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Introduction

The CJA eVoucher System is a web-based solution for submission, monitoring, and management of Criminal

Justice Act (CJA) functions. The eVoucher program provides for online submission of vouchers and
authorizations by attorneys on behalf of their experts among other functionalities for attorneys, judges and
court staff.

1. Browser Compatibility

1.1 Web Browsers
CJA eVoucher is compatible with the following web browsers:

e Edge 16

e Firefox 57

e Chrome 62
e Safari10.1

2. Accessing the CJA eVoucher Program

2.1 Signing in to eVoucher

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.

To get started, please follow the instructions in section (3. Creating a Login.gov Account) to create your Login.gov

account.

The two links below, provides 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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3. Creating a Login.gov Account

3.1 Login.gov Account Creation

To create a Login.gov account, follow the steps provide below:

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

CJA eVoucher - Texas Eastern District Court

Release 6.10.0.0

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

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

Signinwith 1 LOGIN.GOV | s

Need to create a Login.gov account?

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

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

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

0 LOGIN.GOV m

8o®@

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

Create an account

Sign in for existing users

Email address

CJA eVoucher Expert Manual | Version 6.11 | District Court of the Virgin Islands | July 2025
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Enter your email address, and select your email language preference. Click the Rules of Use link, read the
Login.gov Rules of Use, and then select the | read and accept the Login.gov Rules of Use check box. Click Submit.

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

daviddattorney210gmail.com

Select your email language preference
i ceive your email communication in

O English (default) P

O Espaiol

O Francais

I B | read and accept the Login.gov Rules of Useps ]

N <

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

O LOGIN.GOV Confirm your email inbox =

Login.gov <no-reply@identitysandbox gov>

Check your email

We sent an email to daviddattorney210@gmail.com with a link D 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

Or, use a different email address finl SR CApie In 28 hours.

Didn't receive an email? Resend

You can close this window if you're done.

Confirm email address
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Next, create a password. The password 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

(@ 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 can ONLY use the email address you entered and the
password you created in Login.gov to access eVoucher; it is important to remember them.
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3.2 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.

To get started with adding an authentication method, follow the steps provided below:

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

Authentication method setup

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

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

[} D Authentication application

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

{% Text or voice message

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

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

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

[m] @ Security key

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

O E Government employee |ID

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

Note: Each time you sign in to eVoucher you will be required to authenticate, please ensure that you use an
authentication method that is easy for you to access. For these instructions, the Text or voice message option
is selected.
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To authenticate by text or voice message, please enter your phone number in the Phone number field, and then
click the appropriate radio button to receive a one-time code either by text message or phone call. Next, click
Send code.

Add a phone number
We'll send you a one-time code each time you sign in.

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

Phone number

w=- 210-555-5555] ] d—

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 2 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 anaother authentication method >
| didn’t receive my one-time code &3 >
Learn more about authentication options &3 >

CJA eVoucher Expert Manual | Version 6.11 | District Court of the Virgin Islands | July 2025



Service Provider Expert Manual | 10

Once your code has been successfully authenticated, you are prompted to add another authentication method
(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

a=]

o

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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3.3 Identity Verification

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

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

To verify your identity, follow the steps provided below.

If you have 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 are in the process of creating your Login.gov account, this step
automatically appears after you have 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 (2

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

© Enter your Social Security number

You will not need your physical SSN card.

9 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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Select the check box to allow Login.gov to ask for, use, keep, and share your personal information to verify your
identity, and then click Continue.

o

Getting started  Verity your [0 Wertty your Verfyphoneor  Secure your
Informatior

address sccount

How verifying your identity works

Identity verification happens in two parts:

Verify your identity

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

Secure your account

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

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

Learn more about our privacy and security measuras &

B —

Choose an option for adding your identification information. One option is to upload photos of your ID from

your phone, and the other option is to upload them directly from your computer. Follow the options provided
below.

