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Associate Attorney Services

Beginning in eVoucher v5.2, an appointed attorney using the services of an associate
attorney may add claims for services and expenses to their own CJA 20/30. To do this, the
appointed attorney must contact the court or federal defenders office to ensure the
associate attorney is set up in eVoucher and to have the associate attorney added to the
appointment. Once this is done, an attorney having an associate on their appointment may
add associate services and expenses to a CJA 20/30 and submit together with their own
services and expenses on the same voucher.

Note: When adding an associate attorney to an existing appointment, the staff user
creating the appointment may specify an hourly rate for the associate which less than or
equal to the statutory hourly rate. Payments will always be made to the appointed
attorney's preferred payee billing selected on the Basic Info tab of the CJA 20/30.

As the Appointed Attorney, add services and/or expenses for
an associate to a voucher

St Action
e

1 On the Home Page, select a case from the Appointments List grid.

Home Operations Reports Links Help  logout

Wielcome Perry Mason: My Profile

-
b ATTORNEY " e
Search Existing Appontments:  Search

To group by a particutar Headar, drag the column to this area, Search: | Appointments Defendant
Case  Defendant Type Status Date Entered All cases have been cumently assigned

Mo rows have baen rezorded on he datsbase

Mo data

To groun by a particuslar Header, drag the column to this area. Search:|

Appointments Defendant
Case  Defendant b} Status Date Emtered
oo G:18-C0-01100-06) (iw— Defendant: John Smith hicss
Defendant #: 1 i Representation Type: Criminal Cace Mo fows have been racorded on the database
CR8G- Thle: S .S, gg: i 08/01/18
Mty iy, P Pres, Judge: Dasinas Judge N data
A, [Mag Judge:

1 Page 1 of 1 (1 items)

To group by & particulsr Haadar, drag the column to this ares. ml
Case  Defendant Type Status Date Entered

Mo rows have been recorded on the database

To group by 2 particular Header, drag the column to this area. seuduﬂ
Case Defendant Type Status Date Entere
S18-CRO1100-... John Smith (= 1 faren Voucher Closed 07/06/2018
ot 0G00I Chaimed Amount: 40... Perry Mason V4, Gsacossnre
End: 061572008 Approved Amount: 3... INTERIM PAYMENT

1 Fage 1 of 1 (1 ems)
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Click Create next to CJA 20 (or CJA 30 if the case is a Capital Case).

Home Operations Reports Links Help

logout

| 1]

Appointment Info

Welcome Parry Mason (Attormey )

T AFPEALS DRTDEF NUMEER

[(]A Asiociate
[ L Lurmed Conasl [ © Apposating || P Subn for
Eapital Oty Faned Atroraey

m [P Federal [ Sub for Fedurat
[]€Cs-Commal

[ R Sabefor Ratained
Atterney
[[]5Prose [y Rrmlaad [JUSSbkePrs )X Atminitraore
G\'m(“
Prios Attorser’s Name
[\ppoiztment Duin

[Desmree Judge
f0ate of Ordar
12018

Tepaymest [ VIS [4]¥0

Naumc Pro Tunc Date

Authorization and Voucher for
Payment of Traracript

CIA-24 Create

Vouchers on File

7o oroup by a particutar Headar, drag the coiumn to this ares. Saarch: | |
Case Defendant Tvpe Status Date Entered
S1B-CROLIO0DRT  John Smith [+ 1 =TT 07/08/2018

TRAVEL

Austhorization for payment of Travel

vt GROLTOLE Caimed Amount: 406.70
Enck 061152008 Approved Amount: 399.20

Perry Mason

Fage 1 of 1 (1 fems)

On the Basic Info tab, in the Associate Info section, select the level of access to this
voucher that the associate attorney will have, if any.

Option

Not on
Voucher
(Default)

On Voucher,
No Edit

On Voucher,
Can Edit

Description

This voucher does not include any claims for services and/or expenses for
the associate attorney.

