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Nota Bene: Edit before using!

We are distributing this manual in Word format to make it easier for you to customize the content to follow your local
rules and CJA rules. You may wish to include information about some of the following topics:

Do you wish to include contact information for CJA administrators to the attorneys? Web site link?
Are you using the CM/ECF link in eVoucher?

Are attorneys allowed to edit their own profile and billing information? Enter Holding Periods?

Do attorneys still file any CJA-related documents in CM/ECF?

What is your policy about interim payments?

How will your site handle the CJA-24 Auth and the CJA-24 voucher? Will court reporters be involved as Experts? Will the
attorney create the CJA-24?

Will the panel attorneys use the CLE-tracking feature in eVoucher?
Will the attorneys be doing the Travel Authorization provided in eVoucher?

Will you be using the email proposed appointments available in eVoucher? How will attorneys be notified of
appointments?

Can you provide more specific information about what kinds of documents you wish the attorney to attach for each
document type?
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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 On-line authorization requests by attorneys for service providers.

e On-line voucher completion by the service provider or by the attorney acting for the service provider.
e On-line voucher review and submission by the attorney.

e On-line submission to the court.

Unless the court has indicated otherwise, attorneys are generally 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.
e Allows for submission of holding periods or a specific amount of time taken off for medical leave, vacation, etc.

Voucher & 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 e-mail notification to attorney of approval or rejection of vouchers and authorization requests

Browser Compatibility

e Windows: Internet Explorer 8 or newer are approved.
e Apple Macintosh: Safari 5.1 or newer is approved.
e Chrome, Firefox and other browsers may not be used with CJA.

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.

Some Courts may send a proposed email to the Attorney, awaiting acceptance of a specific case.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Accessing the CJA eVoucher Program

Your court will provide information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log in using your Username and Password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

Existing user? Please log in.

Username: |
Password:
Log In

Forgot your login?

Users will be required to change their passwords within 30 days of the first time they log in to eVoucher. Passwords
must be at least eight characters in length and contain:

e One lower-case character
e One upper-case character
e One number

e One special character

Users are required to change their passwords periodically.
If you forget your username or password, click the Forgot your Login? hyperlink.

Enter your Username or Email address, and click Recover Logon to retrieve your information.

Forgot your Login? Please tell us your username and/or email. We will send you
an email to retrieve the missing info.

Username: [[ ] and/or
Email: |

| Recover Logon |

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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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 will have access to your
information.
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Folder Descriptions | |

My Active Documents 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 Quick reference to all your appointments

My Proposed Cases will appear in this folder if an appointment has been proposed to you and you

Assignments have not accepted or rejected the appointment.

My Submitted Contains vouchers for yourself, or for your service provider, which have been submitted

Documents to the court for payment. Documents submitted to the court requesting expert services
or interim payments will also appear in this folder.

My Service Provider’s Contains all the vouchers for your service providers.

Documents This will include:

e Vouchers in progress by the experts
e Vouchers submitted to the attorney for approval and submission to the court
e Vouchers signed off by the attorney and submitted to the court for payment
Closed Documents Contains documents that have been paid or have been approved by the court.
Closed documents will only be displayed for open cases. When the appointment is
completed, the closed documents will no longer be displayed on your homepage. They
are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation Menu Bar

Attorney login
confirmation

> Home

Welcome Andrew Anders (Attomey)

V4
'~

Welcome Andrew Anders:

ATTORNEY

My Appointments:

My Profile

View

e Another link to your Profile
e “Contact Us” email
Privacy Notice

Logout Logs user off the eVoucher program

e

Home The eVoucher home page

Operations Allows you to search for specific appointments

Reports Selected reports you may run on your appointments

Links Hyperlinks to CJA resources: forms, guides, publications, etc.
Help Provides:

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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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 = 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 E will appear.

B Drag the folder to the new location and release the mouse.

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.

B 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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CJA eVouchers for Attorneys | 7

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.

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

To group by a particular Header, drag the column to thisareal
Case Defendant Type © Status

Hold the cursor and drag the header to the Group by: Header bar.

B My Active Documents

Tq VMHE column to this area.
C
Ca nt Type * Status

B Release the cursor and all the information in that folder will be grouped and sorted by that selection.

= My Active Document:
Group by: Case N
Case Defendant Type © Status

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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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, e-mail, physical address (Attorney Info section).

e Update social security number (SSN) or employee identification numbers (EIN) and any firm affiliation (Billing
Info section).

e Add atime period in which you will be out of office (Holding Period).
e Document any CLE attendance (Continuing Legal Education section).

Click the My Profile link from either the Home screen or the Help menu bar to open the My Profile page.

Home Operations Reports Links Help loagout

My Profile | |
A, X tt
Contact UM, Welcome Andrew Anders (Attorney)

Privacy
Welcome Andrew Anders:
A | | ORNEY My Appointments: View

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Home Operations Reports Links Help logout

> Help :I My Profile Welcome Andrew Anders (Attorney)
Login Info Edit
Your Looin g UserName Anders
You gir ti

Bar Number: Edit
Attcmey Ir_'fo 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.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us
1= Your default biling info is:
Billing Infq - J Kiil:mw“dm' i,
biling info records Biling Code:0101-000001

uoada; s?treet

San Antonio, TX

78210 U5

Phone: 210-833-5623

Fax:
Holding Period There is 1 period of time during which case cannot be taken. View
Continuing Legal No info has been stored. View
Education Please click VIEW to type your info.

