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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 web-
in site: http://www.vid.uscourts.gov/criminal-justice-act-info

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. Passwords /Changing passwords- From the Landing Page - ‘My Profile’ - Login Info
- Passwords must be changed every 180 days.
- Re-use of previously used passwords is not permitted.
- Passwords must be a minimum of 8 characters and contain: lower case letters, upper case letters,
numbers, special characters.

6. 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.

7. 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.

8. Billing Information- The Panel Attorney is responsible for entering and maintaining their Billing Information in
eVoucher, including adding the 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 CJA
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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9. 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 voucher while it is in progress with the attorney.)

10. 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 $800, excluding expenses, must be pre-approved. Attorneys
should submit an AUTH in CJA- eVoucher for pre-approval of expert services.

11. 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.

12. 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.

13. 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.

14. 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.search:
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
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| € The date of this voucher is before the Appointment Date,

15. Error regarding dates-

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 will allow 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. 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.
o 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 Upload supporting documents to vouchers or authorization requests

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

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, Internet Explorer 10.1 with Compatibility Mode, Internet Explorer 11
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

You may access the eVoucher program by clicking on the link provided in the appointment email generated by the program
or by visiting the District Court of the Virgin Islands website at www.vid.uscourts.gov and clicking on the Criminal Justice
Act tab. It is suggested that you bookmark http://www.vid.uscourts.gov for easier access.

To log in initially, please use the Username and Password provided to you from Financial Services.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release
Training District 5.0

Existing user? Please login.

O
- —

Forgotyour login?

Notice: This is 3 Restricted Web Site for Offidal Court
Business only. Unauthorized entry is prohibited and

subj et to disdpline by the Court andfor proseaution
under Title 18 of the U.5. Code. All activities and access
atterpis are logged.

You are required to change your password within 30 days of the first time you log on to eVoucher. Passwords must be at
least eight characters in length and contain:

e one lowercase character;
e one uppercase character;
e one number; and

e one special character.

You are required to change your password every 180 days.

If you forget your user name or password, click Forgot your Login? hyperlink. Enter your user name or email address and
click Recover Logon to retrieve your information. You will receive an email offering help. The link provided in the password
reset email is valid for 15 minutes and can only be accessed one time.

Forgot your Login? Please tell us your username and/or email address, We will
send you an email to reset your password.

An email with instructions on how to reset your password was sent to the email
address stored on our system.

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

Useames [ ] andjor

Email: | |

Recover Logon
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Home Page

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

P | 3

P | o B 8

Folder Descriptions | |

My Active Documents This folder contains documents that you are currently working on or 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 Cases appear in this folder if an appointment has been proposed to you and you have

Assignments not accepted or rejected the appointment.

My Submitted This folder contains vouchers for yourself, or your service provider, that have been

Documents 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 This folder contains all the vouchers for your service providers.

Documents This includes:

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 have been approved by the

court. Closed documents are only displayed for open cases. Closed documents are
displayed until they are archived and/or for 60-90 days after the appointment is
terminated. They are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Attorney login

Breadcrumb Navigation Menu Bar \ .
confirmation

Home Operations Reports Links Help logout

> Home Welcome Andrew Anders [Attomey)

7
=

Welcome Andrew Anders: My Profile

My Appointments:  View

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 may run on your appointments.
Links Click to access hyperlinks to CJA resources such as forms, guides, publications, etc.

Click to access:
e Another link to your profile.
Help e Contact Us email.
e Privacy Notice.
e eVoucher help documentation for attorneys and experts.
Logout Click to log off of the eVoucher program.
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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.

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

Moving Folders

Place your mouse pointer on the top edge of the folder you wish to relocate.
A crosshair icon !EE! appears.

Click and drag the folder to the new location.
Sorting: Click the column heading (e.g., Case, Description, Type) to sort in either ascending or descending order.
Resizing of Column
Along the folder headings (e.g., Case, Defendant, Type, etc.), move your cursor to the line between the
columns until a double arrow <= appears.

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

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

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

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

LWaeCuments

To group by a particular Header, drag Il'recoll.mhﬂisueal

Case Defendant Type © Status
B Click and drag the header to the Group by: header bar.
Chl [ e -

TQFGIK drag the column to this area.

C

Ca nt Type © Status
E All the information in that folder is now grouped and sorted by that selection.

-]

Group by: Case - N
Case Defendant Type T Status
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My Profile

In the My Profile section, the attorney may:

e change password (Login Info section);

e edit contact information, phone, email, and/or physical address (Attorney Info section);

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

e add a time period in which you will be out of the office (Holding Period section); and

e document any CLE attendance.

Click the My Profile link from either the Home page or the Help menu bar to open the My Profile page.
Home Operations Reports Links Help logout

My Profile
Contact Us ‘h

Priv acy
eVoucher Documentation: Attorney and Expert Users
VUelCOME Anarew anaers: | My Profile

ATTORNEY My Appointments:  Mew

Home Operations Reports Links Help logout

= Help 4 My Profile Welcome Andrew Anders (Attorney)

Login Info Edit

UserMame Anders

Your Login information

Bar Mumber: Edit
Attorney Info Your Name: Andrew Anders

Your personal info
Your Contact Info:
Phone: 210-833-5623
Fax:
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.actx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us
HIH Your default biling info is:
Billing Info _ e Amdea
List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX z
78210 -Us Edt
Phone: 210-833-5623
Fax:
Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored.

Education Please click VIEW to type your info.
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Changing My Profile Username and Password

In the Login Info
section, click Edit to
change your
password.

To change your user name,
type the new user name
and click the change link. It
will show “The Username
has been changed.”

To reset your password,
click the reset link.

Enter the new
password and reenter
it in the Confirm field.

Click Reset to
save.

Click Close to exit
the Login Info
section.

= Help = My Profile

Welcome Andrew Anders (Attorney)

Login Info

Your Login information

> Help > My Profile

Userdame Anders

Edit

Welcome Andrew Anders (Attorney)

Login Info

Your Login information

= Help = My Profile

Username Anders

Password s

change
reset

Login Info

Your Login information

Username Anders

change

Password sessess|

= Strength:Strong

Confirm =
| —
| Reset |
> Help > My Profile Welcome Andrew Anders (Atfomey)
Login Info Username Anders change
(0 T T Password === reset
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Attorney Info

Attorney Info Bar Number: 12345 Edit
! Your Name: Andrew Anders
In the Att Your Contact Info:
nthe Attorney Phone: 210-833-5623 | Cell Phone: 702-555-1212
Info section, Fa:
. . deadmail @support.aotc.uscourts.gov
click Edit to .
deadmail @support.aotx.uscourts.gov
access your deadmail @support.aotx.uscourts.gov
personal
. . Your Address:
information. 110 Main Street
San Antonio, TX 78210
UsA
Attomey Info ;ﬁeﬂﬂ‘ﬁ;‘dds
Your personal info |
SSH Instructions:
If youare an appointed panel Tax Identification Number: * (If on Panel) [_IForeign vendor?
attorney, youare required to enter SN
your Social Seaurity Nurrber in the SSM
field. Confirrre
If youare an assodate only, donot FirstNa'rre" Middie Last Narme ©
Make any necessary enter your Sodal Security Nomber in | |Andrew I || Anders |
h the S5M field.
changes. Main Erail =
Payee Certifica tion: | dea dneil@support.a otx.uscourts.gov |
This n'essélage informs Sfou thah'meed 2nd Ermail
Mame and TIM entered are colled: | ,
pursuant to IRS Guidelines that govern |3clza;]n;? iil@s Upport.3 ot uscourts. gov |
whatinformation must be collected by
thejudiciary for payments mede to | deadmeil@support.a ot uscourts.gov |
norr_en'ploves_kds ead nd Ddtf]ger entities ftgf Phone = Cell Phane Fax
services provided and for purposes
issuinga Form1099-MISC. You have |210'833'563 | | |
provided this inforrmation under .
peralties of perfury and certify that Addrass 1= City =
. 1-The number enteredas my SSNor | (110 Main Street | [san Antonio
Click Save. EIN is ry corredt taxpayer Address 2 State = (US only) Zip = (US arly)
identifiation nurmber: and . e : L
2-1ama LS. tizen, U.S. resident | | | [TRas V| [7s2t0
alien, or ﬁther 1.S. person (3 Address 3 Courtry =
partnership, corporation, company, or
assodation created or organized in the | |UNITEDSTATES v|
1.5, or under the laws in the L. S.).

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

e The Country field will automatically populate UNITED STATES unless otherwise
indicated.

e If you are a foreign vendor, select that checkbox and enter in appropriate
information.

e You may list as many as three email addresses. Notifications from eVoucher will
be sent to all email addresses.
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Billing Info

Biling Info Your default biling info is: Select
9 Andrew Anders : |
. noe nio re 3 Biling Code:0101-000001 add
Under the Billing 110 Main Street
) ) San Antonio, TX Edit
Info .sectlor.1, .C|ICk 78310 - 1S
Add if no billing Phone: 210-833-5623
information is Fax:
available. .

Click Edit if you wish to change the
information already entered.

Note:

e You must have billing information entered before any payments can be made.

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

e You may select the Copy Address from Profile check box if your billing address is the same as your Attorney

Info address.