This voucher includes claims for services and/or expenses for the
associate attorney. While the voucher is in Voucher Entry mode, the
associate will have read-only access to view only their own entries on this
voucher. Only the appointed attorney will be able to add, remove, edit,
and save entries on behalf of the associate.

This voucher includes claims for services and/or expenses for the
associate attorney. While the voucher is in Voucher Entry mode, both the
appointed attorney and the associate will have the ability to add, remove,
edit and save only their own entries on this voucher.

Note: In the Payment Info section, payment for this voucher will go to the selected
Preferred Payee.
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Home Operstions Reports Links Help  logout

Wislerme Perry Mason (Altorney)

;: C -~ I Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
e T GUTITR RUSIER
0
i x [T AFFEALG DRTDEF NUMBER @ OTHER DATDEFNIABER |
Link to CMIECF
=0 ECOR T TVFE FERSON REPRESENTED T8 REPRESENTATION TVPE
Voucher #: i Y
= : mith of alleged felony) {.dult Defendant Criminal Case
= TETENGL) CHARGED
En 3:9908 F FRAUDS AND FALSE ENTRIES, REPORTS OR STATEMENTS
T ATTORNET S NAME AND MATLING ADDRESS i
@ Services: $0.00 - Perry Mason - Bar Number: 123456 L . 1 D Federal O F Suby for Fedaral
123 Misin Street 0 A Anediste 0 €Colommd o
Orlando FL 31825 0 Llekraed Coumel @ OAppoisting 0 P Suba for Fanel 0 R Sube for Retained
Phone: 202.502:3274 - Fax: (Copica Oalr Comd Anaray Attoraey
o SPrase iaEaaied O USRCPE X Admisherstn
0 ¥ Stuadiyy Counnel
Tasks [Prier Atiormey's Xame
Duin
Link T Appointment ﬂ: Hy Orider of the Cowry
- . 14 LAW FIRM NAME AND MAILING ADDRESS [Desiree Judge
Link T Bepresentation It of Order mnc Pro Tunc Duse
1612018
Bapayment 0 VES © NO
Reports
P Payment Info Associate fa
Defendant Summary Budget Repoet Preferred Payee | Pamy Mason v| Della Street [ 000 (L
Totals onky of budget inf for Perry Mason | On Voucher, No Edit
defondost Billing Code:0SAC-038472 [lon Voucher, Can Edit
123 Main Strest
[Form CIA20 Orlanda, FL
32825 - US
Defendant Detad Budget Report Phone: 202-502-3274
Detail budget info for defendant Fa:
- Atorney Report
J=rrt | (< Provious | [ et > ][ tast= [se | Delete Draft | Audit Assist |

4 After selecting On Voucher, No Edit or On Voucher, Can Edit, click on the Services tab to
enter service claims for either the appointed attorney or the associate. The Services tab will
include an additional Attorney drop-down field. If no selection is made on the Attorney drop-
down field, then service entries added to the voucher will be for the appointed attorney. To
enter a service claim for the associate, select the associate's name in the Attorney drop-
down.

Home Operations Reports Links Help login

Welcome Perry Mason (Attormey)

,—: ca20 Basic Info b Services  Expenses  Claim Status  Documents  Confirmation
Services
Attorney I| '|
Link to CM/ECF Date | Dells Street Wfe—
Service Type Parry Mason
Doc.# (ECF)

@ Expenses: 30.00 - Attorney prion m. Rate  Amit

ty)

Link To Appoiniment
Link To Reprosontation

Reports
Attoeney Tine

Defendant Summary Budget Report
Totals anly of budget info for

A [eFot || <Previous |[ Wet> || tast= | [ Save | [ DeleteDnaft | Audit Aswist
Foem CIAZ0

Defendant Detad Budget Report
Detail budget info for defendant

Sppuintment - Alternay Bepon

5 Entries added for the associate will be added at the rate entered by staff when the associate
was added to the appointment. The rate may be at or below the statutory hourly rate.
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Service entries for the appointed attorney will appear at the statutory rate (non-capital or
capital). The Attorney column in the grid indicates for whom each line item applies.