L L]
Changing My Profile Username and Password
> Help > My Profile Welcome Andrew Anders (Attorney)

Undfer the‘ Logm. Info Login Info ’
section, click Edit to S UserName Anders
change your
Password.
To cha nge your Userna me, > Help > My Profile Welcome Andrew Anders (Attorney)
type the new Username
and click change_ It will Login Info Username Anders change
show “The Username has Your Login information R .
been changed.”
To reset your password,

click reset.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Type the new > Help > My Profile
Password a.nd rgtype it Logki Info Seerrame g "
in the Confirm field. Your Login informatior —————————
Password esesses| ~ Strength:Strong
Confirm
. Reset
Click Reset to B
save.
| > Help > My Profile Welcome Andrew Anders (Attomey)
Clle ClOSE to exit l.ogin Info Usermname Anders change
the Login Info B Passord <+ reset
section.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Under the
Attorney Info
section, click
Edit to access
your personal
information.

Make any necessary
changes.

Click Save.

CJA eVouchers for Attorneys | 11

Attorney Info

Bar Number: 12345
Your Name: Andrew Anders

Your Contact Info:

Phone: 210-833-5623 | Cell Phone: 702-555-1212

Fax:

deadmail @support.aotx.uscourts.gov
deadmail @support.aotx.uscourts.gov
deadmail @support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

USA

Attorney Info

Bar Number

|

SSH Instructions:

If you are an appointed panel
attorney, you are required to enter
your Social Se curty Number in the SSN
field.

If you are an associate only, do not
enter your Social Security Number in
the SSN field.

Tax Identfication Number:

SSN:

888-44-6666 |

Confirm: | 888-44-6666 |

First Name Midd le Last Name

Andrew

” I;Anders

Main Email
!deadmaﬂ@support.aotx.uscouns. gov

2nd Email

l

3rd Email

Phone

Cell Phone

[210-833-5623 | |

|

Address 1 City

[110 Main Street | [san antonio |
Address 2 State

[ | [Texas v| (78210
Address 3 Country

| [unrTeD staTES

Note:

e Each attorney (except Associates) must enter his or her social security number

into the user profile or they will not be paid.

e The Country field will automatically populate UNITED STATES unless otherwise

indicated.

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
Andrew Anders

- ; - Biling Code:0101-000001 Add
110 Main Street

1

Under the Billing San Antonio, TX Edit
Info section, click 78210 - US

Add if no billing FF_j:;"jer 210-833-5623

information is '

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 use the Copy Address from Profile checkbox if your billing address is the same as your Attorney
Info address.

Biling Info Biling Type: Save
List all available biling info record (® seff-Employed
\_J Firm
Make any | Associate
necessary —
changes and |¥| Copy Address from Profile
click Save. Name:

Phone: Fax:
‘210-833-5623

Address 1:
110 Main Street
Address 2:

Address 3t

Ciy: ~ State: Zp Code:
San Antonio TEXAS V| |78210
Country: )

UNITED STATES v

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



If applicable,
add Billing Info
for afirm or an
associate by
clicking the
corresponding
radio button.

CJA eVouchers for Attorneys ‘ 13

Bi[ing Info Biling Type:

List all available biling info records @) Self-Enployed
@ Firm
(O Associate

Tax Identffication Number:
EIN/TIN: | |
Confirm:l | _

Copy Address from Profile

Name:

| |

Phone: Fax:
| | |

Address 1:

| |

Address 2:

Address 3:

City: State: Zip Code:

| | M|

Country:
[ UNITED STATES v|

Biling Info Biling Type:
List all available biling info records OSEIf-Errponed

O Firm

@ Associate

Biling Code: |0101-000001 | [verify ]

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - US

Phone: 210-833-5623
Fax:

Note:

Attorneys with a pre-existing agreements must enter the firm’s EIN and name
(required).

Associates do not need to enter a social security number, but they will need to
ender the billing code of the attorney to be paid.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Holding Period

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

In the Holding Period section, click View.

Holding Period No info has been stored.

Please click VIEW to type your info.

Holding Perlod [eec ] | || I | ]
' s ]
Starting Ending MNotes
No Holding Period
No data
B Enter the Starting Date and Ending Date, along with any applicable Notes.
Holding Period [ Bk ] | [ Save |
Starting Date Ending Date
l07/112014 |3 |ogjo1/2014 | ZH)
Notes

Vacation Cru:se.]

B Click Save.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Continuing Legal Education

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

Continuing Legal No info has been stored. View
Education Please dick VIEW to type your info.

To add CLE information, click Add.

Continuing Legal -
Sicidtan [ ] [ 1 [aea ]| [ ]

Sawch: | I

Fies Credat Date MHemprs. Sebject

o Controng Legel [ Oxcaton

ho data

Click the Credit drop-down menu to select CLE categories.

om0 [

lC.redl Sentenang el V' |
Date [0501/2014 |5
Hours |0

Description

Document After you save the nformation about this Continuing Education, you wil be able to upload related documents.

Enter the Date, the number of Hours, and a Description.

Click Save.

Note: After information is saved, you'll be able to upload related PDF documents.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

[ Bk | | [ save |

Credit | Sentencing-re Vv
Date [05/15/2014 |
Hours D

Description

Document [ [ erowse... |

E Click Save.

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

ducaton. == P (= W =M N

Files Credit Date Hours Subject
(] Sentencn... 05/15/2014 /]

1 Page 10f 1 (1 items)

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Appointments’ List

Locate the Appointments section under the Appointments’ List on your home page.

