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FAQs/Tips for Success

1. Accessing eVoucher- This is the link to District Court of the Virgin Islands CJA eVoucher page on the Court's
website: https://www.vid.uscourts.gov/criminal-justice-act-info. You may also access CJA eVoucher by using the
following link: https://evadweb.ev.uscourts.gov/CJA vix_prod/CJAeVoucher/.

2. Mailing Address- The Panel Attorney is responsible for maintaining current contact information in eVoucher.
Attorneys should verify their mailing address for accuracy. CJA disbursement checks are mailed from the U.S.
Treasury to the attorney at the address in the eVoucher Profile.

3. Phone Number- The eVoucher contact profile includes a spot for both ‘Phone’ and ‘Cell phone’. However, only
the number in the ‘Phone’ field appears on the screen that is viewable by the court during the rotational
appointment process. Attorneys should enter in the ‘Phone’ field the phone number they would like to receive
calls for appointments. This information is not public; it is viewable only by the attorney and the court staff.

4. Address or Phone number change- Be sure to update any changes in address or telephone number. The Panel
Attorney is responsible for maintaining current contact information in eVoucher so that the court can contact the
attorney for assignments and so that disbursement checks are mailed to the proper address. Updates to mailing
address and phone number can be made in the Profile (Landing Page, “My Profile”).

5. Periodic saving- The eVoucher program only recognizes ‘action’ items as system activity - such as hitting the Save
button - and may periodically time out for security purposes. It is good practice to save your entries on each
screen, before advancing to the next screen, to prevent loss of data. If you have a high volume of claims to enter
and plan to enter them in one session, you should periodically save your entries so that if you get timed out or if
you navigate away from the eVoucher window, you will not lose your input.

6. Claims for services- Beginning with the appointment and the first appearance in court, attorneys should begin to
enter claims for all work done in the case. During the case, claims should be entered contemporaneously.
Vouchers should be submitted 45 days after the last day of service. Attorneys are encouraged to submit vouchers
for service providers in a timely manner.

7. Billing Information- The Panel Attorney is responsible for entering and maintaining their Billing Information in
eVoucher, including adding their Social Security Number or EIN. Payments will be mailed from the U.S. Treasury
to the address listed in the attorney’s profile and 1099s will be issued under the SSN/EIN as it appears in the
Profile.

Self-Employed : the Panel Attorney does not work for a firm and/or the taxable income associated with these CIA
payments shall be reported to the IRS and on a 1099 with the attorney’s name and SSN. To select, a valid SSN
must first be entered in the Attorney Info section.

Firm : the Panel Attorney is performing CJA services as an employee of a firm (Pre-Existing Agreement). Enter the
EIN number for the firm. Payments will be made to the attorney whose name and address is listed in the Attorney

Info section and 1099's will be sent to the firm listed in the Billing Info section.

Associate : the attorney is not the appointed counsel in the case, but is providing services in support of appointed
counsel in the case. Work performed by the associate is claimed by and paid to the appointed counsel.
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8. Panel Attorney has accepted the appointment. What’s next? Upon the acceptance of a CJA appointment, the
Court creates the appointment in eVoucher. eVoucher will generate an e-mail to the Panel Attorney confirming
the appointment. When the Panel Attorney accesses eVoucher, pending appointments will appear in the
‘Appointments List’ box of the landing page. Select the case by clicking on the hyper-link. Along the left column,
click ‘Create CJA-20'. Basic Info page - review for correctness. Confirm that billing information as displayed in the
Payment Info (blue area at the bottom) is accurate. Claims should be entered contemporaneously on the ‘Services’
and ‘Expenses’ pages for work performed from the date of the appointment up to case conclusion. Once the CJA-
20 is created, it will appear in the ‘My Active Documents’ box on the Landing Page. Return to this section to input
claims. (The Court is not able to see or access the CJA-20/30 voucher while it is in progress with the attorney.)

9. Using an Interpreter or Other Expert- Experts are reimbursed via a CJA- 21, which the attorney completes and
submits on behalf of the expert. Any service over $1,000, excluding expenses, must be pre-approved. Attorneys
should submit an AUTH in CJA- eVoucher for pre-approval of expert services.

10. My CJA 21 voucher is still appearing in “My Active Documents”- CJA-21 is a two-step process: 1) The attorney
creates the CJA21 voucher on behalf of the expert. Upon submitting it electronically, it will appear in the “My
Active Documents” window on the attorney’s landing page. 2) Select it, navigate to the Confirmation page, and
approve the voucher. It will be submitted electronically to the court. This is the attorney’s certification that the
work was performed by the expert.

11. Requesting transcripts- To obtain court approval for the court reporter to produce a transcript, the panel attorney
must submit an Auth-24 in the eVoucher system.

12. Receipts- Appointed counsel must itemize each expense for which reimbursement is claimed on each calendar
day of travel. Supporting documentation (e.g., receipts, canceled checks) must be provided, where practical, for
all travel expenses and for any other expense in excess of $50. An invoice is not considered proof of payment.

13. Yellow Highligheted Item in Inbox- An entry in ‘My Active Documents’ appearing highlighted in yellow means the

voucher has been rejected by the Court. Counsel will also receive an e-mail via eVoucher with an explanation. The
reason for the rejection can also be found in the Attorney Notes section at the bottom of the Confirmation page.

To group by a particular Header, drag the column to this area.gearch:
Case Defendant Type Status
5:14-CR-0004... JohnRobinson (... CIA-20 Voucher Entry
= 06/13/2014  Claimed Amount...  Test Attorney A/ 0206.0000012
Enc: D6/13/2014 > SUPPLEMENTAL
PAYMENT

| 9 The date of this voucher is before the Appointment Date.

14. Error regarding dates-
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Service and/or Expenses are out of the Voucher Start and End Dates.

S

If you receive either of the above errors, navigate to the Claim Status section of the voucher. The start date
appearing on this page is the date of the appointment. This is the earliest date for which claims can be submitted.
The end date is the final date on which expenses relative to the appointment were incurred. To resolve the errors
above, verify that claims on the Services and Expenses sections do not fall outside of the date range on the Claim
Status page. If you are not able to resolve the error, contact the Court.

Basic Info Services Expenses [+ Claim Status Documents Confirmation

Claim Status

StartDate  5/13/2014 = i End Date 6/13/2014 = i)
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Introduction

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

e online authorization requests by attorneys for service providers;

e online voucher completion by the service provider, or by the attorney acting for the service provider;
e online voucher review and submission by the attorney; and

e online submission to the court.

Attorneys are required to create and submit vouchers for their service providers and associates. The program includes the
following modules:

Panel Management

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

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services;

e Requests by attorneys for interim payment;

e Supporting document uploads to vouchers or authorization requests;

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

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

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57; or
e Apple Macintosh: Safari 10.1.

Court Appointment

When an appointment is made, an email will automatically be generated by the program, and sent to the appointed
attorney. The email will confirm the appointment and provide a link to the CJA eVoucher program. The attorney must
log in and accept the appointment within 24 hours of receipt of the email. Occasionally, you may receive a telephone call,
notifying you of the appointment.
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Accessing the CJA eVoucher Program

Starting with version 6.10, you are required to use Login.gov to securely sign in to the eVoucher application. You
must create a Login.gov account or use an existing Login.gov account and have a Single Login Profile (SLP) to
access eVoucher.

Note: Login.gov is a separate application from eVoucher. If you run into any issues, you must contact Login.gov
support via their Help center page at https://www.login.gov/contact.

Follow the instructions in the next section to create your Login.gov account. Click the following links for
additional information about Login.gov and helpful tips for creating your account.
https://login.gov/what-is-login/

https://login.gov/create-an-account/
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Creating a Login.gov Account

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

BEE An official website of the United States government

CJA eVoucher - Virgin Islands District Court

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 2 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 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.

United States Courts
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U LOGIN.GOV ﬁ

——

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

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

Enter your email address, and then select your email language preference. Click the Rules of Use link, read the Login.gov
Rules of Use, and then select the | read and accept the Login.gov Rules of Use check box. Click Submit.
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Note: Login.gov recommends that you enter a personal email address that you can always access, not a work email
address.

© 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

Enter your email address

rdaviddattnrney21Ugmail.com ]

Select your email language preference
Login.gov allows you to receive your email communication in
English, Spanish or French

O English (default) “

O Espafial

O Frangais

I B | read and accept the Login.gov Bules of Use I

N <

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

0 LOGIN.GOV Confirm your email insex x

Login.gov <no-reply@identitysandbox govs

Check your email

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

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.

Didn't receive an email? Resend

Or, use a different email address

You can close this window if you're done.

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 then click Continue.

You have confirmed your email address

Create a strong password

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

Password

Confirm password

(O 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, it is very important to remember them.

Adding an Authentication Method

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.

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

Note: Each 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. For the following example, the Text or voice message option is selected.
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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 code,
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

] E Government employee ID

PIV/CAC cards for government and military
employees. Desktop only
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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 then 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
(VOIP) phone services or premium rate (toll) phone numbers.

Phone number

== - 210-555-5555| ] h

How you'll get your code

QO 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 then 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

O Remember this browser

& Send another code

Having trouble? Here's what you can do:

Choose another authentication method >
I didn’t receive my one-time code s >
Learn mare about authentication options 3 >
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Once your code has been successfully authenticated, you are prompted to add another authentication method (this is
highly recommended). Click Add another method and follow the previous steps to create a second authentication
method.

Note: It is recommended that you use a different device for your 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 can do the same for the
second, as long as you use a different phone number.

D LOGIN.GOV

5=

<

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
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Identity Verification

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've previously created a Login.gov account, you will be asked to verify your identity after signing in to Login.gov from
the eVoucher sign-in page. If you’re in the process of creating your Login.gov account, this step automatically appears
after you’ve established your multi-factor authentication method(s). Click Continue.

D LOGIN.GOV m

Let’s verify your identity for CJA
eVoucher User Acceptance
Testing

CJA eVoucher User Acceptance Testing needs to make sure
you are you — not someone pretending to be you. Learn more
about verifying your identity

You'll need to:

o Take photos of your ID

Use your driver’s license or state ID card. Other forms of
ID are not accepted

e Enter your Social Security number

You will not need your physical 85N card

e Match to your phone number

Your phone number matches you to your personal
information. After you match, we'll send you a code.

o Re-enter your Login.gov password

Your password saves and encrypts your personal

information. /
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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 then click Continue.
Choose an option for adding your identification information. One option is to upload photos of your ID from your phone,

Getting started  Verity your 10 Vierity your veritychoneor  Secureyour
information address account

How verifying your identity works

Identity verification happens in two parts:

Verify your identity

We'll ask for your persenal information to verify your identity
against public records.

Secure your account

We'll encrypt your aceount with your password. Encryption
means your data is protected and only you will be able to
access or change your information

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

sarn more about our privacy and security measuras i

= —

and the other option is to upload them directly from your computer.

D LoGIN.GOV %

Getting started  Verify your ID Verifyyour  Verffyphaneor  Secure your
information sddress sccount

How would you like to add your ID?

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

@ Use your phone to take photos
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
and a web browser.

Phone number

_I Continue on this computer

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

Upload photos

Cancel
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Option 1: Upload photos from phone (recommended)

1. Click Send link. A message appears, 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 phane or
address
o o]
- Getting started Verify your ID Verify your Verify phone or Secure your

How would you like to add your ID? wfarl%etic-n acdress acc:uurT.
‘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

and a wab browser We sent a message to your phone

Phone number You entered: +1210-555-5555

== - (210) 555-5555
(210) Please check your phone and follow

instructions to take a photo of your

2. Tapthelinkin the text message. A message appears, confirming that you are attempting to verify your identity to
access eVoucher. Scroll down for additional instructions.

D LOGIN.GOV m

o o]

Verity your 1D

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
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3. Tap Take photo, this will switch your phone to the camera function. Take a photo of the front of your ID card.
Scroll down and tap Take photo again to take a photo of the back of the card. Verify that each image appears in
the appropriate box, and then tap Submit.

Add photos of your ID

. " Back 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

H
- g
Back of your driver’s license or :
surface : state ID
« Do not use the flash on your

camera

Front of your ID

Take photo or Upload photo

Front of your driver’s license
or state ID

Take photo jor Unload photg

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

D LOGIN.GOV m
@ o

Verity your 10

© 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.
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Option 2: Upload photos from your computer

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

_I Continue on this computer

[E===\ Donthavea phone? Upload photos of your ID
from this computer.

[ Upload photos

2. Youcan 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 search for and select the photos to add. Once the photos are
uploaded, click Submit.

L] o
Getting started Verify your ID Werify your Verify 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 adark background

= Take the photo on a flat surface

= Do 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

Front of your driver’s license or
state ID

Drag file here or choose fram folder

Back of your ID
Must be a IPG or PNG

Back of your driver’s license or
state ID

Drag file here or choose fram folder

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

D LOGIN.GOV
] V] @]
Getting started Werify your 1D Verify your Werify phone or Secure your
information address account

® We verified your 1D

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 5

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 eVoucher User
Acceptance Testing

Social Security number
Example: 123-45-6789

...........I
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Your name, date of birth, and address are imported from your ID; it is important to verify the information is accurate. 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.

L) © o
Getting started  Verify your ID Verify your Verify phone or Secure your
information address sccount
Verify your information I

We read your infermation 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: TTT1TT1111

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

City: GREAT FALLS

State: MT

ZIP Code: 58010

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

[ Show Social Security number

-
[ =]

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

] © © o

Gettingstarted  Verify your D Verifyyour  Verifyphoneor  Secure your
information address socount

@ Weverified 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 U.S. territories)
= Your primary number (the one you use the mest often)

Learn more about what phone number to use 4

Phone number

= (210) 555-5555

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

below.

O Text message (SMS) O Phenecall

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

] ] ] o]
Getting started Verify your 1D erify 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

Once your phone number is verified, in the Password field, re-enter the password you created to access Login.gov, and
then click Continue.

V] ] V] ] (0]
Getting started Verify your ID eerify your erify phone or Secure your
information 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
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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 then click Continue.

o ] (] ] o
Getting started Werify your ID Verify your Verify phone or Secure your
information address account

& We secured your verified information

Save your personal key

AR

VGCH -MCDA - CGYR -HAXS8

Your personal key was generated on January 22, 2024 at 11:33 AM
0 Copy s Download (text file) & Print

You need your personal key if yvou forget your password.
Keep it safe and don't share it with anyone.

If you reset your password without your personal key, you'll
need to verify your identity again.

Learn more about the personal key @

O I saved my personal key in a safe place.

B

CJA eVoucher | Version 6.10 | District Court of the Virgin Islands | July 12, 2024



CJA eVoucher for Attorneys | 24

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
are to connect your account. We'll share this information with
CJA eVoucher TrainingSand District:

@& Email address
daviddattorney210+f@gmail.com

Add a second authentication method. You will have to
delete your account and start over if you lose your only
authentication method.

<

Note: If you have not created a secondary authentication method, you are prompted to do so before continuing. Click

Add a second authentication method and review the Adding an Authentication Method section for those instructions if
you wish to complete this task.
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Linking Your eVoucher Account to Your Login.gov Account

For NEW Login.gov accounts:

After you complete your identity verification and receive your security key, you are automatically directed to your (default)
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.

i

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10,0.0

| [l COURTS|

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,
Mote: Please contact an eVoucher administrator for assistance.

eVoucher Email Address

daviddattorney@gmail.com h

Motice: 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 1
protection of system security, performance of maintenance, and appropriate manageme

For EXISTING Login.gov accounts:

From your (default) court’s eVoucher sign-in page, click Sign in with LOGIN.GOV and follow the prompts to sign in and

authenticate your Login.gov account.

CJA eVoucher - Texas Western District Court
TSD NV1VM IDC - Releas2 6.10.0.0

We've changed how you will login 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.

signin with 1 LOGIN.GOV —

Need to create a Login.gov account?
Use the Sign in buttan above and then use the "Create an account” button below the sign in fields.
Learn about our new login process
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After successful Login.gov account sign-in and authentication, you are then asked to connect, or link, your Login.gov
account with your eVoucher account. Click Agree and continue.

<

Connect your verified information
to CJA eVoucher TrainingSand
District

CJA eVoucher Training Sand District needs to know who you
are to connect your account. We'll share this information with
CJA eVoucher TrainingSand District:

@ Email address
daviddattorney210+f@gmail.com

Add a second authentication method. You will have to
delete your account and start over if you lose your only
authentication method.

T

Note: If you have not created a secondary authentication method, you are prompted to do so before continuing. Click
Add a second authentication method and review the Adding an Authentication Method section for those instructions if
you wish to complete this task.

Login.gov automatically directs you to your court’s eVoucher linking page. Note that the eVoucher Email Address field is
now pre-populated with your 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 1
protection of system security, performance of maintenance, and appropriate manageme
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Linking Your Accounts Using Your Single Login Profile (SLP) Email
Address and Password

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

In the eVoucher Email Address field, delete the pre-populated Login.gov email address and enter your eVoucher SLP email
address. Click Next.