Biling Info Billng Type: Save
st all available fO e ®) Seff-Enployed
) Firm
Make any _) Associate
necessary —
|¥| Copy Address from Profile
changes and
click Save. Name:

Phone: Fax:
[210-833-5623

Address 1:
\110 Main Street
Address 2:

Address 3:

City: State: Zip Code:
[san Antonio | [Texas v| [78210
Country:

[ UNITED STATES v

CJA eVoucher | Version 6.0 | District Court of the Virgin Islands | July 2019



Biling Info

List all available biling info records

If applicable,
add billing
information for
afirmor an
associate by
clicking the
corresponding
radio button.

Billing Info

List all available biling info records

Note:

Billing Type:
Ose ff-Enployed
(‘: Firm

'f_:' Associate

Tax Identification Nurber:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

CJA eVoucher for Attorneys | 14

Save

Phone: Fax:

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

v

Country:

| UNITED STATES

vi

* Required Fields
Billing Type:
Self -Employed

Firm

= -
®) Asspciate

Biling Code:

| | Verify |

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.

CJA eVoucher | Version 6.0 | District Court of the Virgin Islands | July 2019
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Holding Period

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

B In the Holding Period section, click View.

Holding Period No info has been stored.

Please dick VIEW to type your info.
B Click Add.

Holding Period

[Bacc] | ||[_rod_]

Starting Ending

o Holding Period

o data

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

Hoxhg Bertd (B ] | [oae ]
Starting Date Ending Date
o7upns | 3H [osor2014 |

Hotes

Vacation Cruise.|

B Click Save.

CJA eVoucher | Version 6.0 | District Court of the Virgin Islands | July 2019
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Continuing Legal Education

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

Continuing Legal Mo info has been stored. [Veew |
Education Please chick VIEW to type your info.

To add CLE information, click Add.

Legl || Meea] || ] | B

Education

Files Credit Ciate Hoagrs Sabject

W Comnung Legsl Boucatns

G S

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 = ] =
Education

| Credit | Senbenang-rel W |
Date 05012014 [
Hours [0

Descriphon [

Dooument After you save the nformaton about s Conbinung Education, you willl be able to upload related documents

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

CJA eVoucher | Version 6.0 | District Court of the Virgin Islands | July 2019
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Continuing Legal Education (cont’d)

B Click Browse to upload and attach a PDF document. Click Save.

| Back | | save |

Credit | Sentencing-re
Date [05/15/2014 | 2]
Hours [0 |

Description

_____1
Document | I Browee ]
|

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

e o [)] 0 []

Filex Credit Date Howrs. Subject
o Santendn... 05/15/2014 o

1 Pape 1af 1 (1 items)

CJA eVoucher | Version 6.0 | District Court of the Virgin Islands | July 2019
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Appointments’ List

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

Click the case number
hyperlink to open the
Appointments page.

Appointments Defendant

Representation Type: Criminal Case
Case Title: USA v. Branson ﬂﬂﬂm:kﬂﬁum
Attorney: Andrew Anders Order Date: 03/03/1

Pres. Judge: Albert Albertson

Adm. Mag Judge:

M H ? : Defendant: Jebediah Branson
m: f‘.ﬁll:laal}s i Representation T]l_'pe.: Criminal Case
Case Title: USA v. Branson 0‘”;: T‘IDE Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10

Pres. Judge: Albert Albertson
Adm. Mag Judge:

Appointment

Appointment Info

I CER. DEST DIV COOE T FERSON RITRISENTID GUCHLE NUMBIR
View 101 Pebedzah Branson
ppointrT ncudi 3. MAG. DK T DEF NUMBER 4 DHST. DR T DEF NUMBER ¥ AFPEALS. DT DEF NUMBER & OTHER. Dh.T DEF NUMBER
Representation vouchers reiated t 1:14-CR-08505.1. A4
nooint T.IN CASEALATTER OF(Cast Name) |8 PAVAIENT CATEGORY ¥ TVPE PERSON REPRESENTED 18 REFRESENTATION TVPE
: 2 [Felony (imchudng pee.trial diversion s
x e v USA v. Brasuicn ot felomy) Fdus Dedendast Crizninal Case
-3, ¥ 11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
1 ATTORNEV'S NAME ANDMATLING ADDRESS 13.COURT ORDER
Create New Voucher Andre: Anders - Bar Number: 12343 [ A Avisciab []€ CoComn
Attorney CIA 20 =T o O [ Sk s Faders! Dnfemss (7] Appesating Commsel
sthortzation for Expert and ofher oSO SE [ Swhs for Famel Amssruay [ ] Subs far Reiained Ativrsey
Voucher Services a2 2o [V Standbry Cousael
Template AUTH-24
p Authorizaten for payment of iranseript mammmn:;w
“-u._: b A-20 22 [Sigaainge of Fresiding Jedge or Ev Order of the Conrt
Appondment of and Authonty to Pay Ba LAW FIRAI NAME ANDAAILING ADDRESS i,-"‘w s oume Pre T Duin
Court-Apponbed Counsel B32014 :
ClA-21 Create Repayment [ |VES [ 50
/ Pusthorization and Voudher for Expert Grﬂup HEﬂdEF Bar
Expert CA 21 - Vouchers on File .,
Voucher E- o To group by a particular Header, drag the column 1o this area, = Search:
Template Compersation Madmum: District Court Case Defendant Type Status
TRAVEL Create SIS AR R Jebediah Bransan (7 1) Cla-20 Submitted to Court
ishortzation for payment o Travel o OUOWIS Claimed Amount: 778,40 Andrew Anders # 0I01.0000001
End: GRER0IE INTERM PAYMENT 1
12148 0880544 Jebedish Branson (< 1) A
Sret: 4022004 duudmw“?:‘tmw Chemist, Texcologst Mnmdug mh?ﬂ,
Detailed > s '
7 ¢ Sebedish Branson (= | HUTH-24 oucher Closed
Pa?ment R’Epﬂrts Defersiant Detnd Budget Report Sran: DO Claimad] Apmeunts 0,00 l;!'-q;-r 00026
Detad budgat infa for defendant Er- DEOA20E4 Aporgwed Amount: 0,00
1z {4-CR-ORANG-A4- Jebsadish Branson (o 1) Cla=21 - Youdher
Defendant Summary Busdae Ricpert e SR Caimed Amecunt: 0,00 Luz Garcia P Entry
Tatals andy of budget info for S S Hair, Fiber Expert g
defendant OIRBG-AA- ¥ uchiar
&+ A Jebedish Branson (7 1) ClA24 ; W Entry
sat DRG0 Clamead Amcunt: 0,00 Teresa Transsaipts - Eft
All vouchers Aliorres Tt Beout s
i i : A8 Jebedish Br, (=1 AUTH-24
associated with -‘ 1114 CR-0880¢ ok iy Lot By
. End: QLBLNIBL >
this case are
: Lo 14-CR -OBB06-AA- Jebedish Branson (= | CIA-24 Submitted to Attomey
dlsplayed. Seat: DE/42004 Claimed Amount: 14,50 Teresa Transaripts J 01010000149
Erd: DGD4201E

Page 1 of 1 (7items)
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View Representation

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

In the Appointment section, click the
View Representation hyperlink.

Click Home on the menu bar at the top of the page.

Home Operations Reports Links Help logout

Representation Representation Info
L aInE 1. CIR/DIST/DIV.CODE 2 FERSON REPRESENTED [VOUCHER NUMBER
101 [Jebediah Branson
3 MAG. DKT/DEF NUMEER 4 DIST. DKT/DEF NUMBER & AFFEALS. DKT/DEF NUMBER 6. OTHER. DKT.DEF NUMEER
. 1:14-CR-08803-1-A4
7.IN CASE/MATTER OF(Case Name) 8 PAYMENT CATEGORY 9 TVFE FERSON REFRESENTED 10. REFRESENTATION TVEE
US4 v. Branson Felony (including pre-trial diversion |, 4 1 1y fongant Criminal Case
jof alleged felony)
Representation Repart 11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
52,800.00 Albert Albertzon
AppID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx. uscourts. gov

CJA eVoucher | Version 6.0 | District Court of the Virgin Islands | July 2019
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CJA-20 Voucher Process Overview

Attorney enters
time/expenses

Court CJA Unit
audits the
voucher.

Court approves or
rejects the
voucher.

Court processes
the voucher for

and submits
payment.

voucher.

Creating the CJA-20 Voucher (Payment Voucher for Attorneys)

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

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

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

Create |
ay

CJA-20

Appointment of and Authority To P
Court-Appointed Counsel

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

o Expenses: $0.00 >

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJAZ20

Defendant Summary Budget Report
Totals only of budget info for
defendant

110 Main Street
[San Antonio TX 78210
[Phone: 210-833-3623

I Basic Info Services Expenses Claim Doc Confir

Basic Info
1. CIR_DIST/DIV.CODE IJz FERSON REPRESENTED [FOUCHER NABER
0101 ebediah B

Link to CM/ECF 3.MAG. DKT/DEF. NUMBER 4. DIST. DKT/DEF NUMBER . APPEALS. DKT/DEF NUMBER 6.OTHER DKT/DEF NUMBER

e 1:14-CR-08805-1-AA

voucher #: 7.IN CASEMATIER OF(Case Name) |5, PAYMENT CATEGORY 5. TYPE PERSON REFRESENTED 10. REPRESENTATION TYFE

[USA v. Branson Felony (including pre-trial diversion |, 4 hofendant ICriminal Case
: : jof alleged felony)
s = 11. OFFENSE(S) CHARGED
= 15:1825.F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER

|Andrew Anders - Bar Number: 12345 [[]A Associate [J€Co-Counsel

[]F Subs for Federal Defender [] O Appointing Counsel
[]P Subs for Panel Attorney || R Subs for Retained Attorney
[[]¥ Standby Counsel

[Prior Attorney’s Name
|Appointment Dates
[Siznature of Presiding Judge or By Order of the Court

14. LAW FIRM NAME ANDMAILING ADDRESS

Albert Albertson
[Date of Order
3/312014
Repayment [ | VES [/]NO

Nunc Pro Tunc Date

Payment Info
Preferred Payee | Andrew Anders Vv

Andrew Anders
SSN/EIN: =*=-*=.6789
123 Legal Blvd. South
AnyTown, DC

12345 - USA

Phone: 888-555-4000
Fax: 888-555-4001

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

[ Delete Draft |
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Creating the CJA-20 Voucher (cont’d)

Tab Headings appears at the top of the screen

‘\R_‘}

CIA-20 } Basic Info Services Expenses Claim Status Documents Confirmation

Attomey Enters

| «First || <Previous || Next> |[ Last» | Save | Delete Draft | [ Audt Assict

//-?