Appointments Defendant
Ellck tlhekcase numt;]er Case Title: USA v. Branson adumwl:;lgm
yper. ink to open the Attorney: Andrew Anders Mo-duwum:nmsmj albertson
Appointments page. Adm. Mag Judge:
gy : Defendant: Jebediah Branson
N Representaton Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10
x Pres. Judge: Albert Abertson
Adm. Mag Judge:

Appointment

View

Appointment Info

1 CIR. THST DIV CODX
101

1 FIRSON RITRESINTID
Pebeduak Branson

Representation

3. MAGC DKT DEF NUMBIR

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

—_—
& AFFEALS. DKT DEF NUMBIR

¢ OTHIR DKT DEF NUMBIR

Create New Voucher

T IN CASEMATTIR OF(Case Nama) |5 PAVMENT CATEGORY 5. TYPE PERSON REPRISENTED 10 REFRESENTATION TYPL
5 [Felony (nchudmg pre-trial diversion

JUSA v. Bansca ot atieged feicen) JAdult Dedfeadant JCrumanal Case

11 OFFENSE(S) CHARCED

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY S XAME ANDMAILING ADDRESS 13 COURT ORDER

Andrew Anders - Bar Number: 12345 A Assaciate []€CoCommi

110 Matn Street M o !
Attorney CJA 20 AUTH create Bke Astceso TX 78210 L
Authorizaton for Expert and other Phone: 210-833.5623 ()7 Suba for Panel Amorney || R Sabs for Retained Asiveney
Voucher Services N = []¥ Standty Coummal
em AUTH-24 Create Atseney’
T plate Authorization for payment of banscrpt .:m' h’::.
S~ fsignaturs of Pressting Jedge o By Order of the Court
FCIA-20 Create Albert Albertson
Appointment of and Authonity to Pay 14 LAW FIRM NAME ANDMAILING ADORESS il e T et
Court-Agponted Courdel 332014 .
CIA-21 Repayment ] VES [/ XO
thorizat wd Voucher for Expert
e § [Puthataton s Wee A P Group Header Bar
pert CIA-26 Vouchers on Fle £
Voucher ‘::‘: 6;'--‘“2*“;‘!;"'\-*-‘ r To group by & partaular Header, drag the column to ths area.
Excess of the Stabsiery Cos
Template Case Defendant Type
TRAVEL LISCR-O3003-AA - Jebediah Branson (# 1 ClA-20
Authorizaton for payment of Trave O3RN Clarmed Amcunt: 778.40 Andrew Anders
Enc GADER014
LI4CR-O8805-AA- Jebediah Branson (2 1 AUTH
Reports Seam umlmu Clamed Amount: 1,000.00 Chemist, Toxscologist
Detailed P o=y
L 14-CR DE805-AA Jebedish Brangon (= 1 AUTH-24
Payment Reports Defendant Det ¢ Begort Sean: OO Camed Amcunt: 0,00
Detad budget info for defendant Enc: ORDAT04 Approved Amount: 0.00
LISCROBI0S-AA- Jebedish Branson (7 | CIA-21
Pore : 2 e ORAV0 Claimed Amcent: 0.00 Luz Garcia
Totals only of budget info for End: 061572004 Hair, Fber Expert
defendant LI4CROBI0S-AM. Jebediah Branson (# | Cla-24
st OO0 Clamed Amount: 0.00 Teresa Transcripts
All vouchers A
- = 1 14-CR O8805- Jebedah Brangon (= | AUTH-24
associated with LR s i
£ 0101901
this case are
LI4-CR-08805-AA- Jebediah Brangon (= 1 ClA-24
displayed. . 0RO42014 Clamed Amount: 14.50 Teresa Transcripts
06042014
: Page 1of 1 (7 nems)
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View Representation

The View Representation information will display:

Default excess fee limit
Presiding judge
Magistrate judge
Co-counsel

Previous counsel

From the Appointment page, click
View Representation.

Home Operations

Reports Links

Help  logout

Appointment

Representation Report

Representation Info

1. CIR/DIST/DIV.CODE
0101

2. FERSON REFRESENTED
Jebediah Branson

[VOUCHER NUMBER

3 MAG.DKT/DEF NUMBER

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

S APFEALS DKT/DEF NUMBER

6. OTHER. DKT/DEF NUMBER

7.IN CASE'MATTER OF(Case Name) S_PA\'MII.\'T CA.TEGORY F ) 9. TYPE PERSON REPRESENTED 10.REFRESENTATION TYPE
USA v. Branson Felony Giactading pee-trlaf diversion 10/ Degindant Criminal Case
fof alleged felony)
11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESSFEELIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
59,900.00 JAlbert Albertson
App.ID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx.uscourts.gov

Click Home on the menu bar at the top of the page.
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CJA 20 Voucher Process Overview

Attorney enters
time/expenses Court CJA Unit Court approves or

Court processes
voucher for

and submits audits voucher rejects voucher
payment

voucher

Creating the CJA 20 Voucher

The court creates the appointment. The attorney will initiate the CJA 20 voucher.

Note:

All voucher types and documents function primarily the same.

