed Amount: 1,000,00 Chemist, Toxicologist S 0101.0000002
End: 01/01/1900

1 Page 1 of 1 (3items)

Notes:

e If a voucher is rejected by the court, it will reappear in the My Active Documents section and is

payment.

B My Active Documents
To group by a particular Header, drag the colunm to this area. Search: I
Case Defendant Type Status Date Entered
2:19-CR-01000-GMS- Sample Defendant (# 1) QA-20 - (RETURNED) - Voucher Entry 08/14/2019
Start: 05/16/2019 Caimed Amount: 958.80 Sample Attorney 5{
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
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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 SN S -
are based on the services that has been entered into the voucher.

Note: if the fee amount remaining after approved and pending is red, oucher #:
. . . . 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 (¥) to reveal details per category. In Court Services
Service Hours Amt.
Arraignment and/or Plea 0.3 346,50
Bail and Detention
et 0.0 $139.50
Motion Hearings i] 30.00
Trial 0 20.00
Sentencing Hearing 0 $0.00
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 51 $796.20

Conferences
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 I Basic Info Services Expenses. Claim Status Documents Confirmation
Attorney Enters

Basic Info

T CIR/DISTOI CODE T FERGON REFRESENTED
0101 Jabediah Branson
[T3AC DETDETNCAEER  |* DDT DRIDEENUAMER

Def.: Jebediah Branson

1:14-CR-08805-1-A4

TN CASEACITIER OF(Cave Name] |8 PAVAIENT CATEGORY 3 TTPE PERSON REPRESENTED X FTATION

S Folony (inchoding pre-trial diversion ;

[USA v Branson 2 Solony) Adult Defendant inzl Case

T orrE i

15:1825.F INSPECTION VIQLATION PENALTIES

T3 ATTORRETS NAME AND MAILLVG ADDRESS TS COCRT ORDER

Andrew Anders 0 . 0 OpFueel )P Subsfor Pederat

110 hiain Strast i — E O lomel Do Deseader
O L Losrued Counzel 0 0 Appoincing ') PSubs for Panet ) R Subs for Remined
(Capitl Oni) Conaid Anoruzy Anorazy

End Date: i Jserse Crmos Losmseso [x .

© Expenses: $0.00 .

14, LAW FIEM NAME AND MAILING ADDEESS

Tasks
Link To Appointment Payment Info
Link To Representation Preferre [Andrew Anders - Andrew Anders v |

Andrew Anders - Andrew Anders
Billing Code:0101-00002

. 110 Main Street
P
Import Service Entries (.csv) San Antonio, TX

78210 - US
Reports Phone: 210-833-5623
Form C1A20 Fax:

_ Defendant Detail Budget
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The Services page displays. 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

63

Services

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

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

contents of the imgorted C5Y file. -

- Additional Information

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

Date

Hours

Descripticn

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

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

n DocE
= Pages

For additional information refer to the eVoucher Online Halp.

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

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

Import Service Entries {.csv) |

Date = % Description

Service Type =

Doc#(ECF) | | Pages [ ] -
Hours \:I *  at §155.00 per hour.

Note: Existing time entries on your current voucher will be overwritten when you upload your .csv file. To
include any existing entries, you must manually enter them in your .csv file.
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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 I 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 veucher will be overwritten with the contents of the imported CSV file.

+ Additional Information

Import Service Entries {.csv)

Date -~ Description

Service Type |
beczn [ | ewes ] -
Hours E *  at §152.00 per hour.

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

Service Type Date Description Hrs | Rate  Amt

(Empty)

64

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 click Open.

Open | A20Detail.aspx?DocumentlD=m/Z0tF82LqPbSs6BnFBEQg==
4 ||« External Users > timeimport v o Search time import DENIE LOGOUT Stack Photos, Stock... 6Sinternal @ 6.5ext
Confirmation
Organize = New folder 2y @

[ Desktop A Name Date modified Type

[l Documents 3] CIA-20 Service Time Import.csv 9/2021 10:01 AM Microsoft Excel

& Downloads |system and saved in Comma Separated Values (CSV) format. The CSV file must o
e type values.

D Music
ntries on the voucher will be overwntten with the contents of the imported Csv fil

&= Pictures

B Videos

5 Local Disk (C3) mpart Service Entries (.csv)

= TempShare (Wac

= common (\lynx
=x work (\jungle\a
= software (Y\jung

= vander (g, .

File name: (| Microsoft Excel Comma Separa v

Hrs| Rate | Amt

(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 Info | Services Expenses Claim Status Documents Confirmation

Q 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 -2 cription

Service Type oA

Decs(EcH) [ | rages [ ] -
- ] ot 515500 per hour.

To group by a particular Header, drag the column to this area.
Service Type Date Description Hrs Rate | Amt
&. Investigative or Other Waork 07/01/2021 Test 0.1  $155.00 $15.50

&, Arraignment and/or Plea 21 Test 0.2 515500 $31.00

d. Travel Time 21 Test 03 s155.00 $46.50

b. Obtaining and Reviewing

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.