Progress Bar appears at the bottom of the screen.

Notes:

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

e To delete the voucher, click Delete Draft at any time prior to submitting the voucher.
e To check for warnings or errors in the document, click Audit Assist at any time.

e To navigate, use the tab headings or progress bar.

CJA eVoucher | Version 6.0 | District Court of the Virgin Islands | July 2019
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Entering Services

Line-item time entries should be entered on the Services tab. Both in-court and out-of-court time should be recorded on
this screen.

Click the Services tab or click Note:
Next, located on the progress There is NOT AN AUTOSAVE function on
bar. this program. You must click Save

periodically to save your work.

Basic Info | Services " Expenses Claim Status Documents  Confirmation

Services
Date * % Description
Service Type | IZ| =
Doc. # (ECF) l:l Pages l:l &
Hours l:l #  at $126.00 per hour. Add

* Required Fields

Service Type Date Description Hrs Rate Amt]

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CIAZ0

Defendant Summary Budoet Report
Totals only of budget info for Mo data
defendant

| «First || < Previous H MNext = || Last » | | Save ‘ | Delete Draft

Enter the date of the service. The

default date is always the current Services
date. You may type the date or Date ‘ = 3] Description
click the calendar icon to select a .
date from the pop-up calendar. ety 1 dune 2014
Doc.#(ECF) || = Su Mo Tu We Th Fr Sa
T [ » 1 ¢ 3 4 85 & |7
» 8 9 10[11]12 13 14
* Required Feids
» 15 16 17 18 19 20 21
» X X3 24 25 M ¥ B i
» 29 30 1 3. 4 .
Service Type i
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Entering Services (cont’d)

Click the Service Services
Type drop-down Date [6/11/2014 | = =i Description
arrow and select the Service Type || BE
service type. i ; |
yp Doc. # (ECF) In Court Services A
a. Arraignment and/or Plea
Hours
Note: b. Bail and Detention Hearing
X " Required Felds
You may add dates in any order. You c. Motion
can sort in chronological order at any d. Trial

time. Service Type e, Sentencing Hearings

Enter hours of Services -
icei Date B/11/2014 [= =
service in tenths B/1Y/: | R e
of an hour. Service Type  a. Arraignment andior Flea v s i b Y
| ®
Doc.# (ECF) | | Pages _ B

Hours  oslr at $126.00 per hour. Remave

Enter a ™ Racpuired Fldh
description.

Note:
Click Add.

e You may add time in any order.
e C(lick an entry to edit.

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

Services

Date /iy | =28 Desoptn| :
serve Type = ‘
oo [ ] res [ |
Hours [ ]+ at$126.00 per how. Remm

Service Type Date Description Hrs  Rate  Amt
8. Arrugnieaid andor Plaa C611/2014  Frst appsarance end arregnessnt of Defendant 05 1260000 £3.00

i Panndl{litm)‘

| «First || <Previous || Mext> || Lasts | | Save | | Delete Craft |

Click the Date header. This sorts services according to date.

Step Click Save.
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Entering Expenses

Click the Expenses tab or click Next.

|+ Basic Info Services |- Expenses Claim Status » Documents » Confirmation
Expenses
Date §/12/2014 | =3 Description
Expense Type | = [l
Miles [ ] atso.5600 per mile. :

Amount |:| | Add || Remove

* Required Fields
To group by a particilar Header, drag the column to this area
Expense Type Date Description Mile Rate Amt
Mo data
«First || < Previous |[ Mext> |[ Last» | [ save | [ Delete Draft |
Click the Expense Type drop-down arrow Expenses
and select the applicable expense. Date 6/12/2014 | = ﬂ
Expense Type ||| v |
Miles Travel Miles
Amount Travel Misc.

* Required Fields Fax

ﬁ Long Distance Charges
Photocopies

Expemﬁpej

Postage

Other Expenses

| «First || <Previous || Next> || Last= |
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Entering Expenses (cont’d)

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

Enter a description in the Description field.

Expenses

Date 6/12/2014 |* E Description Travel to and from Court]

Expense Type  Travel Miles - =

Miles = at $0,5600 per mile. s
Amount | Add || Remove

* Required Fields

‘mrm Date  Description Mile Rate  Amt

[<mit | [ < Previous |[ Hed> |[ Last» | [ save | [ Delete Draft |

B Click Add.

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

Expenses

Date [sr122014 | =28 Descrpton

Expense Type | i g

Miles [ ]= ats0.5600 per mile. e
Amount ] Add H Remove ]

* Required Fields

Expense Type Date Description Mile Rate Amt
Teavel Miles 06/12/20... Travel to and from Court 20 0.5800 11.20
s Page 1 of 1 (1 items)
[ «First || <Previous |[ Mext> || Last» | | save |
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Entering Expenses (cont’d)

Notes:

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

e Remember to click Add after each entry.
e Click an entry to edit.

Expenses

o [opms |30 crpion
Expense Type _ . L

Miles at 50.5600 per mile.

R -

* Required Fields

| Add || Remove

Mile  Rate Amt
Phatocopies 06/12/20... Copées - 100 pages & .15 per page o o 15.00
Travel Miles 06/12/20... Travel to and from Court 20 0.5500 11.20
1 Page 1 of 1 (2 ftems)
| «First || <Previous || Mext> || Last= | [ save | Delete Draft
E Click the Date column header. This sorts expenses according to date.
B Click Save.
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Claim Status

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

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

Claim Status

I SmrtDate  |6/11/2014 |+ 4 End Date 6122014 | = 0| |
Payment Claims
) Final Payment

®) InterimPayment (payment #) =
() Supplerrental Payment
(O Withholding Return Payment

** Reminder: Please select the appropriate daimstatus.

1. Have you previousdy applied to the court for compensation and/or reimbursement for this case? ®) Yes No
I Yes, were you paid? @ Yes (No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment O ¥es (@ No
(compensation or anything of vale ) from any other source in connection with this represent ation?
* Required Fields
[Cerirst_][ <Previous |[ Next> |[ last» | [ save | [ Deetepraft | [ Aud Assist |

The Payment Claims section features the following payment claims type radio buttons:
e Final Payment is requested after all services have been completed.
e Interim Payment allows for payment in segments. A motion must be filed requesting permi
to submit interim payments. Payments cannot be filed until the Judge issues an order gra

identify the number of this payment request.
e The attorney must submit a blank (no services or expenses) CJA-20 at the end of the cas

funds.

o After the final payment has been submitted, Supplemental Payment may be requested due to a

missed or forgotten receipt.

Answer all the questions regarding previous payments in this case.

Click Save.

CJA eVoucher | Version 6.0 | District Court of the Virgin Islands | July 2019
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At any point while creating services or expense, click Audit Assist to view any errors or warnings regarding your document.

(2 US Courts - CJA eVoucher - Internet Explorer = [E] &

cInfo | Services

‘Vices Errors
11/15/2016 | = Mo errors found

e Type
en [
wp by 3 partiaular Header,

ce Type

ignment and/or Plea Warnings

A service and/or Expenses are out of the Voucher Start and End Dates.

T e ] L

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

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

The message will be removed when you complete the Claim Status section with correct start and end dates that include
all service and expenses dates for the voucher.

Documents

Attorneys (as well as the Court) may attach documents. Attach any documentation that supports the voucher, i.e., 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

Order of Appointment

Order Granting Interim Payment (if applicable)

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

Any other documents to support any expense claims
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To add an attachment, click Browse to locate your file.

Add a description of the attachment.

E Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie G \ADeVoucher\CJA eNor  Browse. ..

Description |Copies of receiptd x|

The attachment and description is added to the voucher and appears in the bottom of the Description section.

Supporting Documents

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

File Browse...
Description | |
Description Delete  View
Copies of receipts Dglete Vigw
\[ «First |[ <Previous |[ Mext> ][ Last» | [ save | | Deleteoraft |

B Click Save.
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Signing and Submitting to Court

CJA eVoucher for Attorneys

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 Last on the progress bar.

The Confirmation screen appears which reflects all entries from the previous screens.

Confirmation
1L CIR/DIST/DIV.CODE 2.PERSON REFRESENTED
0101 ebediah Branson

FOUCHER NUMBER

3. MAG. DKTDEENUMBER

4. DIST. DKT/DEF NUMBER
1:14-CR-08803-1-A4

5. AFPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER

7.IN CASE'MATTER OF{Case Name)

8. PAYMENT CATEGORY
[Felony (including pre-trial diversion

9. TYPE PERSON REFRESENTED 10. REFRESENTATION TVFE

110 Main Street
[San Antonio TX 78210
[Phone: 210-833-3623

[USA v. Bransen of allered flony) Adult Defendant Criminal Case
11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMATLING ADDRESS 12 COURT ORDER.