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

Appointment of and Authority
Court-Appointed Counsel

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

b Basic Info Services Expenses Claim Status Documents Confirmation

Basic Info

1. CIR DIST/DIV.CODE 2 PERSON REFRESENTED 'OUCHER NUMBER
S = 0101 Uebediah Branson
Link to CM/ECF 3 MAG. DET/DEF NUMBER 4 DIST. DKT/DEF NUMBER 5 APPEALS. DKT/DEF NUMBER 5. OTHER DKT/DEF NUMBER
1:14-CR-08803-1-AA
71N CASEAATIER OF(CaseName) |8 PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
[USA v. Branson F;LE;“;‘:"'“F pre-trial diversion |, 4 1t Defendant (Criminal Case
14 lo: elony)
B : ; 11 OFFENSE(S) CHARGED
o ] e 15:1825.F INSPECTION VIOLATION PENALTIES
Ve RS DN R T
|Andrew Anders - Bar Number: 12343 [[]A Associate [[]€ Co-Counsel
110 Main Street "
G- s
IPhone: 210-833.5623 []P Subs for Panel Attorney [ | R Subs for Retained Attorney
[[]¥ Standby Counsel
Reports [Prior Attorney's Name
Appointment Dates
Defendant Detail Budget Report [signature of Presiding Judge or By Order of the Court
Detail budget info for defendant p : . Albert Albertson
14, LAW FIRM NAME ANDMAILING ADDRESS i e
- 3/372014
Form C1A20 S S i

Defendant Summary Budget Report

Totals only of info for
i ek e Payment Info

Preferred Payee | Andrew Anders Vv

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

12345 - USA

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

[ «First ][ <Previous |[ Next> |[ Last> | [ save | [ Delete raft |
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

T—

b Basic Info Services Expenses Claim Status Documents Confirmation
«First < Previous Next > Last » Save Delete Draft

/

Progress Bar appears at the bottom of the screen.

Notes:

e The user should save any entries made to a voucher often to avoid data loss.

e Atany time prior to submitting the voucher, the user may delete the voucher by clicking Delete Draft.
e The user may navigate using the tab headings or progress bar.
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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:
I;Iext, located on the progress There is NOT AN AUTOSAVE function on
ar.

this program. You must click SAVE
periodically to save your work.

Basic Info | Services Expenses Claim Status Documents Confirmation
Services
Date - 28 Desaripton
Link to CM/ECF Service Type I El“
Voucher #: Docs®F) [ | Pooes [ ]
Hours [ ]+ ats1zs.ooperhour. Add

* Required Fields
@ services: $0.00

Service Type Date Description Hrs Rate Amt
9 Expenses: $0.00

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report
Totals only of budget info for No datal
defendant

|_«First |[ <Previous || Mext> || Last= | | save | | Delete Draft |

Enter the date of the service. The =
default date is always the current Servic
date. You may type in the date or Date

click the calendar icon to select a
date from the pop-up calendar.

-2 Descrpton
Service Type |4 June 2014

Doc.# (ECF) C = Su Mo Tu We Th Fr Sa
s » 1 2 3 L] 5 6 7

» 8 9 10 12 13 14
* Required Felds @
» 15 16 17 18 19 20 21

»22232425262728i
» 00 3N 1 g 3

Service Type
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Services (cont’d)

From the Service Services
Type drop-down Date - 23 Descripbon
menu, select the ServceType || v
service type. Doc.s (ECF) |In Court Services = A
a. Arraignment and/or Plea
Hours
Note: b. Bail and Detention Hearing
) * Required Feids
You may add dates in any order. You <. Moti
can sort in chronological order at any d. Trial

time. Service Type e. Sentencing Hearings

Enter hours of Services j
ico i Date 6/11/2014 | =8 i
service in tenths 512014 | Description T
of an hour. Service Type  a. Arraignment and/or Plea v arraignment of Defendant
Doc.2 (ECF) | | Pages = I8
Hours 1 0.5(*  at$126,00 per hour. Remove
Enter a Taqured Fads
description.
Note:
Click ADD.

e You may add time in any order.
e Double-click an entry to edit.

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

Services

I T Desoron [~ =l
Service Type -

Doc.# (ECF) | pages | ] L 1

Hours [ J+ at$126.00 per hour, Remave

Service Type Date Description Hrs  Rate Amt
. Arraignmant and/or Plea 06/11/2014  Fst appadrance and armagnmant of Defandant 05 1260000 €300
1 Page 1 0f 1 (1 items]

et ) [<rrevoms | [het> J[st> | | [ ] | [eeoor ]

Step Click the Date header. This will sort services according to date.

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 [6/12/2014 | =2 Description
Expense Type \ B v (=
Miles [ ] ats0.5600 per mile. %

Amount Add Remove
[ ] I |

* Required Fields

Expense Type Date Description Mile Rate Am
No data
[ «First |[ < Previous |[ Next> |[ Last» | [ save | [ Delete Draft |

From the Expense Type drop-down Expenses

menu, select the applicable expense. Date 6/12/2014 | *2
Expense Type ||| v (4
Miles Travel Miles
Amount Travel Misc.

* Required Fields | Fax

i Long Distance Charges i
Photocopies

Expense T
yoe Postage

Other Expenses

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

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

Enter a description in the Description field.

Expenses
Date §/12/2014 | =ZH)

Expense Type

Travel Miles

Hiles [ 20]* at$0.5600 per mile.

-

Amount

* Required Fields

Expense Type

Date

Description Travel to and from Court]

[ Add I Remove

Mile Rate

No data

| _«First || <Previous |[ Net> ][ Last» |

[ save

] [ Delete Draft |

B Click Add.

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

Expenses

owe [szaons |+ —

Expense Type hA e

Miles [ |* ats0.5600 per mie. 3
Amount [ Add ” Remove ]
* Required Fields

Expense Type Date Description Mile Rate Amt
Travel Mies 06/12/20... Travel to and from Court 20 0.5600 11.20
1 Page 1 of 1 (1 items)
[C«First | [ <Previous | [ Next> |[ Last» | [Csave |
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Entering Expenses (cont’d)

Notes:

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

e Double-click an entry to edit.