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

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-Defe t
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

Attorney: Kerry Reynoldswrap g:: ]D"Im:%y ;Bjofg“m

Adm. Mag Judge:

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

Appointment Appointment Info

1 FIRION RITRESINTID OUCHIR NUUBLE
firanse. le- Defendant
4 DEST KT DEFNTUERER [ AFPEALS DT DEF NTLEFR & OTHIR DKT DEF NUMBIR
[ 15.CR-01000.1.CKJ
1P NT CATECORY [# TYFE FERSON REFRESENTED 18 REFRESENTATION TVHE
Feony (mhading poe-tral Svensen

1 alteged feicey ) Auduls Defendant rmeral Caae
v 11 CFVENSEGE) CRARCED
17A: 102 F COPYRIGHT LAWS
. 1) COURT ORDER
Create New Voucher e . [ DFadaral F S e Pl
Dnfondar
() L Loarmsd Commial || O Appossnng [+ F fubs for [ -
- CCapetal Cul) Commsal Fusel Asorae  Amsrsn
5 Pro Se e T ,"L'“tl'llm X Afmanmatee
narye
1V Sl Commed

Prrise Lttgrme 'y Name

ispememems Dt
apnatmrs of Provstsng Judge oo By Oriden of the Court

¢ § Bade
ot o v i Fre Twnc Siwie
P12018

Reprment || VIS [/ ¥O

Vouchers on Flle

To group by 8 parboular Header, drag the column 1o ths area, Search: |

Reports Defendant Type Status Date Entered
Defencant Detad Budget Seort 18- I~ Suse Sample Defendant AUTH Voucher Closed 03/07/2018
jrreem— Clamed Amount: 2, 250,00 Irvestgator 'f“ 29700579026
Do tndee? ket s for debeitart Approved Amount: J, 750,00

Suse Sample Defencant (7 aUTH Submitted 5 Court 3072018
e Charreed dmount: 3,000, 50 Bty # B0
Report of attorney tme per case
{irchudes bot submtied and ot Sume Sampie Deberdart AUTH Submitied o Court 0307/2018
subwmitted dats) Clarneed Anount: 2, 500.00 Irreatagator & ER.0sr0
Ageoiniment Beoort Suet Sarmple Deflendant (= AUTH-24 Voucher Entry 0y30/2018
List of il sppointments per Clarned Amount: 0.00 &_-._:.:
aorrey (Arorrey e

Susee Sampie-Defendant CIA-20 Submtted 1o Court 05/10/2018

Clmed Amount: 454.25 Kerry R yrok ¥ enymes

Sume Sample Defendant (= CM26 [y - 0405/2018

Clamed Armount: 2,000.00 g AT

AQproved Amount: 3,000.00 e

i Page 1of 1 (5 items)

The authorization opens to the Basic Info tab.

CJA eVoucher | Version 6.11] District of Arizona | March 2025



CJA eVoucher for Attorneys | 67

Next, click Create New Authorization.

) Basic Info

Basic Info

1. CIR DIST DIV.CODE 3. N SENTED "OUCHER NUMBER
0970 Mickev Mouse
3. MAG, DRT DEF NUMBER 1. DIST. DKT DEF NUMBER T APPEALS. DKT/DEF NUMBER 6 OTHER DK1DEF NUMBER
2:17-CR-01000-1-FIM
[7.IN CASEMATIER OF(CaseName) |5 PAYMENT CATEGORY  |9. TVPE PERSON REPRESENIED |10, SENTATION TYPE
US v. Mickey Mouse Felony (mcludm.g pro-trial diversion |Adult Defendant [Cniminal Case
: of alleged felony)
11 OFFENSE(S) CHARGED
10:2408 M DEFENSE CONTRACT RELATED FELONIES, CONTRACTORS
12 ATTORNEY S NAME AND NG ADDRESS 13. COURT ORDER
[Kemry Reynoldswrap - Bar Number: 42474 O D Federal O F Subs for Federal
401 T Washington G:AAmachis O CCoCoumsel prenger Defeader
Phoenix AZ 85003 O LLearned Counsel @ O Appoisting O P Subs for Pasel O R Subs for Retained
Phone: 602-322-7150 (Capital Only) Counsel Attorney Attorney
O SProSe D IRt OAVNSNIN. o xamlibne
Attormey Se
O Y Stasddy Cosnsel
[Prior Attornex’s Name
|Appeintment Dates
iguature of Presiding Judge or By Order of the Court
14, LAW FIRM NAME AND MAILING ADDRESS Endget S Bade
ate of Order Nusc 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
- - to request additional funds for.

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

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

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

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

Master Authorization Information

Order Date it
Nunc Pro Tunc Date ::;']
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 || Next> || Last» | | save | | Delete Draft | | Audit Assist |
——
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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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 7.15.23; Investigator CV; Investigator DPS Photo ID)
MNote:
Click Upload All documents must be submitted in PDF formatand

must be 10 MEB or less.

$

Basic Info b Docy t Confi

Supporting Documents

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

File Browse
Upload
Descnption Delete  View

No Aftachments

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

Basic Info  F Documents Confirmation

Supporting Documents

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

File Browse..
D et
Upload
Description Delate  View
Investigator OFS PI ID Card Delate Wi
AZD AUTH. Investigator. submitted 7.15.19 Delate e
Investigator OV el Wiew
1
[ ] [<reos | meas [ s Delets Drat
S|
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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.

Public/Attormey

~ 1 swear and affirm the truth or correctness of the above statements _
| pate: 6/5/2018 15:36:40 | ~ Submit
= First ” < Prévicus ] [ Naxt > ” Last = ] [ Sarve ] l Delete Draft ] | Audit Assast ]

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 be able to create a CJA-21
voucher linked to the AUTH.
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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 approval for funds in
eVoucher and you’re requesting additional funds for a service provider.

From the Appointment Info page, click Create

next to AUTH.

The authorization opens to the Basic Info tab.