Andrew Anders - Bar Number: 12343 [[]A Assocate []€ Co-Counsel

[ ] Subs for Federal Defender [/] O Appointing Counsel
[]PSubs for Panel Attorney [ | R Subs for Retained Attorney
[[] ¥ Standby Counsel

14 LAW FIRM NAME ANDMAILING ADDRESS

Andrew Anders TIN: ***.2*.6780
123 Legal Blvd. South

own DC 12345 USA
§88-335-4000

[Fax: 888-353-4001

[Prior Attorney's Name

|sppointment Dates

Siznature of Fresiding Judge or By Order of the Court
Albert Albertson
[Date of Order
332014
Repayment [ | VES

Nunc Pro Tunc Date

YO

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL x £
15.]a ¢ and/or Plea 0.3 $63.00
b. Bail and Detention Hearing 0 $0.00
c. Motion 0 $0.00
d. Trial 0 $0.00
e. Sentencing Hearinge 0 $0.00
f Revocation Hearings 0 $0.00
£ Appeals Court 0 $0.00
h. Other 0 $0.00
Totals 0.5 $63.00
16. | 2. Interviews and Conferences 0 $0.00
b. Obtaining and Reviewing Records 0 $0.00
¢. Legal Research and Brief Writing 0 $0.00
d. Travel Ti 0 $0.00
e. Investigative or Other Work 0 $0.00
Totals 0 $0.00
| [Travel Expenses fiadging. parking. meals, 30
$15.00
58920

FROM: /122014 TO: 6/12/2014

[19. CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE

AFFOINTMENT TERMINATION DATE IF OTHER

E 1. CASE DISPOSITION
AN CASE COMFLETION

[z cLanasTATUS [] Final Payment

were youpaid? [ ] YES [ ] NO
any other source in connection with this representation?
1 Stwear or affirm the truth or carrectness of the above statements.

[] taterim Paymen
ou Previously applied to the court for compensation and/or reimbursement for this?

Other than from the Court, have you, or to your knowledge

] Supplamentz] Payment

] YES []NO

received payment (compensation of anything of valug) from
NO If yes, please attach supporting documentation

has anyene o

0O YES O

Signature of Attorney: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY

3 IN COURT COME. 4 OUT OF COURT COME. S TRAVEL EXFENSES 26 OTHER EXFENSES 7 TOTAL AMT. AFFR/CERT.
50.00 50.00 50.00 50.00 50.00

5 SIGNATURE OF THE PRESIDING JUDGE [DATE 82 JUDGE CODE
|29 IN COURT COME. 0_OUT OF COURT COME. (1 TRAVEL EXFENSES 32 OTHER EXFENSES |53 TOTAL AMT AFFRUCERT.
[50.00 50.00 50.00 50.00 50.00
|4 SICNATURE OF THE CHIEF JUDCE, COURT OF AFFEALS (OR DELEGATE) Paymaent approved in
lexesss of the sorruory drreshold amount e e UDGE COME

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

Public/ Attorney
Notes

Date:

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

[CsFirst ][ =Previous |[ MNext> |[ Last= |

[ save ] [ Delete Draft |

You may include any information to the court in the Public/Attorney Notes field.
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Signing and Submitting to Court (cont’d)
Verify the information is correct.

Scroll to the bottom of the screen.

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

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

Public/ Attormney
Notes Motes

| I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | O Submit
[ «First ]| <previous || mext> |[ Last» | | save | [ Delete Draft |

Click Submit to send to the Court.

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

Success

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

0101.0000150

Back to:

Home Page
Appointment Page

Click the Home Page hyperlink to return to the home page. Click the Appointment Page hyperlink if you
wish to create an additional document for this appointment.
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Signing and Submitting to Court (cont’d)

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

Ta group by a partiouar Header, drag the column to this area.
Case Defendant Type
1;19-CR-0BB05-AMN- Jebediah Branson (= 1) CIA-20
St OGME22004 Claimed Amount: 89.20 Andrew Anders
End: 061212014
TR0 AA: Febediah Branzon (= 1) TA-m
St ORUB2014 Claimed Amount: 778.40 Andrew Anders
Enc: DEMO52014 = YMENT
1: 14-CR-03305-A4- Jebediah Branson (= 1) ALTH Submitted to Court
Sun (4022014 Clamned Amount: 1,000,00 Chemist, Toxcologist / 0101, 0000002
End: 0L01/1900
1 Page 1 of 1 (3 items)
Notes:
e When the Court rejects a voucher, it reappears in the My Active Documents section and is highlighted
in gold.

B My Documents

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

EE T T
Enc: 06/19/2014

e An email message generated by the system is sent 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.
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CJA-20 Quick Review Panel

When entering time and expenses in a CJA-20 voucher, the attorney may monitor the voucher totals using the Quick
Review Panel on the left side of the screen.

e The Services and Expenses fields tally as
entries are entered into the voucher.

Voucher #: 0101.0000150

B services: $63.00 -
E Expenses: $26.20 -

© services: $63.00 oo
e Expand the item by clicking the down i Comt Sarvt

arrow (v) to reveal specifics. Service Hours
Arraignment and)|or
Plea

Ead and Detention
Hearing

Totals 0.

Out of Court Services
Sarvice Hours
Interviews and
Conferences g
Obtaining and o
Reviewing Records
Legal Research and
Brief Writing
Travel Time o
Investigative and o
Other Wark

Totals 0.0

0 Expenses: $26.20

Travel
Expense Type
Travel Mies
Travel Misc
Totals
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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. Items to remember:

e  viewable reports appear on the left review panel;

e each panel, depending upon which document you are Reports
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 Form CIAZ0
Budget Report and the Defendant Summary
Budget Report.

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Report

Totals only of budget info for
defendant

You can find other accessible reports on the menu bar.

Home Operations Reports Links Help lagout

* Reports

Internal |

Appointment Report

Attorney Time
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Defendant Detailed Budget Report

This report reflects the total amount authorized for the 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 Repreasntation: Crminal Case
Budget Amount Reguasted: $0.00
Budget Amount &pproved: $5.300.00

panaing C . owa | mountRemaming
Time Parlod Vouchar
For Vouchar Humbsr Faas Expenass Tiotal Faasa Expanses Total After Approved | After Approved
Trawsl Crthar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
0232015 to 0232015 | 0101.0000001 30.00 30.00 +0.00 000 $5.350.00 .00 000 36.350.00 33.550.00 $3.550.00
0140171801 to 01011904 50.00 50.00 50.00 S0.100 $0.00 0.00 50.00 50,00 5355000 5$3,550.00
01/0171901 o 0101120 30.00 30.00 +0.00 S0.00 0.00 .00 s0.00 s0.00 33,550.00 $3,550.00
Taotal Panding: $0.00 Total Approved: $6.350.00 %3.550000 $3.550000
Panding Amaunt Remalning
Time Perlod Vouchar
For Vouct Humbsr Faes Expenass Total Fass Expansss Total After Approved | Afber Approved
Trawsl Orthar Trawel Other And Pending
Authorization Humber: 01010000002 . -
Specialty: Chemist, Ti - amount Requeated: §1.000.00 Amount Authorized: $0.00 Attomey: Andrew Anders

$0.00 $0.00 $0.00 $6.350.00 40.00 $0.00 $6.350.00 $6.350.00 $E.350.00

“Dioas not Includs Travel Auth $0.00

Trursday, Movember 5, 2015 -Ver. 1.1
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Defendant Summary Budget Report

This 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 Requested: 0,00
Budgst Amount Approved: $3,500.00

Pending C Appowd  AmountRemalning
;m,m m; Feas Expanses Total Feas Expenass Tuoital After Approwed | After Approved
Travel ‘Other Traval Othar And Pending
attomeay: Andrew Andsrs  [2ppointing Counasl) Active
Total Pending: $0.00 Total Approved: $6.350.00 §3,550.00 $3,550.00
Panding mount Remalning
mm m Fass Expensss Total Fess Expanszas Total After Approved | After Approved
Travel Othar Trawel Other And Panding
spoctalty Ll Amount Requested: $1,000.00 amount Authorzed: $0.00 attorney: Andrew Angers

vouchars as well 38 vouchsrs for Faes Expenass Todal Faas Expensas Total Approved and Pending
Expart or Ssrvices on CJA or
CJA31. They represent tha total Traval Other Travel Other Fees ExFH. and
for this
Innp'nm,t“ taticn. 4 Travel Auth $0.00 $0.00 $0000 $0.00 $6.350.00 $0.00 $0.00 $5.350.00 $E6.350.00 $6.350000
Thursday, Movember 05, 2015 - Ver. 1.1 Page 10f1
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Creating a CJA-21 Voucher (Payment Voucher for Expert and other
Services)

From the Appointment page, click Create from

CIA-21
the CJA-21 Voucher template.

Create

Authorization and Voucher for Expert
and other Services

The voucher opens the Basic Info page.