O LOGIN.GOV %

Gettingstarted  Verify your 1D Verifyyour  Verffyphoneor  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 ta 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

Continue on this computer
[Z==) Dont 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

started  Verify your ID

erify phane or
address

Getting started Verify your ID WVerify your Verify phone or Secure your

How would you like to add your ID? nformation address accourt

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 mebile phone must have a camera

andl a web browser We sent a message to your phone

Phone number You entered: +1210-555-5555

g 2105555555 @ Please check your phone and follow
instructions to take a photo of your

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

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

ONLY ADD YOUR ID IF:

« You are using your own

Login.gov account

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

« You are trying to access
CJA eVoucher
TrainingSand District
services

CJA eVoucher Expert Manual | Version 6.11 | District Court of the Virgin Islands | July 2025
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3. Tap Take photo to switch your phone to the camera function. Take a photo of the front of your 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.

4:37 *m 40
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 H H
« Take the photo on a flat . Back of your driver’s license or :
surface H state ID H
» Do not use the flash on your i
camera

Front of your ID

. Take photo [flor Upload photo
: :

H H

H !

H H

Front of your driver’s license |

or state ID

Takephoto | for Upload photc
<4

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

complete the process.

0 LOGIN.GOV m
L] 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.

Continue on this computer
[===)\ Don't have a phone? Upload photos of your ID

from this computer.

[ Upload photos

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

® o
Getting started  Verify your ID Verify 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 IPG or PNG

______________________________

Front of your driver's license or
state ID

I Drag file here or choose from folder I

______________________________

Back of your ID
Must be a JPG or PNG

______________________________

i
i

H

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

I Drag file here or choose from folder I

______________________________

Note: You may see a processing screen as the system completes the upload 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.

U LOGIN.GOV
] V] @]
Getting started Verify your ID Verify your \ferify phone or Secure your
information address account

® We verified your ID

Enter your Social Security number

We need your Social Security number to verify your name,
date of birth and address. Learn more about how we protect
your sensitive information ¢4

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

...........|
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Your name, date of birth, and address are imported from your ID; verify that the information is correct. If there
are any errors, click the Update link next to the appropriate information and edit as needed. Once your
information is correct and complete, click Submit.

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

® ] o
Gefting started  Verify your ID Verifyyour Verify phone or Secure your
information address account
Verify your information I

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

First name: FAKEY

Last name: MCFAKERSON
Date of birth: October 6,1938
ID number: THTITI1111

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

City: GREAT FALLS

State: MT

ZIP Code: 59010

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

[0 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
Gemngstarted  Verify yourlD Verifyyour  Verityphoneor  Secure your
information address secount

© We verified your information

Verify your phone number

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

Enter a phone number that is:
+ Based in the United States (including U.S. territories)
« Your primary number (the ene you use the most often)

Learn more about what phone number to use &

Phone number

==- (210) 555-5555

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

below.

O Text message (SMS) O Phonecall

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

(] (] o (o]
Getting started Werify your 1D Werify your Werify 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.

o o /] o o}
Getting started Werify your ID Werify your Verify 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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The system generates a personal key, the personal key is required should 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 -HAX8

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

You need your personal key if you 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 @&

[ | saved my personal key in a safe place.

N«
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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.

v

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.

Emm

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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4. Linking Your eVoucher Account to Your Login.gov Account

4.1 For NEW Login.gov accounts:

After you have completed your identity verification and received your security key, you are automatically
directed to the District Court of the Virgin Islands eVoucher linking page. Please note that the email address you
used to create your Login.gov account will

pre-populate in the eVoucher Email Address field.

CJA eVoucher - Texas Western District Court

SDS0 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.

Mote: Please contact an eVoucher administrator for assistance.

eVoucher Email Address

daviddattormey@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 t
protection of system security, performance of maintenance, and appropriate manageme:

4.2 For EXISTING Login.gov accounts:

To link your eVoucher account to your Login.gov account, follow the steps provided below:

From the District Court of the Virgin Islands eVoucher sign in page, click Sign in with LOGIN.GOV and follow the
prompts to sign in and authenticate your Login.gov account.