Next, click Request Additional Funds.

b Basic Info

Basic Info

Create New Voucher

AUTH

Authorization for Expert and
Services

3 MAG, DKTDEENU R

US v. Mickey Mouse

11. OFFENSE(S) CHARGED

[T ATTORNEY S NAME AND MAILING ADDRESS
[Kerry Revnoldswrap - Bar Number: 42474
101 W Washington

[Phoenix AZ 85003

[Phone: 602-322-7150

14, LAW FIRM NAME AND MAILING ADDRESS

[T CIR DIST DIV.CODE [3 PERSON REFRESENIED OUCHER NUABER
0970 IMickey Mouse
1. DIST. DK1DEF NUMBER T APPEALS, DR1DEF NUMBER 6. OTHER DK DEFNUMBER
2:17-CR-01000-1-FIM
7.IN CASEMATIER OF(Case Name) 3. PAYAMENT CATEGORY 9. TYPE PERSON SENTED 10 SENTATION TYPE
[Felony (including pre-trial diversion .
£ alleged felony) |Adult Defendant ICriminal Case
10:2408 M DEFENSE CONTRACT RELATED FELONIES, CONTRACTORS =
13. COURT ORDER
O A Associate 0 CCoComsat; (DDIWe: O F Subeforfeterl
O LLearned Counsel © O Appointing O P Subs for Pasel O R Subs for Retained
(Capital Ouly) Counsel Attorney Aftorney
O SProSe O T Retained 0 U Subds for Pro 0 X Admisistrative
7 Attormey Se Ry
O Y Staaddy Counsel
[Prior Attornex’s Name
|Appeintment Dates
ignature of Presiding Judge or By Order of the Court
ndget S Bade
ate of Order Nusc 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

his b

tton to create a new

request additional funds for.

| «rirst || <pPrevious || Next> |[ Last» |

| Delete Draft |

| Audit Assist |
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Next, select the original authorization for the service provider so that the additional funds will be linked
to the prior funding. The prior AUTH will change color 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 I Please Select the Authorization to request additional funds for: I
Us utton to create a new
au ID Number: 497579 Eavie Type: Iectiontor
Order Date: 01/01/2017 3 % g
: Estimated Amount: $3,000.00
Authorized Amount: $3,000.00 Notes: John Doe Investioator
Grand Total Amount: $0.00 & ESiHoD
ID Number: 497589 : -
p Service Type: Computer Forensics Expert
Order Date: 01/01/2017 Estimated Amount: $5,000.00

Authorized Amount: $5,000.00 s :
Grand Total Amount: $0.00 hiokes: Sile Forensic Dxpert

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 =
Nunc Pro Tunc Date EE
Repayment
| Estimated Amount $| 1125.00] = |
Authorized Amount $ Deactivated
Basis of Estimate |S?S,l'hr far 15 hours |
Investigative Services
.
Service Type Investigator v o=
’W_q_l_]ﬁhn Doe Investigator |
¢
«First | [ < Pravious |[ Next> |[ Last» Delets Draft [ Audit Assist

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.
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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 to view the
original authorization in a separate tab. You should remember to close the newly opened tab after

Request for Additional Funds on existing Authorization 497579

Order Date %

Nunc Pro Tunc Date ___E

Repayment ]

Estimated Amount $[  1125.00*

Authorized Amount $ Deactivated
Total Authorized $ 3000.00

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

Investigative Services

Description

Service Type Investigator W

Notes |Jchn Doe Investigator |

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

Step Click the Documents tab or click Next.

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 7.15.23; Investigator CV; Investigator DPS Photo ID)

Mote:

All documents must be submitted in PDF format and
mustbe 10 MB or less.
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Click Upload. l

Basic Info b Doc Confi

Supporting Documents

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

File Browse
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  F Documents Confirmation

Supporting Documents

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

File Browse..
I: 5 s r
Upload
Description Delete  View
Investigator OPS P1 1D Card Dalate Wi
AFD AUTH, Investigator. submitted 7.15.19 Dalete Wi
Irvvestigator O Dalate Wiew
Click Save.
1
| «frst || <previcus || Nea> || Lests Delete Draft
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 nobes you enter will be avadable to the next approval laal,
Public/ Attorney
Motes
~| 1 swear and affirm the truth or correctness of the above statements
[Date: o/572018 15:36:%0 ) 0 Submit

aFirst || <Previous || Net> || Lasts | | sawve | | Delete Draft | | Audt Assst |
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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 followang 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 be able to create a CJA-21 voucher.

Note:

e When requesting additional 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 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.

When submitting a CJA-21 voucher, the Authorization Selection section displays in one of two ways,

CJIA-21
Authorization and Voucher fi

and other Services

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

[USA v Branson

[Felony (including pre-trial diversion
of alleged felony)

[T CILDISTDIVCODE |2 PERSON REFRESENIED

0101 Jebedizh Branson

3 MAC, DRI DEFNUMEER T DIST DRI DEFNUMBER
1:14-CR-08805-1-A4

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

| A dult Defendant

£ APPEALS DKTDEFNUMEBER

9. TYPE PERSON REFRESENTED

[VOUCHER NUMEER
6. OTHER. DKT DEENUMEBER

10. REPRESENTATION TYPE

Criminzl Case

11 OFFENSE(5) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

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:

No Authorization Required

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

Note: The No Authorization Required link is located below the available authorization options.
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If you are using an approved authorization, select the appropriate authorization which is highlighted in blue. You cannot
continue until the authorization is highlighted.

Please Select the Associated Authorization

1D Number: 4 .

O Oate: 0310412014 Esimated ncunt. 100000
Austhorized Amount: $1,000,00 Motes: Abraham Ca=Ta

Grand Total Amownt: $1,500,00 '

ID Humber: 186

Service Type: Interprater Translator

Order Date: 02/01/2017 : .
rized Amount: $100.00 5::::«:1.-5\1 Amount: £5,000,000.00

Grand Total Amouwnt: §100.00

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 does 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

[[CIL DI DIV.CODE |- PERSON REFRESENIED [TOUCHER NUMEER

0101 Cztherine Brown

3 MAC, DETDEENUMBER T DIST. DRI DEFNUMBER. [ AFFEALS DRI DEFNUMEER |6 OTHER DRI DEFNUMBER
1:14-M1-07020-2-BB

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

[Felony (including pre-trial diversion

[USA v Roberts et al - k |4 dult Defendant Criminzl Caze
of zlleged felony)