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

When submitting a CJA-21 Voucher, you have two options from which to choose under the Authorization Selection
section.

b Basic Info

3 MAC. DKT/DEF.NUMBER.

[USA v_ Branson

11. OFFENSE(S) CHARCED

71N CASEALATTER OF(Case Name)

Basic Info
1. CIK/DIST/DIV.CODE T PERSON REPRESENTED [VOUCHER NUMBER
0101 Pebediah Branson

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

T PATAENT CATEGORY

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

Z APPEALS. DKI/DEF.NUMBER

5. TYPE PERSON REPRESENTED

A dult Defendant

€. OTHER. DKT/DEF NUMBER

10, REPRESENTATION TYPE

[Criminal Case

15:1825 F INSPECTION VIOLATION PENALTIES

EXCESS FEE LINIT

PRESIDING JUDGE. MACISIRALE JUDGE. DESIGNEE 1
e Summary: $0.00 - $10,300.00 Albert Albertson
Services DESIGNEE 2
Totals $0.00
Travel
Expense Tyne Amoutt || Authorization Selection
Travel Misc $0.00 ||| You can click the Use Existing Authorization button to select from a list of approved authorizations, or click the No Authorization Required button
Totals $0.00 if under the statutory limit.
R No Authorization Required
E:)'(’e““ Type If your voucher compensation is under
Long Distance Charges the statutory limit and does not require
Photocopies prior authorization.
Postage
OthergExpenses Use Existing Authorization
Select this option to display and select

from a list of approved authorizations
for this appointment.

Tasks

Link To Appointment
Link To Representation

If the request does not require advance
authorization, click No Authorization Required.
No authorization is needed if the voucher
compensation is under $800.

No Authorization Required

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

If you have a previously approved
authorization, click Use Existing
Authorization.

Use Existing Authorization
Select this option to display and select
from a list of approved authorizations
for this appointment.
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If you click Use Existing Authorization, an Associated Authorization list appears.

Select the authorization you wish to use.
It will turn beige when selected. You
cannot continue until it is highlighted.

The service type automatically fills in
based on the authorization selected. If no
authorization is being used, click the
Service Type drop-down arrow and select
the service type.

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

From the Expert drop-down list,
select the expert. 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.

Note:

Please Select the Associated Authorization

ID Number: 186

Order Date: 03/03/2014
Authorized Amount: $100.00
Grand Total Amount: $100.00

Service Type: Interpreter/Translator
Estimated Amount: $5,000,000.00
Notes:

ID Number: 223

Order Date: 03/03/2014
Authorized Amount: $800.00
Grand Total Amount: $0.00

Service Type: Chemist/Toxicologist
Estimated Amount: $800.00
Motes:

New Voucher Information

Service Type Interpreter/Translator hl

Description

Voucher Assignment @ Attorney O Expert

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

Service Provider

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

=72 S| Campos, Charlene |4

Charlene Campos

Expert Info

Details

I Create Voucher I

110 Main Street
San Antonio TX 78210 US
Phone: 210-477-2344

Voucher Assignment  *
This indicates who wil be responsible for filing the voucher daim part

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 @ finance@vid.uscourts.gov , so they can

be added to eVoucher.
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Creating a CJA-21 Voucher (cont’d)

E Click Create Voucher.

Notes:
e |If all information is not entered, you cannot 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 attorney. You will perform the second level of approval/submission
by clicking the voucher, navigating to the Confirmation page, and approving the voucher. The voucher
then moves to the My Submitted Documents section.

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.
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Creating a CJA-21 Voucher (cont’d)

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.

Click the Services tab or click Next ) ) ) o
Basic Info |» Services Expenses Claim Status Documents Confirmation
on the progress bar. =i
Services
Date 4/22/2019 % Description
In the corresponding fields, Units -
. Rat
enter the date, units, rate, and - add || Remave
description. S
To group by a particular Header, drag the column to this area.
Click Add. Date | Description Units| Rate | Amt
03/27/2019

The item appears at the bottom of the
Services section.

Click Save.

CIICk the Expenses tab or Click Basic Info Services | Expenses Claim Status Documents Confirmation
Next on the progress bar.

Expenses
Date 4/30/2019  * =5 Description
Expense Type v =
In the corresponding fields, pies * ats0.55 permie. __ B
[ r
enter the date, expense type, | ™"
= Required Fields

description, and miles.

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

Cl|ck Add. Expense Type Date Description Miles Rate | Amt
Travel Miles 04/30/2019 Travel 30 $0.545 $16.35
The Item appea rs at the bOttom Of the « First < Previous Next > Last » [ save | Delete Draft | [ Audit Assist

Expense Type section.

Click Save.

Note:

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

Enter the start and end dates,
making sure to select the
earliest date of services and
expenses as the start date.

Select an option in the Payment
Claims section.

Click Save.

2
(]
[l
i E E E E
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Basic Info Services

Claim Status

| start Date

=)

6/12/2014 __,l

Expenses

» Claim Status Documents Confirmation

luu Date &14/2014

Payment Claims
®) Fral Payment

Irter mPayment.
Swoplkemental Payment
Wehholding R étum Payment

(paymert. #)

** Rerder

Please select the appeoprate amstatus

shrst ][ <Prevos |[ Mext> ][ Last»

] I s ) [ OceteOntft | [ Acdt 2sset |

e Final payment is requested after all services have been completed.
e Interim payment allows for payment in segments. If using this type of payment, indicate the number of this

request payment.

o After final payment number has been submitted, supplemental payment may be requested due to a missed or

forgotten receipt.

e At the end of the case, to request return payment of withheld funds, click Withholding Return Payment on

a blank CJA-21.

Click the Documents tab or click
Next.

Click Browse to select a PDF file
to attach.

Click Upload.

The document appears at
the bottom of the
Description section. Click
Save.

Basie Info Services Expenses

Supporting Documents

Claim Status P Doc Canfir

File Upload (Only Pdf files of 1OMB size or kess!)

Fila Browse
Description
Uplaad
Descriphion Delate  View
invaice from Expart Dalety Yiaxy
[ wPrst ][ <Previous |[ Mext> ][ Last= | [ zawe ] [[De ]

CJA eVoucher | Version 6.0 | District Court of the Virgin Islands | July 2019




CJA eVoucher for Attorneys | 42

Note:

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

Mandatory Documents:
e Order of Appointment
e Order Approving Expert ( if applicable)
e Order Granting Interim Payment (if applicable)
e Itemized Invoice for Expert Services
e Itemized receipts for expenses in excess of $50
e Any other documents to support any expense claims
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Creating a CJA-21 Voucher (cont’d)

A confirmation page appears.

Abteribion: The notes vou ender o4 b avalable to the rext aporoval level,

. . . . Public/Attormey [
Verify all information is liotes
correct.
Select the affirmation | 1 swear and affirm the truth or comectness of the above statements .
check box. This Date: 6/19/2014 5:28:36 0 Submit
automatically time stamps
the voucher. [Pt [ <Prevous |[ Met> [ Last= | (e ] [(odetepnaft |
B Click Submit.

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

Click Home Page to return to the
home page. Click Appointment

Page if you wish to create an
additional document for this
appointment.

Yeour voucher has been submitted for payment. You wil receve a natification if we need more detads,
Please keep the folloving voucher number for your own records:

0101.0000154

Home Page
Appointment Page

The case file appears in the My Active Documents section.

. | Te By & partioulsr Hesder, drag the column b this area, 2
Click the case Eib el o et
. Case Defendant Type Status
hyperlink to
. {2 1 4-CR (E3807-A Wendy Wi ¥ -21 & e ¢
select the file. - DE/LL204 mﬂidﬁm 166,80 E:id:\nd & Mg&ﬁ.mv
L Weapors Frearms Explosi... THAL FATMENT

Navigate to the Confirmation tab.

Verify all information is
Pubby/Attomey
correct.

Arteritor: The notet you eier wil be avalabis 1o the rext aoonsval bevel

Certify the information by

selecting the certification
1 eertify that | have reviewed the above

check box. This < information / Approve 0 Reject

automatically time stamps Date: IS2014 94324

the voucher.
Step [Cofst |[Ccpovos |[(hext> J[Cmte ] [Cowe | | ]

Click Approve.
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Submitting an Authorization Request for Expert Services

Open the Appointment record.

Create New Voucher
Click the Create hyperlink next to AUTH. AUTH

Authorization for Ex

SEMVICES

Next, click the Create New Authorization hyperlink.

1 | g |

Authorization Type Selection
You can click the Create New Authorization button to create a new authorization request, or dlick 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.

*New Feature (Click on this button if you would like to request additional funds for an approved AUTH).

The Basic Info screen will open.

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

Case Compensations for Investigative, Expert and Other Services

* < $800 - No approval from the Court
e $801 - $2500 — Prior approval from the Court is required
* >$2500 - Prior approval from the Court and the Chief Judge of the Third Circuit is required
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|» Basic Info Documents Confirmation

Basic Info

CJA eVoucher for Attorneys

1. CIRDIST/TIV.CODE 1. FERSON REFRESENTED
0101 Tebediah Branzon

[VOUCHER NUMBER

3. MAG. DEKTDEF NUMEER 4. TAST. DKT/DEF NUMBER
1:14-CR-08805-1-A4

5 APPEALS DT TEF NUMBER 6 OTHER DET .DEF NUMBER

T.IN CASEMATTER OF|Case Name) 8. PAYMENT CATEGORY

[Felony (including pre-trial diversion

0. TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE

110 Iviam Street
San Antonio TX 78210
[Phone: 210-833-3623

[USA v. Branson _ |4 dult Defendant Criminal Case
of alleged felony)

11. OFFENSE(3) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12. ATTORNEY'S NAME ANDMATLING ADDRESS 13 COURT ORDER

|Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel

[]¥ Subs for Federal Defender [#] O Appointing Counsel
[]F Subs for Panel Attoruey [ | R Subs for Retained Attorney
[]¥ Standby Counsel

[Prior Attorney's Name

14 LAW FIRM NAME ANDMAILING ADDRESE

Appointment Dates

Siznature of Presiding Judze or By Order of the Court
|Albert Albertson

[Date of Order Nunc Fro Tunc Date
3/3/2014

Repayment [ | YES [V]NO

Order Date
Nunc Pro Tunc Date
Repayment |:|

Authorized Amount $

Estimated Amount

Basis of Estimate |

Description

Service Type |

Requested Provider |

| « First || < Previous || Mext > || Last = |

Save

| Delete Draft |
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Submitting an Authorization Request for Expert Services (cont’d)

Complete the information in the blue section at the
E bottom of the screen. This includes the following fields:
e Estimated Amount
Basis of Estimate

Service Type drop-down list
Request Provider drop-down list

Order Date
Nunc Pro Tunc Date

Repayment |:|

Estimated Amount $ 8000.00 | 4

Authorized Amount $

Basis of Estimate | 100 hours at $30,/hour
Description
Service Type | Investigator Vl =

Requested Provider |Jn:-hn Dioe |

| « First || < Previous || Mext = || Last = |

Click Save.