Expenses

o [oaons |+ Descrpton

Expense Type x.|*

Miles at $0.5600 per mile. 3

Amount [ ] | Add || Remove

Expense Type m Description Mile  Rate Amt

Photocopees 06/12/20... Copies - 100 pages @ .15 per page 0 0 15,00
Travel Miles 06/12/20... Travel to and from Court 20 05600 1120
1 Page 1 of 1 (2 items)

| «First || <Previous || Next> || Last» | | save | Delete Draft

E Click the Date column header. This will sort expenses according to date.

E Click Save.
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Claim Status

Once you begin entering data on the Service and/or Expenses tab, you may receive what looks like an error message:

9\ Service and/or Expenses are out of the Voucher Start and End Dates,

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

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.

Start Date  |0/11/2014 | = =5 End Date 61272014 | * 5

Payment Claims
Final Payment §
*) Interim Payment 2| (pay )=
Supplemental Payment
1. Have you previously applied to the court for compensation and/or reimbursement for this? ® ves No
If Yes, were you paid? ® Yes No
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment Yes ®no
(compensation or anything of value) from any other source in connection with this representation?

I « First ” < Previous ” Next > [| Last » 1 I Delete Draft |

Indicate payment type.

Note:

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

e Interim Payment allows for payment in segments, but each court’s practice may differ. If using this type of
payment, indicate the number of this request payment.

e After the Final Payment number 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.
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Documents

Attorneys (as well as the court) may attach documents.
Attach any documentation that supports the voucher, i.e., travel or other expense receipts, orders from the court.

Note:
To add an attachment, click Browse to locate your file. All documents must be submitted in PDE
format, and must be 10 MB or less.

Add a description of the attachment.

Click Upload.

Supporting Documents

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

Description {Copies of receiptd

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!)
Fie Browse...
Description | |
Description Delete  View
Copies of receipts Delete Vigw

| «First || <Previous || Next> || Last» | | save | | Delete Draft |

B Click Save.
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Signing and Submitting to Court

When you have added all voucher entries, you are ready to sign and submit your voucher to the court.

CJA eVouchers for Attorneys

Click the Confirmation tab or click Last on the progress bar.

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

[Phone: 210-833-5623

Confirmation
1 CIR DIST/DIV.CODE 7 PERSON REFRESENTED NOUCHER NUMBER
1 ebediah Branson
3 MAG. DKT/DEF NUMBER L DIST. DT DEF NUABER £ APPEALS DKT/DEF NUMBER 6 OTHER DKT/DEF NUMBER
1:14-CR-08805-1-44
7IN CASEALATTER OF(CaseName) | PAYAENT CATEGORY 5 TVPE FERSON REFRESENTED 10 REFRESENTATION TYPE
[USA v. Branson f;;"} (mc!f! m:‘;f pre-trial diversion |, .1t Defeadaat [Criminal Case
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 Asseciate []cCo-Counsel
110 Main Street = .
2 Antomio TX 75210 DFSII] for Federal ﬂfmliﬂ,lppmmﬂ)('mﬂ

[(]PSubs for Panel Attorney [ ] R Subs for Retained Attormey
[T]¥ Standby Conssel

14 LAW FIRM NAME ANDMAILING ADDRESS

Andrew Anders TIN: ***.**.6789
123 Legal Bivd. South

AnyTown DC 12345 USA

Phione: 888-353-4000

Fax: 888-555-4001

JPrior Attorney's Name

[Appoistment Dates

jSignature of Presiding Judge or By Order of the Conrt
Albertson

[Date of Order Nunc Pro Tunc Date
532014
Repayment [ | VES [/]NO

Ifyes, wereyoupaid? [] YES []NO

I Swear or affirm the truth or correctness of the above statements.

Signature of Attorey:

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL 3
CATEGORIES HOURS AMOUNT | ADSUSTED | ADJUSTED 5
s | mowms | avorst VRN
15. |2 Amai and'or Plea 0.5 $63.00
b. Bail and Detention Heanng 0 S0.00
<. Motion 0 50.00
d. Trial 0 50.00
e 5 ing Hearings 0 50.00
£, Revocation Hearings 0 50.00
£. Appeals Court 0 50.00
h. Other 0 50.00
Totals 0.5 $63.00
16. | 2. Interviews and Conferences 0 $0.00°
b. Obtaining and Reviewing Records 0 50.00
¢. Lzgal Research and Brief Writing 0 50.00
d. Travel Time 0 0.00°
&, Iavestigative or Other Work ] 0.00
Totals 0 0.00'
| [Travel Expenses dodging, parking, meak: i
" priileage, eic) -
s [Other E_tpensu {ather than expert, $15.00
jramseripts, ere )
‘GRAND TOTALS 53900
(CLAIMED AND ADJUSTED) .
5. CERTIFICATION OF ATTORNEY FOR THE PERIODOF SERVICE [20. APPOINTMENT TERMINATION DATE IF OTHER 1. CASE DISPOSITION
AN CASE COMPLETION
FROM: §/122014 TO: §/122014 Il
2. CLAIMSTATUS [] Final Payment [ Interiz Payment [ Supplemental Payaent

Have you Previously applied to the court for compensation and'or reimbursement for this? [ YE§ [ NO

Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation of anthing of value) from
any other source in connection with this representation? [ YES [ NO  Ifyes, please attach supporting documentation

Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY

03 IN COURT COME. 4. OUT OF COURT COMEF. l;sé.rm\:l. EXFENSES |26, OTHER EXFENSES 7. TOTAL AMT. AFFRUCERT.
150.00 $0.00 0.00 50.00 [50.00

P8 SIGNATURE OF THE FRESIDING JUDGE [DATE |28a. JUDGE CODE

25 IN COURT COMF. _OUT OF COURT COMF. L TRAVEL EXPENSES 7 OTHER EXPENSES |53 TOTAL AMT. APPRUCERT.
50.00 $0.00 0.00 50.00 [50.00

34, SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR DELEGATE) Paymuns gpproved in

xcess of the statutory Ghreshold amount paTe - AIDGE COme

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

Public/Attomey
Notes

Date:

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

[First ][ <Previous ][ Next> |[ Llast» | [ save

[ Delete Draft_|
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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 Note:
of the voucher. The voucher will automatically be time You may include any information to the Court
stamped. in the Public/Attorney Notes section.
Attention: The notes you enter will be avadable to the next approval level.
Public/Attormey
Notes Notes

v| 1 swear and affirm the truth or correctness of the above statements
[ Date: 6/12/2014 16:32:35 | ¢ Submit
| «Frst || <Previous || Next> || Last» | | save | | Delete Draft |

Click Submit to send to the court.

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

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

0101.0000150

Appointment Page

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

- bmitted Documents

To group by a particular Header, drag the column to this area. Su‘d'l:[
Case Defendant Type Status
1i14-CRO8305-AA- Jebedish Branson (= 1) CIA-20 Submitted to Court
Start: 081272014 Claimed Amount: 89.20 Ancrew Anders A 01010000150
Enc: 06122014
L1 R -0B305-AA- Jebediah Branson (= 1) CIA-20 Submitted to Court
Sear: 03/03/2014 Claimed Amount: 778.40 Andrew Anders J 0101.0000001
Enc: 06/05/2014 INTERIM PAYMENT 1
1:14-CR-0B8805-AA- Jebediah Branson (= 1) AUTH Submitted to Court
Start: 040272014 Claimed Amount: 1,000.00 Chemist, Toxicologist A 01010000002
Enc: OL0L/1900

. Page 1 of 1 (3items)

Notes:

e If a voucher is rejected by the court, it will reappear in the My Documents section and will be
highlighted in gold.

e An email message generated by the system will be sent explaining what corrections need to be made.
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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 will tally as CJA20 o
entries are entered into the voucher. % i

Redr ect_‘@ﬂ-o_'-z

Link to CM/ECF

Voucher #: 0101.0000150

© services: $63.00 v
9 Expenses: $26.20 b

@ services: $63.00 v
e Expand the item by clicking the down T Cont Sarvioes
arrow (v) to reveal specifics. Survics Hours

Out of Court Services
Service Hours
Interviews and
Conferences
Obtaining and
Reviewing Records
Legal Research and °
Brief Writing

Travel Time

Investigative and
Other Work

($) Expenses: $26.20

Travel
Expense Type
Travel Mies
Travel Msc
Totals

Expenses
Expense Type
Fax
Long Distance Charges
Photocopies
Postage
Other Expenses
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 ($800) allowed for representation.

Therefore, attorneys are encouraged to monitor the status of funds, attorney hours as well as 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.

e  The two main reports are the Defendant Detail Form CIA20
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

Other accessible reports can be found on the menu bar.

Home Operations Reports Links Help logout

> Reports

“Internal |

Appointment Report

Attorney Time
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Defendant Detailed Budget Report

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

The report will provide the information in two sections: Attorney appointment and authorized expert service.

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

Type of Representation: Criminal Case
Budget Amount Requested: $0.00
Budget Amount Approved: $9.900.00

ponang AR Amunt Remaiing
LAt Youcher [, Expensss Total Fess Expsnsse Total After Approved  After Approved
Travel | Otner Travel | Other 4nd Pending
Attorney- Andrew Anders  (Appointing Counsel) Active
0232015 10 03232015 | £101.0000001 50.00 s000 50.00 s000| $6,350.00 s2.00 $0.00 $6,350.00 $3,550.00 $3.550.00
010111501 to 0101/1801 $0.00 000 50,00 $0.00 5000 s0.00 $0.00 $0.00 $2,550.00 $3.550.00
010111501 10 01011901 $0.00 5000 50.00 $0.00 5000 s2.00 $0.00 $0.00 $3,550.00 $3.550.00
Total Penaing: $0.00 Total Approved: $6.350.00 $3.550.00 $3.550.00

Thursday, November 05, 2015 - Ver. 1.1 Page 1011
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Defendant Summary Report

This report contains the same information as the Detailed Report without the individual voucher data.

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

Type of Representation: Crminal Case
Buaget Amount Requested: $0.00
Budget Amount Approved: $9,900.00

Pending
o cenad el Foss Expsnsss Total
Travel Other
Attomey: Andrew Anders  (Appointing Counsel) Active
' Total Pending: $0.00 ' Total Approved: $6.350.00 $3.550.00 $3.550.00

For Vouchsr NumBsr Fees Expenses Total Fees Expenses Total

Thursaay, November 05, 2015 - Ver. 1.1

Page 1071
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Creating a CJA-21 Voucher

From the Appointment page click Create from
the CJA 21 Voucher template.

CJA-21
Authorization and Voucher for
and other Services

The voucher opens to the Basic Info page.