“adET

“\\\ CJA eVoucher - Texas Western District Court
licou 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 I

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.
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In the eVoucher Password field, enter your eVoucher SLP password (the password you normally use to access eVoucher),
and then 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.

eVoucher Password

Forgot your password?

Connect Accounts

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 authaorized 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.

If your Login.gov account is successfully linked to your eVoucher account, a success message appears 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

> Homg

° 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, sign in to Login.gov to access
eVoucher.
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Linking Your Accounts by Email Invitation — New User

New eVoucher users who do not have an SLP can also link their accounts from the eVoucher linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address field. Click Next.

\\\% CJA eVoucher - Texas Western District Court

M“ COURTS 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@gmail.com I

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.

A message appears, prompting you check your email and confirm that you entered the correct email address.

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

o Check your email

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

continue creating your single login profile.
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Click the link in the email message to automatically link your accounts and return to your eVoucher home page.

Dear David D Attorney,

District of Texas Western 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 already have 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 not be linked to this court, please contact lisa_ornelas@ao.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 into eVoucher.

Regards,
District of Texas Western

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

CJA 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, sign in to Login.gov to access
eVoucher.
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Linking Your Accounts by Email Invitation — Existing User

An existing eVoucher user who has an SLP but does not know their SLP credentials can also link their accounts on the

eVoucher linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address field. 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@gmail.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.

If your Login.gov email address is not the same as your SLP email address, an error message appears, prompting you to

contact your court’s help desk.

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.
Note: Please contact an eVoucher administrator for assistance.

I o Single Login Profile not found with that email address. Contact your local court helpdesk.

eVoucher Email Address /

Idaviddattomey@gmail.com I
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If you do this, your court then sends you an email message with a link that you can click to automatically connect your two
accounts.

Dear David D Attorney,

District of Texas Western 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 already have 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 not be linked to this court, please contact lisa ornelas@ao.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 into eVoucher.

Regards,
District of Texas Western

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

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

Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Homa

I 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, sign in to Login.gov to
access eVoucher.
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Signing In to eVoucher

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

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

|\\ M CJA eVoucher - Texas Western District Court

'"" COURTS 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 then click Sign in.

8o®

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

Signin for existing users

\Email address
\ Password

O Show password
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Complete the action required by your chosen authentication method. In this example, you'll authenticate using a mobile
device. In the One-time code field, enter the one-time code sent to your device, and then click Submit.

Enter your one-time code

hk

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 default court’s 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

.47 R AaoAn Ce Pmcbmn Al P 4 P AAm AR A
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Single Login Profile (SLP)

An SLP allows you to link to your other 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. Expert

David D. Attorney

Account linked to

Account linked to
X District Court

Account linked to

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 View your linked eVoucher accounts.
e Change your default court.

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

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9
Single Login Profile

Court Profile

Home Operations Reports Links Help Sign out Sign out

Single Login Profile
Court Profile

Contact Us

= Help =

Privacy

eVoucher Documentation: Attorney and Expert Users
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Editing Your SLP

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 _n
> Help > Single Login Profil:
Single Login Profile - Andrew Anders
Account Information  <iiee— E
First name Middle name Last name Suffix
Andrew Anders - Edit
Email address
aandersattorney+10@gmail.com Edit

Password

D LOGIN.GOV

Linked eVoucher Accounts i

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 then click Save changes.

Single Login Profile — Andrew Anders

Account Information -

First name Middle name Last name Suffix

I |Andrew [ Anders H ‘

=3

Note: It is important to remember that changing your SLP name does not change the name associated with your court
profile.
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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 then 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. -

im
=
=

Email address

aandersattorney+10@gmail.com

Confirm email address /

aandersattorney@gmail.com

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

[Backtolist| | [ EditUser | [ AssignRoles | Single Login Profile

Single Login Profile — Morales Attorney

Account Information

First name Middle name Last name Suffix
Morales - Attorney -

m
=3

Email address
MoralesAttorney210@gmail.com

m
2

Password
DLOGIN.GOV

Note: Login.gov is a separate application from eVoucher. For password assistance, visit their Help center page at

https://www.login.gov/help.

Linked eVoucher Accounts

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

Single Login Profile — Andrew Anders

Account 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 as. This is your
default account. Users with more than one eVoucher account have one account designated as the default.
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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 then click Save changes.

Home Operations Reports Links Accounts Help Sign out _n

> Help > Single Login Profile

Single Login Profile — Andrew Anders

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 (Anders) Attorney o
Fifth Circuit Court (Anders) Attorney

=

Accessing Multiple Accounts in eVoucher

From the Accounts menu, click the court account in which you wish to work.

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

Andrew Anders (Attorney)

Home Operations Reports Lin s Accounts Help Sign out

District of Texas Western - Attorney

it 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 N Edit
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Single Login Profile (SLP) vs. Court Profile

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

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

gl

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

Single Login Profile Circuit - Attorney

Attorney/expert court District - Attorney

account user name

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 user name — 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 of the court accounts to which you are linked.
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Your home page provides access to all of your appointments and vouchers. Security measures prohibits you from viewing
information for any other attorney. Likewise, no one else has access to your information.

My Active Documents

Case Title: USA vs Badman
Attorney: Atty Longoria

To group by a particular Header, drag the column to this area. Search: Appointments Defendant
Case Defendant Type Status Date Enterec All cases have been cumently assigned
3:19-MI-04562- .. Mister Badman (# 4562) TRAVEL _ Voucher Entry 12/11/2019
St Claimed Amount: 0.00 N e No data
End:
3:19-M1-04562-.. Mister Badman (¥ 4562) TRAVEL Voucher Entry 01/28/2020
Seare: Claimed Amount: 0.00 N e
End: o Edt
To group by a particular Header, drag the column to this area. Search:
123 Page 1 of 3 (30 items)
Case Defendant Type Status Date Entered
1:19-M1-963.. Practice Voucher (# 95... CIA-21 Submitted to Court 07/24/2019
Siart: 06/10/2019 Claimed Ameunt: 263.38  Longoria Expert ¥ 0101.0000389
Appointments Defendant Enc 07/31/2019 Accountant FINAL PAYMENT
" 1:19-M1-963 . Practice Voucher (# 98_. CIA-21 i 07/24/2019
Case: 3:19-MJ-04562-1L Defendant: Mister Badman St 0R/T02019 Claimed Amount: 500.00  Longoria Expert 7 Submitted to Court
Defendant #: 4562 Representation Type: DR 1 - Drugs Minus 2 End: 07/31/2019 e —— TFINAL PAYMENT

Order Type: Federal Defender
Order Date: 06/06/19

Pres. Judge: Judge Longoria
Adm./Mag Judge:

1234 Page 1 of 4 (34 items)

Case: 1:19-MJ-96325-1 Defendant: Practice Voucher
Defendant #: 9876 Representation Type: DRA - Drug Minus 2 Appeal
Case Title: Voucher vs USA Order Type: Appointing 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 Longeria Case Defendant Type Status Date Enterec
Adm./Mag Judge: -
3:19-M)-04 . Mister Badman (# 4562)  CIA-21 . Voucher Closed 06/07/2019
1 Page 1 of 1 (10 items) Smre 06062019 Claimed Amount: 730.35  Misses Expert ‘ffd 0101.0000384
End: 06/07/201%  Approved Amount: 730.35 Computer Forensics Expert FINAL PAYMENT
3:19:M1-04 . Mister Badman ( 4562)  CJA-21 . Voucher Closed 07/23/2019
=0 Claimed Amount: 0.00 Misses Expert 14" p101.0000387
= Chemist/Toxicologist Sl
12 Page 1 of 2 (16 items)
To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Enteres
3:19-M1-04562... Mister Badman (# 4562)  CJA-20 . Voucher Closed 06/07/2015
Start: 06/08/2019  Claimed Amount: 4,234.2¢ Atty Longoria 1€ 01010000378
End: 06/07/2019  Approved Amount: 4,234.. ~ FInaL PAYMENT
3:19-M1-04562.. Mister Badman (# 4562) CIA-21 @ 06/07/2018
Start: 06/08/2019  Claimed Amount: 730.35  Misses Expert \{' 0101.00003584
End 0807/ ppproved Amount: 730.35 Computer Forensics Expert 8 ot paviscnir
12345 Page 1 of 5 (48 items)

Folder Name Contents

My Active Documents

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

Appointments’ List

This is a quick reference to all your appointments.

My Proposed
Assignments

Cases appear in this folder if an appointment has been proposed to you and you have not
accepted or rejected it.

My Submitted
Documents

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

My Service Provider’s
Documents

This folder contains all the vouchers for your service providers, including:
e vouchers in progress by the experts;
e vouchers submitted to the attorney for approval and submission to the court; and
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 only display for open cases. Closed documents display until they are archived
and/or for 60 days after the appointment is terminated. They are still accessible through
the Appointment page.
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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 Attorneye

Home Operations Reports Links Accounts Help Sign out _n

Menu Bar ltem Description

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

Click to access:
e Another link to your Single Login Profile (SLP).
Another link to your court profile.
Contact Us email.
e Privacy Notice.
e 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.
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Customizing the Home Page

Customizing your home page allows you to alter the manner in which your information is displayed in the folders.
Expand/Collapse a Folder: Click the plus sign (+) to expand a folder. Click the minus sign (-) to collapse a folder.
Resize a Column

Step 1

Along the folder headings (e.g., Case, Description, Type, etc.), move your cursor to the line between the columns until a
double arrow <= appears.

Step 2

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

Note: The folder size does not increase; therefore, some columns may move off the screen.

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

Step 1

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

E My Active Documents

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

Case Defendant & Type Status Date Entered

Step 2

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

Td| group by-a-parbiadar ¥ drag the column to this area.

C
Casasj‘j— nt Type © Status

Step 3

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

Active Documen

Group by: Case -
Case Defendant Type T Status
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Court Profile

Once given access by Financial Services, you can make changes to your eVoucher account information. On the home page,
point to your profile icon, and then click Court Profile.

= An official website of the United States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9
Single Login Profile

Court Profile

Home Operations Reports Links Help Sign out

> Help > Court Profile

In the Court Profile you can:

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

e Update the Social Security Number (SSN) or employee identification number (EIN), and any firm affiliation in the
Billing Info section. Copies of a W-9 must be provided to the court, and any changes to the SSN after the first logon
must be made through the court.

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

e Document any CLE attendance.

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

> Help > Court Protile

Court Profile

Bar Number: TX125568

GAToEey Info Your Name: David D Attorney

Your personal info

Your Contact Info.
Phone: 555-555-3555

Fax:
deadmail@ao.uscourts.gov

Your Address:

123 San Antonio Way
San Antonio, TX 78228
us

Billing Info Your default billing info is:

SiEleE T David D Attorney
List all available billing info records Biling Code:0101.000077
123 San Antonio Way Add
San Antonio, TX
78228 - US Edit
Phone: 555-555-5555
Fax:
Holding Period No infa has been stored. View
9 Please dick VIEW to type your info.
Continuing Legal No info has been stored. View
Educationg 9 Please dick VIEW to type your info.
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Attorney Info

Step 1

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

Attorney Info Bar Number:

Your personal info Your Name: Andrew Anders

Your Contact Info:

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

lisa_ornelas@aobeuscourts.gov
deadmail@support. aobe uscourts. gov
deadmail@support.aob: uscourts. gov

Your Address:

110 Main Strest

San Antonio, TX 78210
us

If you have a SLP that is linked to more than one court, certain changes made to the Attorney Info section of your court
profile will be applied to any of your other linked accounts with the same SSN/EIN after one business day. This information
displays at the top of your Court Profile page and details the sections that are affected across any of your other linked
accounts:

Court Profile

o For Attorney Info or Expert Info section of this court profile, changes made to Address lines, City, State, Zip, Country, Phone and Fax WILL be applied to any linked accounts with the same SSN/EIN
after one business day.
Changes made to Name, Email, and Bar Number will NOT be applied to any other linked accounts with the same SSN/EIN
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Step 2

Make any necessary changes, and then click Save.

Notes:
Attorney Info * REquirenil) Fiekds
Your personal info Bar Number m -

[SSN Instructions:

[If you are an appointed panel Tax Identification Number: * (i on Panel) || Foreign Vendor?
attorney, you are required to enter

lvour Social Security Number in the

SSN: |essssssssss

SSN field. Confirm: [essssssssss
* It *

[If vou are an associate only, do not First Name Middle Last Name
enter your Social Security Number in Andrew ‘ ||Anders |
the S5N field.

Main Email =
Payee Certification: lisa_omnelas@aotx.uscourts.gov |
[This message informs you that the 2nd Email

Mame and TIN entered are collected .
pursuant to IRS Guidelines that govern| deadmail@support.acbe.uscourts.gov |
hat information must be collected by 3rd Email
the judiciary for payments made to deadmail pport.aobouscourts.gov |
non-employees and other entities for || phone = Cell Phone Fax
|services provided and for purposes of

issuing @ Form 1099-MISC. You have 210-833-5623 | 210-555-1234 | |

provided this information under

penalties of perjury and certify that: Address 1 = City *

1 - The number entered as my 55N or || [110 Main Street | |San Antonio

EIM is my correct taxpayer Address 2 State * (US only) Zip * (US only)
identification number: and | |TE)0\S Vl |732]_0

|2 - I am a U.5. dtizen, U.5. resident "

alien, or other .5, person (a Address 3 Country

partnership, corporation, company, or | UNITED STATES Vl

association created or organized in the

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

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

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

e Foreign vendors should select the Foreign Vendor check box and enter the appropriate information.

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

Billing Info

Step 1

In the Billing Info section, click Add if no billing information is available. Click Edit to change the information already
entered.

Billing Info Your default billing info is:

: : ap - Andrew Anders

List all lable bill f d

ist all available billing info records Billing Code:0101-00002
110 Main Street

San Antonio, TX

78210 - US
Phone: 210-833-5623
Fax:

If you have a Single Login Profile (SLP) that is linked to more than one court, changes made to the Billing Info section of
your court profile will not be applied to any of your other linked accounts with the same SSN/EIN. This information displays

CJA eVoucher | Version 6.10 | District Court of the Virgin Islands | July 12, 2024



CJA eVoucher for Attorneys | 48

at the top of your Court Profile page and describes the action necessary to apply changes to any of your other linked
accounts:

Court Profile

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

Step 2

Make any necessary changes and click Save. If applicable, add billing information for a Firm or an Associate by clicking the
corresponding radio button.

Biling Info Biling Type: Save
List all available biling info records OSelf*En‘pkvyed cancel
®Fim
() Associate

Tax Identification Nurrber:
EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:
| I |

Address 1:

Address 2:

Address 3:

City: State: Zip Code:
[ I M|
Country:

[uniTeD sTaTES M

Billing Info * Required Fiskls
List all available billing info records Billing Type:
) self-Em ployed

Oﬁrm

@ Associate

Billing Cnde:| | | Verify |
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Notes:

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

e Associates do not need to enter a SSN. When you click the Associate radio button for the billing type, no
information is required in the Billing Code field. Once you save, the screen displays Associate- No Billing Info.

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

e Billing information must be entered before any payments can be made.

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

e Select the Copy Address from Profile check box if your billing address is the same as your attorney info address.
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Holding Period

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

Changes made in this section are not applied to any of your other linked accounts. This information is noted at the top of
your Court Profile page.

Court Profile

Changes made to this court profile will not be applied to any other linked accounts.
Use the Accounts menu to switch to other linked accounts and make changes to each court profile separately.

Step 1

In the Holding Period section, click View.

Holding Period There are 9 periods of time during which cases cannot be taken.
Step 2
Click Add.
Holding Period [CBacc | | [Eat ]| Ada || [pele ]
]
Search:
Starting Ending MNotes

Mo Holding Peried

No data

Step 3

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

Holding Period [ Back |

Starting Date Ending Date
[42772020  |EH [s/12020  |EH
Notes

Vacation.|
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Continuing Legal Education (CLE)

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

Continuing Legal No info has been stored. [view |
Education Please dick VIEW to type your info.

Changes made in this section are not applied to any of your other linked accounts. This information is noted at the top of
your Court Profile page.

Court Profile

Changes made to this court profile will not be applied to any other linked accounts.
Use the Accounts menu to switch to other linked accounts and make changes to each court profile separately.

To add CLE information, click Add.

St o Y Y i P Y

e I

Files Credit Date Haars Salsject

e Comtnung Legs! Edutatos

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

Continuing Legal | B
Education
| cest sermeng e ] |
Date 05002004 [T
Hows [0 |
Description

Doausment Afier you save the informabon about s Continuing Education, you will be able to uplaad related documenits.




Note: After you save information, you can upload related PDF documents.

Step 4

Click Browse to upload and attach a PDF document. Then click Save.
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[ Back | | save |

Credit | Sentencing-re’
Date [05/15/2014 | 5]
Hours [0 |

Descripbion

Dw:urmnt[ Il" Browse. .
Continuing Legal [k | | [Ea | [Aea | [oeee= |

Education

Files Credit Date

Hours

Search: ||

Subject

0 Sentencin... 04/16/2020

1

Page 1 of 1 (1 items)

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

Edit or Delete buttons.
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Appointments’ List

On your home page, locate the Appointments column in the Appointments’ List section.