B= jn official website of the United States government

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 ¢ LOGIN.GOV A—

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 login process
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Next, you are 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 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 methaod. You will have to
delete your account and start over if you lose your only
authentication method.

Agree and continue r

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 the District Court of the Virgin Islands 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

daviddattomey@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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5. Linking Your Accounts Using Your Single Login Profile (SLP) Email
Address and Password

5.1 Link eVoucher with Login.gov — Existing eVoucher User

Existing eVoucher users who have an SLP can sign in using their SLP email address and password by following
the steps provided below:

In the eVoucher Email Address field, enter your eVoucher SLP email address, and then click Next.

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

Link eVoucher Account with Login.gov Account

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

eVoucher Email Address /

I daviddattorney@firm.com 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.

Note: This field defaults to display your Login.gov email address. Update this field if your SLP email address is
different than what is displayed here.
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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 system
administrator.

\\\M CJA eVoucher - Texas Western District Court

Mll COURTS 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 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 account is successfully linked to your eVoucher account, a success message appears at the top
of your eVoucher home page. Continue to use eVoucher as you normally would.

B An official website of the United States government -

CJA eVoucher - Texas Western District Court

SDSO Training Sandbox - Release 6.10.0.0 Welcome, David Expert @

David Expert (Expert)

To group by a particular Header, drag the column to this area. Search: | i Defendant
case Defendant Type status Date Entered Al cases have been currenty assigned
121-CR-11294-M)-  Pete Robbins (+ 210) A 20 Voucher Entry 09/01/2021

Claimed Amount 17475 Moralas Attarney ) Sy

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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6. Linking Your Accounts by Email Invitation — New User

6.1 Link eVoucher Account with Login.gov — New eVoucher User
New eVoucher users who do not have an SLP can also link their accounts from the eVoucher linking page by
following the steps provided below:

Do not change the Login.gov email address that is 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 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 to 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

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 Expert,

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.

ICLICK HERE to connect this eVoucher Single Login Profile to Login.gov. Once connected, you will use Login.gov to sign in to 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 as you normally would.

B=  Anofficial website of the United States government

CJA eVoucher - Texas Western District Court -
SDSO Training Sandbox - Release 6.10.0.0 Welcome, David Expert €

David Expert (Expert)

-

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

To group by a particular Heade, drag the column to this area. Search; | i Defendant
Case Defendant Type Status Date Entered Al cases have been currently assigned
1:21-CR-11294-M)-  Pete Robbins (# 210) CA-20 Voucher Entry 09/01/2021
St oa/27i2021 Claimed Amevint- 17475 RCT 2

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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7. Linking Your Accounts by Email Invitation — Existing User —

7.1 Link eVoucher Account with Login.gov Account — Existing eVoucher 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 by following the steps provided below:

Do not change the Login.gov email address that is 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 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.

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.

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

eVoucher Email Address /

Idaviddaﬁomey@gmail.com I
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If you contact your court’s help desk (Financial Services), the court then sends you an email message with a link
that you can click to automatically connect your two accounts.

Dear David D Expert,

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.

ICLICK HERE to connect this eVoucher Single Login Profile to Login.gov. Once connected, you will use Login.gov to sign in to 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 as you normally would.

E=  Anofficial website of the United States government -

CJA eVoucher - Texas Western District Court .
SDSO Training Sandbox - Release 6.10.0.0 Welcome, David Expert (=)

David Expert (Expert)

Operations Reports Links Help Sign out _n

To group by a particular Header, drag the column to this area. Search: i Defendant
case Defendant Type Status Date Entered All cases have been currently assigned
1:21-CR-11294-MJ-  Pete Robbins (# 210) ©A20 Voucher Entry. 09/01/2021

Claimad Bmount 17475 Mnrsloe Attamen L e

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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8. Signing In to eVoucher

8.1 Accessing eVoucher

Once you have 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 on all future logins. Follow the steps
provided below to access eVoucher.

To sign in to eVoucher, you may use any US Courts CJA eVoucher URL or the District Court of the Virgin Islands
CJA eVoucher URL, https://evadweb.ev.uscourts.gov/CJA vix prod/CJAeVoucher/, to access the Login.gov sign
in button. Click Sign in with LOGIN.GOV.