E Click the Supporting Documents tab or click Next on the progress bar.
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Submitting an Authorization Request for Expert Services (cont’d)

D To add the attachment, click Browse to locate your file.

Note:
Documents are limited to PDF files, and must be 10 MB or less.

In the Description field, add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or kess!)
Fie Browse
[ Descrigtion | ] |

|

The attachment and description will be uploaded and appear at the bottom of the Description section.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less1)

Fie Browse. ..

Upload
Description Delete  View
Propoaed ondar Ciglate Wigw
Affidavit in Support of Expert Service Request Calate Wigw
Expart's Cwrriculum Witses Cialgts Wi

[ =Frst )| <Previous || mext> || Lasts | [ save | | DeleteDraft |

Mandatory Documents
e Order of Appointment
e Any documents supporting request

B Click Save.
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Submitting an Authorization Request for Expert Services (cont’d)

B Click Next.

The Confirmation screen will open.

Select the check box to swear and affirm to the accuracy Note:
of the authorization. The authorization will automatically ~ You may include any notes to the Court in the
be time stamped. Public/Attorney Notes section.

Attenion: The notes you enter will be avadable to the next approval level,
Publc/ Attomey |
Notes

[«] T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | ~ Submit
L e
| =Frst || <Previous || mext> || Last= | | save | | DeleteDraft |

B Click Submit to send to the court.

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

Sucoess

Your voucher has been submitted for payment. You will receive & notification if we need more details.

Flaase kmep the folowing vowdher number for wour cwn reconds:

101.0000152

Back to:
Home Page
Appointment Page

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

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

AUTH-24

Authorization for payment of Tansapt

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

No Authorization Required

The Authorization opens to the Basic Info page. Select No Authorization If your voucher compensation is under

Required hyperlink. th{a statutor}r Ilmlt and does not require
prior authorization.

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

g ALUTH-24 I Basic Inlo Documents Confirmation
Basic Info
L £ER. S5 B S 3 FERION RIFRLSLSTLD b CHES, NULBER
e AHE [l etk Brmmscn
Link to CH/ECY 3 MLAG DKT ONT NUMEIR 4 DNST. OKT TN ST UBEE £ AFFEALS DKT TNT NULEER & OTHEIR. DT CNF NUMETR
1-14-CR 08504 144
Violcher @ "IN O AR AL TTER OF fC wee Namd) & FAVUENT CATDCORY TP FERRON REFETSINTID B REFREIESNT ATRON TV
5 : L elom [mettmdmp proe-tnal deoms X
LSA v. Brassoa alieped feloey) Atult Dedendanm IC pemerad Case
11 OFFENSES) CHARGED
151824 F INEPECTION VIOLATION PENALTIES
13 ATEORNTY § AN ANDAAEIN G A 1 COURT CRER
Andrre: Anden - Bar Nomber 12345 [} & Anacian []€ Ca-Commal
5'\';?::“‘"%_] I |17 St Fiborad Dfonader |1 Agpaiaming Cosmsal
foeis ai[-} - =
Ebase: 110-855-4633 Flabs fi il ARitues Elabe fist Relasiel Al ur
11 Sty Cvmmsad
Jrrie & Bernn s Nam
|ttt Dntes
[agaatuss af Frasidiag Judps i By Ovilled of ha C snrt
Bt Altarsion
14 LATE FTRM XK AXSATLING AT s e Citer ———
LLM4
Raparymanns [ VI8 [ N6
P"ﬂﬁw
T Ba -
Prooeading To Be
Transeribid "
Apportionsd Cost (%)
Apportionsd Case and
Dietendant L
Special Transcript ™= |
Hanlng L ]
[ Proeuib Sy Susharent [ e st e e T Prasecusen Aebutisl
Transriphs = e = =
|| Durferme Opssring Siatemant || Cufense depument L Jury Instruciions: L vigar Dare
Order Date

uine Pro Tune Dakes

[Cerrst [ <Frevos |[ stz || Last= | | Deletepraft |

Enter the details for the transcript required on the Basic Info screen.

Click Save.
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Creating an Authorization for AUTH-24 Transcripts (cont’d)

‘ «First H < Previous H Next » H Last » | ‘ Save ‘ | Delete Draft

Click Submit.

Baxic Info ¢ Documents Confirmation
Click the Documents tab or click Supporting Documents
the Next option located on the File Upload (Only PdF files of LOMB size or less!)
Progress bar. File Browse
Desoriphion
Click Browse to select a PDF file -
to attach. —
Click Save. Fanciption nelain:View
Click Upload.
Note:
All documents must be submitted in PDF LT | T | A | T R T
format and must be 10 MB or less. Mandatory Documents
e Order of Appointment
e Any documents supporting request
The Document will appear at the bottom of the Description section.
B Click Save.
A confirmation page will appear.
Attention: The notes you enter will be avaiable to the next approval level,
Public/Attorney
Notes
B Verify all information is correct.
1swear and affirm the truth or correctness of the above statements
Select the affirmation check box. Date: 6/19/2014 9:28:36 ¢ Submit

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

submitted.

Tiwr woscheer hasg b mibmitaed o parprers You wall reoseoe s rotrfoabon o we reed more delade.
Plaase kg e folowrg voucher rumber for your owe recordh:

Click the Home Page hyperlink to
0101.0000148

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

OOI

Home Page
Apgointment Page

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

* Please refer to the CJA Felony Appointment Manual for further guidelines on requesting transcripts. *
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Creating a CJA-24 Voucher (Payment for Transcript)

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.

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

The Basic Info page will open, showing approved authorizations.

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

I» Basic Info

Basic Info

1. CIR_DIST/DIV.CODE 1. PERSON REPRESENTED [VOUCHER NUMBER

0101 Jebediah 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 CASEAIATTER OF{Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
. . Felony (including pre-trial diversion -

JUSA v. Br_an.son of alleged felony) |Adult Defendant [Criminal Case

11. OFFENSE(S) CHARGED

15:1825.F INSPECTION VIOLATION PENALTIES

EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
$10,300.00 Albert Albertson

DESIGNEE 2

Authorization Selection

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

Use Existing Authorization in eVoucher
You ck here to select from a list of approved

ons.

aut

No Existing Autho

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

Authorization Selection

Select the authorization you wish to use by clicking on it; - S —— ——

. . . . oy . . Existing Requests for Authorization
this will highlight it in yellow. You will not be able to move e e
o sy . . . Order Date: 03/03/2014 Transcript

forward until it is highlighted. Astarined Amaunt. 0 Estmatad Amount: 0
1D Number: 148 Service Type: Court Reporter /
Order Date: 03/03/2014 Transcript
Authorized Amount: 0 Estimated Amount: 0

Select the Voucher Assignment radio button
indicating the attorney will be entering the
information for the transcriptionist.
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Creating a CJA-24 Voucher (cont’d)

Note:
The attorney will be completing the voucher claim form.

Click the Expert drop-down menu and select the transcriptionist.

Mew Voucher Information

New Voucher Information
Description
Description
Voudher Assignment a
T ingicates wio wil be resporsble & Sing S voucher daim par? i t Attomay @ "
et s L T st it pof be responsbis for Sling She voucher clam pant
e Odffical Cantract Transcriber Other
Service Provider Court Report [ Transcriber Status
] ch sne of the [prevaders already in e
= ::ﬂ:h‘ st o " gy @ Offical | Contract ) Transcriber () Other
Expert: I - Service Provider
Frst Mame  Middle Mame  Last Mame = ou con geirch one of the service providers slready in the system
OR you can enter the required information for another provider
SSN/ERM: = Emal - Expert Transcripts, Teresa -
Phone = Fax Expert Info Terewa Transcripts.
P oty » 110 Main Street

San Mnftonio T F210 US4
Phone: 210-553-5602

Address 2 State = Ip -
Address 3 Country Create Youcher
[C=Frst ][ <rrevies |[ mest> [ Lasts | [oeseneh ]
[ aFrst [ <Prevess |[ mestx |[ Lesze ] [ Cee=nan |
Note:
e If entering a new transcriptionist into the system, select a blank drop-down and enter all required
information.

e Selecting a transcriptionist already in the system will automatically populate that expert’s information.

Click Create Voucher.
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Creating a CJA-24 Voucher (cont’d)

Note:
The attorney will fill out the required expense information and then approve it before submitting it to the Court.

Click the Services tab or click BasicIafs b Services - Expenses - Doremcsls  © Coafirmabion
Next.