1L DFFENSE(S) CHARGED

CIIP 18:13-3400F THEFT OF US. FROPERTY

[EXCESSTEELDMIT  |PRESIDSG JUDGE  |MAGISIRALE JUDGE DESIGNEE 1

5100,000.00 [Bzrney Ball

DESIGNEE 1

Authorization Selection

Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

Mo Authorization Requests Found

No Authorization Required

If your voucher compensation is under
the statutory limit and does not require
prior authorization.
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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 v -
authorization is being used, click the Toxicology report.
. 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 Details 110 Main Street
locked, indicating the attorney will be S oy 2
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 expgrt selected is authorized to Voo Aspusent. |

enter their own voucher, the Voucher ey E e e for Aling the voucher cloin part
Assignment buttons unlock,

indicating the expert can be s@\

and can fill in their own services and Voucher Assignment () Attorney @ Expert
expenses on the voucher. T Fekiatos who el b regmnidie v Tl e voucher coin port

*Note: Only experts registered with the service type selected appear in the drop-down list. If you wish to submit
a person for approval, you must contact the court to have the provider set up. The following documents are
needed to accomplish this: W9 form and CV/resume. These documents can be sent to the court with a request to
add the provider to eVoucher by email to: cia_evoucher@azd.uscourts.gov

Click Create Voucher.
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o [f the expert you selected is not authorized to enter their own vouchers in eVoucher, you must submit
the voucher on behalf of the expert. When you submit the voucher, the voucher displays 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 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, vou are done at this point and mav click Home or logout.

Payment Details

Beginning with eVoucher 6.11, service providers must have set up a Payment Account in the Vendor Manager System
(VMS). Upon creation of vouchers, attorneys should select the payment account for the service provider.

On the Basic Info tab, select the service provider’s payment account.

Expert Contact Info
I am Oregon Expert

us
5035555555
b .gov

/

Payment Details

Select the payment details. Payment accounts that are ready tu‘disp\ay below.

Law Office of Panel Attorney LLC

Law Office of Panel Attorney LLC
TIN (EIN): se-seeee50

Electronic pavments will be sent to:

CTA Checldng two

Routing Number: 081000032, BANK OF AMERICA, N.A.
Account Number: sssssases 32

Authorized Agent:
Iam Oregon AA Two

1 N CENTER COURT ST
PORTLAND, OR 97227-2102

bl
5035555555

If there is no payment detail to be selected, the provider has not set up their payment account in VMS and they should

be directed to do so.

Expert Contact Info
Test AZX-e101

101 Expert St

Phoenix, AZ 85080

us

222-222-2222

deadmail @actx. uscourts.gov

l

Payment Details

N

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

Save

« First || = Previous | [ Ness [ Leste

—
1T FAYEE"S NAME

Finzl Paymens

JCLADIANT S CERTIFICATION FOR FERIOD OF SERVICE: FROMTO
| Barsby camniy ik h n = fr s randared and w cemect, and hai I kave 21 ssaphn o recary

Signanme of Claimant Payes:

Payment details not selected

Go to the Basic Info tab and select the payment account

Inte=im Payment (&) Supplemenial Payment Wighialding Fayment (-==) (Toml —-}

Diate:
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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.

Basic Info | Services Expenses Claim Status Documents Confirmation

i

Click Add. Services
Description
Rate
e
-Add -Remnve
H * Required Fields
Click Save.
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 st §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. 10.0 | $37.50 $375.00

[CeFirst_] [<Previous | [ Next> | [ Last> | [Delete Draft | [Audit Assist |
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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
R T S—
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 attachad invoice. 200 $0.535  5107.00

Travel Misc. 11/03/2017 Hotel and Travel costs for 1171717 trip. See attached invoice and receipts. 0 $0.000 $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

CJA eVoucher for Attorneys

Next Iocated on the progress bar Basic Info Services Expenses b Claim Status Documents Confirmation
Claim Status
lsznoae 6122014 | =5 I [udonte 142014 |» j]
Enter the start and end dates,
making sure to select the Pt Chi
earliest date of service and/or ®) Fral Payment
expense as the start date and Irter mPpaymert (paymert #)
the last date of service and/or ::WN;:":;"
expense as the end date. Make
sure the dates listed here match D TN PG SR IPET NS O
the attached invoice.
shrst | [ <Prevons | [ Thext> | [TLsts ] m [ DeketeOnaft | [(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.
o 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 8/1/24 to 10/31/24; Doc 75.0rder Allowing Interim Payments for Investigator.filed 9/1/24;
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 |)

e ——
Description Delete  View
Doc 75.0rder for Interim Payments for Investigator.filed 9/1/17 Delete WView
Investigator DPS PI Photo ID Dalete Views
Delete Vigws

Invaice for Investigative Services from 8/1/17-10/21/17

j P — s
«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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Confirmation - Signing and Submitting to Court

On the Confirmation tab:
. . . . Artention: The notes you enter will be available to the next spproval level,

Verify all information is correct Publc/ttomay .

and that the Grand Total

matches the attached invoice.

swear and affirm the truth or correctness of the above statements and the payment

Diate: 3/12/2025 14:24:44 :

Select the affirmation check
box. This automatically time o Fist | [ = Previous | [ Mlewe> | [ Last> | Delete Draft
stamps the voucher.

Click Submit.

A confirmation screen displays indicating the previous action was successful and the voucher has been submitted. The
voucher is submitted next to the attorney for approval.

Success
This document has been submitted.

Click Home Page to return to the home page. ek e e Ll

Click Appointment Page if you wish to create an LA
additional document for this appointment. —
acK [0
Home Page
Appointment Page

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.

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

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

B My Active Docume S —
To group by a particular Header, drag the column to this area. amch:
Case Defendant Type Status Date Entered
2: 17-CR-01000-F1M- 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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Verify all information on
page is correct.

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

Step

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

Click on the Confirmation tab.
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Altertor: The notes you
Pubic/Attomey
Notes

1 certly that 1 have reviewed the above
information

Date: 6/19/2014 $:42:24

4

orvier wll e avadebie 1o the next apcrovyl level

0 Reject

[t |[ <prevous |[ Next> |[ Lasts |

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

court.