CJA eVoucher - Texas Western District Court
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.

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

[ 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

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

One-time code
Example: 123ABC

= |

& Send another code ‘

Login.gov directs you to your eVoucher home page.

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

David Expert (Expert)

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

No rows have been recorded on the database

No data
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9. Vendor Manager System (VMS)

9.1 Creating a VMS Account

Beginning with release 6.11, Attorneys and Experts must create an account in the Vendor Manager System
(VMS) to manage their payment account information, including electronic file transfer (EFT) payments for your
services. This VMS account must be created and linked to your eVoucher account before you can submit a
voucher for payment. Follow the steps provided below to access VMS:

A banner directing you to complete your vendor information in VMS displays on every page in eVoucher until
you set up at least one payment account in VMS. Click the Sign in to Vendor Manager link to access VMS.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.11.0.0

David Expert (Expert)

Welcome, David Expert

Operations Reports Links Help Signout _m

A Vendor Information Incomplete “ Sign in to Vendor Manager
You must provide vendor and payment information in Vendor Manager before you can submit a voucher for payment. Go to Vendor Manager to
proceed.

Refresh page (F5) for latest information.

On the VMS landing page, click Sign in with LOGIN.GOV to begin creating your account.

B An official website of the United States Government.

-1 Vendor Manager

"
}\_TS_, Manage your personal profile, business, and payment information.

Receiving payments made easier.

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

Sign in with J LOGIN.GOV

Review the VMS job aids for all the information necessary to create your VMS account.
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10. Single Login Profile (SLP)

10.1SLP
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. Below, the Single Login Profile chart, serves as an example in switching from one account
to another account in CJA eVoucher.

Single Login Profile for David D. Expert

SLP email address

Expert Account
Third Circuit Court

Expert Account

District Court VI fittorney Account

District Court PR

On the Single Login Profile page, you can:

e Edit your first, middle, and last name.

e Edit your email address.

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

e Change your default court.

To access the Single Login Profile page, on 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 Welcome, David Expert ©
Single Login Profile

David D Expert (Expert) .
Court Profile
Home Operations Reports Links Help Sign out m

Single Login Profile
Court Profile

Contact Us

Privacy

eVoucher Documentation: Attorney and Expert Users
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10.2 Editing Your SLP

Your SLP information is divided into three sections: Account Information, Billing 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.

Single Login Profile — David Expert

Account Information  ifss—— E
First name Middle name Last name Suffix
David - Expert Edit

Email address
daviddexpert210@gmail.com

im
=N
=3

Password

D LOGIN.GOV

Billing Information i se—

Linked eVoucher Accounts i me—

10.3 Modifying Your Name

In order to modify your name, follow the steps provided below:

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

Single Login Profile — David Expert

Account Information -—

First name Middle name Last name Suffix
David - Expert -
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Make any necessary changes, and then click Save changes.

Single Login Profile - David Expert

Account Information =

First name Middle name Last name Suffix

I David Expert H ‘

=n

Note: It is important to remember that changing your SLP name does not change the name associated with your
court profile.
10.4 Updating Your SLP Email Address

To update your SLP email address, follow the steps provided below.

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

Email address
daviddexpert210@gmail.com

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

Single Login Profile — David Expert

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

First name Middle name Last name Suffix
David - Expert -

Email address

| daviddexpert210@gmail.com

Confirm email address (

I DavidDExpert@firm.com| I
=n

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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10.5 Updating Your SLP Password

After you link your Login.gov account to your eVoucher account, Login.gov handles all password changes and
requests to reset a forgotten password. 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.

Single Login Profile — David Expert

Account Information

First name Middle name Last name Suffix
David - Expert -

m

Email address
daviddexpert210@gmail.com Edit

m

Password
DU LOGIN.GOV

Note: Login.gov is a separate application from eVoucher. For password assistance, visit their Help center page
at https://www.login.gov/help.
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10.6 Viewing Billing Information

To view your Billing Information, follow the steps provided below:

Click the plus sign (+) to expand the Billing Information section.