Step 1

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

Appointments Defendant
Case: 1:14-CR-08805 Defendant: Jebediah Branson
H Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Pres. Judge: Albert Albertson
Adm./Mag Judge:

Appointment Info
T CIR/DIST DIV CODE T PERSON REPRESENTED FOUCHER NUMBER
101 Pebediah Branson
3 MAG. DET/DEF NUMEER 4 DIST. DET/DEF NUMBER APPEALS. DK T/DEF NUMBER OTHER DKT/DEF NUMBER
1:14-CR-08803-1-A4
|7 TN CASEMATIER OF(Case Name) |8 FAYMENT CATEGORY |V, IYFE FERGON REFRESENTED |
JUSA v. Branson [Felony (including pre-tial diversion |a gup Defengant JCriminal Case
|of alleged felony)
T1 OFFENSE(5) CHARGED
15:1823.F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY § NAME AND MAILING ADDRESS 13 COURT ORDER
Andrew Anders o 1 D Federal [0 F Subs for Federsl
Create New Voucher 110 Main Street o A Associate 0 CCoCommsel o ger Defender
[San Antonio TX 78210 O LLearned Counsel = O Appointing O P Subs for Panel O K Subs for Retsined
AUTH Create [Phone: 210-833-3623 ((Capital Ouly) Counsel Attorney Aiornsy
Authorization for Expert and other Cell phone: 210-555-1234 O SPrase O TRefaised O USabsforPre |y yanoicee
Services [Email: lisa_omelas@aotx uscourts. gov Autarazy Se
O ¥ Standby Counsel
AUTH-24 Create
Authorization for payment of [Prior Attorney's Name
transcript [Appointment Dates
fsienature of Bresiding Judge or By Order of the Court
Albert Albertson
BUDGETAUTH Create
Authorization for Excess Attorney 14 LAW FIRM NAME AND MAILING ADDRESS ;?;ﬁfﬂh o Fro Tunc ate

Fees and/or Expert and other Services
on Budgeted Case

Repayment 0 YES @ NO

CIA-20 rea
Appointment of and Autharity to Pay
Court-Appuinted Counsel

le}
&

Vouchers on File

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

cIa-21 Create Case Defendant Type Status Date Entered
Aushﬂglﬂliﬂﬂ and Voucher for Expert 1:14-CR-08805-A4-  Jebediah Branson (% 1) CIA-20 Voucher Closed 03/17/2016
aniljoth e Senyi oo Seart: 091232015 Claimed Amount: 6,350.00 andrew Anders 1" 41010000001
CIA-24 Create End: 09/23/2015 Approved Amount: 6,350.00 B
Authorization and Voucher for 1:14-CR-0B805-AA-  Jebediah Branson (# 1) AUTH Voucher Closed 11/16/2017
i Start: 04/02/2014 Claimed Amount: 1,000.00 Chemi dcologist g

Payment of Transcript E:a'll.’lﬁﬂﬂl? : 1,000, emist/Toxicologi ¥ 0101.0000002

= Approved Amount: 1,000.00 e —
CIA-26 Create
Statement for a Compensation Claim 1:14-CR-08805-AA-  Jebediah Branson (+ 1) AUTH-24 _ Voucher Entry 04/14/2014
in Excess of the Statutory Case Start: Claimed Amount: 0.00 b Edit

Compensation Maximum: District End:
Court

1:14-CR-08805-AA-  Jebediah Branson (# 1) CIA-20 Voucher Entry 11/05/2015
Claimed Amount: 0.00 N e

TRAVEL Create End:

Authorization for payment of Travel
1:14-CR-0BB05-AA-  Jebediah Branson (% 1) CIA-20 _ Voucher Entry 11f05/2015
Start: Claimed Amount: 0.00 Edit

Reports
Appointment Report

End:

Jebediah Branson (# 1) AUTH-24 01/21/2016

Defendant Detail Budget Report Claimed Amount: 0.00 L? X‘;:g‘ue&]?g;;d
Detail budget info for defendant .
Defendant Summary Budget Report 1:14-CR-0BB05-AA-  Jebediah Branson (# 1) TRAVEL _. Voucher Entry 01/21/2016
Totals only of budget info for ?m Claimed Amount: 0.00 Edit
defendant =

1:14-CR-08B05-AA-  Jebediah Branson (# 1) CIA-20 _ Voucher Entry 01/21/2016
Attorney Time = Claimed Amount: 0.00 ‘ Edit
Case Detail Budget Report

1:14-CR-08805-AA-  Jebediah Branson (# 1) QA-20 Voucher Entry 03/22/2016

Srart: 03/22/2016 Claimed Amount: 802.75 Andrew Anders W Edit

End: 03/22/2016 ' FINAL PAYMENT

1:14-CR-08805-AA-  Jebediah Branson (# 1) AUTH-24 Voucher Closed 03/22/2016

Seart 032202016 Claimed Amount: 0.00 I D;:; Oeurﬂuf;;

End: 03/22/2016 g LRI

12345%..Last» Page 1 of 7 (70 items)
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Appointment Info This section contains all information about the appointment.
Vouchers on File This section contains all vouchers for the appointment.
View Representation Click the View Representation link to view the Representation Info page.
Create New Voucher Click the Create link next to the voucher to create a voucher for the appointment.

Reports This section contains reports for the appointment.

View Representation

Clicking the View Representation link displays the following information:
o default excess fee limit;
e Presiding Judge;
e Magistrate Judge;
e Co-counsel; and
e previous counsel

Step 1

In the Appointment section, click the View Representation link.

Appointment

Representation Info

1. CIRLDIST/DIV.CODE 7. PERSON REFRESENTED [FOUCHER NUMBER.
101 Pebediah Branson
3. MAG. DKT/DEF NUMEER 1 DIST. DKTDEF NUMBER 5. APPEALS. DKT/DEF NUMEER 6. OTHER DEI/DEF NUMBER
1:14-CR-08805-1-A4
7.IN CASE'MATTER OF(Caze Name) 3. PAYMENT CATEGORY 0. TYPE PERSON REPRESENTED 10, REPRESENTATION TYFE
) [Felony (including pre-trial diversion -
Representation Report [USA v. Branson lof allezed felony) A dult Defendant Criminal Case

11 OIFENGE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
[EXCESS FEELDNMIT  |PRESIDINGJUDGE  |MAGISIRAIE JUDGE DESIGNEE T
I$11,500.00 |ATbert Albertson

DESIGNEE

App.ID Attorney Order Type Order Email

4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornelas@aobe. uscourts. gov
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Creating the CJA-20/30 Voucher (Payment Vouchers for
Attorneys)

The Court creates the appointment. The attorney initiates the CJA-20 voucher.

Note: All voucher types and documents function in primarily the same way.

In the Appointment section, from the CJA-20 voucher template, click the Create link.

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

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

CIA-20 [ Basic Info Services Expenses Claim Status Documents Confirmation Tab headlngs
L Attorney Enters —
. —— appear at the
Basic Info
Def. il 0l L CIR/DISTDIV.CODE 2. PERSON REPRESENTED 'QUCHER NUMBER
0101 Jebedizh Bransen top Of the
3 MAG DETDEFNUMBER 4 DIST DETDEFNUMBER £ APPEALS DKTDEFNUMBER & OTHER. DKT DEF NUMBER
Link to CM/ECE 1:14-CR-02805-1-AA screen.
. S 7.IN CASEMATTER OF (Case Name) 8. P.\\'HF.\'T CATECORY 9.TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
Vioucher # JSA v. Branson F;‘mﬁ“. l‘mc‘ludmg pre-trial diversion A dult Defendant Crimmal Case
Start Date: of alleged felony)
N 11 OFFENSE(S) CHARGED
End Date: 13:1825 F INSPECTION VIOLATION PENALTIES

_ T2 ATTORNEV'S NAME AND MAILINC ADDRESS T3, COURT ORDER
& Services: $0.00 - Andrew Anders
[mPp— e CoComsar D Federal Eﬁrﬂi:fs for Federal

110 Main Street Defender

a0 Antonio TX 78210 [ L Lesrned Counsel B 0 Appointing [P Subs for Panel [ R Subs for Retsined
@ Expenses: $0.00 ol Phone: 210-233-3623 {(Capital Ouly} Conasel Attorney Attorney

Cell phone: 21 234 5 rose [T Retained sDtsm B [y yginistestive
; - X

[Email: lisa_omelas uscourts got Aitioeney
(¥ Standby Counsel
Tasks
[Prior Attorney’s Name
Link To Appointment |Appointment Dates
Sizature of Presiding Judge or By Order of the Court
Link To Representation Albert Albertson
- - - Date of Order Nunc Pro Tunc Date
14. LAW FIRM NAME AND MAILING ADDRESS 3/3/2014
Actions
Repayment [ ygs B wo
Import Service Entries (.csv)
p— Payment Info
Form C1a20 Preferred Payee | Andrew Anders - Andrew Anders ¥ |
Andrew Anders - Andrew Anders
Defendant Detail Budget Report Billing Code:0101-00002 A progress bar
Detail budget info for defendant 110 Main Street
San Antonio, TX
Defendant Summary Budget Report 78210 - Us appears at the
Phone: 210-833-5623
Totals only of budget info for Fax:
defendin: bottom of the
—— [ «First |[ < Previous ][ Next> |[ Last» Save Delete Draft Audit Assist screen.
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, click the tab headings or the navigation buttons in the progress bar.
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Entering Services

Line-item time entries should be entered on the Services page. Both in-court and out-of-court time should be recorded
here. (Note: Starting with the eVoucher release of version 6.6, attorneys using commercially available timekeeping and
billing systems can directly import multiple service entries to a CJA-20/30 voucher from a saved in comma-separated
value (.csv) format. Court staff are not responsible for helping attorneys create or download .csv files. Refer to Importing
Service Entries and Importing Service Entries on Previously Created CJA-20s for detailed instructions.)

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

Step 1

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

Basic Info Expenses Claim Status Documents Confirmation

Services
Date 4/17/2020 | == Description
Units * .
Rate E3

* Required Fields
To group by a particular Header, drag the column to this area.
Date Description | I.lnils| Rate | Amt

(Empty)
[ «rist |[ < Previous |[ next> || Last» Delete Draft Audit Assist

Step 2

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

Servi
Date 4/17/2020 | == Des
s ip April 2020
Rate (]
= Su Mo Tu We Th Fr Sa
» 29 30 31 2 3 4
* Required Fields ® 5 6 7 8 9 10 1
» 12 13 14 15 16 17 | 18 |
Togroupbyapad » 19 20 21 22 23 24 325
= 26 27 28 29 30 1 2 1
Date | Desc B i - - ~ - )
» T o | |
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Step 3

Click the Service Type drop-down arrow and select the service type.

Services
Date 417/2020 | =2H| Description
Service Type || | - |s
Doc.# (ECF) In Court Services

Hours a. Arraignment and/or Plea

b. Bail and Detention Hearing

* Fequired Fislds . Motion

To group by a pa d. Trial

e. Sentencing Hearings

Note: You can add dates in any order; they will automatically sort in chronological order, oldest to newest, as they are
entered.

Step 4

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

Services
Date 4/17/2020 | = ﬁ Description First appearance an arraignment of defendant,
Service Type |a. Arraignment andlor Plea - | *
Doc.# (ECF) l:l Pages &
‘Hnum 5.0|* at $148.00 per hour, ‘
JDQ\JIH Pkl o |
Step 5

The entry is added to the voucher and appears at the bottom of the Service Type column. The Date header sorts by
date. The default sort for services is chronological by date, oldest to newest. Be sure to click Save. Click an entry to edit.

Basic Info | Services Expenses Claim Status Documents Confirmation
Services
Date 4/17/2020 |= 25| Description
Service Type - |:
Doc.# (ECF) Pages =
* Reguired Flelds
To group by a particular Header, drag the column to this area.
Service Type |Da|:e |D5criptinn |Hrs|Ralg |Amt
2. Arraignment andjor Plea 04/17/2020 First = an arrai of defend; 5.0 $148.00 $740.00
« First | [ < Previous |[ Next > |[ Last» Delete Draft Audit Assist
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Importing Service Entries

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 Court’s website, www.vid.uscourts.gov, 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

PR P
0101 Jebediah Branson

3. MAG. DKTDEFNUMEER. 4, DIST. DKT DEFNUMBIR
1:14-CR-08803-1-44

Def.: Jebediah Branson

71N CASEALATIER OF(Case Name) 5. PAYALENT CATZGORY 3. TYPE PERAON REPRESENTED

A Srame Felony (meluding pre-frial diversion ) A
5.4+ Branson of alleged fslony) Adult Defendant inal Case

0 OFFENGE(S) CHARGED.
15:1825 F INSPECTION VIOLATION PENALTIES
T2 ATTORFEY'S NAME ARD MAILING ADDRESS T5. COURT ORDER,

O nPedersl )P Subsfor Pederat
De Defender

A acuncia Hecetomse 5=

IER Py — O.irpodn{il: O P Subs for Panel L R Subs for Retined
= 1* (Capital Oulyy Conuse] Anoruzy Anorney
End Date: OtRewine  Dusabsforpro [

Email: liss omelas@actuscourts. got sease Aroraey 5o [x agmisiersin

v Suandby Comnssl

@ services: $0.00
@ Expenses: s0.00

idze or By Order of ke Court

14 LAW FIRM KAME AND MAILING ADDEESS. e Pro Tune Dare

32014
Repsyment [ ves Exo

Tasks
Link To Appointment Payment Info
Preferre [Andrew Anders - Andrew Anders v |
Andrew Anders - Andrew Anders
Billing Code:0101-00002

Link To Reprasentation

110 Main Street
U
Import Service Entries {.csv) San Antonio, TX
78210 - US
Repots Phone: 210-833-5623
Form C1A20 Fax:

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

Basic Info [ Services Expenses Claim Status Documents Confirmation

Services

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

- Additional Information

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

Date

Hours

Description

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

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

n DocE
= Pages

For additional information refer to the eVoucher Online Help.

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

1/5/2021,1.2,"Hearing on Motion to Dismiss, incduding wait time",15¢,,
—

Import Service Entries (.csv) |

Date 9/3/2021 | = 2H Descrigtion -
Service Type | hd | i

Doc.# (ECF) : Pages \:I T =
Hours : *  at $155.00 per hour.
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When the .csv file has been created, properly formatted, and is ready for import, click Import Service Entries
(.csv).

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

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

IMPORTARNT: 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.

+ Additienal Information

Date 8/6/2021 |« ZH Description -

Service Type | - [=
Doc. ¥ (ECF) Pages -
rE ] 515200 perbour

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

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

(Empty)

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

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

4[] « Extemnal Users » timeimport v o O Search time import DENIE LOGOUT Stock Photos, Stock... 6Sinternal @ 6.5ext
Confirmation
Organize *  New folder Bz ™ @

[ Desktop A Mame Date modified Type

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

& Downlosds |system and saved in Comma Separated Values (CS¥) format. The CSV file must ¢\
le type values.

D Music
ntries on the voucher will be overwnitten with the contents of the imported Csv fi

=] Pictures

B Videos

25 Local Disk (C9) mport Service Entries (.cav)

= TempShare (\ac

= common (\yn -

= work (\\jungle\a

= software (\jung

= trsindev (jungl |, N

File name: (| Microsoft Excel Comma Separa

‘Hls‘lhte ‘Anlt

(Empty)

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

Basic Info P Services Expenses Claim Status Documents Confirmation

Service entries have been updated!
13 entries have been successfully added from C4-20 Service Time Import_correct.csv and saved to the services table below. Click here to view a report for the entries imported.

Services
Date 9/2/2021 | -5 rigtion N
Senvca Type | =

|
Doc.# (ECF) Pages M
Hours [ ]* ats1s5.00perhour.

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

Service Type ‘ Date ‘ Description ‘ Hr§| Rate ‘ Amt
. Investigative or Cther Work 07/01/2021 Test 01 | 515500 $15.50
. Arraignment and/or Plea 07/02/2021 Test 02 $155.00 $31.00
d. Travel Time 07/02/2021 Test 03 515500 £46.50

b. Obtsining and Reviewina
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Importing Service Entries on Previously Created CJA-20s

While it is recommended to start the Import Service Entries feature on a new or empty CJA-20 voucher, you
can add time to the services table of an existing voucher.

On the Home page, in the My Active Documents section, click the Edit link for the appropriate CJA-20.