Home Operations Reports Links Help

fogin

Walcomme Perry Mason (Attorney)

g SAeanE L Basic Info b Services  Expenses  Claim Status  Documents  Confirmation
Services
Attomey Della Street - ff—
Date [sr4r2018 | =30 Dascription
Service Type: x|
ST T — -
P R

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

Attorney Service Type Date Description Hrs Rate  Amt
Della Sireet i ey Aetndey Obtained and d 20 §7600 515000 W—
Perry Mascn 8. Arrasgrement and/or Ples OHO4HI0I8 Actend infial appearance and arraignment hearing. L0 SO0 S1IL00|  affe—

Attomey Time

Defendant Summary Budoet Report

Totals only of budget info for :

Crfendont |EE oo | [t [(asts ] [(ove | [ooetennh]  [Audeasa]

Form CIAZ0

Defendant Detail Budoet Report

Detail budget info for defendant

dponintment - Attorney Report

5 On the Expenses tab, if no selection is made in the Attorney drop-down, then expense
items will be added for the appointed attorney. To apply the expense to the associate, select
the associate's name in the Attorney drop-down field.

Home Operations Reports Links Help  logn

Welcome Perry Mason (Attomey)

g CIA-20 Basic Info Services | Expenses Claim Status Documents Confirmation
Expenses
Attorney Della Strest - | —
Date [os/os/zs |2 Descripton
Expense Type A g
M | e et50.55 per mie
Amount Add || Remove |
* Required Foeids
To group by & particular Header, drag the column to this ares.
@ Expenses: $5.00 “ | Attorney Expense Type Date | Description Mile Rate  Amt
Dells Street Photocopees 09/04/2008 Copses of court documants. 0 $0.000 $5.00

Click on the Claim Status tab to view the start and end dates of the voucher and other
information, if entered by the appointed attorney when viewing. This tab is always read-only
for the associate.
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Home Operations Reports Links Help  logout

Welcome Della Street (Attorney)
g CIA-20 Basic Info Services Expenses | Claim Status
Voucher Entry —

Claim Status

Link to CM/ECF

Payment Claims
1 Date Final Payment
* et |2 et
Supplemental Payment
s e o
== Reminder: Please selact the appropriate claim status.
Tasks
Link To Appointment b o e No
1. Have you previously apphed to the court for andjor for this case?
IF Yes, were you paid? Yes Mo
2, Other than from the Court, have you, or to your knowledge has anyone else, received payment Yas N
or anything of any other source in connection with this representation?

* Regquired Fisids

= First I < Previous Nt > I Last = Save

When all entries for services and/or expenses have been added to the voucher, click on the
Claim Status tab and complete the required fields, submit supporting documentation on the

Documents tab in PDF format, if any, then click on the Confirmation tab, to Submit the
voucher to the court.

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

Date: 9/4/2018 16:21:16 0 Submit

As an Associate Attorney, add services and/or expenses to a

voucher (On Voucher, Can Edit)
St

Action
ep

1 Log into eVoucher, and in the My Active Documents, click Edit next to the voucher in
Voucher Entry status.

Note: Associate appointments will appear in the Appointments List grid with the Order

Type of Associate For (the appointed attorney’s name). Only the appointed attorney
can create vouchers.
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WWelcome Dela Street (Attomey,

Welcome Defla Strest: My Profie

P
“ ATTORNEY T o
‘Search Existng Appontments:  Search

To group by a particular Header, drag the column to this area. Search: | _ Appointments Defendant
Case Defendant Type Status Date Entere Al cases have beon curmently assgned
5;18-CR-01100,,, John Smith (# 1) CIA-20 = Vewscher Enlry e G
Start Claimed Amount: 1. Pesry Mason - Gt ff— Noguty
Erd
1 Page 10f 11 items) P —
= - To group by a particular Header, drag the column to this area. Search: |
ety et |
Case Defendant Type Status Date Entered |
Appointments. Defendant |
- Mo rows have been recorded on the database
T g Defendant: John Smith
g—“ﬂlf%li’ﬂ]ﬂ‘] Representation Type: Criminal Case No data
mb:dudu‘nu: U'_Ii.hvsﬁvlﬂl Order Type: Associate For Perry Mason
Attorney: Deba Street Ordes Dter.
Pres, Judge: Desiree Judge
1 Page 1of 1 (1items) To group by a particular Header, drag the column to this area. Search: |
Case fend, Type Status Date Entered 1