Single Login Profile — David Expert

Account Information +

Billing Information =+

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

> Help > Single Login Profile
Single Login Profile — David Expert
Account Information +
Billing Information

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

David Expert /

TIN (SSN): sen-se-ss 20

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

Linked eVoucher Accounts +
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10.7 Viewing Linked eVoucher Accounts

To view your Linked eVoucher Accounts, complete the following steps:

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

Single Login Profile — David Expert

Account Information +
Billing Information +
Linked eVoucher Accounts +

If this is your first time in the system, your only linked account is the one with the court you just logged in as.
This is your default account. Users with more than one eVoucher account have one account designated as the
default.

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

Home Operations Reports Links Accounts Help Sign out _n

> Help > Single Login Profile
Single Login Profile — David Expert

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 (Expert) Expert O

"
District of Texas Eastern (Expert) Expert ’

=N
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11. Accessing Multiple Accounts in eVoucher

11.1 Multiple eVoucher Account Access

To access 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

David Expert (Expert)

Home Operations Reports Lints Accounts Help Sign out

District of Texas Western - Expert
District of Texas Eastern - Expert

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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12. Single Login Profile vs. Court Profile

This section contains tips on how to identify which court account you are in and who you are within that court.

n Court account to which you are

. . Single Login Profile (SLP) username
signed in e

e Profile icon

U 7 >
Welcome, David Attorney 9
Single Login Profile
Court Profile

B=  An official website of the Uni d States government

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Hom Operations Reports Links Accounts Help Signout Sign out

Single Login Profile Circuit - Attorney
District - Attorney

Attorney/Expert court

List of linked accounts to which you have access

account username

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. It connects multiple eVoucher accounts a user
may have.

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

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

5. Accounts menu — From this menu, you can access all of the court accounts to which you are linked.
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13. Court Profile

13.1 Court Profile Management
You can make changes to your eVoucher account information. On the home page, point to your profile icon,
and then click Court Profile.

CJA eVoucher - Train District Court :
SDSO Training - Release 6.11.0.0 Welcome, David Expert €

David Expert (Expert)

Single Login Profile

Court Profile
Operations Reports Links Accounts Help Sign out

On the Court Profile page, you can:

e Edit contact information, phone, email, and/or physical address.

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

e Enter expert specialties.

e Document any continuing legal education (CLE) attendance.

Click Edit to the right of the Expert Info and Expert Specialties sections to expand these sections and edit any
information. Review your court profile and add any missing information as needed.

> Help > Court Profile

Court Profile

Expert Info Name: Charlene Campos

This is the contact information that will
appear on payment vouchers.

Contact Info:
Phone: 210-555-5900 | Cell Phone: 210-555-1111
deadmail@support.actx.uscourts.gov

Address:

110 Main Street

San Antonio, TX 78210
us

Billing Info Charlene Campos

View Electronic Payment details on the | Billing C.Ode:0542’010674 View SLP
SLP. Manage payment accounts at 110 Main Street

Vendor Manager. Editing is no longer San Antonio, TX

available here. 78210 - US
Phone: 210-555-5900
Fax:
% Manage at Vendor Manager
Expert Specialties Current assigned specialties are:
Assigned specialties [General]: Chemist/Toxicologist
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13.2 Expert Info

As an expert in the CJA eVoucher System, you can access your personal information by following the steps
provided below.

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

Expert Info Name: Charlene Campos

This is the contact information that will
appear on payment vouchers.

Contact Info:
Phone: 210-555-5900 | Cell Phone: 210-555-1111
deadmail@support.aotx.uscourts.gov

Address:

110 Main Street

San Antonio, TX 78210
us

If you have an SLP that is linked to more than one court, certain changes made to the Expert Info section of your
court profile are 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

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.