Andrew Anders (Attorney)

Home Operations Reports Links Help Signout

To group by a particular Header, drag the column to this area. Search:|
Case Defendant Type Status Date Entered v
2:18-M]1-07088— Person201853 (# 1) CIA-20 Vou ntr\f 09/03/2021
Start Claimed Amount: 852,50 Andrew Anders s Edi
End: ‘_‘ m
2:18-M1-07088-- Person201853 (# 1) CIA-20 08/02/2021
Stare Claimed Amount: 1,441.50 Andrew Anders = VO_UCher ity
End: ‘_‘ Edit
2:18-M]1-07088— Person201853 (# 1) BUDGETAUTH Voucher Entr\f 09/02/2021
Start Claimed Amount: 0.00 L R

When 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

1. IR DIST DIV.CODE 2 PERSON REPRESENTED FOUCHER NUMBER.
0101 lebediah Branson

T AAG. DET DETNUMBER, T DIST. DR DEFNUMBER = APFEALS DETDEF NUMBIR & OTAER DRTDEFNUMBER
1-14-CR-08805-1-44
T TN CASE AT TER OF(Case Name] T PAVAIENT CATEGORY 7. TUPE PERGOR 5 W TOFE

Felony (inchuding pre-trial diversion

[USA v. Bransen " felomy) Adult Defendant [Crimumnzl Case
T OFTEE(S) CHARCED.
13:1825 F INSPECTION VIOL ATION PENALTIES
17 ATTORFEY'S NANE AND MAILING ADDRESS T3 COURT ORDER
?iﬂd;e’:m*\gdm Oase O Coconnd D Fettrsl [ JF subsor Federn
0N et — AAsone — Ceebonme Defende sender
153: *"‘fi‘;“ T :}O % Lissrued Conuce B:l}]pmmg \: P Subs for Panel \: R Subs for Retsined.
ne: 2 (Cagital Quly) e Adtorusy Adtoraey
n e: Cell phone: 34 -
End Date: ‘fh;a i e s 2o Dserse EEHB:\KM ElL TS o P,

[

@ services: 50.00 -
@ Expenses: s0.00 -

Sigustare of residing Fudge or By Onder of e Court
Albert Albartzon

i of Orier e Beo Tune Dare
3/3/2014

Reprment [ ves @ vo

14, LAW FIEM SAME AND MAILING ADDRESS

Tasks.

Payment Info

Preferre | Andrew Anders - Andrew Anders v |
Andrew Anders - Andrew Anders
Billing Code:0101-00002
110 Main Street
San Antonio, TX

Link To Appointment

Link To Representation

Impert Service Entries (,csv)

78210 - US
Reports Phone: 210-833-5623
Form C1420 Fax:

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

Basic Info [ Services Expenses Claim Status Documents Confirmation

Services

eVioucher now provides the ability to import service time entries exported from a law firm billing sysjET T TTEIPIEEINa Separated Values (C5V)
format. The CSV file must contain all required column headings and data types. Pleasa download ol 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 imgorled CSV file.

- Additienal Information

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

n Date

= Hours

n  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 Docx
= Pages

For additional information refer to the eVoucher Online Help.

C5V file when opened in a text editor might look like this:
Diate, Hours, Description, Service Type, Do, Pages
1/4/2021,1.0,Met with client,16a. Interviews and Conferences,,
1/4/2021,.5,Revievied Indictment,16b,4,25

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

Import Service Entries (.csv) |

Date 9/3/2021 |« =5 Description "

=

Service Type | e

Doc.# (ECF) Pages |
Hours : * gt $155.00 per hour.

* Reuined Fickds

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

Service Type Date | Description ‘ Hrs ‘ Rate | Amt
=. Arraignmant and/or Plea 09/03/2021 Plea in court 0.5 515500 $77.50
. Mation 09/03/2021 | in court 1.0 | 515500 515500
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When the .csv file has been created, properly formatted, and is ready for import, click Import Service Entries
(.csv).

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

Services

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

IMPORTANT: 1t is recommended to start with a blank voucher. Otherwise, zll existing service entries on the voucher will be overwritten with the

contents of the imported C3V file.
| Import Service Entries (.csv) |

Date 9/3/2021 | = =4 Description ‘ -

+ Additional Information

Service Type | b

Doc.# (ECF) Pages =
w1 aksts50 e b

-

* Reuired Fiekds
To group by a particular Header, drag the column to this area.
Service Type |Date |D5mphon |Ilrs‘Ra‘le |Amt
a. Arraignment and/or Flza 09/03/2021| Plea in court 0.5 515500 $77.50
. Metion 09/03/2021 in court 1.0 §155.00 $155.00
a. Interviews and Conferences 09/03/2021 interview with client 4.0 515500 $620.00

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

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

Click Proceed and continue by following steps 3-5 in the Importing Service Entries section above.

Upload Spreadsheet

Warning Message

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

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

=N =3
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Entering Expenses

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

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

Expenses
Date 4/17/2020 | =2 Description
Expense Type = b
Miles at 50,535 per mile. *
Amount |:| | Add | | Remove
* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type Date | Description | Hilel Rate | Amt
(Empty)
<F | [ | e [ e

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

Expenses
Date [4/9/2020 | =2
| Expense Type - (=
Miles Travel Milas
Amount Travel Misc.
Fax
* Required Fields Long Distance Charges
To group by a p: Photocopies 5 area.
E Type Postage on

Other Expenses
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Step 3

If Travel Miles is selected, enter the round-trip mileage, and then click in the Description field to enter a description.
Click Add.

Expenses

Date 4f17/2020 | = % Description Travel to and from court.

Expense Type |Tr.wel Miles -|=

Miles 20]  at $0.535 per mile. -
amount || [ Add_|| Remove
* Required Fields

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

Expense Type | Date | Description | Hilel Rate | Amt

(Empty)
Pt [<Proviows ] [t | [ 1>

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

Expenses
Date 4/17/2020 | =2 Description

Expense Type a8
Miles * at §0.535 per mile. *
-

* Required Fields

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

Expense Type Date | Description | Hilel Rate | Amt
Travel Miles 04/17/2020 Travel to and from court, 20 $0.535 | $10.70
« First | [ < Previous |[ Met> ][ Last» Save Delete Draft Audit Assist

CJA eVoucher | Version 6.10 | District Court of the Virgin Islands | July 12, 2024



CJA eVoucher for Attorneys

67

Step 4

Expenses are sorted chronologically by date, oldest to newest. Click Save.

Expenses

Date 4172020 | =28 Description

Expense Type | > |*

Miles l:l * at 50,535 per mile.

Amount | Add || Remaove

* Requirad Fields

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

Expense Type | Date | Description | Hile| Rate | Amt
Travel Miles 04/17/2020 Travel to and from court. 20 $0.535  $10.70
Photocopies 04/17/2020 Copies- 100 pages @ .10 per page. 0 $0.000  $10.00

[ «Fist |[ <Previous |[ Next> |[ Last»

Notes:

Audit Assist

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 C(Click an entry to edit.

Claim Status
Step 1

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

Basic Info Services Expenses | [ Claim Status Documents Confirmation

Claim Status

swowe [+ e —
Payment Claims =
O Final Payment
) Interim Payment (payment #)

) supplemental Payment
) withholding Return Payment

*=* Reminder: Please select the appropriate daim status.

1. Have you previously applied to the court for c ion andyor rei for this case? * Oves Ona
If Yes, were you paid? Yes o
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment Oves Cno
(¢ ion or anything of value) from any other source in connection with this representation?
* Required Fieks
[C<Frst | [ < previous ][ Next> [ Lest» | [(sae |
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Step 2

Enter the start date from the services or expenses entries, whichever date is earliest. If necessary, go back to the Expense
and Service sections and click the Date header to sort by the earliest date of services. Answer all the questions regarding
previous payments in this case, and then click Save. Click Audit Assist at any time to view any errors or warnings regarding

your document.

Basic Info

Services Expenses [ Claim Status Documents Confirmation

Claim Status

Start Date

— T —

Payment Claims =

) Final Payment

) Interim Payment

Q Supplemental Payment
) withholding Return Payment

**= Reminder: Please select the appropriate daim status.

(payment £)

1. Have you previously applied to the court for compensation and/or reimbursement for this case? = iz W
If Yes, were you paid? Yes Mo
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment _ Oes Cltio
(compensation or anything of value) from any other source in connection with this representation?
* Required Fiekds
(CFirst ] [ Previous | [ Wext> | [Ttast> | save
Notes:
.

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

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

Interim Payment allows for payment in segments. A motion must be filed requesting permission to submit interim
payments. Payments cannot be filed until the Judge issues an Order granting approval to the motion. The Court
withholds 20% of each interim payment. Each interim voucher must be assigned a number by the attorney and
that information is required by the program to identify the number of this payment request.

The attorney must submit a blank (no services or expenses) CJIA-20/30/21/31 at the end of the case by selecting
the Withholding Return Payment radio button to request return payment of withheld funds.

After the final payment has been submitted, a Supplemental Payment may be requested due to a missed or
forgotten receipt.

If you try to submit with errors, you may receive the following pink error message:

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

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

Attorneys (as well as the Court) can attach documents. Attach any documentation that supports the voucher; e.g., travel
or other expense receipts, or orders from the Court. All documents must be submitted in PDF format and must be 10 MB
or less.

Mandatory Documents:

e Order of Appointment;

e Order Granting Interim Payment (if applicable);

e Order Granting Extension for Payment (if voucher is submitted after the 45 day deadline);
e Approved CJA-26 (if voucher is in excess);

e Approved Budget Order (if case is a budgeted cases); and/or

e Any other documents to support any expense claim.

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

Basic Info Services Expenses Claim Status Confirmation

Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
File CiUsers\JaimeLongoria\l Browse...
Description |Ducument |
Description Delete View
Document Delete View
< First | [ < revious | [ next> | [ Last>
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To add an attachment, click Browse to locate your file. Add a description of the attachment. Click Upload. The attachment
and description are added to the voucher and appears at the bottom of the Description column.

Supporting Documents

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

File C:\Users\.]aimeLongoﬁa\l
Description | Document |

Upload
Description Delata View
Document Delete View
<Pt [ < provows ] o> ] o>
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Signing and Submitting to Court

Step 1

When you have added all voucher entries, you are ready to sign and submit your voucher to the Court. Click the
Confirmation tab or click Next on the progress bar. The Confirmation page appears, reflecting all entries from the previous
screens. Verify the information is correct. Scroll to the bottom of the screen.

Basic Info Services Expenses Claim Status Documents | Confirmation
Confirmation
T CIR DIST/DIV CODE 7 PERSON REPRESENTED TOUCHER NUMBER
101 lebediah Branson
3 AAG. DETDEF NUMBER 1 DIST. DR TDEF NUMBER APFEALS. DRTDEF NUMBER 6 OTHER DKI/DEF NUMBER
[1:14-CR-08803-1-A4
71N CASE/MATTER OF (Cae Name) § PAYMENT CATEGORY T TYPE PERSON REPRESENTED T0. REPRESENTATION TYPE
. [Felony (including pre-tnal diversion .
[USA v Branson Jof allzged felomy) Adult Defendant [Criminal Case
1L OFFENSE(S) CHARGED
[15:1825 F INSPECTION VIOLATION PENALTIES
12, ATTORNEY"S NAME AND MAILING ADDRESS 1. COURT ORDER
Andrew Anders O D Federal 01 F Subs for Federsl
110 Main Street O A Amodiate 0 CCoCommsel oo 0o Defender
[San Antonio TX 78210 O LLearned Counsel & O Appointing O P Subs for Panel 0 R Subs for Retsined
[Phone: 210-833-3623 {Capital Only) Counsel Attorney Aftorney
[Cell phone: 210-333-1234 O SProSe O T Retained O USSsfrPre v 4goiicirative
[Email: lisa_omelas@aotx.uscourts. gov Attormey Se
O Y Standby Counsel
- lPriorAttomeysName
14 LAW FIRM NAME AND MAILING ADDRESS |Appointment Dates
| Andrew Anders TIN: 300300000 e e e or By Ondersfthe Court
110 Main Street [Date of Order ‘Nunc Pro Tunc Date
[San Antonio TX 78210 US 3/3/2014
[Phone: 210-833-5623 Repayment 0 YES @1 NO
CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL - -
HOURS ADJUSTED ADJUSTED —
CATEGORIES canEp | AMOEE | "Houws AMOUNT RENTEW
13, ]a Ma:;nment and/or Plea [
X and Detention Hearmg ] 30.00
¢ Motion [] $0.00
d. Trial 0 50.00
e Sentencing Hearmgs 0 30.00
£ Revocation Hearmgs 0 50.00
£. Appeals Court 1] $0.00
h. Other 1] 50.00
Totals 0 50.00
16. | 2. Interviews and Conferences Q 50.00
b. Obtaining and Reviewing Records [1] 50.00
. Legal Research and Brief Writing [ S0.00
d. Travel Time [1] $0.00
& Investigative or Other Work 1] $0.00
Totals 1] $0.00
[Travel Expenses (lodging, parking, meals,
1 nileage, etc.) 50.00
15 [Other Expenses (other than experi, $0.00
jranscripts, etc.)
GRAND TOTALS $0.00
(CLAIMED AND ADJUSTED)
AFPOINTAENT TERMINATION DATE IF OTHER
N CASE COMPLETION
FROM: TO:
[ CLADM STATUS T Fumal Paymest T Toterim Payment (%) T Supplemental Faymam T Wiikholding Paymemt
Have you previeusly applied to the court for compensation and/or reimbursement for this case? o YE§ o NO
Ifyes, were youpaid? o YES o NO
Other than from the Court, have vou, or to your knowledze has anyone else, received payment (compensation or anything of vaiue) from
any other source in connection with this representation? o YES o NO  Ifyes, please attach supporting documentation
1 Swear or affirm the truth or correctness of the above statements.
Signature of Attorney: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
4. OUT OF COURT COMP. TRAVEL EXPENSES OTHER EXFENSES
ATE
OUT OF COURT COMP. [T TRAVEL EXPENGES 7 OTHER EXPENSES 33 TOTAL AMIT. APPRICERT.
1. SIGNATURE OF THE CHIEF JUDGE, COURT OF AFFEALS (OR [DATE s, JUDCE CODE 'OTAL AMT. CERTIFIED FOR
[DELEGATE) Payment approved in excess af the statusery threshold [PAYMENT
Jomount
Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes

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

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

CJA eVoucher | Version 6.10 | District Court of the Virgin Islands | July 12, 2024



CJA eVoucher for Attorneys | 72

In the Public/Attorney Notes field, you can include any notes to the Court. Select the check box to swear and affirm to
the accuracy of the authorization, which automatically time stamps it. Click Submit to send to the Court.

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

Public/ Attomey
Notes MNotes

[+] 1 swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | 0. Submit
[ <Frst ]| <Previous || Next> |[ Last» | [ save |

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

Your voucher has been submitted for payment. You will receive a notification if we need more details.
Please keep the following voucher number for your own records:

0101.0000150

Back to:
Home Page
Appointment Page
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The active voucher is removed from the My Active Documents section and now appears in the My Submitted Documents
section.

To group by a partiodar Header, drag the column to this anea. Seard-u:[
Case Defendant Type Status
1: 14-CR-08805-AA Jebediah Branson (# 1) CIA-20 Submitted to Court
Stat: 061272014 Claimed Amount: 89.20 Andrew Anders J 01010000150
End: 06M12/2014
1 15-CH-DBA05-AA- Jebedish Branson [+ 1) CIA-20 Submitted to Court
Stat: OHOH2014 Claimed Amount: 773.40 Andrew Anders 01010000001
End: 06/05/2014 / INTERIM PAYMENT 1
1: 14-CR 0880544 Jebedish Branson (# 1) ALUTH Submitted to Court
Seaer: 04022004 Claimed Amount: 1,000.00 Chemist, Toxicologist / 01010000002
End: BLL/1900

1 Page 1of 1 (3items)

Note: If a voucher is rejected by the Court, it reappears in the My Documents section highlighted in gold. The system
generates an email message explaining that the voucher has been rejected. Under the Confirmation tab in the
Public/Attorney section is where the attorney will find the explanation of the corrections that are required.

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

Case

1:14-CR-08802-A4-
Srart: DEIT9/2014
Enc: D6/15/2014
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CJA-20 Quick Review Panel

When entering time and expenses in a CJA-20 voucher, the attorney can monitor the voucher totals using the quick review
panel on the left side of the screen.

C1A-20
Attorney Enters

.4 Elizabeth Wawerly

Link to CM/ECF

Start Date:
End Date:

@& Sservices: $9,400.00

€) Expenses: $215.42

Representation Fee Limit:

511,500.00

Fee Amount Remaining After Approved
and Pending:

$2,100.00
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The Services and Expenses fields tally as entries are entered in the voucher. Expand the item by clicking the drop-down
arrow to reveal specifics.