Mo rows have been recorded on the database

No data

Cases Decwnenty !

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

Case Defendant  Type Status Date Entered |
Mo rows have been recorded on the database

No data

2 The Basic Info tab contains read-only information about the case and appointed attorney.

Note: Documents may only be uploaded and the voucher submitted by the appointed
attorney, therefore, the voucher does not include the Documents or Confirmation tabs

when viewed by the associate.

Home Operabons Reports Links Help logout

Welcome Della Street. (Attomey)

b Basic Info Services Expenses Claim Status

Basic Info

B AA o et ' 0 D Federal ) F Saby for Federal

O LLearsed Cowsiel 0 OAppoisting  © P Sebafor Pasal [ K Subs for Retained
Attoraey Amsrsey

(Capiad Oulr Consul ”

o O T Retained 0 U Subs for Pre

0 $Prese A 50 X Admazintrate
0 ¥ Standby Comnal

[Prisr Attormay’s Name

d’mh Judge ot By Ordar of the C
o wert
e of Order 3 Nunc Pro Tunc Date

Beparmest o YES ® NO

3 Click on the Services tab to add services. Complete the required fields and click Add.
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Home Operations Reports Links Help  logout

Welcome Delly Straat (Attorney)

’: ClA20 Basic Info b Services Expenses Claim Status
Services
Date a/7j2018 | 5] Description
Link to CM/ECF Service Type el
Doc.# (ECF) | | Pwes . . -
Heurs | * &t $75.00 per hour, | Add |

@ Services: $150.00
To group by a particular Header, drag the column to this area,

@ Expenses: $5.00 Service Type Date  Description Hrs Rate  Amt

. Obtmining and Raviwing
Tasks
Link To Apgointment

q 09/04/2018  Cbtainad and reviewed court documants. 20 $75.00 $150.00

|1F&u < Previous | [ Mext> |[ Lasts Save

4 If there are expenses to be claimed, click on the Expenses tab. Complete the required fields
and click Add.

Home Operations Reports Links Help  logout

j:: CIA-20 Basic Info  Services | Expenses  Claim Status
s Voucher Entry —
Expenses
Date s/7jaome | =2 Descrgtion
Link to CM/ECF Expansa Typa - :
M at $0.55 per mile. =
Voucher #: - [ 1. E Romorei]
* Required Fields
@ Services: $150.00 -
To group by & particular Header, drag the column to this area.
ometre____[oen oo e e
Cther Expenses .m_-‘QJ_-'an!. Associate Expense o | 0000 $5.00
Tasks
Link To Appointment
[C=rmt |[C<Previous | [ mest> |[ Last= | [ save |

5 When all Service and Expense items have been added to the voucher, click Save. The
appointed attorney will submit the voucher to the court when ready. After the voucher is
submitted to the court, it may still be accessed from the Appointment Info page, but will be
read-only. To access the Appointment Info page, either click Link to Appointment from
the voucher page, or access the appointment from the Home screen.