Make any necessary changes, and then click Save.

| 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

* Required Fields
El')n'\(spiset'l-ﬁte{?nft(a,ct information that will First Name * (If self-employed) Middle ~ Last Name
appear on payment vouchers. iChar\ene ICampos I (O Inactive SR

Main Email *

[ deadmail@support.aotx.uscourts.gov l

lan Email I

[3rd Email l

Phone * Cell Phone

|210-555-5900 | [210-555-1111 |

Address 1 * City *

illD Main Street ] iSan Antonio

Address 2 State * (US only) Zip * (US only)

[ | [TExas ~]| [78210

Address 3 Country *

l | [UNITED STATES =
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Note: SSN/EIN information displays in the Expert Info section for expert accounts with this information that
were added to eVoucher prior to the 6.11 release. You cannot edit this information in the court profile and must
go to VMS to change your SSN or EIN.

13.3 Billing Info

In the Billing Info section of your court profile, you can view and manage your payment account information in
one of two ways by following the steps provided below:

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

Click View SLP to access your SLP section in eVoucher.

Billing Info

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

View SLP

Manage at Vendor Manager

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

Home Operations Reports Links Help Sign out _n
> Help > single Login Profile
Single Login Profile — Charlene Campos
Account Information +
Billing Information -—

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

Charlene Campos
TIN (SSN): ese-se-0s20

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

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

Manage at Vendor Manager

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

= An official website of the United States Government.

Vendor Manager

Manage your personal profile, business, and payment information.

Receiving payments made easier.

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

Sign in with J LOGIN.GOV
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13.4 Expert Specialties

The Expert Specialties section lists any specialties for which you are approved for eVoucher billing. Changes
made in this section are not applied to any of your other linked accounts. This information appears 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 select the Expert Specialties, follow the steps provided below:

Select the check box(es) for any specialties that apply to you.

Expert Spedalties Please, select what spedalties apply to you:
List your assigned spedalties General
[ Accountant

[ Ballistics Expert
[C]cALR(Westiaw, Lexis, etc)
Chemist, Toxicologist

[] computer (Hardware, Software, Systems)
D Computer Forensics Expert
[ pocuments Examiner

[] buplication Services
[IFingerprint Analyst
[IHair, Fiber Expert
[Jinterpreter Translator

D Investigator

[]3ury Consultant

[]Legal AnalystjCansultant
D LitigationSupport Services
[IMitigation Specialis

[ other

[] other Medical Expert
[Iparalegal Services
[Ipathologist, Medical Examiner
[T Polygraph Examiner
[psychiatrist
[[Ipsychologist

[T voice, Audio Analyst

D Weapons Firearms Explosive Expert

Transcript

D Court Reparter
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14. Menu and Home Page

Use the menu bar to navigate to the different areas of the application.

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Expert )

Welcome, David Attorneye

Home Operations Reports Links Accounts Help Sign out _m

Menu Bar Item Description

Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you can 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 SLP.
e Another link to your court profile.

Help e The Contact Us email address.
e The privacy notice.
e eVoucher help documentation for attorneys and experts.
Sign out Click to sign out of the eVoucher program.
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The Home page provides access to information about your cases and billing information that the attorney
submits on your behalf.