@ services: §9,400.00 | vl

In Court Services
Sarvice Hours Amt.
Arraignment and/or Plea 6.0/ £1,200.00
Bl a.und Dekention 7 0.00
Hearing
Mokion Hearings 20| =400.00
Trial 0 50.00
Sentencing Hearing 0 50,00
Revocation Hearings 0 50,00
Appeals Court 0 £0.00
Other 0 50,00
Totals 8.0| £1,600.00
Out of Court Services
Service Hours Amit.
g:g:::;:”d 13.0) $2,600.00
Eg:::ll:g and Reviewing 20 £1.600.00
LE'QE." Research and Brisf 5.0 £1.200.00
Wiritirg
Travel Time 4,0/ =800.00
.[I;;Thgatwe and Cther 5.0 £1.600.00
Totals 35.0| s7,800.00

€) Expenses: §215.42

Travel
Expense Type Amount
Travel Hiles 590,42
Travel Misc 50,00
Totzls 590,42
Expenses
Expense Type Amount
Fax 50,00
Long Distance Charges £0.00
Photocopies £100.00
Postage £0.00
Cther Expenses £25.00
Totals £125.00
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The Representation Fee Limit field displays the current available funding for the defendant. The Fee Amount Remaining
After Approved and Pending field displays a real-time tally of the fee amount remaining as services and expenses are
being entered in the voucher and saved. If there is a negative amount, it shows in red.

CIA-20 CIA-20
Attorney Enters L Attormey Enters

vef.: Elizabeth Waverly vef.: Elizabeth wWaverly
Link to CM/ECF Link to CM/ECF
#:
Start Date:
End Date: End Date:

& Services: $9,400.00 @ services: $12,600.00

@ Expenses: $215.42 @ Expenses: §215.42

Representation Fee Limit: Representation Fee Limit:

£11,500.00 £11,500.00
Fee Amount Remaining After Approved Fee 'A""‘““_“t Remaining After Approved
and Pending: and Pending:

£2,100.00 (£1,100.00)
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Reports and Case Management

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

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

e  viewable reports appear in the left review panel;
e  each panel, depending on the document you are viewing, can have different reports available;
e each report can have a short description of the information received when viewing that report; and
e  the two main reports are the Defendant Detail Budget Report and the Defendant Summary
Budget Report.

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJAZ0

Defendant Summary Budget Repaort

Totals only of budget info for
defendant

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

Home Operations Reports Links Help Sign out

> Reports

[ Internal |

Attorney Time
Appointment Report
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Defendant Detailed Budget Report

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

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

Type of Represantation: criminal Cass
Budgst Amount Requsated: $0.00
Budget Amount &pproved: $3,300.00

pensing C mews . cmountRemaimng
Time Parbod Vouchsr
FDT:'MH!BI’ Humbsr Fasa Expenass Total Faes Expanzas Total Aftar Approved | Aftsr Approved
Trawal Crthar Trawel ‘Other 4nd Panding
Attorney: Andrew Andars  (4ppolnting Counssl) Bsctive
0232018 o 0232015 | 01010000001 30,00 30.00 +0.00 $000| 95.350.00 100 s0.00 56.350.00 33.550.00 33.550.00
01011901 o 011490 50,00 50.00 £0.00 s0.0 1.00 100 s0.00 0,00 $3,550.00 $3,550.00
010171901 to 011490 30.00 30.00 +0.00 s0.00 +1.00 .00 s0.00 S0.00 33,550.00 33,550.00
Total Panding: $0.00 Total Approved: $6.350000 $3.550.00 43.550.00
Panding Amount Remalning
Time Period Vouchsr
For Vouct Humbsr Faes Expeansss Total Faes Expanzas Total Aftar Approved | Aftsr Approved
Trawal Othar Trawel Other And Panding
Authorization Humbar: 0101 0000002 . .
Spacialty: Chamist, Ti - amount Requestsd: $1,000000 amount Authorized: $0.00 Attomey: Andraw Andsrs

ST o o Foms D
Coungel CJA20 or CJAID

vouchsers as well 38 vouchsrs for Fags Expenass Total Faas Expenass Total Approved and Pending
w“‘““mm%& Travel Ofher Travel otner Fesa Feea and
submitied sxpenditures for this Expenzea
“Dioss not Includs Travel Auth $0.00 $0.00 $0.00 $0.00 $8.350.00 $0.00 $0.00 $6.350.00 $6.350.00 $6.350.00

Trursday, Movember 05, 2015 -Ver. 1.1
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Defendant Summary Budget Report

The report contains the same information as the Defendant Detailed Budget Report without the individual voucher data.

Defendant Summary Budget Report - Attorney
1:14-CR-08805-1-AA

Typs of Representation: Criminal Case
Budgst Amount Requestsd: $0.00
Budgst Amount Approved: $5,500.00

Pending [ Approved T Amount Remaining
mm m; Feas Expanses Total Feas Expenass Taotal After Approwed | After Approved
Travel Other Trawal Oithar And Pending
attomay: Andrew Andsre  [Appointing Counaal) Active
Total Pending: $0.00 Total Approved: $5.350.00 $3,550.00 £3,550.00
Panding Amount Ramalning
mm m Fass Expenaes Total Fesa Expansas Total After Approved | After &Approved
Travel Othar Trawel Other And Panding
Humber: 01010000002 .
Speclalty: Chemist, Toxleologlst amount Requestsd: $1,000.00 Amount Authorzed: $0.00 Attorney: Andrew Andars

a8 well a8 Tor Faes Expensss Tiodal Faas Expenass Tital Approwed and Pending
w";mc‘ﬁmz Travel other Travel otnar Faes Fass ana
submitted sxpenditures for this Expanzas

rapragantation. $0.00 $0.00 $0.00 $0.00  $6350.00 $0.00 $0.00 $£.350.00 $£,350.00 $£.350.00

Trursgday, Movember 05, 2015 - vear. 1.1 Page 101
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Creating a CJA-21/31 Voucher (Payment Voucher for Experts and

other Services)

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

Step 1

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

CIJA-21 Create

Autharization and Voucher for Expert
and other Services

Step 2

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

No authorization is needed if the voucher compensation is under $1,000. If you have a previously approved
authorization, click Use Existing Authorization.

Associated Authorizations Available

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

Basic Info

[T CILDISTDIVCODE | L PERSON REFRESENIED [TOUCHER NUAEER
0101 Jebedizh Branson
T MAG DRIDEFNUMBER T DIST DRT/DEF NUABER T AFPEALS DRI DEF NUMBER  OTHER DRI/DEENUMEER
1:14-CR-08805-1-A4
|7 1N CASEMIATTER OF (Cuse Name) |8 PAVAIENT CATEGORY |0 TUPE FERSON REPRESENTED | 10. REPRESENTATION TYPE
USA + Branson [Felony Gncluding pre-trial diversion |, 0y 1yefongans Criminal Case
of alleged felony)
T1 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
[EXCESSFEELDMIT | FRESIDING JUDGE MAGISIRALE JLOGE DESIGNEE 1
511,300.00 |4 1bert Albertzon
DESIGNEE 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

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

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: $900.00
Grand Total Amount: $1,300.00

No Authorization Required

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

Note: The No Authorization Required link is located below the authorization choices.

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

Service Type: Chemist/Toxicologist
Estimated Amount: $900.00
Notes:
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If you are using an approved authorization, click the desired authorization, which is then highlighted in blue. You cannot
continue until the authorization is highlighted.

Please Select the Associated Authorization

ID Number: 4 Service Type: Chemist/Toxicologist

Order Date: 03/04/2014 .
3 : Estimated Amount: $1,000.00
Authorized Amount: 51,000.00 Notes: Abraham Astley

Grand Total Amount: $1,500.00

ID Number: 186

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

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

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 message appears stating that no authorization requests were
found, and you must click the No Authorization Required link to proceed.

Basic Info

[[CILDIDIVCODE |- PERSON REFRESENIED [TOUCHER NUMEER

0101 Cztherine Brown

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

71N CASEMATTER OF(Case Name) T PAVAIENT CATEGORY T TVFE PERSON REPRESENTED 10 REPRESENTATION TVFE

[Felony (including pre-trial diversion

[US A+ Roberts et al - k |4 dult Defendant Criminzl Caze
of zlleged felony)
11 OFFENSE(S) CHARGED
CMP 18:13-3400.F THEFT OF U.S. FROPERTY
EXCESS FEE LIMIT PEESIDING JUDGE MAGISTEATE JUDGE DESIGNEE 1
$100.000.00 [Barney Ball
DESIGNEE

Authorization Selection

Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

Mo Authorization Requests Found

No Auth

ization Required

If ol compensation is under
the statutory limit and does not require
prior authorization.
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Step 3

The Service Type automatically populates based on the authorization selected. If no authorization is being used, click the
Service Type drop-down arrow and select the service type. In the Description field, enter a description of the service to
be provided.

New Voucher Information

Service Type Chemist/ Toxicologist W E

Toxicology report.
Description

From the Expert drop-down list, select the expert and their information automatically populates. Since experts are not
authorized to use eVoucher, the Voucher Assignment field will remain locked indicating that the attorney is responsible
for filling in the voucher claim part. Once you have made your selection, click Create Voucher.

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

Expert  |Astley, Rick v

Expert Info Rick Astley
Details

110 Main 5treet
San Antonio TX 78210 US
Phone: 210-555-3434

Voucher Assignment = (® Attomey () Expert

This indicates who willbe responsible for fillng the voucher diaim part Voucher Assignment  ® ~“Tomer e
This indicates who will be responsibie for fling the voucher diaim part
Notes:

e Only experts registered with the service type selected appear in the drop-down list. If the expert is not listed in
the drop-down list, please submit an AO-213 and W-9 to Financial Services at finance@vid.uscourts.gov so they
can be added to eVoucher.

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

e CJA-21 vouchers require two steps: submission and approval. Since experts are not authorized to use eVoucher,
the panel attorney has to submit and approve the voucher, once on behalf of the expert, and another for
himself/herself.

e The attorney must file the voucher on behalf of the expert. The voucher appears in the My Active Documents
section as submitted to the attorney. You will perform the first level of approval/submission by clicking the
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voucher, navigating to the Confirmation page and approving the voucher. The voucher then moves to the My
Submitted Documents section.

e The attorney will then perform the second level of approval/submission by clicking on the voucher, navigating to
the Confirmation page and approving the voucher. The voucher will move to the attorney’s My Submitted
Documents folder.

After Create Voucher has been selected, proceed by following the steps mentioned previously for adding services,
expenses, claim status, and documents on the CJA-20 voucher.

Step 5

Click the Services tab or click Next on the progress bar. In the corresponding fields, enter the date, units, rate, and
description. Click Add. The entry appears at the bottom of the Services section. Click Save.

Basic Info | * Services Expenses Claim Status Documents Confirmation

Services
Date 04/17/2020 | == Description
Units ke .
Rate ke
* Required Fields
To group by a particular Header, drag the column to this area.
Date Description Units Rate Amt
(Empty)
«First | [ <Previous |[ Next> |[ Last» [ save | Delete Draft Audit Assist
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Step 6

Basic Info Services [ Expenses Claim Status Documents Confirmation

Expenses

Date 4f17/2020 | =) Description

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

Amount & Add Remove

* Required Fields

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

Expense Type Date Description Milel Rate @ Amt

(Empty)

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

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

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

Step 7

Click the Claim Status tab, or click Next on the progress bar. Enter the start and end dates, making sure to select the
earliest date of services and expenses as the start date. In the Payment Claims section, click the appropriate radio button,
and then click Save.

k Basic Info Services Expenses [+ Claim Status Documents Confirmation

Claim Status

swtowe [ |33 avae [ |-
Payment Claims =

O Final Payment

) Interim Payment P

(@] Supplemental Payment
0 Withholding Return Payment

** Reminder: Please select the appropriate daim status.

* Required Fiekls

[ 1
(st ] [< Previous | [ fiet> ]| Lasts
———1
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Notes:

Final payment is requested after all services have been completed.

Interim payment allows for payment in segments. If using this type of payment, indicate the number of this
request payment.

After the final payment number has been submitted, supplemental pay may be requested due to a missed or
forgotten receipt.

At the end of the case, to request return payment of withheld funds, click the Withholding Return Payment radio
button on a blank CJA-21.

Step 8

Click the Documents tab or click Next on the progress bar. To add an attachment, click Browse to locate your file, and
then add a description of the attachment. Click Upload. The attachment and description are added to the voucher and
appears in the Description column. Click Save.

Basic Info Services Expenses Claim Status Confirmation

Supporting Documents

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

File

Description

C:\Users\JaimeLongoriall Browse...

[Document

Description Delete View
Document Delete  View
: .
[erinst | [= previous | mext> | [ tast» ] =
et | |save |

Notes: All documents must be submitted in PDF format and must be 10 MB or less.

Mandatory Documents:

Order of Appointment

Order Approving Expert (if applicable)

Order Granting Interim Payment (if applicable)
Itemized Invoice for Expert Services

Itemized receipts for expenses in excess of $50

Any other documents to support any expense claim
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Step 9

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

Basic Info Services Expenses Claim Status Documents | I Coi

Confirmation
1. CIR.DIST'DIV.CODE 2. PERSON [VOUCHER NUMEER
101 zbediah Branson
3 MAG. DKT/DEF NUMBER 4. DIST. DKTDEF NUMEER § APPFALS. DKT/DEF NUMEER 6 OTHER DET/DEF NUMBER
|1:14-CR-08803-1-A4
T AT TTER OFiCes Fam [ PAAENT CATECORY TP RSO EERESESTED (T REPESENTATION IO
) [Felony (including pre-trial diversion
[USA v. Branson Jof alleed felony) A dult Defendant [Criminal Case

T1 GFFENGE(S] CHARGE
15:1825 F INS]’ECTIO\I VICLATION PENALTIES
T2 ATTORNEY SSTATEMENT

person epresenied above,  ereby afim hat e sevics equesied e pecessary o adequate represesation. Therehy eguest

@
0 Approval of services already abrained to'be paid for by the ited States from the Defender Services Appropristion

[signaturs of Attorney
Andrew Anders

110 Main Street

San Antonio TX 78210

[Phone: 210-833-36:

[Cell phone: 210-353-1234

[Email: lisa_omelas/@aotx uscourts. gov

T N0 TTON TOR SERVICES See istractions) 10 TYPE OF SERVICE FROVIDER
O 0L Lovestigator 1 15 Other Madical
a raailator 0 16 Voice/Audio Aualyst
15. COURT ORDER O 03 Paychologist O 17 Hair/Fiber Expert
sl i o e st S b sl vy o couts s,
P o - ra e
2ignature of Presicing Judge or By Order of the Court N [ 19 Paralegal Services
Albert Albertson £ beDecimet Examiner 20 Legal Analyst Cansaltant
[Date of Orér Munc Pro Tune Date 1 07 Fingerpriat Ausiyt '
o3 /0412014 0 08 Acconntant £ 21 Jury Consultant
Repaymeat 0 ¥ES @ NO 01 09 CALR (WestlawLesi, #c) 0 12 Mitigation Specialist
= 10 Chemt Toucalest 0 23 Duplication Services
0 24 Ofter (Specify)
0 11 Balistics
01 13 Weapons Firearms Explosive E ;;::n:m:x i"ppm 5’:‘::‘
omputer Foreasics
1 14 Pathologist Medical Examminer
NOTTS
[Abraham Astley
[ CLANGTORSERVICES AND EXPERSES TOR COURT USE ONLY
Ty E% E%
; %Eu %m Todgg, parkig, medle
e 1050 3000
c s F] )
ALS
(CLAIMED AND ADIUSTED) €009 o
17 PAVEE'S NAME
|Abraham Astley TIN: XX-XXXXXXX [——
110 Main Street O Interim Payment ()
San Antonio TX 78210 US 0 Supplensental Paymeat
[Phone: 210-555.3434 0 Witblding Payment (—) (Total —)

[CLAIBCANT ¢ CERTIFICATION FOR PERIOD OF SERVICE: FROM 0420212070 04202020
hierehy cerify tha he abave e s evtrees, and Bt | e cnsathon o anbing o

Signature of Claimant Payee:  Date

15, CERTIFICATION BFAT'[DRNEi Thereby certify i TR case.
Signature of Attorns

[Date Signed
APPROVED FOR PAYMENT - COURT USE ONLY
18, TOTAL COMP. 10 TRAVEL EXPENSES 'l OTHER EXPENSES 1 TOTAL AMT. APPRCERT.

T o Enhnbz oSt (exe/uding expentes) of these sewvices Goes Nt excead the statulory TLASHU, Of prior aubarizaton was obiained
s ot abtaned. bt the et of sicethe Cout fds that ey procuement autherization, even
Fn*mmm‘ﬂgpama, excesds the statutory

Siguature of Prediog Judge Date Tudge Code
[F¥ TOTAL CoMF. rﬁ.uluuu FENSE: r" TOTAL AMOUNT
[F¥ PAYMENT AFFROVED IN EXCESS OF THE STATUTORY THRESHOLD
Stguature of CRiet Judge, Court of Appeals (or Delezate) Date Judgs Code Tolal Amt, Certified For Payment

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

Public/Attorney
Notes

i¥| I swear and affirm the truth or correctness of the above statements
Date: 4/20/2020 21:27:33

; T
«First | [ < Previous |[ Next> || Last» Save Delete Draft
==
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Step 10

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

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

0101.0000154

Step 11

The case file appears in the My Active Documents section. Click the case hyperlink to select the file.