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

p: » Basic Info

Basic Info

I CIR DXST DN COOE 3 FIRSON RIFRISINTID fovcas Mamix
- 101 IWendy Wilsea
Link to CM/ECF 1 MAG. DKT DEF NUMBIR 4 DOST DKT DEF NUMBIR # AFFLALS DKT DHF NUMBIR ¢ OTHIR DT DRF NUMBIR
1:14-CR-08§802.2.AA
voucher #: - -- DN CASL MATTER OF(Case Xama) | & PAVMENT CATEGORY % TVTE FLRSON REFRESENTID 10 REFRESENTATION TVPL
tart Dat - IFeloay (meluding pre-trial &vension
JUSA v. Wilson et al o5 aBered felony) Adalt Defendant Criminal Case
11 OFFENSE(S) CHARCGID
o 18:13-4530 F INCOME TAX FAILURE TOFILE
Summary: $0.00 IXCESS 111 LT FRESIDING JLDGL MAGISTRATE JUDGE EESD
[55.800.00 Abert Alertson
Totals .0
yravel Authorization Selection
Expense Type Amount You can select & Previous Authorization Request, request a New Authorization or dick the “No Authorization Required” button if under the
Travel Mins $0.00 [l statutory kmit.
Traeel Misc | - = "
Totals $0.00 lo Authorization Required
Expenses ’ t 3 ;;._.. .
Expense Type Amount BON
FAX 000
Use Previous Authorization
& { + /:‘. r
[Cerrst ][ <prevous |[ text> |[ Lasts | [Dekez=irait ]
Reports
Refendant Summary Budaet Report
Totals only of budoet info for
defendant
Detad budget info for defendant
form CJAZ]

When submitting a CJA-21 voucher, you’ll have two options from which to choose under Authorization Selection.

If the request does not require advance No Authorization Required
authorization ($800 or less), click No | JIF your voucher compensation is under
Authorization Required. the statutory limit and does not require

prior authorization,

[

If you have a previous authorization received Use Previous Authorization _I
through an order from the Court, click Use Select this option to display a list of
Previous Authorization. previous authorizations and requestﬂ m
this appointment.
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Creating a CJA-21 Voucher (cont’d)

If you click Use Previous Authorization a list of Existing Requests for Authorization will appear.

Select the authorization you wish to use.
The selected authorization will highlight
in yellow. You will not be able to
continue until it is highlighted.

The service type will roll over from the
authorization selected. If no authorization
is being used, use the Service Type drop-
down list to 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.

If the expert you select is not
authorized to use eVoucher, the
Voucher Assignment field will remain
locked indicating the attorney will be
responsible for filling the voucher
claim part.

If the expert you selected is
authorized to use eVoucher, the
Voucher Assignment field will unlock
for you indicating the expert will be
responsible for filling in the voucher
claim part.

Note:

36

Existing Requests for Authorization

ID Number: 155 Service Type: Weapons Frearms
Order Date: 05/27/2014 Explosive Expert
Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type

Description

Voucher Assignment  *
This indicates who will be responsible for filing 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

Expert v
Expert Info Gina Gabriel
etals 110 Main Street
San Antonio TX 78210 USA

Phone: 210-593-3340

Create Voucher

Voucher Assignment  *
This indicates who will be responsible for filing the voudher daim part

Voucher Assignment Attorney @ Expert
This indicates who will be responsible for fillng the voucher daim part

Only experts registered with the service type selected will appear in the drop-down list. If you wish to submit a
person for approval, steps on how to add an expert are on page 36.
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Creating a CJA-21 Voucher (cont’d)

B Click Create Voucher.

Notes:

e |If all information is not entered you cannot advance to the next screen.

e If the Expert you selected is authorized to use eVoucher you are done at this point and you may click
Home or logout.

e If the Expert you selected is not authorized to use eVoucher you will file the voucher on behalf of the
expert. The voucher will appear in the “My Active Documents” section as submitted to attorney. You
will perform the second level of approval/submission by clicking on the voucher, navigating to the
“Confirmation” page and approving the voucher. The voucher will then move to the “My Submitted
Documents” section. Outlined steps are on pages 36-39.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



Creating a CJA-21 Voucher (cont’d)

If you wish to submit a person as an expert, follow steps 3 through 5 on page 34.

From the Expert drop-down list, select
the empty (null) value. Voucher
Assignment should be on the Attorney

option.

Fill in all required information on the
person you wish to submit for
approval.

Step Click Create Voucher.

Note:

e The person you submitted will go through
an approval process. Once that person
has been approved, an email will be sent
to you.

e You'll now be able to select the person
from the Expert drop-down list and all
their information will automatically
populate.
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Existing Requests for Authorization

ID Number: 155 Service Type: Weapons Frearms

Order Date: 05/27/2014 Explosive Expert

Authorized Amount: 0 Estimated Amount: 1000

Requested Provider: Robert Arms

New Voucher Information

Service Type v
Description

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

Service Provider

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

Expert I V|

First Name 1 ,F!!d_d__!_e_tl_@m_l Last Name *

I | | \

SSN/EIN: * Emai *

[ | |

Phone * Fax

| J | |
Address 1 * City =

1 | [ |
Address 2 State * Zp *
| ] |
[Address 3 } [Countrv ]

Create Voucher
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Creating a CJA-21 Voucher (cont’d)

After Create Voucher has been selected, you’ll proceed with similar steps mentioned on the CJA 20 Voucher adding
Services, Expenses, Claim Status, and Documents.

Note:

If you have submitted the voucher for the expert, you’ll need to approve the voucher
twice, once while sending it for the expert, and a second time after it appears in the My
Active Documents section.

Click the Services tab or click Next pukih [Toe teeme R ot
on the progress bar.
Descrpton
Enter the Date, Hours, Rate, and Add || Remows
Description.
’- Date  Description Mrs  Rate  Amt

The item will appear at the bottom of the
Services section. o

[efrst [ <prevos |[ mest> | nasts | | Oelete orat |

Click Save.

Click the Expenses tab or click

Next on the progress bar. BasicInfo | Services ) Expenses . ClaimStatus ~ Documents  Confirmation
4 :t Descrpton

Enter the Date, Expense Type, =

Description and Miles. She

Click Add.

The item will appear at the bottom of the
Expense Type section.