* pgme
S My IseCiiisert; b ALcd Dussiieends
To graup by @ partcular Headir, drsg tha celemn to this srea. i-ll'"ﬂlil Ta geoup by & partscular Header, drag the column 1o ths sea.
Cane Delendant Type Slates Date Enbered Cane Delendant Type
Selfrey Gardrr (7 1 CIA2L  Veuchwr Eatry [LGEETH LGRS, ebediah Bransen (7 |1 Cik-21 - (RETUBMED)
wmwmnm = gin o OWIMINT Clasmied ARt 1,100.0 Rick Astley
Chemi/Tusk skl " ook BAIARNT ChvermistT e olagat
~ hebedih Bransan (¢ 1) £ - (RETURNED) Veuther Eabry (TSR LA7-CR0A . Dans Bvass (8 1) ElA-21
- Clasmed Amount: 1500 Bk Addey ) muw ;"':L:;T;m, Clasmed Amount: 1,000 Bick Astiey
Chamint T oicaleget T FIMAL PAYHENT = Chemint T ookt
115 CR-GRp4 (1)  CMH Veuther Batry OSILEI016 LLTCRAL. Ry Knight (0 1) 21
Caimed dmounts $.00 Bk Bate, ‘ e e RRE? Claimed Amownts 3,000.0 Rick Astley
b Chemisy Toniokgal s 1RABNT Chermisty Tuscobygt
LT RGN Welsey Conaway (4 1] CM-21 Vauthat OSTLETT LAY 21
am Clairred fmowt: 0.00 Rk Aabley N e et/ [ BISE e Amaunt: 30000 Rick Astey
ot o . } < IR Chemist/Tesseslagis
Ll RGOS . debedah Branian (@ 1) CM-21 waucher Eatry Al LR A . Thosas Howsll (# 1) ChZl
a1 Cairned Avowit: S.00 Rk Astley E S St) OO0 Owmad Amounts 15175 Rick Astley
« ezt T ansoalaget . el BATLE Chemist Toscokagist
LLCH-G0N0S-  Mebedish Branson (¥ 1) CM-IL Vauther AL L0254 ; | owal
fan Chabmad Amgunt: §.00  Back Astley 1 9 7 ;‘.'.'u.wmk’ Chwmed Amownt: 800 Rick Astley
- Chami T axicalagut 4 : Charmist, T wacala gl
LIA-CR-oRR0%.  ebedish Branssn (@ 1) CM-31 Vaudha Bty [T LUA-R8. Debecksh Bransen (# 1} ClA21
ey Caimed dmownts §.00 Bk Addry ‘ [ far AR Claimed hmownts 800 Rick Autley
toat it Tandoalagut Lot BRI Charmist/Todolagal
L1 CR-GBBS- . Mebedksh Bransan (# 1) CM-ZL ociar LN L Jebodiah Branson (7 1) ClA-21
il Clamed Amounts S.00 Bk Aatey F S e St B Claimed Amount: 3450 ik Astley
i st Taxicalagat v ok SRV ChvemishT oo odagiat
LELLCR-GRES- . debedih Bransen (7 1) CM-ZL Vauther Babry LI
Clained Amount: 8.00  Rick Aathey E S 1
et s T oxicalagest .
L14-CR-G0805- hebadiah Branien (@ 1) CM-31 Vauth SATLIIAS
Clamed Amount: $.00 Bk Autey b
_Twnwhamm.«nm<mwmnu.
123 Page 4 &f 3 (2% ema) Cane Debendant Type

Section Name Contents

My Documents This section contains documents that have been created on your behalf by
the attorney.

My Submitted This section contains vouchers for you that have been submitted to the
Documents court for payment.

Closed Documents This section contains documents that have been paid or approved by the
court. Closed documents display only for open cases. Closed documents
display until they are archived and/or for 60 days after the appointment is
terminated. They are still accessible on the Appointment page.
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15. Expert vs. Expert Enter

CJA eVoucher allows two designations for experts to complete the voucher: Expert and Expert Enter. When a
service provider signs in, they see a list of all of their documents on the home page. The Expert role allows the
service provider to sign in to eVoucher, view any documents the attorney is creating on their behalf, verify that
the information is correct, and run reports or copies of the CJA-21 or CJA-31.

The District Court of the Virgin Islands only allows for Expert designation. Therefore, the attorney is responsible
for creating and submitting the CJA-21/31 voucher on your behalf.

16. Printing a CJA-21 Form

To print the CJA21 Form, from the left side panel, click the Form CJA21 link to print a standard version of the
voucher.

Reports

Form CJAZ1

17. Reports

Any reports to which you may have access displays on the Reports page. From the menu bar at the top of the
screen, click Reports to see which reports are accessible.

CJA eVoucher - Train District
SDSO Training - Release 6.3.0.0

Home Operations Reports Links Help Sign out

> Reports

Experts

Appointments
Displays the appointments for which the expert is working
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District Court Financial Services

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

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

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

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