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:

Click Appointment Page if you wish to create an

additional document for this appointment.

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 created after you have submitted your transcript request (A0435,
AZ form) on CM/ECF.

Create

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

The Authorization opens to the Basic Info page.

PROCEEDING IN WHICH TRANSCRIPT IS TO BE USED (Describe briefly)

-
-
-

PROCEEDINGS TO BE TRANSCRIBED (Describe specifically). NOTE: For tmf transcripts, meafy e.g., voir dtre,

prosecution opening statement, defense Dpemng witness defense

argument, prosecution rebuttal, jury and/or mi: ©
-
-

Appol

an ‘
fendant
|s"‘m' i |

Handlin 30-Day hd

Order Date i

Nunc Pro Tunc Date %

< First ] [ < Previous | [ Next> || Last Save

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 6/1/24; Sentencing 9/1/24).

NOTE: For trial transcripts, specify, e.g., voir dire, prosecution opening statement, defense
opening statement, witness testimony, prosecution argument, defense argument,

prosecution rebuttal, jury instructions, and/or miscellaneous conferences.”).

Under Special Transcript Handling, If other than standard delivery (30 days), select the requested
delivery type from drop down menu (Options are: 14-Day, 7-Day (Expedited), 3-Day, Next-Day (Daily),
2-Hour (Hourly), and Realtime Unedited.) If other than 30-day delivery selected, you must attach
justification letter to the Documents tab.
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N :
Click the Documents tab or click Next, on the ote

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.

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

Basic Info ) Documents Confirmation

Supporting Documents

Ste p CI ICk V] pload File Upload (Only Pdf files of 10MB size or less!)
) File No file chosen

Description |

The attachment and description are added
to the voucher and appear in the bottom
of the Description section. - E \:.,
A0435 Form Delete  View
Click Save.
«First | [ < Previous | [ Mext> | [ Last» Save

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

A confirmation page will display.

Ve r|fy a I | | nfo rm atio n is correct Attention: The notes you enter will be available to the next approval level.
’ Public/Attorney
particularly in boxes 12-14.

Notes

Select the affirmation check box. 1 swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 9:28:36 4 Submit
Click Submit. Your individual login <rirst | [<previous |[Next> |[tast> |  [[save |  [(oektennat

and password will serve as your
electronic signature.
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A confirmation screen will appear indicating the previous action was successful and the Authorization Request has been
submitted.

Success

This document has been submitted.

Flease keep the following doasment 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 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
$13,600 and you need an additional $5,000 for a case total of $18,600, 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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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 noteworthy factor in the number of hours
claimed.

See attached document.

are a natevm‘thy factor in the number of hours clalmed and whlch were drafted onglnalht for th\s case (do not |ndude standard\zed
motions, etc., unless content was modified significanty).

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

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

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

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

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

9. Explain any other noteworthy circumstances regarding the case and the representation provided to support this compensation request.
Includs, f@ppﬂra\bfe (a} negubam with LS. a\ttmwe;/s office or law enforcement agency;: (B) complexity or novelty of fegal issues and factual

[¢<] o by the and ir e of the caser () manner in which dulies were parformed and
knowledge, skill efficiency;, ,wcw‘ﬂswnav"m and judgment reguired of and used by counsel; (e) nature of counsel’s practice and hardship or injury
resulting from the and () any - pressure of hime or other fBctors 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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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 format and

mustbe 10 MB or less.

Step Basic Info Justification | Documents Confirmation
8 Click Upload. -
P Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
File Browse..
Description
Description Delete View
Regquest to Exceed Stat Max.dated 10/1/2017 Dalate Vigw
L ——
[ «rirst ][ <previous f] mext> [§ Last» | save | [ Delete Dratt | [ 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 displays.

Anenibon: The neted you enter wil be arvalabie b5 B rext aggroval kel

. . . . P .
Verify all information is correct. Sl
Select the affirmation check box. +| 1swear and affirm the tristh or comrectness of the above statements

Date: 7/H3004 14:5334 ™ Submit

wLw

Click Submit. Your individual [opee ]l soewmn ) etz ] tae ) [ sme | | ooewont)

login and password will serve

as your electronic signature.
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A confirmation screen displays 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 displays 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.
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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 case number 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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On the Appointment Info page, in the Create New Voucher section, click Create next to

BUDGETAUTH.

Home Operations Reports Links Help login

Appointment

In this page you will find a
summary about this
appointment, including a list of
vouchers related to this

appointment and links to create
new vouche

B

Create New Voucher

AUTH Create
Authorization for Expert and other
Services

AUTH-24
Authorization for payment of
BUDGETAUTH

transcript
Authorization for Excess Atlasaa

Fees and/or Expert and other
Services on Budgeted Case

Create

CJA eVoucher | Version 6.11] District of Arizona | March 2025

Appointn
[1. CIR/DIST/DIV.CODE

0SAC
3.MAG. DKL/DEF.NUMI

7.IN CASE/MATTER OF

[United States vs. Pers

[10. OFFENSE(S) CHARG
12:1457 M PENALTI
11 ATTORNEY'S NAME
landrew anders

1 Attorney St

[Pierre SD 57501
[Phone: 111-111-1111

T T AT TTDAS WTANST AT
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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.