Dty v =g fowscrgrion
Enter the Date, Service Type, No. o 2

Fage rhdey.

of Pages, Rate, and Description. e 8 Pages . Mt bar Puge

L Araur! oo bored

L Amcanit inci Add || Delete hewm

Note: —

You'll have two options to choose from under
Service Type: Original or Copy. The rate
should vary between the two choices.

Service Type  Dale Deiripluos Incl Fage Bembers  BoPages  Rale  Apgoriionst Discoust.  Total

el SRELIEM Serteegeg - & iAo

Click Add.

Pagn 1o 1 (1 demal]

[ ewea | [ m Frero ] e —

The item will appear in the bottom of the Service Type section.

Click Save.

Basic Isla Servites  F Expenses Dcusents Confirmation

Click the Expenses tab or click

Next. Exp-ensn: e
Experae Type - -m
Enter the Date, Expense Type, :ﬂ ik m -

and Description.

Uspanis Typss gt Dot Ml Rate  Ami|

Click Add.

£

The item will appear below in the Expense section.

. afigt | [ cPrevoun [ meas ][ Lt | s | | [Coeminn | B~
Click Save. | Ltea] p—

—
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Creating a CJA-24 Voucher (cont’d)

Bassr Indo E * L&

Supporting Documents

Click the Documents tab or click Fike Upload (D Pl fles of 10MB size or lesst)
File: Browsa
Next. [—

Click Browse to select a PDF file
to attach. pregpres——

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

[ =Frt |[ apreves | [t [ me= | == | Ewicte Draft
Mandatory Documents
e Order of Appointment
e Any documents to support request.

Click Upload.

The document will appear at the bottom of the Description section.

the voucher.

Click Submit.

B Click Save.
Ainrnert: The Potid i eler wil B avalaiie b5 o et aderovil el
PubbcfARomEy

A confirmation page will appear. i
B Verify all information is

correct. ¢ 1 swear and affirm the truth or cormectness of the above statements

Date: 7/1/2014 155357 ‘:': E!melt

Select the affirmation =
B check box. This will

automatically time stamp | sFrst || creveus || bt || Laste | | Save | | Deleelnht |

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

Click Home Page to return to the home
page. Click Appointment Page if you
wish to create an additional document Your veucher hes been subsitied for peymant. You wil receive & nobilication f we need more detalls.
for this appointment. Flesse been T faloewg ey FUmES 2 (0s Bun reterds!
0101.0000165

Back to:
Home Page
Appointment Page
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Creating a CJA-24 Voucher (cont’d)

Click the Home Page hyperlink to return
to the home page. Under My Active
Documents, the CJA-24 voucher will be
there with the status Submitted to
Attorney.

|+ Basic Info

Home Operations Reports CMECF Links Help

CJA eVoucher for Attorneys

logout

55

Welcome Jenna Attorney:

Search Existing Appointments:

My Profile

My Appointments:  View

Search

Case
-CR-00002D...
Searn 08302015

To group by & particular Header, drag the columin to this area. Search: Appoint
Defendant Type SV \
. yMeza (... CIA-24 . Submitted to Attorney
Claimed Amount: 100.00  Jenna Reporter / 0973.0000381
: 05/30/2015 g
1
To group by
| ] ===
[ R b dant | ot

Click on the voucher and go to the Confirmation tab.

Services Expenses Ducumenm

Basic Info

v

1 CIRDISTDIV.CODE
970

1. PERSON REPRESENTED
Sully Sullivan

3. MAG. DET'DEF NUMEBER

1. DIST. DET'DEF NUMBER
2:13-CR-00010-1-RCC

T.IN CASEALATIER OF(Case Name)
[USA v. Sully Sullivan

8. PAYMENT CATEGORY

jof alleged felonv)

[Felony (ncluding pre-tnal diversion

|Adult Defendant

5. AFPEALS. DKT/DEF NUMEBER

9. TYPE PERSON REFRESENTED

11 OFFENSE(S) CHARGED

REQUEST AND AUTHORIZATION FOR. TRANSCRIPT

.

Check the box next to “ | certify that | have reviewed the above information”. Next, click Approve.

ertify that I have reviewed the above y N
formation =
Approve > Q Reject
Date: 8/30/2015 14:46:35 | ¢ /
\ /
[ =First || <Previous || Next> || Last» | [ save | | peleteDraft |
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Creating a CJA-24 Voucher (cont’d)

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

[Success ]
Your voucher has been submitted for payment. You wil recerve a notfication f we need more detals.

Piease keep the folowng voucher number for rour own reconds:
0101.0000162

Back to:

Home Page
Appointment Page
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Creating an Authorization for Payment of Travel Voucher

From the Appointment page, click the Create hyperlink
next to TRAVEL. TRAVEL

Authorization for payment of

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

The Basic Info screen opens.

= 4
g TRAVEL b Basic Info | Authorization Request  Documents Confirmation
Basic Info
Link to CMIECE L CTR. THST DIV.CODE 1 FERS0X REFRESENTED frovCHER ¥MTMBIR
= 101 [Wendyw Wilson
3 MAC. DT DEF SUMEER 4 ST DKT DEF NUMEER & AFFEALS DRT DEF NUAEIR 4 OTHER. [T DEF NUMEER.
Vioucher #: I-14-CR-08802-2-334
bes1/1/15901 1% CASLALATTER OF(Cass Nama) & FAVMENT CATEGORY . TYFE FERSON REFRESENTED 18 REFRESENTATION TTFE
Decsion Date:1,/1/1901 - . [Felomy (mchading pre-trial diversion
JUSA v. Wilson et al - fidomy) Ll Dedindans [Criminal Cuse
g Amount Clasmed: 100 LI FFESSES) CHARGED
_ 18:13-4530 F INCOME TAN, FAILURE TOFILE
12 ATTORNEY S NALE ANDAAIL TN G ADCRESS 13 COURT ORDER:
Andrew Amders - Bar Number: 12345 [ A Asseciane [ € ComCommal
;:: :;—"“ 5“_‘1‘_“‘: i [ Suba o Fedbaral Cufander [ 7] O Appesinting Conael
Fhone: 210.433. 623 [J? ek for T Aerney | [ ke Foe Ritaled Aoree
[]¥ Semniy Comuit
JPrise Amormey's Name
| \pepainnmrna Dure
fiugmatars of Proiding Fadge o By Crar o the Comrt
14. LAY FIRM NAME AND UAILING ADDRESS ""me:‘rﬂm et Fra Tame Dute
i I
Haparvmant || VES [ N0
Travel Agency o be Used: bl
Global Travel
1234 Trevel Lane
Suite 200
Second Floor
Los Angeles, CA 93765

Fhone: 1-800-444-7890
Feoe 1-BO0-555-7777

Email: il suppont.Bob iscourts.gov

=it ][ crevos | [Hents | [Lest=> |

The Travel Agency to be Used: section automatically populates.

Click the Authorization Request tab or click Next.
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Creating an Authorization for Payment of Travel Voucher (cont’d)

Complete all required
fields marked with a red
asterisk.

Click Add.

The information will appear in the
bottom section.

B Click Save.

Basic Info ¢ Authorizati quest Documaent Confirmation

Request For Travel*®
* Required Flelds

Hame and Title of Person Traveling: |=

Address of Person Traveling: |

Purpose of Travek |=
Travel From locaticon:
Travel To Location: | |
Estirmated Dates of Travel |=
Travel Requested Extimated Cost

|| hirtine Tickets via CIA Government J'
Trawvel Agency -

|| Ground Transportation 4'

[ Per Diem (Hobel & Meaks)™™ | |

[lother| | |

Total Estimated Cost: | =

Justifscation for Request: |

= All travel s expenses must be in complance with gavernment travel reguiations,
== Achual cost of hotel and meals up to the establshed per dem rate. Experaes for Tavel for one day or last day s up o the MIE rabe.

Mamie Purpose Travel To Travel Date  Reguested |
Wendy Wiscm Aguire doourmsniy Los Angeles, TA IbyE415 ARL00

H l’iﬂ!lﬂ'l{lm}l

[Ce=Fst | [ = Previous | [ext> | [Lastz> |
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Creating an Authorization for Payment of Travel Voucher (cont’d)

Click the Documents tab or
click Next.

Click Browse to select a
PDF file to attach.

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

Basic Infs Authsrizalion Request P Documents Confirmation

Supporting Documents

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

Click Upload.

The document appears at the bottom of the Description section.

Click Save.

The Confirmation tab appears.

Verify all information is
correct.

Select the affirmation
check box. This
automatically time stamps
the voucher.

Click Submit.

Uplaad
[CES Y T Cielte  View
Doousrments
T | [ <] [ ] [ ] [(eenat )
Mandatory Documents:
e Order of Appointment
e Any documents to support the request.
Athen by The nated you onber wil be Monlabils Do 2 ne ! pOpNowal b
Pubbc/Attomey
Hates
< 1swear and affirm the truth or correctnes: of the above statements
Date: 6/19/2014 9:28:36 (4 Submit

[ _=Frst |[ <Prevous || Mt |[ Lasts | | seve | | Dstete Draft |

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

for this appointment.

The travel voucher now appears in the My

Click Home Page to return to the home

page. Click Appointment Page if you Tour voucher s been subsitisd far payment. Tou sl recerve a notficaton € we need mone detals.
wish to create an additional document

Fleie koep T Todarmarng wrimechey rusmdeds Bor pons S reCorob

0101.0000162

Back to:

Home Page
Appointment Page

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.

From the Appointment page, click the Create hyperlink

next to CJA-26.

This opens the Basic Info page.