Tos grup by & partioulsr Hesder, drag the column to this sres, Sesrch: |
Case Defendant Type Status
L1S-CR GOS0 AR Wendy Wilson (= 1) €la-21 Submitted to Attome
Suan: DE/LYLA Clamed Amount: 165.80 s Gabrid ¥V o 4
Encl: DE/1S2014 ‘Weapons Frearms Explosi... | FINAL PAYMENT

Step 12

Navigate to the Confirmation tab. Verify all information is correct. Certify the information by selecting the certification
check box. This automatically time stamps the voucher. Click Approve.

Atberiziors The notes vou eiter il be avalabis o the net soonevsl evel. )
[ l

& 1 certily that | have reviewed the above
= information

/ Approve Q Reject

Date: 67192004 5:42:24

ol Crees e J(ms ] (e ] [
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Submitting an Authorization Request for Expert Services
Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.

In the Appointments’ List section, open the appointment record.

AT

Appointments Defendant
Case: 1:14-CR-08805-A4 Defendant: Jebediah Branson
Defendant #: 1 Representation Type: Criminal Caze
Case Title: US4 v, Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Pres. Judge: Albert Albertsan
Adm./Mag Judge:

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

AUTH
Authorization for Expert and other
Services

Click Create New Authorization.

Authorization Type Selection

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

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

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

Case compensations for Investigative, Expert and Other Services
e Lessthan $1,000 — No approval from the Court
e Between $1,001 - $3,000- Prior approval from the Court is required
e Greater than $3,000 — Prior approval from the Court and the Chief Judge of the Third Circuit is required
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Step 4

The Basic Info page appears. Complete the information in the Master Authorization Information section at the bottom
of the screen. This includes the following:

e Estimated Amount field

e Basis of Estimate field

e Service Type drop-down list
¢ Notes field

Click Save.

b Basic Info Documents Confirmation

Basic Info

L. CIR/DISTDIV.CODE 7 PERSON REPRESENTED FOUCHER NUMBER
o101 liebediah Branson
3.MAG. DKIDEENUMBER 3 DISL. DKT/DEENUMBER PEALS. DKIDEENUMBER 6. OTHER. DKI/DEENUNBER
1:14-CR-08805-1-AA
7. IN CASENATTER OF (Case Name) 5. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED T0. REPRESENTATION TYPE
[USA v. Branson [Felony (including pre-trial diversion |5 4,1t pefendant (Criminal Case
of allcged felony)
1L OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME AND MAILING ADDRESS 13 COURT ORDER
pndrew Anders ) DFederat [ F Subs for Federal
élOII\;Ilmn ?h‘f:[f;‘( at0 O sassociate O ccocoumsar o DFederal 2 F Subs for Feder
San Antonio TX 762
[Phone: 210-833-5623 (O LiLeane 0 .sppointing () PSubsfor () Rsubs for
(Cell phone: 210-555-1234 Counsel (Capital Only) Counsel PanelAtormey  Retained Attorney
Email: lisa_omelas@aotx.uscourts gov O spose O Treaained O Uswsor () 5 sqmmistraive
Atorney Prose s
(O ¥ Standvy
Counsel
[prior Attorney's Name
lppoiutment Dates
Signature of Presiding Judge or By Order of the Court
Ibert Albertson
14, LAW FIRM NAME AND MAILING ADDRESS 1;";‘;’3‘1):“" Nunc Pro Tunc Date
Repayment (] yes @ no

Master Authorization Information

‘Order Date :B
Nunc Pro Tunc Date i
Repayment

Estimated Amount

Authorized Amount $ Deactivated

Basis of Estimate 100 hours at $80/hour

Description

Service Type | Investigator ~]=

Notes | John Doe |

[C«First ][ < Previous | [ Next > |[ Last» save
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| Basic Info |l Documents || Confirmation

Supporting Documents

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

File C:\UsersUaimeLongoﬁa‘Ll
Description | Document |
Upload
Description Delete View
Document Delete View
[ ) [ | o> [ o] | o]

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

Note: All documents must be submitted in PDF format and must be 10 MB or less.

The attachment and description are added to the voucher and appears at the bottom of the Description column. Click
Save.

Supporting Documents

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

Fi Browse...

Descriptbon Delete  View
Propoted order Calete Wigw
Affidavit in Support of Expert Service Reguast Calste Nigw
Expart's Curiculum Vitss Calete Vigw

[ «First || <Previous |[ mext> || Lasts | [ save | | Delete Oraft |

Mandatory Documents

e Order of Appointment
e Any documents supporting the request
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Step 6

Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field, may include any notes to

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

Basic Info Documents | I Confirmation

Confirmation
ORI O TSRS TOTCHER FVGER
101 ‘ebediah Branson
Ry DT BT e ROYERE TSR o
1:14-CR-08803-1-AA
T TP ARENT CATEO0RT B e FOB S
) [Felony (including pre-trial diversion
[USA v. Branson falleged felony) |Adult Defendant Criminz] Caze

TL OFFENGE(S) CHARGED
[15:1823.F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY'S STATENENT "

F— Jr—
a
0 Approval of services already y Services Approprizion.
ustare of Atorzer
Andrew Anders
110 Main Street
San Antonio TX 78210
[Phone: 210-933-5623
Jcell phone: 210-555-1234
[Email: isa_omelas@aotx,uscourts go
I3 DESCRIFTION AND TUSTIFICATION FOR SERVICES Soe rwetiany) [0 TWPEOF EVCEFROVER |
0 01 Tnvestgator 0 15 Other Mdial
0 02 nterpreter Tenaslator 0 16 Voicw/Audio Autlyst
1§ COURT ORDER £ 03 Paycholagit © 17 Hair Tiber Espart
o byt e © 04 Poyctinrise 0 18 Computer
frthorization requested i itaea 12 is hareby practed. [0 0 Palypraph (Hardware/Software'Systems)
o gmarue of Presiding Fudge or By Ovder of te Coun © 06 Documents Examiaer 0 10 Faralegal Services
[ATbert Albertson [ —— 0 20 Legal Anaiyst Consultant
[Date of Order “Niume Pro Tunc Date O 08 Accountant B 0 21 Jary Consultant
Repryment 0 YES @ NO 4
prment 0 09 CALR (WestlawLexis, o) 0 22 Mitigation Specishst
O 10 Chemb Texieologist 1 23 Duplication Services
1 11 Ballistics. 0 24 Other (Speciy)
[ 13 Weapons Firearmas Explasive 1 38 Lirigation Support Services
spert )26 Compater Forenscs Expert
) 14 PathologistModical Examinar
|FoTEs
[ STEnatare of Frending Judge ate Signed Tage Code APPoved Amount Total Approved Amoum |
Signature of Chief Judge, Court of ;
| ppeas (or Delegate) Date Signed Judge Code Approved Amount

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

Public/Attorney
Notes

[_] 1 swear and affirm the truth or correctness of the above statements
Date: ¢ Submit
« First < Previous Next > Last » Save Delete Oraft Audit Assist

Step 7

A confirmation screen appears, indicating the previous action was successful and the authorization request has been

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

Your voucher has been submitted for payment. You will receive & notification if we need more detais.
Plaans keap the folowing voucher number for your own reconds:

0101.0000152

Back to:

Home Page
Appointment Page

The Authorization Request will now appear in the My Submitted Documents section on the Attorney home page.
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Creating an Authorization for Transcripts (AUTH-24)

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

Step 1

On the Appointment page, in the Create New Voucher section, click the Create link next to AUTH-24.
AUTH-24

Authorization for payment of
transcript

Step 2

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

No Authorization Required

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

Step 3

On the Basic Info page, enter the details for the required transcript. Click Save.

> Basic Info Documents Confirmation
Basic Info
1 CIR/DIST/DIV.CODE 2. FERSON REFRESENTED VOUCHER NUMBER
101 ebedizh Branson
3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6. OTHER. DKT'DEF. NUMBER
1:14-CR-08805-1-AA
7_IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9 TYPE FERSON REFRESENTED 10. REPRESENTATION TYPE
. [Felony (including pre-trial diversion N
|USA v. Branson Jof alleged felony) A dult Defendant |Criminal Case

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

T2 ATTORNEY & NAME AND MAILING ADDRESS. T3, COURT ORDER

llOMai]f]Smtr: 0 A Associste O CCoCamms [ DFedimsl o1 F Subs for Federal

San Antonio TX 78210 O LLearned Counsel = O Appoisting O P Subsfor Panel O R Subs for Retsined

[Phone: 210-833-3623 (Capital Only) Counsel Attorney Attorngy.

Jcell phone: 210-555-1234 o SErose O TRetsined O USsbiforPro oy oo
Attorney se

[Email: lisa_omelas@aotx uscourts gov
O ¥ Standby Comnsel

[Friar Attorney’s Name
|1ppointment Dates

|sigusture of Presiding Judge or By Order of the Court

Albert Albertson

ate of Order Nunc Pro Tunc Date

14, LAW FIRM NAME AND MAILING ADDRESS

Repayment 0 YES © NO

Proceeding Transcript
To Be Used .
Proceeding To Be
Transcribed *
Apportioned Cost (%) l:l

ioned Case and ‘ ‘
Defendant
Special i
Handling None hdl
ST ["] Prasecution Opening Statement [ Prasecution Argument [ Prasecution Rebuttal

[ Defense Opening Statement [ Defense Argument [ 3ury Instructions [ voir pire

<Fi ] (< prton ] [t ] [t oo |
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Click the Documents tab or click Next on the progress bar. To add an attachment, click Browse to locate your file, and
then add a description of the attachment. Click Upload. The attachment and description are added to the voucher and
appear in the Description column. Click Save.

Basic Info | | Documents Confirmation
Supporting Documents

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

File Browse...

Description |

Upload

Description Delete View
Proposed Order. pdf Delete View
<Pt ] [ Provons | [ o> ] [tz

Note: All documents must be submitted in PDF format and must be 10 MB or less.

Mandatory Documents
e Order of Appointment
e Any documents supporting request
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Step 5

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

Basic Info Documents I Confirmation

—————————+

Confirmation
1. CIR/DISTDIV.CODE 2. PERSON REFRESENTED VOUCHER NUMBER
101 Pebediah Branson
3. MAG. DKT'DEF NUMBER 4. DIST. DKT/'DEF NUMBER 5 APPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF.NUMBER
1:14 CR-08805-1-A4
7. IN CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 0. TYFE PERSON REFRESENTED 10. REPRESENTATION TYPE
) [Felony (including pre-trial diversion
|USA v. Branson lo£ alleged felony) Adult Defendant ICriminal Case

TT GFFENGE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES

REQUEST AND AUTHORIZATION FOR TRANSCRIPT
12 PROCEEDINGIN WHICH TRANSCRIFT 15 TO BE USED

T3 PROCEEDING TO BE TRANSCRIBED (Deseride fpecyiralil. NOTE: The U1l DWUCTE T ROC 2 IACELds PrOsecuion Gpenig

T4 SPECIAL AUTHORIZATIONS TUDGE'S IMTIALS

A Apportioned Cost % of transcript with

B o 14Day ©Expedied ©3Day oDaly o Howly o Realtime Unedited

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

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

As the attorney for the person represented who is managed above, 1 | Financial eligibility of the person represented having been established to
hereby affinn that the transcript requested is necessary for adequate | the Court’s satisfaction the authorization requested in Ttem 15 is hereby
representation I, therefore, request authorization to obtain the transcript aranted.
services at the expense of the United States pursuant to the Criminal
Justice Act

Signature of Presiding Judze or By Order of the Court

Signature of Attomey Date
Andrew Anders Date of Order Nuac Pro Tunc Date

Printed Name
Telephone Number: 210-833-3623

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

Public/Attorney
Notes
| 1 swear and affirm the truth or c of the above B
Date: 4/20/2020 21:49:45 (4} Submit
[“First ][ < Previous || Next> || Last» Save

Step 6

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

The AUTH-24 will now appear in the My Submitted

This document has been submitted. Documents section of the Attorney home page.

Please keep the following document number for your own records: * please refer to the CJA Felony Appointment Manual

0101.0000626 for further guidance on requesting transcripts. *

Back to:

Home Page
Appointment Page
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Creating a CJA-24 Voucher (Payment for Transcript)

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

After submission and approval of AUTH-24, you can create the CJA-24 voucher for payment. Attorneys are responsible
for submitting the CJA-24s. CJA-24 vouchers require two steps: submission and approval. Since court reporters are not
authorized to use eVoucher, the panel attorney has to submit and approve the voucher, once on behalf of the court
reporter, and another for himself/herself.

Step 1

On the Appointment page, in the Create New Voucher section, click the Create link next to CJA-24.

24 Create
Authorization and Voucher for
Payment of Transcript

Step 2
The Basic Info page appears.

Click the Use Existing Authorization in eVoucher link.

| Basic Info

Basic Info

1. CIR.DISTDIV.CODE 2. PERSON REFRESENTED 'OUCHER NUMBER
101 Pebediah Branson
3. MAG. DET/DEF NUMBER 4 DIST. DKT/DEF NUMBER 5 APPFALS. DET/DEF NUMBER 6. OTHEE. DKT'DEF NUMBER
i:14.CR-08805-1-A4
7.IN CASEMATTER OF(Case Name) 3. PAYMENT CATEGORY 9. TYPE FERSON REFRESENTED 10. REPRESENTATION TYFE
JUSA v Branson gﬂﬂgg‘;ﬁfg‘gﬁ pre-trial diversion {4 o pyefondant |criminal Case

T OFFENSE(5) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES

[EXCESS FEE LIMIT [PRESIDING JUDGE MACISTRATE JUDGE DESIGNEE 1
511,500.00 Albert Albertson

DESIGNEE 2

Authorization Selection

You can dlick the Use Existing Authorization in eVoucher button to select from a list of approved authorizations, or click the No Existing
Authorization in eVoucher button.

Use Existing Authorization in eVoucher
You may dick here to select from a list of approved
authaorizations.

No Existing Authorization in eVoucher

If you do not have an existing authorization in
eVioucher, you may proceed by clicking here.

[<Frst | [<Previous | [ Net> ][ Last>
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Step 3

Click the applicable AUTH-24, which highlights it in blue. You cannot continue until it is highlighted.

Authorization Selection

You can click the Use Existing Authorization in eVoucher button to select from a list of approved authorizations, or click the No Existing
Authorization in eVoucher button.

Use Existing Authorization in eVoucher Please Select the Associated Authorization
You may dick here to select from a list of approved A 3
authorizations. ID Number: 89 Service Type: Court Reporter [ Transcript
Order Date: 01/21/2016 Spedial Handling: 0
No Existing Authorization in eVoucher Proceeding Transcribed: Transcription
If you do not have an existing authorization in
eVoucher, you may proceed by clicking here. Prosecution Opening Prosecution Argument Prosecution Rebuttal
Defense Opening Statement Defense Argument Jury Instructions Voir Dire
In this multi-defendant case, commercial duplication of transcripts will impede the delivery of
accelerated transcript services to persons proceeding under the Criminal Justice Act.
ID Number: 116 Service Type: Court Reporter [ Transcript
Order Date: 03/22/2016 Special Handling: 0
Proceeding Transcribed: Arraignment
Prosecution Opening Prosscution Argument Prosecution Rebuttal
Defense Cpening Statement Defense Argument Jury Instructions oir Dire
In this multi-defendant case, commercial duplication of transcripts will impede the delivery of
accelerated transcript services to persons proceeding under the Criminal Justice Act.
Step 4

Click the Expert drop-down arrow and select the transcriptionist. In the Voucher Assignment section, click the radio button
indicating the attorney will be entering information. Click Create Voucher.

New Voucher Information

Description

Court Reporter/Transcriber Status
(®) Official ) Contract () Transcriber () Other
Service Provider
You can search one of the service providers already in the system

OR you can enter the required information for another provider
Expert Expert, LeVar hd

Expert Info LeVar Expert

Details AO-CMSO

Washington DC 20544 US
Phone: 202-502-2965

Voucher Assignment = (®) attorney (! Expert
This indicates who will be responsible for filling the voucher claim part

Notes:

e Only transcriptionists registered with the service type selected appear in the Expert drop-down list. If the expert
is not listed in the drop-down list, please submit an AO-213 and W-9 to Financial Services at
finance@vid.uscourts.gov so they can be added to eVoucher.

e Selecting a transcriptionist already in the system automatically populates that expert’s information.
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e The attorney must file the voucher on behalf of the transcriptionist. The voucher appears in the My Active
Documents section as submitted to the attorney. The attorney will perform the first level of approval/submission
by clicking the voucher, navigating to the Confirmation page and approving the voucher. The voucher then moves
to the My Submitted Documents section.

e The attorney will then perform the second level of approval/submission by clicking on the voucher, navigating to
the Confirmation page and approving the voucher. The voucher will move to the attorney’s My Submitted
Documents folder.

Click the Services tab or click Next on the progress bar. Complete the Date, Service Type, No. of Pages, Rate Per Page,
and Description fields, then click Add. The entry appears in the Service Type column. Click Save.