N BUDGETAUTH
) Wy DubcETALTH
L nke

Zzation

Link To Representation

Reports

Budget AUTH Form Report
Budget AUTH Form Report

Authorization Request Documents

| I Basic Info

Basic Info

Confirmation

I, CIR. TH5T DIV CODE T PERSON REPRESERTED
T = & Defendant

A MAG, DETDEFXSUMIER & DIST, DETDEFSUMBER
2:15-CR-01000-1-GAS

FOUCHER SUABER

E APPTALS. DETDEFNUMBER & OTHEE. DETTHEF NUMBER

T AN CASLALAT TER OF(Case Name)
IUSA v. Sample Defendant

B FAVMENT CATLGORY
[Felony (mcluding pre-trial diversicn

® TYFL PEESON EEPRESENTED 10 EEFRESENTATION TYFE

1. OFFENSE(S) CHARCED

[Sample Ancaney - Bar Number: 00000
HO1 W Sample Strest
[Phoenx AZ S5004

o alleged felony) ladult Defendam Criminal Case
[8:1324.F B-1324(a) 1 AN and ()1 WBN1) - Transporiation of an Tlegal Alien for Prodin
13 ATTORNEY'S NAME AND MAILING ADDRESS 13 COURT DEDER
O T Fedural O F Suba for Fadarald

O CCoCommmd o pter Defendas

0 L Learmed Counzel =@ 0 Appoiaciag 00 Flabs far Famel 0 K Sabs for Reiained

I A Amiriang

[Phone: 602-355-1234 - Fax {Capital Quly) Ceanml Amarmey Amarney
. o T Eetuined O USabsfarPre
1 % Pro Se Atssrasy 5 0 X Adminimrarive
O ¥ Staadby Counsel
[Frsar Antermess Name
A ppeinment e
- af Praciding Jadge or By Order of the Coart
14. LAW FIRM ¥AME AND MAILING ATRESS [Debarab M Fine
orate af Chwdae Nunr Pro Tass Dwts
516200
Repaymest O YES @ NO
I.ummmnr =
Budget Phase/Stage [Pretrial -
Attorney Funding Information
Current Lakion Limit 3 11, 500,00
Requested Additional Attorney Fees  § 40, 000,00 | = I
Authorized Addiional Attomey Fees  § -
Grand Total Authorized Attomey Fees  § 11,500.00
Nobes |
[=rst [ <Previows | [ Met= |[ Last=
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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 click Add. Note that the
provider request displays in the grid below. Continue to add service providers and click the Documents
tab when complete.

Basic Info | Authorization Request Documents Confirmation
Request For S
Service Provider Type |Documents Examiner
I 4 Previous Authorizations for this Provider Type:
1D Numb_er: 854057 Service Type: Documents Examiner
(@ 2 (P ize QP pIoiLe Estimated Amount: $1,000.00
Authorized Amount: $1,000.00 Notes: e
Grand Total Amount: $1,000.00 )
Previouly Authorized Amount $1,000.00
additional Amount Requested 10000.00| =
Add Remove
* 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.

Request For Service Providers
Servioe Peowider Type Actountant
u—

* Previous Authorizations lor this Provider Type: :

'Y
Freyi Authoreed Amoue $
Addtions Amount Requested 1000.00 *

W Prendogs Authozatons Hane
Descrpten

Baskc Info & Auth ation Confirmation
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On the Documents tab, upload any relevant documents, and click the Confirmation tab.

Basic Info Authorization Request ) Documents Confirmation

Supporting Documents

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

File
Description

No file selected.

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 I $100,000.00 [Cusrent Representation Limit $100,000.00
Authonzed Addisosal Anomey Fees
\Grand Total Authorized Amorney Fees $100,000.00
INOTES
Requests For Service Providers
Additional Additional
[Service Provider Type ?":j:::' Antheriond Amount Amount Description
[ Requested Authorized
Chemist Toxacologast $0.00f $500.00 Chemist
| Baltstics $0.00 $2,000.00
Totals $0.00; $2,500.00
[Order Date Numc Pro Tusc Date [Budget Phase Stage
initial
Signature of Attorney [Date Signed Requested Amount
andrew anders $102,500.00
Signature of Presiding Jodge Date Signed Uudge Code | Approved Amouat
Signature of Chaef Judge, Court of Appeals(or Delegate) [Date Signed Uedge Code Approved Amoust
_ Attention: The notes you enter wil be avalable to the next approval level. =

s ‘

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

Date: 7/1/2010 14:59:3 0 Submit

[=rst_| [<Previows | [ N> | [ Lasts ]
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A confirmation screen displays, indicating the previous action was successful and the Budget AUTH has
been submitted to the court. Click Home Page to return to the home page or click Appointment Page to
create an additional document for this appointment.

Home Operations Reports Links Help login

Success

This document has been submitted.

Please keep the following document number for your own records:

08AC.0854055

Back to:

Home Page
Appointment Page

CJA eVoucher | Version 6.11] District of Arizona | March 2025



CJA eVoucher for Attorneys | 99

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 (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. (not just credit card signature slip).

Click the case number to access the Appointment Info page.

B

To group by a particular Header, drag the column to this anea. Search:
Case Defendant Typee Status Date Entered
2:19-CR-01 200-51- Sarphe Defendant (= 1) Ca-20 - voucher Entry 0B/22,2019
ark Claimed Amount: B,437.78 Sample Attormey - Edit
Erd:
3:19-CR-ADBOM-5]- Sanple I.‘Ja‘endsnt #=2) CA-20 _ oucher Entry 08222019
Start Claimed Amount: 2,317.29 Sample Attorney N Edit

Page 1 of 1 (2 Rens)

Case Tithe: USA v. Defendant et al
Attomey: Sample Attormey

Case: 2:20-CR-00001-51

Case TRle: USA v. Sarple Defendantl
Attomey: Sample Attornay

Case: 2:19-CR-01200-5]1

Defendant #: 1

Case Thle: USA v Sarple Defendant
Attomay: Sample Attormey

Appointm ents Defendant

- . Defendant: Sample Defendant
Case: 3:19-CR-08000-5)
W Representation Type: Crimina Case

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

Fres. Judge: Sample Judge

Adm Mag Judge:

Defendant: Sample Defendantl
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 01,0220

Fres. Judge: Sample Judge

Adm Mag Judge:

Defendant: Sample Defendant
Representation Type: Criminal Case
Order Type: Appeinting Counsel
Order Date: 02/01/19

Fres. Judge: Sample Judge

Adm Mag Judge:

Page 1 of 13 kers)

CJA eVoucher | Version 6.11] District of Arizona | March 2025



https://www.gsa.gov/travel/plan-book/per-diem-rates

authorization.