Note: Associates can only see their own claims and claimed amounts on the voucher.
Only the appointed attorney can view the entire voucher with combined entries.
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EESLETEET VLT T Appointment Info

4 DIST. DET DEF NUMBER
£-CR-01100-1-DRJ

& PAYMENT CATEGORY

[Felony (mncluding pre-trial diversion
fof alleged felonv)

PISCROMOGCLDR) ]

TFOUCHER NUMBER
[S AFFEALS DRTDEF NUMBER |6 OTHER DiT DEF NUMBER
5 TVPE PERSON REPRESENTED 10 REPRESENTATION TVPE
[Criminal Case

~ [ | DFwdaral [ Suba foe Fudiwal
[]€ to-Comsa L L
o Defester Defendar
[t Loarsed Commmal [ ]OAppeinting [ |PSebafor [ |R Sabs for Ratained

(Capital Daty) Coamsal Fasel Atiormey  Aborsey
r " M
[Jstrese []7 Retained _’;.t:sn.{-m

[T]X Admisiutrative
Attarmer -

[]¥ Standby Coumed

fiignature of Presiding Jadge or By Order of the Court
foate of Ovder Nunc Prs Tanc Date

Repaymest || VES [4] 50

Type

Seu'\'.h:.

Status Date Entered

;+ Submitted to Court 09/07/2018
OSAC.OS9R36E

Page 1 of 1 (1items)

Wkcome Della Street (Attorney)

As an Associate Attorney, view services and/or expenses on
a voucher (On Voucher, No Edit)

Action

1 Log into eVoucher, and in the My Active Documents, click View next to the voucher in

Voucher Entry status.

Note: Associate appointments will appear in the Appointments List grid with the Order
Type of Associate For (the appointed attorney’s name). Only the appointed attorney

can create vouchers.
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> Home Welcome Defla Street (Attornesy
S = Wekcome Della Street: My Profile
-~
My Appontments:  View
b ATTORNEY
Search Existing Appontments:  Search
Tc b dar Header, drag the column to this anea. Search: | Appointments Defendant
Case Defendant Type Status Date Entere AN cases have Deen currently assigned
BB, Wt (+) — CAD Voucher Entry 05/07/2018
Claimed Amount: 1., Perry Mason N Mo data
End: ! [ FATME
1 Page 1of 1 (1 items) - —
To group by a partiodar Header, drag the column to thes area. searchi |
Case Defendant Type Status Date Entere
S1B-CRD..,  John Smith (= 1) C1A-20 Submitted to Court 09/07/2018
R Defendant: John Smith Siac DOAL.. Claimed Amount: ... Perry Mason 05AC.0536566
;!e\;ml ;:‘10- L Representation Type: Crimnal Case Eod OSML... INTERIM PAYMENT 1
Case Title: USA vs Sarith Cnicvme Associate For Perry Masan
Attorney: Dels Street “u J 4 3 1 Page 1of 1 (1items)
Adm. Mag Judge:
1 Page 1of 1 (1 items)
T b Header, drag the column to ths area. Search: I |
Case Defendant Type Status Date Entered
No rows have been recorded on the database
Na data
= Closed Documents
T b Header, drag the column to this area. Search: |
Case Defendant  Type Status Date Entered
Mo rows have been recorded on the database
Mo data

2 The Basic Info tab contains read-only information about the case and appointed attorney.

Note: Documents may only be uploaded and the voucher submitted by the appointed
attorney, therefore, the voucher does not include the Documents or Confirmation tabs
when viewed by the associate.

Weicome Della Street. [Attomey)

_pg_ CIA-20 b Basic Info Services Expenses Claim Status
Basic Info
T T IV CO0E
Link to CM/ECF
et =
% S TS -
poee = —
Associate for Parry Mason A O CCrCmme Diguader Defender
123 Mam Street oL o oA o 0 R Ssbo for Ratainad
B e el
{Phone: 202.502-3174 - Fax: 0 5Pt 0 T Retuised ".‘:I.'Sulll!)'n oXa
T3 T PO SOME AND MULING ADDRESS | O ¥ Stusdby Csessal )
[Perry Masoa
e =
i Fip treet
R FL 32825 ol O ﬁhﬂ&mdmfc;iun-
{Phome: 202-502-3274 Hepaymest 0 YES @ NO

[Cepist ] [<prevous | [ hext> |[agt> ] [sae |

3 Click on the Services tab to view entries added to the voucher by the appointed attorney.
Observe that the entries are read-only and the Save button is disabled.
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Home Operation: rts Links Help logout

Waleoma Della Streat (Attarney)

Basic Info | Services Expenses Claim Status
Services

Date oa/7/2018 | =25 Description | Search Case Law

Service Type | Legal Research and Beisf Writing .