Basic Info | I Services Expenscs Documents Confirmation

Date 42012020 |+ Description

Service Type - = *
Include Page Numbers |

No. of Pages * RatePerPage |  |*

Less Amount Apportioned

Less Amount Adjusted || Add || Delete ltem
= Required Fiekds

Service Type  Date Description Incl. Page Numbers  No.Pages Rate Apportioned  Discount  Total
Criginal 04/20/2020  Transcription. 15 1000 150.00|

1 Page 1 of 1 (1 items)
« First | [ < Previous |[ Mext> || Last» Delete Draft Audit Assist

=

Step 6

Click the Expenses tab or click Next on the progress bar. Complete the Date, Expense Type, and Description fields, and
then click Add. The entry appears in the Expense Type column. Click Save.

Basic Info Services | P Expenses Documents Confirmation

Expenses
Date = Description
Expense Type >
Miles l:l * at $0.535 per mile. :
-
[* Required Fields

Expense Type Date Description Mile Rate Amt
Travel Miles 04/20/2... Travel bo court. 20 053 10.7)
1 Page 1 of 1 (1 items)

< First | [ < Previous ||[ net> ][ Last» [ save | Delete Draft Audit Assist
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Step 7

Click the Documents tab or click Next on the progress bar. Click Browse to locate your file, and then add a description of

the attachment. Click Upload. The attachment and description are added to the voucher and appear in the Description
column.

Basic Info Services

Expenses | | Documents Confirmation
Supporting Documents

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

File C:\Users\Jaimel ongoria\l Browse.

Description | Document

Upload
Description Delete View
Document Delete  View
[wrirst_|[ < Previous | [ Next> |[ Last» Save

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

Mandatory Documents

e Order of appointment
[ )

Any documents to support request
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Step 8

Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field, you can include any notes

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

Basic Info Services Expenses Documents [ Confirmation

Confirmation
1. CIE/DIST/DIV.CODE 1. PERSON REFRESENTED [VOUCHER NUMEBER
101 Pebediah Branzon
3. MAG. DKT/DEF NUMBER 4. DIST. DKT.DEF NUMBER § AFPEALS. DKT/DEF NUMEER 6. OTHER. DKTDEF NUMBER
1:14.CR-08805-1-A4
7.IN CASE'MATTER OF(Case Name) 8 ]’AY!JI__N'[ C.-\_TEGOR.Y . i 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
[USA v. Branson E?ﬂggﬂﬁ pre-trial diversion fy 4 1 1y fondont |Criminal Case
1. OITENGE(S) CHAR

\GED
15:1825 F INSPECTION VIOLATION PENALTIES

REQUEST AND AUTHORIZATION FOR TRANSCRIPT
12. FROCEEDING IN WHICH TRANSCRIFT IS TO BE USED
Transcipt

13 PROCEEDING TO BE TRANSCRIBED [Drscribe speciically). NOTE: The frial GuAscrints are mot & Inchide prosecation apening
Transcription

14. SPECTAL AUTHORIZATIONS

JUDGE'S INITIALS

A Apportioned Cost % of transcript with

B. 0 14.Day 0 Expedited 0 3-Day 0 Daily o Howly 0 Realtime Unedited

C.o Pr Opening 0 Pr Argument 0 Pr ion Rebuttal
0 Defense Opening Statement 0 Defense Argument o Voir Dire 0 Jury Instructions

D. In this multi-defendant case, commercial duplication of transcripts will impede the delivery of accelerated
tramseript services to persons proceeding under the Criminal Justice Act.
T8, ATTORNEY S STATEMENT

16, COURT ORDER
As the attomey for the person represented who is managed above, [ Financial eligibility of the person represented having been established to
hereby affinn that the transcript requested is necessary for adequate the Court’s satisfaction the auth it ted in Item 15 is hereby
representation. I, therefore, request authorization to obtain the transeript granted
services at the expense of the United States pursuant to the Criminal
Justice Act, Albert Albertson
Andrew Anders /S/ 112172016 14:48:16 Siguature of Presiding Judge or By Order of the Court
Signature of Attomey Date 01/21/2016
Andrew Anders Date of Order Nune Pro Tunc Date
Printed Name
Telephone Number: 210-833-3623
CLAIMS FOR SERVICES
17.COURT REFORTER TRANSCRIBER STATUS 15 PAYEE'S NAME AND ADDRESS
@ Official o Contract o Transcriber o Other I;S{El&;geﬂ nc.
19. SOCIAL SECURITY NUMBER OR EMPLOYER ID NUMBER OF PAVEE Phore: 302 :%g igé':"" us
TIN: X X000 o e e
2. TRANSCRIFT IRCLIDEPAGE 1 xo. oF pacs RATE PER PAGE SUB-TOTAL :‘g’g;#gg.?} TOTAL
Original vee detail a see detail 30.00 see detail
Copy vee detail [i] see detail $0.00 see detai]
Expenses (Jremuzg) T
TOTAL AMOUNT CLAIVED] .0
————————————————— ——
21. CLAIMANT CERTIFICATION OF SERVICE PROVIDED
Viucrehy cerify thar the above et i fos services renudered ad s cormecs, 35 St | i 1ok sousghd or rocel o puy M feemigensation er angfhing of valus) from sy odher source fo tese servioes.
Signature of Clai ayes: Date:
ATTORNEY CERTIFICATION

21, CERTIFICATION OF ATTORNEY OR CLERK I hereby certify that the services were rendered and that the transcript was received.

Signature of Attorney or Clerk

Date
AFPROVED FOR PATRMENT - COURT USE ONLY
23, AFFROVED FOR PAYMENT
Signature of Judge or Clerk of Court Date Approved Amount
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: 4/20/2020 22:12:0

(%) Submit

‘ « First H <Prevmus|i Mext > i‘ Last »
=

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

[ success |
Tour vouher has been submithed for payment. You will recsive 8 notficason o we need more detals,

Please keep S following voucher rumber for your own reconds:

0101.0000165

Back to:
Home Page
Appointment Page

Step 10

Click the Home Page hyperlink to return to the home page. The CJA-24 voucher will be in the My Active Documents
section with the status Submitted to Attorney. Click the case hyperlink to select the file.

To group by & partioulsr Hesder, drasg the column to this ares, [
Case Defendant Type Status
L 14-LR A0 AN Wendy Wilson (= 1) €la-21 Submitied to Attome
St OE/LY0L4 Claimed Amount: 166.80 Gina Gabrie f" T x
Eec De1R20LE “'ﬂm‘ﬁﬁl.‘mEm.u. ¥ FINAL PATMENT

Step 11

Navigate to the Confirmation tab. Verify all information is correct. Certify the information by selecting the certification
check box. This automatically time stamps the voucher. Click Approve.

Atberiters The notes you eriter il be avalabls o the next sconevl evel.

i

& 1 certily that | have reviewed the above
= information

/ Approve 0 Reject

Date: 67192004 543:24

o ) Creea J e Jm- ] [m] [
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Step 12

A confirmation screen will appear indicating the previous action was successful and the CJA-24 voucher has been
submitted.

This document has been submitted.

Please keep the following document number for your own records:

0101.00006206

Back to:

Home Page
Appointment Page
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Creating an Authorization for Payment of Travel Voucher
Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.

Step 1

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

TRAVEL

Authorization for payment of

Step 2

The Basic Info page appears. The Travel Agency to be Used section automatically populates.

I Basic Info Authorization Request Documents Confirmation

Basic Info

T CIRDIST DTV COBE T FERS0 OUCHER NCMBER
101 cbedich Branson
TAAC DET T DIST DX DEF NOMEER. T AFPERTS BT T OTEEE
1.14.CR 08805-1-44
TH T FATVRENT CATECORY TTTPEFERSON TS 0 RTITION TYPE
. [Felony (including pre-tril diversion of
JUSA <. Branson enes olom) |2 dult Defendant riminal Case
T OFFENSERS] CHERGED
15:1325 F INSPECTION VIOLATION PENALTIES
TE ITTORNEY S NANE AND WAILING ADDRESS TS COURTORDER
Andrew Anders 0 D Federal 01 F Subs for Pedersl
110 Main Street 0 A dssodate © € Co-Lonnsel Defender Defender
5an Antenio TX 78210 OLLermeiComsel @ OAppointnz O FSubsforPasd O K Subs for Retsined
[Phone: 210-833-5623 (Capital Oaiy) Connsel Attoraey Attorney
[Cell phone: 210-355-1234 0 SPraSe OTRewimd oy frpSe 0 X Admimstrative

[Email: lisa_omelas/@actx uscourts gov Attormey
¥ Standby Comnsel

[Prior Attoraey's Name
ément Dt
[sizuature of Presiding Judze or By Order of the Court

[Albert Albert:
TDate of Order Nunc Prs TancDate

14, LAW FIRM NAME ANDMAILING ADDRESS.

Repayment 0 VES & NO

Travel Agency to be Used: National Travel Service (NTS) V'

National Travel Service (NTS)
707 Virginia Street East

Suite 100

Charleston, WV 25301

Phone: (800) 445-0668
Fax:

Email:
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Step 3

Click the Authorization Request tab or click Next on the progress bar. Complete all required fields marked with red
asterisks, and then click Add. The information appears in the table at the bottom of the screen. Click Save.

Basic Info | I Authorization Request Documents Confirmation

Request For Travel*

* Required Fiekls
MName and Title of Person Traveling: Andrew Anders =
123 Way =
Address of Person Traveling: San Antonio, TX 78229
Travel From Location: San Antonio, TX b
Travel To Location: Los Angeles, CA =
Estimated Dates of Travel: 5/25-5/28 &
Travel Requested: * i Cost: i i nts items:
Airline Tickets via CJA Government Travel Agency: 300.00| | compl e i dollar amount for each line.
Ground Transportation: 20.00] | rhe *Total Esti Cost™ field is - based
Subsistence (Hotels & meals): 100.00] | on the estimated amounts entered in the Travel line items.
Other: |:| Complete information for one traveler per form.
Total Estimated Cost: 420.00
Total Authorized:
Travel to talk to witness.
Purpose and Justification:
+
Court Notes:

* pll travel and expenses must be in compliance with government travel regulations. Actual cost of hatel 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.

Purpose and
Traveler Travel From  Travel To  Travel Dates o Estimated Authorizet Court Notes
Justification
Andrew Anders San Antonio, TX  Los Angeles, CA 5/25-5/28 Travel to talk to witness. 420,00
1 Page 1 of 1 (1 items)
<< First | [ < Previous |[ Next> | [ Last>> Delete Draft Audit Assist

Click the Documents tab or click Next on the progress bar. Click Browse to locate your file, and then add a description of
the attachment. Click Upload. The attachment and description are added to the voucher and appear in the Description

Mandatory Documents
e Order of Appointment
e Any documents to support the
request

column.
Basic Info Authorization Request | Documents Confirmation
Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
File C:\Users\JaimeLongoria\l Browse...
Description |Tra\rel Receipts |
[ Upload |
Description Delete  View
Travel Receipts Delete View
[=<Fist ] [< Previous ] [ Next> || ast> |

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Step 5

Click the Confirmation tab or click Next on the progress bar. In the Public/Attorney Notes field, you can include any notes

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

Basic Info Services E Doc I Co

Confirmation

1. CIR.DIST/DIV.CODE 2. FERSON REFRESENTED VOUCHER NUMEER.

101 Jebediah Branson

3. MAG. DKT'DEF NUMEER. 4. DIST. DKT/DEF NUMBER. & APPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER.

1:14-CR-08803-1-AA
7.IN CASEMATTER OF (Case Name) 3. PAYMENT CATEGORY 3. TVPE FERSON REFRESENTED 10, REPRESENTATION TYFE
. [Felony (including pre-trial diversion .

[USA v. Branson of allezed felony) |Adult Defendant [Criminal Case

11. OFFENSE(S) CHARGED

15:1823 F INSPECTION VIOLATION PENALTIES

REQUEST AND AUTHORIZATION FOR. TRANSCRIPT
1. FROCEEDING IN WHICH TRANSCRIFT IS TO BE USED
Transcipt
T3 FROCEEDING TO BE TRANSCRIBED (Describe specyfically). NOTE: The ol Fnseripts d7e 1ot D include prosecuion opening
Transcription
14. SFECIAL AUTHORIZATIONS

JUDGE'S INITIALS

A Apportioned Cost % of transcript with

B. o 14.Day o0 Expedited o0 3-Day o0 Daly o Howly o Realtime Unedited

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

D. In this multi-defendant case, commercial duplication of transcripts will impede the delivery of accelerated
transcript services to persons proceeding under the Criminal Justice Act.
15, ATTORNEY § STATEMENT

16 COURT ORDER
As the attorney for the person represented who is managed above, I
hereby affinm that the transcript requested 15 necessary for adequate

representation. I, therefore, request authorization to obtain the transcript

Financial eligibility of the person represented having been established to
the Court's satisfaction the authorization requested in Item 13 is hereby

granted.
services at the expense of the United States pursuant to the Criminal
Justice Act. Albert Albertson
Andrew Anders /S/ 12172016 14:48:16 Signature of Presiding Judge or By Order of the Court
Signature of Attorney Date 01/21/2016
Andrew Anders Date of Order MNune Pro Tune Date

Printed Name
Telephone Number: 210-833-3623

CLAIMS FOR SERVICES

17.COURT REPORTER TRANSCRIBER STATUS 18 PAYEE'S NAME AND ADDRESS

LeVar Expert, Inc.
@ Official o Contract o Transcriber o Other AO-CMSO
19, SOCIAL SECURITY NUMBER OR EMFLOYER ID NUMBER OF PAVEE };‘h 302 %g %géf'} us
one: 202-502-2965
TIN: 300 X000
INCLUDE PAGE TESS AMOUNT

NUMBERS NO. OF PAGES RATE PER PAGE SUB-TOTAL APPORTIONED TOTAL |
] see detail $0.00 see detail 50,00
[ sae detail 30.00 see detail 30.00]
30.00
TOTAL AMOUNT CLAIMED] 000

o these services.

ignature of Claimant/Paves: Date:
ATTORNEY CERTIFICATION
71 CERTIFICATION OF ATTORNEY OR CLERK 1 Bereby certify that the services were rendered and that the franscript was received
Signature of Attorney or Clerk Date
APPROVED FOR PAYMENT - COURT USE ONLY.
73 APPROVED FOR PAYMENT
Signature of Judge or Clerk of Court Date Approved Amount
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: 4/20/2020 22:12:0 0 Submit
w ——————

« First || < Previous || Next > H Last = Save
=
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Step 6

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

Vo veouches Fass besn i flor pavy Vou wll & et tion o wee nesd mone detbals,

Piesae ketp the folowing voucher number fior your cwn necondsc

0101.0000162

Back ta:
Home Page

The travel voucher now appears in the My Submitted Documents section.
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Creating a CJA-26 Voucher (Claim for Excess Compensation)

This is a request and justification for expenses outside the statutory limits.
Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save your work.

Step 1

On the Appointment page, in the Create New Voucher section, click the Create link next to CJA-26.

cIA-26 [ Create
Statement for a Compensation Claim

im Excess of the Statutory Case
Compensation Maximum: Districk

Court

Step 2

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

| Basic Info Justification Documents Confirmation

Basic Info

1. CIR/DISTDIV.CODE 2. PERSON REFRESENTED 'OUCHER NUMEBER
Jebediah Branson
3 AAG. DETDEF NUMBER T DIST DRT/DEF NUMBER T APPEALS. DETDEF NUMBER © OTHER DKIT/DEF NUMBER
1:14-CR-08803-1-A4
7.IN CASEMATTER OF(Case Name) 8. PAYMENT CATECORY 0. TYPE FERSON REFRESENTED 10. REPRESENTATION TYPE
~ [Felony (including pre-trial diversion
[USA v. Branson Jof allezzd felony) Adult Defendant ICriminal Case
T OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME AND MAILING ADDRESS 13. COURT ORDER
|Andrew Anders " O D Pederal 1 F Subs for Federal
110 Main Street O A Assediate O € Co-Coumsel Defender Defender
San Antonio TX 78210 O LLearned Counsel @ O Appointing O P Subs for Panel O R Subs for Retained
[Phone: 210-833-5623 {Capital Only) Counsel Attorney Attorney
[Cell phone: 210-555-1234 O SErose O T Refaized O USsbsforPre |y yamiiceradies
[Email: lisa_omelas@aots nscourts gov Atturney Se
O Y Standby Counsel
[Prior Attorney's Name
|Appointment Dates
|siensture of Presiding Judze or By Order of the Court
Albert Albertzon
14 LAW FIRM NAME AND MAILING ADDRESS [Date of Order Nuac Pro Tunc Date
/372014
Repayment 0 YES @ NO

Amount Requested l:l & Amount Approved
Pre Trial Hours El Trial Hours El Sentencing Hours El Other In-Court Hours El Out-Of-Court Hours El
Humber of Counts lIl Mumber of Co-Defendants lII

Other Pending Cases | |

Sentencing Guideline Range | |

Mandatory Minimum Found [ |

< First_| [ < Previous | [ Next> |[ Last» [[save |
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Step 3

Click the Justification tab or click Next on the progress bar. On the Justification page, enter information in the text fields,
and then click Save.