Appointment
In this p

CJA eVoucher for Attorneys

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

Appointment Info

summary 1. CIR./DIST/DIV.CODE

2.PERSON REFRESENTED 'OUCHER NUMEBER

Sample Defendant 1

itm 1.MAG.DKT/DEFNUMEER 4.DIST. DKT/DEF NUMBER 5.AFPEALS.DKT/DEF NUMBER 6. OTHER . DKT/DEF N UMBER
2:20-CR-00001-1-8T
7. IN CASE/MATTER OF(Caze Name) § PAYMENT CATEGORY 9 TYPEPERSON REPRESENTED 10. REPRESENTATION TYPE
. Felony (including pre-trial diversion -
784 v. Sample Defendant1 o alleged folony) |Adult Defendant ICriminal Case
11. OFFENSE{S) CHARGED
10:2408 M DEFENSE CONTRA CT RELATED FELONIES, CONTRACTORS
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13.COURT ORDER
Create New Voucher Sample Attorney - Bar Number: 00001 . [[]DFederal []F Subs for Federal
| Sreet Name []A Associate []€ Co-Coumel etend etem
AUTH Create et A 7 85003 encer eneer
Authorization for Expert and cther OSN "l DL Learned Counsel OAp]:nlnmg DPS\Absfnr Dn Subs for Retained
Services Phone: 111-222-3333 {Capital Only) Counzel Panel Attorney Attorney
Cell phone: 111-555-1212 []TRetained [ ] U Subs forPro i
AUTH-24 Create []sErose Aroray - [ X Administrative
Authorization for pay ment of transanipt []¥ Standby Counzel
B"DG_E"\UTH Create [Prior Attorney's Name
Authorization for Excess Attomey Fees |5 ppointment Dates
and/or Expert and other Services on Signsture of Presiding Judge or By Order of the Court
Budgeted Case Sample Tudge
720 Create 14 LAWFIRMNAME ANDMAILING ADDRESS ]1)“2“:2“5;)5““‘ Nunc Pro Tunc Date
Appointment of and Authority to Pay -
Court-Appointed Counsel Repayment [_] YES [v]NO
GA-21 Create i} yguchers on File
Authorization and Voucher for Expert
and other Services To group by a particular Header, drag the column to this area. Search:
CIA-26 Create Case Defendant Type Status Date Entered

Satement for a Compensation Claimin
Excess of the Statutory Case
Compensation Maximum: District Court

TRAVEL

Mo rows have been recorded on the database

No data

Authorization for pay ment o

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.

TRAVEL
Attorney Enter

Basic Info

Lieio c

T TR DT B COBT.
270

T FERAON GUCHER NUMBER
ample

eadant]

Link to CW/ECF

(T 3IAG. BT DL NOmER

BIST DT DLF NUMBER. TAFFEALS. oTHER

p-20-CR-00001-1-51
T T S FATSIENT CATEGORY 2 o T
S : [Felony (including pre-trial diversion of
» JUSA v. Sample Defendant] ol ) A dult Defendant [Criminal Case
[T orrvsrm oneeas
10:2408 M DEFENSE CONTRACT RELATED FELONIES, CONTRACTORS
) Azmuni Clalmod: 108 e e e
[ [ nele toemey - Bar Namber: 00001 © A Assscae O Goocuma [DFder O F Sl for et
[Phoenix AZ 85003 OLLewmed Comsd 3 Odppeistiag O PSubsforFanel 0 RSebsfor Evaised

Phone: 1112223333
Tasks ell phone: 111-555-1212

Link To Representation

(Capirst Oty Consal v
O T Retsinst

0 sPrase ——

O USsbsforPrase 0 X Adminbtrative

O ¥ Standby Conmsel

{ Prosiding Tuags ar By Order 41 ha Caurt

14 LAW FIRM NAME AND MAILING ADDRESS

ample Judge
fout st orter

22020

Reprrmest 0 VES @ 8O

Nuse Pro Tusc Date

Travel Agency to be Used:

< Previous

Natianal Travel Service (NTS)
National Travel Service (NTS)
707 Virginia Street East

Suite 100

Charleston, WV 25301

Phone: (B0D) 445-0668
Fax:

Email:

Delete Draft | Audit Assist
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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

Estimated Dates of Travel:

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

Airline Tickets via CJA Government Travel Agency: Complete the estimated 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 displays in the grid below.

Add Remove

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

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

a particular Header, drag the column to thes area.

Purpose and

Traveler Travel From Travel To Travel Dates Estimated Authorizec Court Notes
Justification
Ingrid Investigater  Phosnix, A2 Orlando, AL 10/15/18-10/18/19 LOCAE and interview 1220.00
wANEIEEE
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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.

g Iﬁ.n'I?I.E'I: nkiers

Link b CHIECF

Basic Infos Authorizalion Request ¢ Documents Confirmation

Supporting Documents

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

M ASa-hmenis

Note: it is helpful to the reviewer if you attach a summary document indicating the details of how you got to the total
amounts being requested for Estimated Costs (Airline Tickets, Ground Transport, Subsistence (hotels & meals) and Other
(if any). If you have an estimate from National Travel, please attach it.

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, click Submit.

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

Molly Mitigation  |Phoenix, AZ Washington D.C.| 11/1/19-11/4/19 |Mitigation Interviews $1,400.00
Ingrid a 10/15/19%- Locate and interview -
Investigator Phoentx, AZ Orlando, FL 10/18/19 inescts $1,220.00

TOTALS: $2,620.00
Signature of Attomsey Date Sigred:
Signature of Presiiing Judge Date Signed Judge Code Approved Amount
Sigmtuse of Chet J'.:‘age. Comtof Date Signad Judge Code Approved Amount
Appeals (or Delegate) . .