Doc.# (ECF) Pages

Hours L5 *  at$§75.00 par hour. Add Remaove
s

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

Service Type Date Description Hrs Rate  Amt
;:“;ﬂ“""""“"‘ 03/07/2018 Sasrch Case Lw L5 $7500 $1250

|-r-'m| cm\dmsl Neat > |u§- Save |

4 Click on the Expenses tab to view entries added to the voucher by the appointed attorney, if
any.

Home Operations Reports Links Help  logout

Welcome Della Street (Attorney)

Basic Info Services | Expenses Claim Status

Expenses
Dake | Desaription
Link to CM/ECF Expense Type =
Voucher #: M s P i
o o Add Remove
C—

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

© Expenses: $0.00 b

Expense Type | Date Description Mile Rate  Amt

|-F-¢|¢vaiws| Wext> || Lasts Save |

5 Click on the Claim Status tab to view the start and end dates of the voucher and other
information, if entered by the appointed attorney when viewing. This tab is always read-only
for the associate.
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Welcome Dalla Street (Attomey)

Basic Info Services Expenses b Claim Status

Claim Status
Sicti -3 End Date -3
St e Payment Clai
End Final
¢ b2 Gom
Supplemental Payment
e

** Reminder: Plaase select the appropriate claim status.

1. Have you previously appiied to the court for andjor reimb for this case? Yes Mo

IF Yes, were you paid? Yes Mo

2, Other than from the Court, have you, or to your knowledge has anyone else, received payment Yas N
or anything of any other source in connection with this representation?

* Regquired Fisids

«First |[ <Previous |[ met> [ pasts Save

6 The appointed attorney will submit the voucher to the court when ready. After the voucher is
submitted to the court, it may still be accessed from the Appointment Info page, but will be
read-only. To access the Appointment Info page, either click Link to Appointment from
the voucher page, or access the appointment from the Home screen.

Note: Associates can only see their own claims and claimed amounts on the voucher.
Only the appointed attorney can view the entire voucher with combined entries.

Home Ope:

‘Wiekcome Della Street (Attorney)

Associate Appointment

T FERSON REFRESENTED rovceER FouEER.

Hobn Seith

4 DEST DET DEF NUMBER § AFPEALS. DT TEF NUMBER & OTHIR DET DEF NUMBER
[5:18-CR-01100-1.DRJ
& FAVAMENT CATEGORY 3 TVFE FERSON REFRESENTED 10 REFRESENTATION THTE
[F elony (inchuding pre-trial diversion L

bt alleeed felony) 4 dult Defendant ICriminal Cass

13 COURT ORIER

= - [ DFesaral [ Suba for Fadaral
(414 Anseciate []€ Co-Conmn

[Jh Learued Coummal [ |OAgpoistiag [ |FSebfer [ |RSub for Reaioed
{Capital Oalr) Comared Fasel Atioraey  AMorser

[JsPmese

[|TRetained [ JUSabaforPro —
Iﬁlwm_v " % Admistutratine

[]¥ Standbry Cosnsel

Jrriar Atoraey’s Name

rppointment Dates
Jiignature of Presiding Jadge or By Order of the Court
foute of Ovder Nunc Prs Tanc Date

Reparment || VES [ N0

To group by & paricular Header, drag the column to this area. S\sm:h:l-

Case Defendant Type Status Date Entered
SS-CROLNGDRY  Jobn Smith (= 1) CIA-20 Cubmitted to Court 09/07/2018

carti ONO42018 Claimed Amount: 155.00 Parry Mason # USAC.0SBASEE

Endt EAB7/2018 INTERIM PAYMENT 1

1 Page 10f 1 (Litems}
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