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
daimed.

4. List and describe motions, legal memoranda, jury instructions, and sentencing documents, or legal research not resulting in such, which
are a noteworthy factor in the number of hours claimed and which were drafted originally for this case (do not include standardized
motions, etc., unless content was modified significanthy).

5. Summarize investigation and case preparation (e.0., 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 noteworthy factor in the number of hours claimed and explain each:
communication with client/family, language difference, accessibility of client, 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.
Indlude, if applicable: (3) negotiations with U5, attorney s office or law enforcement agency; (b) complexity or novelty of legal iesues and factual
romp.fe.niy“ (c_J responsibilities involved measured by the magnitude and importance of the case; (d) manner in which duties were performed and
skill efficiency, professionalism, and judgment required of and used by counsel; {e) nature of counsel’s practice and hardship or injury
.r&mﬂmg from the representation; and (1) any extraordinary pressure of ime or other factors under which senvices were rendered.

| p—
[ «First ][ < Previous |[ Mext> |[ Last» | [ save | Delete Draft Audit Assist
— |
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Click the Documents tab or click Next on the progress bar. Click Browse to locate your file, and then add a description of
the attachment. Click Upload. The attachment and description are added to the voucher and appear in the Description
column.

Basic Info Justification Confirmation

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

File C:\Users\JaimeLongoria\l Browse...

Description | Document "

Upload
Description Delete View
Document Delete View

[P ] [ ] o> [t ]

Note: All documents must be submitted in PDF format and must be 10 MB or less.

Mandatory Documents

e Order of Appointment

e Itemized CJA-20
(Enter services and expenses into a CJA-20 voucher. Do not submit. Click on the link — Form 20 on the left side of the
screen under Reports. Save the document as a PDF and attach to the CJA-26.)
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Step 5

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

Basic Info Justification Documents Confirm

Confirmation
SUPPLEMENTAL INFORMATION STATEMENT FOR A COMPENSATION CLAIM IN EXCESS OF THE STATUTORY CASE
COMPENSATION MANIMUM: DISTRICT COURT
THIS FORM PROVIDES INFORMATION TO SUPPORT COUNSEL’S CLAIM THAT THE REPRESENTATION GIVEN WAS IN AN
EXTENDED OF. COMPLEX CASE, AND THAT THE EXCESS PAYMENT IS NECESSARY TO PROVIDE FAIE COMPENSATION.
PARAGRAPH 2.22 B(3) OF THE GUIDELINES FOR THE ADMINISTRATION OF THE CRIMINAL JUSTICE ACT, VOLUME VII, GUIDE IO
JUDICI4RT POLICIES AND PROCEDURES, DEFINES THE TERMS “EXTENDED™” AND “COMPLEX,”™ AND SUGGESTS CRITERIA FOR.
DETERMINING “FAIR COMPENSATION.” THIS FORM SERVES AS COUNSEL'S MEMORANDUM REQUIRED BY PARAGRAPH 2.22
(2) OF THOSE GLIDELINES, AND DOES NOT REPLACE ANY OTHER DOCUMENTATION REQUIRED TO SUPPORT THE PAYMENT
REQUEST. IF EXTE.A SPACE IS NEEDED, ATTACH ADDITIONAL SHEETS OF PAPER.
ATTORNEY NAME: Andrew Anders
CASE NAME: USA v. Branson
DOCKET NUMBER: 1:14-CR-08805-AA |DEFENDANT NUMBER: 1 | VOUCHER NUMBER-
1 |PERIOD OF APPOINTMENT (DATES): 3/3/2014
TOTAL NUMBER OF IN-COURT HOURS: 0
PRETRIAL HEARTNGS: 0 TRIAL: 0 SENTENCING HEARINGS: 0  ALL OTHER IN-COURT: 0
TOTAL NUMBER OF QUT-OF-COURT HOURS:- 0

2 | OFFENSES CHARGED: 15:1823F INSPECTION VIOLATION PENALTIES

NUMBER. OF COUNTS CHARGED: 0 [NUMBER OF CO-DEFENDANTS: 0
'OTHER PENDING CASES (DOCKET NUMBERS) OF DEFENDANT DURING REPRESENTATION:

IF APPLICABLE, SENTENCING GUIDELINE RANGE FOUND BY THE COURT FOR SENTENCING:
WAS A MANDATORY MINIMUM FOUND OR AT ISSUE AT SENTENCING? o YES v NO

3 | DESCRIBE DISCOVERY MATERIALS (NATURE AND VOLUME) AND/OR DISCOVERY PRACTICES WHICH ARE A
NOTEWORTHY FACTOR IN THE NUMBER OF HOURS CLAIMED:

LIST AND DESCRIBE MOTIONS, LEGAL MEMORANDA, JURY INSTRUCTIONS, AND SENTENCING DOCUMENTS, OR LEGAL
4 RESEARCH NOT RESULTING IN SUCH, WHICH ARE ANOTEWORTHY FACTOR IN THE NUMBEER OF HOURS CLAIMED AND
WHICH WERE DRAFTED ORIGINALLY FOR THIS CASE (DO NOT INCLUDE STANDARDIZED MOTIONS, ETC., UNLESS
CONTENT WAS MODIFIED SIGNIFICANTLY):

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 CLAIMED:

EXPLAIN, IF NOTEWORTHY, IMPACT ON THE NUMBER. OF HOURS CLAIMED OF INVESTIGATIVE, EXPERT, OR OTHER
SERVICES USED (CJA 21 VOUCHER):

CHECK WHETHER ANY OF THE FOLLOWING CLIENT CONSIDERATIONS ARE A NOTEWORTHY FACTOR IN THE NUMBER,
7 | OF HOURS CLAIMED AND EXPLAIN EACH: COMMUNICATION WITH CLIENT/FAMILY, LANGUAGE DIFFERENCE,
ACCESSIBILITY OF CLIENT, OTHER

EXPLAIN ANY EXPENSE (ITEMS 17 AND 18 OF THE CJA 20 VOUCHER) GREATER THAN $500;

EXPLAIN ANY OTHER NOTEWORTHY CIRCUMSTANCES REGARDING THE CASE AND THE REPRESENTATION PROVIDED
TO SUPPORT THIS COMPENSATION REQUEST:

INCLUDE, IF APPLICABLE: (A) NEGOTIATIONS WITH U.5. ATTORNEY'S OFFICE OR. LAW ENFORCEMENT AGENCY', (B)
COMPLEXITY OR. NOVELTY OF LEGAL ISSUES AND FACTUAL COMPLENITY, (C) RESPONSIBILITIES INVOLVED MEASURED BY
THE MAGNITUDE AND IMPORTANCE OF THE CASE; (D) MANNER IN WHICH DUTIES WERE PERFORMED AND KNOWLEDGE,
SKILL EFFICIENCY, PROFESSIONALISM, AND JUDGMENT REQUIRED OF AND USED BY COUNSEL; (E) NATURE OF COUNSEL'S
PRACTICE AND HARDSHIP OR INJURY RESULTING FROM THE REPRESENTATION; AND (F) ANY EXTRAORDINARY PRESSURE
OF TIME OR. OTHER. FACTORS UNDER WHICH SERVICES WERE RENDERED.

Signature of Attorney Date Signed Fequested Amount

Andrew Anders

Signature of Presiding Judge Date Signed Tudge Code Approved Amount

Signature of Chief Judge, Court of

Appeals (or Delegate) Date Signed Judge Code Approved Amount
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: 4/20/2020 22:27:34 @ Submit
w —
«First || < Previous || Wext> |[ Last» Save
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Step 6

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

Your woucher has been submitted for payment, You will necesse & noSficaton i we nesd more detals.
Plesss keep the following voucher rumber for your own neconds:

0101.0000167

Back to:
Home Page
Appointment Page

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

Note: After the CJA-26 has been approved, go back into the voucher, click on Form 26 on the left side of the screen. This
will populate the CJA-26 with the Judge’s approval and the approved amount. Save this form as a PDF and attach it to the
related CJA-20.
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Appendix A: Correcting Errors in Your .csv File

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

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

Basic Info | Services Expenses Claim Status Documents Confirmation

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

Services
Dats = Dascription
Service Type - ¥

Doc.# (ECF) Paaes

Click the View Report link to view errors.

Basic Info | 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 |I-ate Hours Description Service Type Docs Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arraignment znd/or Plea
Row 9 Hours is missing; 11/2021 | Test 16¢. Legal research and brief writing
Row 10 mgéﬂ?m“;:fﬁu';“g:g‘f value only; Pages 115 15051 .o Test 15c. Motion Hearings L .
Row 11 N |Date is missing; || 1 | Test; 16d. Travel time
Row 12 W |Description has invalid character(s); |:l’1412021 1.1 Test<> 16a. Interviews and Conferences

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

Basic Info | Services Expenses Claim Status Documents Confirmation

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

Services

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

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

Basic Info 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 a d in Comma Separated Values (C5V)
format. The CSV file must contain all required column headings and data types. Please download ou 5amp1e spreadshee't or the correct column headings

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

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

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

A B € D E F

1ﬂDate Hours Description Service Type Doc.# Pages J
97272020 0.1"Emailto/from co-detlayer rezvisit wi ientand need for preliminary hearing 16e. Investigative and otherwork 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.S.C. §2251, 2252, 16c. Legal research and brief writing

10 9/11/2021 1 Travel from Pgh to 55J (no return travel due to travel to 1C) on CJA ) 16d. Travel time

1 9/12/2021 1.1 Call to codef lawyer X and AUSA re: status of cases and plea deal 16a. Interviews and Conferences

12 9/14/2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1

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

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

In your Excel file, click the File tab.

AutoSave )~ - Copy of CJA-20_Service_Time_Importxlsk - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

% Cut Calibri 1A A E == # Bbwmp et Text
Paste Copy ~ I A [
I U -~ . . - === == . . 9 =
- Format Painter = — = == = 3= [ Merge& Center $ % 9 S
Clipboard ] Font ] Alignment ] MNumber
Fl4 &7 fe
A 1 B 1 c 1
1 |Date Hours Description Service Tyg
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
L] adlaianna F T T T T e Ty ACm Ao

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

Good morning

~ New
D Mew
) []
]
= Open ’
a
Info 3
Blank workboolk
Save
Save As
Save as Adobe | /o Search

PDF

Print Recent Pinned Shared wi

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

T 7 T: » FS > CJA = 6.6 > Job Aids > External Users = time import

‘ CJA-20 Service_Time_lmport

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

Excel 97-2003 Workbook (*xls)

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

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

Excel Template (*xhx)

Excel Macro-Enabled Template (*xltm)
Excel 97-2003 Template (*xIt)

Text (Tab delimited) (*.bxt)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*xml)

i i dalatatdand 3|
C5V {Comma delimited) (*.csv)

& -prn)
Text (Macintosh) (*.bt)
Text (MS-DOSY (*txt)

- E—j‘p’ 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
3 Quick access

Documents -+
‘ Downloads . -

@ CJA-20 Service Time Import.csv
@ CJA-20 Service Time Import.xlsx

e

8/9/2021 10:01 AM
8/6/2021 2:27 PM

Type Size
Microsoft Excel C... TKB
Microsoft Bxcel W... 12KB
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Appendix D: Workflows

AUTH Workflow

START

" Voucher Entry Attorney Enters

i rk Tas! - i
| rd Clerk Task CLERK-TASK |
i / : Magistrate i
i # Magstrate Task Approval :
#  Judge Approval  Judge Approval

Update Record -
Finandial
Technician

#  ClerkTask

_____________________________________________

Voucher Closed Document dosed

FINISH

CJA eVoucher for Attorneys

*Please Note- When a voucher is moved to the next level of approval, the submission date changes.
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AUTH-Excess Workflow

START

L Voucher Entry Attorney Enters

#  CerkTask CLERK-TASK |

- . Magistrate Review
# Magistrate Task :

& Judge Approval Judge Approval

e e

| J# Crauit Approval To Grcuit |

L - — L

g S

E ; Update Record - :
| r4 Clerk Task Finandal !
| Technidan |

Voucher Closed Document Cosed

FINISH

*Please Note- When a voucher is moved to the next level of approval, the submission date changes.
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AUTH-24 Workflow

START

L Voucher Entry Attorney Enters

E ; derk Review - :f
| y 4 Clerk Task Finandal !
| Technidan
P e 1
| Magistrate Review |
| 4 Magistrate Task 4 :
L s e S s D A e e e i

J# Judge Approval Judge Approval

i ’ Qeate CJA24- !
1 rd Clerk Task Finandal !
! Technidan |
ol e e S

| "' Voucher Closed Document Qosed

FINISH

*Please Note- When a voucher is moved to the next level of approval, the submission date changes.
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CJA-20 Workflow

START

h_ Voucher Entry Attorney Enters

P e e Py B
i CGerk Audit - !
i » Clerk Task Finandial !
y Technidan |
o= g e —— 1
. I
i ; Magistrate .
E # Magistrate Task Approval E
A r---------------------.‘
& Judge Approval Judge Approval

E z Enter into Payment E
1 » Clerk Task System - Finandial !
! Technidan

l#"  Certified for mrt";.':at'm.' E
S Payment inanda
Supervisor

ELRLE

Voucher Closed Voucher dosed

i‘-t.

ERREE

FINISH

*Please Note- When a voucher is moved to the next level of approval, the submission date changes.
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CJA-20 Excess Workflow

START

L- Vioucher Entry Attorney Enters
E . derk Audit - !
| » Clerk Task Finandcial
i Technidan |
1 _ Magistrate |
i # Magistrate Task Approval |

& Judge Approval Judge Approval
S I
! ; derk Review for !
| » Clerk Task Transfer - Finandcial |
| Technician |
| # drauit Approval To drcuit |
e I
I ; Enter into Payment !
| » Clerk Task System - Finandal |
i Technidan |

" certified for Oert'f:.cat"".‘ .

| Payment nanda
Supervisor
' "_'_‘ Voucher Closed Voucher Aosed
FIMISH

*Please Note- When a voucher is moved to the next level of approval, the submission date changes.
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CJA-21 Workflow

START
&- Voucher Entry Voucher Entry
Attorney Attorney Approval
, Approval

! Cerk Audit -
| » Clerk Task Finandal !
i Technidan |
= r---------------------.‘
i : Magistrate .
| #  Magistrate Task Approval |

#  Judge Approval Judge Approval

E Enter into Payment L
] / Clerk Task System - Finandal !
| Technidan |

|- Certified for Le mE‘:::at:::?a_i
~d Payment Supervisor

|-

a Voucher Closed Voucher dosed

FINISH

*Please Note- When a voucher is moved to the next level of approval, the submission date changes.
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CJA-21 Excess Workflow

START
x_.- Voucher Entry Voucher Entry
Attorney

/ Aprroel Attorney Approwval
' Clerk Audit - !
{ / Clerk Task Financial !
| Technician |
! # Magistrate Task S S CI SRR
: Approval .

/ Judge Approval Judge Approwval

: Clerk Review for !
4 / Clerk Task Transfer - Financial !

Technician
: / Circuit Approwal To Gircuit |
E Enter into Payment E
f / Clerk Task System - Financial !
| Technician |

b= Certified for = -
= im—— Certification
|,_::.‘ Voucher Closed Voucher Closed
FINISH

*Please Note- When a voucher is moved to the next level of approval, the submission date changes.
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CJA-24 Workflow

START
L Voucher Entry Voucher Entry
, Attorney
y 4 TemE Attorney Approval

i derk Audit - !
' »” Clerk Task Finandial !
! Technidan !
g A AL :____.____..‘._____.‘.‘__‘._.___'
] : Magistrate
i # Magistrate Task Approval |

CLLTTY

/ Judge Approval Judge Approval

| Enter Into !
! Payment System - !
| , Clerk Task Finandial !
1 Technician |

I Certified for (lal’tll:!:'.atl{)[‘l 1
““d  Payment S
Supervisor
i ":_u Vioucher Closed Voucher dosed
FINISH

*Please Note- When a voucher is moved to the next level of approval, the submission date changes.
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CJA-26 Workflow

START

‘- Voucher Entry Attorney Enters

Magistrate
Approval

#  Judge Approval  Judge Approval

i ; Update Record - :
] » Clerk Task Finandal
) Technician |

p w4 Voudher Closed  Document dosed

FINISH

*Please Note- When a voucher is moved to the next level of approval, the submission date changes.
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If you have any questions regarding your CJA representation,

please contact:

District Court Financial Services

Shaneka Carter — Procurement & Financial Specialist
CJA eVoucher Reviewer (340) 775-8016
shaneka carter@vid.uscourts.gov;

Deanne Schneider — Budget Analyst
CJA eVoucher System Administrator (340) 775-8017
deanne schneider@vid.uscourts.gov; and

Shervin T. Clarke — Financial Supervisor
CJA eVoucher Payment Certifier (340) 775-8015
shervin clarke@vid.uscourts.gov

Financial Services Direct Line (340) 776-0221
Fax Line (340) 775-8077
finance@vid.uscourts.gov
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