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

Public/Attorney -
Notes

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

Date:

0 Submit

[ << First | | < Previous | | Next> | [ Last>> | Déelete Draft

[Save]
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A confirmation screen displays, indicating the previous action was successful and the TRAVEL
authorization has been submitted to the court. Click Home Page to return to the home page or click
Appointment Page to create an additional document for this appointment. The TRAVEL Authorization
now displays 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 Voucher
Review Unit 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 result in 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.

) 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.

10t

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

Current statutory maximum or
amount of excess fee limit (after
CJA26 or Budget AUTH approval)

CJA-26 and/or Budget AUTH
Requests for Add’| Funds
(Requested/Approved)

3:17-CR-08000-1-J1

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
clamea S e veuner
Voucher ) Circuit
Voucher Dates Fees Expenses Total Fees Expenses Total Claim Status
Number ved
Voucher Info Appro
P . Travel Other Travel Other
or prior
Attorney: George Altorney (Appeinting Counsel) -
counsel [~ @
09/29/2017 to 05/31/2018 | 0970.0508332 $4,583.60 514363 $13.15 $4,740.38) 54,344.40 $141.49 $13.15 $4,499.04 Final
Total Claimed/Approved: $4,583.60 $143.63 $1315 $4,740.38 $4,344.40 $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)
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 Claimed/Approved:  $11,362.00 $518.27 §210.63 $12,090.90 $0.00 $0.00 $0.00 $0.00
counsel Pending Approval:)  §11,362.00 $518.27 §210.63 $12,090.90
Attorney Voucher Grand Totals
Claimed Fee Amount Remaining
Aft At ed
Fees Expenses Total Expenses Appr;\rred a::l?’g%?i:g
Travel Other Travel Other
Total Clainied/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.

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

voucher row wi

Approved column displays amount approved by
the court. If a voucher is not submitted the

*NOTE: Counsel may not
display in order of
appointment so current
counsel should look at the
total listed at the bottom of

Il be blank.

all counsel listed.
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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 $6,005.44  $5,385.00 $606.88
$367.50 $0.00 $0.00 $367.50 $360.00 $0.00
$1,470.00 $83.52 $0.80 $1,65432  $1,262.50 $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
AUTHORIZATION TOTALS

Amount Requested: $8,250.00

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

e 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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Other Available Attorney Reports

The following additional reports are available for attorney use. The link for each report will take you to the instructions
for how to run the report.

How to Review Attorney Time by Date Report

This report can be used to verify time billed across multiple cases on a given day or range of dates. The attorney version
of this report displays time for both submitted and unsubmitted vouchers.

How to Verify Cases on Appointments' List

On your home screen, in the section titled Appointments' List, is the list of cases for which you have not yet been paid.
Cases come off this active list when a voucher has been certified for payment, when we have been asked to remove it by
the attorney (typically when they do not intend to submit a voucher), or when more than 2 years has passed since the
case closed and the CJA Voucher Review Unit has administratively terminated.

How to Review Appointments Report

On your reports menu, you have access to an attorney report titled Appointment Report. This report contains a list of
cases for which you have been appointed and the status of any vouchers.

Vouchers Paid Report

On your reports menu, you have access to an attorney report titled Vouchers Paid. This report contains a list of vouchers
paid during selected range of dates. Payments will only show on this report once the payment system has communicated
to eVoucher that the voucher has been paid.
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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 displays 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 =]
Row Errors late Hours Description [Service Type Docs Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arrzsignment and/or Plea
Row 9 Hours is missing; 11/2021 |Test 16¢c. Legal research and brief writing
Row 10 51?]‘;ésﬁ?m";‘iitvh;u';“gm( value only; Pages 155051 oo 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 follow steps 4-5 in the Importing Service
Entries on Previously Created CJA-20s section to attempt the import again.

Basic Info I Services Expenses Claim Status Documents Confirmation

o Import failed. .
5 errors were found in (I4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors ang try_again

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 om
format. The CSV file must contain all required column headings and data types. Please download ou sample spreadshee’

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.

a Separated Values (CSV)
or the correct column headings

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 [ 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 Nearing 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.

AutaSave (@ off = Copy of CJA-20 Service_Time_Ilmportxlsk - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

i Cut Calibri oA A
T =
Paste Rk
= < Format Painter

’0‘7‘ - EE} Wrap Text Text

oA

= = Merge&lCenter > $ ~ % 9 (_UE

Clipboard ] Font ] Alignment ] Mumber
F14 & I
A | B | C |
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] adlaianna T T N & mdmsim T ACm Ao

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

Good morning

~ New
MNew
A [
(]
= Open 2
a
Info 7
Elank workbook
Save
Save As
Save as Adaobe | /O Search

PDF

Print Recent  Pinned Shared wi

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

’I\ &= T: > FS » CJA > 6.6 > Job Aids > External Users > time import

| CJA-20_Service_Time_lmport

Excel Workbook (*xlsx)

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

Excel 97-2003 Workbook (% .xls)

C5V UTF-8 (Comma delimited) (*.csv)
XML Data ("xml)

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

Excel Template (*x/t)

Excel Macro-Enabled Template (% xltm)
Excel 37-2003 Template (*xlt)

Text (Tab delimited) (*.bct)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*xml)

d tiatebalintii bttt 3|5
CSV (Comma delimited) (*.csv)

| —

T TeCRaee .prn)
Text (Macintosh) (".txt)
Text (MS-DOS) (% txt)

- [_lr:,n Save

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.
~
"~ Name Date modified

3t Quick access

@ CJA-20 Service Time Import.csv 021 10:01 A
Documents -+

@ CJA-20 Service Time Import.xlsx 0
4 Downloads . - = .
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