Note:

CIA-26 createl |
Statement for a Compensation Claim in

Excess of the Statutory Case
Compensabon Maximum: District Court

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

Tertals only of budget nfo R
deferdant

Copferichant Do banl Busicet Bigpert

Dietad budget info for defendant

Eorm CIAZS

Click Save.

¥ Basic Info Justification Documents Confirmaticn
Basic Info
| CIR DAST 0V CODE 't FERSON REFRISENTID TVOLCHIR FUMBER
ean |retetsts Brannen
3 ALAG, DT THF NUMEITER 4 THST DT DT NUURIR & APPEALS TNT THF NUMEIR & OTHIR, DT TNF XTUMEER
|:14-CROEE0%.1. A8 — I
DN CASLAMATIER OfCie Mami) |8 PATMENT CATLGORT ¥ TITE FLRS0N BIFRLSENTLD 16 REFRESENTATION TTTE
—— ooy (meladay pr-tenl dvridn )
[UEA v Birasses lof alteged deloery) EYCTIRa N T - rieeerin] Caae
I CRFITGLE) CHARGEID
15:1825 F DNSFECTION VIOLATION PENALTIES _
L2 ATTORNTY S MAME ANDALAL DVG ADERTS 13 COLRE ORDER
|ndern Anders - Bar Nambar 12344 (A Assciain mE
5:;:5“ 5“‘_|"_""~ - F Sl St Fodiral Dufmiier [7] O Agpainting Coansal
atoen TX T2l - -
s 184 413 [0 S o Fasa] Amrney [ R St s ot uined Amurnes
(1 Seanden Commsal
Frie AReme's Nam
Ngpgetalmrad Dby
[iugnarsrs of Frvsiding Jodpe oe By Ovdar o the Cort
B AW FIRIE SAME ANTMATLING ADBRESS ":““." o 'llt s Smnt Fon Tt Bkt
3004
Reprment [ [ VLS [ N0
Amcunt Requested [ Amount Approed
FreTridlbiows | 0 TralHows | 0 Sentercrghours | 0] o [ o [ o]
Humber of Counts [ o Mmberof CoDefendants | 0 |
e Pending Cases |
Seniencng Guddine Fangs
Mandabory Mirimms Fourd |
afrgt || <Previos || Hext> || Lewts | | s | Tl

Enter the details for information required on the Basic Info screen.
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Creating a CJA-26 Voucher (cont’d)

Click the Justification tab or
click Next.

Fill out the justification text
fields.

Click Save.

Bagic Info  F Justificati (15T il Conlirmatian

Justification

wm rraterak (nature and volume) aedfor decovery practices which e & noteworthy factor in the rurber of

4. List and descrbe motions, kegal memoranda, insbructions, and sentencng documents, or bgal research not nesulting in sudh,
which are a noteworthy factor n the nember of hours daimed and which wene drafted orgnaly for this case [do not ncude
standardoed motons, efc., unless content was modiied sgnificantly).

5. SummarTe investigation and case preparation (8.9, number and accemsbdty of withasses ntervewad, record collaction,
deument organization) which are 3 neteworthy Racter in the number of hours chimed,

&. Explain, f noteworthy, iMoot on the surmber of hours damed of Frestgativs, ipert, of other services used (CA 1 voudher)

7. Detcribe whethes By of the folowing chent condderations ahé i noteworthy factor n the sumises of hours carmed and explan
each: communication with chést/famiy, binguage dfference, accesshity of clent, or other

& Explain any epanss (fems 17 and 18 of tha CIA 20 vouchar) greater than §500

B.Bmmmmmnmmmmmw provided to support the compendation

Mﬁ;.fm. fie) epotiationas e LS, sty o/%cr or dew rvﬁmwm&ﬂmww
mﬂm -uum'nr PR S O TANCE OF (e S () e i PR OliBes e s Toemend e
MHJM Wﬂhrﬁ%vﬁ sty pervacEs Were renered

3| BT | B | S M
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Creating a CJA-26 Voucher (cont’d)

B Click the Documents tab or click Baic infa  Justification & Doc Confirmati
Next. Supporting Documents
Click Browse to select a PDF file Fia Bvowse
to attach. KRyt
B Click Upload. Sercrp Sulete Ve
o ATsohmensy

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

Mandatory Documents:

e Order of Appointment [CeFee [Ceprevos ([HRetz ) tme ] | [owe | | [Coeenan

e [temized 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)

The document appears at the bottom of
the Supporting Documents section.

Click Save.

A confirmation page appears.

Ao The noted you diter will be rvalabie b the read aoproval el
Verify all information is correct. L
E Select the affirmation + 1 wwear and affim the truth or comectness of tha above statemsents .
check box. Date: 772014 14:53:4 ¢ Submit
Click Submit.
| =Frst || <Previous || etz || Laste | ETE | DeleteDraft |

A confirmation screen appears indicating the previous action was successful and the authorization request has been
submitted.
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. . Your woucher hes been submitted for 2 Wiy el ficason f we need ey,
Step Click the Home Page hyperlink Sy e i e il
Pleade keep the Fallowing vaucher rusber for your gwen reconds:
8 to return to the home page.
0101.0000167

Click the Appointment Page
hyperlink if you wish to create

an additional document for this Back mri
; Home Page
appointment. Aonolniment Paoe

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- Worfkflows

AUTH Workflow

START

L Vioucher Entry Attorney Enters

Magistrate
Approval

# Judge Approval  Judge Approval

S s s s s s s s s m s T

E ; Update Record - :

| y 4 Clerk Task Finandal !

i Technidan
5 a4 Voucher Cosed  Document dosed

FINISH

*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

[
1
I
i
I
1
[
1
I
i
[
1
I
i
I
i
[
1
I
i
I
1
[
1
I
i
[
1
I
i
I
i
[
1
I
i
I
1
[
1
I
i
[

4

J# Crauit Approval To drcuit

B |

i
1
1
1
i
1
]
1
]
1
i
1
]
1
i
1
i
1
]
1
i
1

Tuny
1
]
1
i
1
]
1
i
1
i
1
]
1
i
1
]
1
]
1
i
1
1

g S

Update Record -

| yd Clerk Task Finandal !
i Technidan |
| "'__‘ 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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AUTH-24 Workflow

START

L_ Voucher Entry Attorney Enters

E _ derk Review - :f
! F 4 Clerk Task Fnandal !
| Technidan |
g T I
! Magistrate Review !
i Magistrate Task 4 '
b

#  Judge Approval Judge Approval

i ’ Qreate CIA24- !
1 rd Clerk Task Finandal !
! Technidan |
i s e e e S

l*' 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

Attorney Enters

LERLEY

Clerk Audit -
Finandial
Technidan

Magistrate
Approval

Judge Approval

E 2 Enter into Payment
| » Clerk Task System - Finandial

Technidan

...................... B
" Certified for Oert";.':at'“'.' E
59 Payment inanda
Supervisor

EEELE

| =

B Voucher Closed

Voucher dosed

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

! ; derk Audit - !
| » Clerk Task Finandcial
| Technician |
1 ) Magistrate |
: # Magistrate Task Approval |
#  Judge Approval Judge Approval
T |
! ; derk Review for !
| » Clerk Task Transfer - Finandcial |
i Technician |
| # Cirauit Approval To drcuit |
¢ |
I : Enter into Payment |
| » Clerk Task System - Financial !
1 Technidan |
)= Certified for Oertli:_catmr_] _I
| Payment LalLer
Supervisor
I "'__‘ 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 Workflow

START
N voucher Entry Voucher Entry
Attorney Attorney Approval
, Approval

5 .. Qerk Audit- |
| V4 Clerk Task Finandal !
! Technidan |
e S e e R o
i h Magistrate i
i i Magistrate Task Arpeowsl ,[

# Judge Approval Judge Approval

i Enter into Payment :
! / Clerk Task System - Finandal |
i Technidan |

| Certified for Le rmli::r?atm:?a_i
<l Payment o

| =

0y 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
; Voucher Entry Voucher Entry
Attorney

/ S Attorney Approval
' Clerk Audit - |
| / Clerk Task Financial |
| Technician |
: M Magistrate Task Magistrate |
d Approval

/ Judge Approwval Judge Approwval

: Clerk Review for |
i / Clerk Task Transfer - Financial |

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

| Certified for = -
T Paymenk Certification
I'_::_‘ Voucher Closed Voucher Closed
FIMISH

*Please Note- When a voucher is moved to the next level of approval, the submission date changes.
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START
L Voucher Entry Voucher Bntry
‘ Attorney

»> fem Attorney Approval
L s "
! Cerk Audit - ¢
! » Clerk Task Finandial !
| Technican !
g A AL :____.____..‘._-___.‘.‘__‘._.___'
i : Magistrate :l
E # Magistrate Task Approval |

wanay

& Judge Approval Judge Approval
| Enter Into !
| Payment System - !
| , Clerk Task Finandial !
1 Technidan |
I Certified for (hnllz_catlop _]
= Payment RIRATRCA X
Supervisor
| ":_u Voucher Closed Voucher osed
FINISH
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CJA-24 Workflow

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

71



CJA eVoucher for Attorneys | 72

CJA-26 Workflow

START

‘- Voucher Entry Attorney Enters

Magistrate
Approval

# Judge Approval  Judge Approval

E ; Update Record - E
1 r 4 Clerk Task Finandal !
] Technidan |

= 4 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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If you have any questions regarding your CJA representation,
please contact:

District Court Financial Services
340-776-0221

finance@vid.uscourts.gov
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