1 Page 1of 1 (1 Rems)

Click Save. I—l
<Fest || <Prevous || next> || Lests | Lseve | |_Delete oraft |
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Creating a CJA-21 Voucher (cont’d)

Click the Claim Status tab or click Basic Info Services Expenses 7 Claim Status Documents Confirmation
Next.. i
Claim Status
Start Date 06/12/2014 _.:1 End Date 6/19/2014 __3
Enter the Start and End Date,
making sure to select the
earliest date of services and A B
Fnal Payment
expenses as the Start Date. S Goyment #)
Supplemental Payment
Select an option under the
Payment Claims section.
B Click Save. | <Frst || <Previous || Next> || Lasts | | Seve | | Delete Draft |

Note:

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

e Interim Payment allows for payment in segments, but each court’s practice may differ. If using this type of
payment indicate the number of this request payment.

e After Final Payment number has been submitted, Supplemental Payment may be requested due to a missed
or forgotten receipt.

C||Ck the Documents tab or c||ck Basic Info Services Expenses Claim Status  » Documents Confirmation
Next.. Supporting Documents
File Upload (Only Pdf files of 10MB size or lesst)
Click Browse to select a PDF file Fle Browse
to attach. i
Upload

Click Upload. e ———— M M
Note:
All documents must be submitted in PDF
format and must be 10 MB or less.

ot ) oo ) o> et ] | (o= ] | | ]

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

Click Save.
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Creating a CJA-21 Voucher (cont’d)

A confirmation page will appear.

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

Publc/Attomey
Verify all information is Notes
correct.
Select the affirmation 7] 15wear and affirm the truth or correctness of the above statements "
check box. This will b oo e ¢ Submit
automatically time stamp
the voucher. [Cefst ] [C<prevos J[hext> J[taste ]  [Csove ] [(odeteontt |
B Click Submit.

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 for this
appointment.

Your voucher has been submitted for payment. You wil receive a nobification if we need more detals.,
Please keep the folowing voucher number for your own records:

0101.0000154

Back to:

Home Page
Appointment Page

The case file will appear in the My Active Documents section.

. To group by a particular Header, drag the column to this area. Search: |
Select the file. - -
Case Defendant Type Status
L 14CROB802-AA - Wendy Wiison (= CIA-21 Submitted to Attorne
06122014 Clamed Amount: 166.80 Gina Gabried 01010000154 L
067192014 Weapons Frearms Explos...

Navigate to the Confirmation tab.

Verify a” informatlon IS Atterdior: The rotes you enter sl De avalabtie 10 B rent a0oroval level
correct. P/ Acamey
Certify the information by
selecting the certification
. . . 1 certify that 1 have reviewed the above
check box. This will ¥] information / Approve 0 Reject
automatically time stamp Ootac /192014 $:43:24 ) ' '
the voucher.
Step [Cerrst || <hrevous [ Next> ][ asts ] [ see ] [ |
3 Click Approve.
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Submitting an Authorization Request for Expert Services

Open the Appointment record.

Create New Voucher

Click Create from the Authorization template.

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.

YErviCes

AUthornzaton Tor EXpe ana OUNEl

b Basic Info Documents Confirmation

Basic Info

1. CIRDIST/DIV.CODE
10101

2 PERSON REFRESENTED
[Jebediah Branson

'OUCHER NUMBER

3. MAG. DKT/DEF NUMBER

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

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

JUSA v. Branson

7.IN CASEMATTER OF(CaseName) | 8. PAYMENT CATEGORY
elony (including pre-tnial diversion

of alleged felony)

9. TYPE PERSON REPRESENTED
Adult Defendant Criminal Case

10.REPRESENTATION TYPE

11. OFFENSE(S) CHARGED

15:1825.F INSPECTION VIOLATION PENALTIES

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

12 ATTORNEY'S NAME ANDMAILING ADDRESS
|Andrew Anders - Bar Number: 12345

13.COURT ORDER

[]A Associate [[] € Co-Counsel

E‘ F Subs for Federal Defender E O Appointing Counsel

[P Subs for Panel Attorney [ | R Subs for Retained Attorney
[ Standby Counsel

Prior Attorney’s Name

14 LATW FIRM NAME ANDMAILING ADDRESS

Appointment Dates

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

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

Repayment || VES [/|NO

Order Date
Nunc Pro Tunc Date

Repayment

E da +

Authorized Amount
Basis of Estimate

Desciants

Service Type
Requested Provider

-

l
|
[

| «First || <Previous || Next> || Last» | |

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

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

e Service Type drop-down list
Reque

Order Date
Nunc Pro Tunc Date

Repayment ]

Estimated Amount $ 8000.00 | 4

Authorized Amount $

Basis of Estimate 100 hours at $80/hour |
Description
Service Type | Investigator vl a

Requested Provider  John Doe |

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

Click Save.

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

B 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 less!)
Fie Browse
| Description | | |

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 less!)
Fie Browse.
Descrption ]

Upload
Description Delete View
Proposed order Ce'ete Yigw
Affidavit in Support of Expert Service Request Delste  Yiew
Expert's Curriculum Vitse Celete  View |
[<Fest ][ <Previos |[ Next> || tasts | | Save | | DeleteDraft |

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

Click Next.

The Confirmation screen will open.

Select the check box to swear and affirm to the accuracy Note:
of the voucher. The voucher will automatically be time You may include any notes to the court in the
stamped. Public/Attorney Notes section.
Attention: The notes you enter will be avaiable to the next approval level.
Publc/Attomey | S - ' ) ‘“‘
Notes |
J
iv] 1 swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | O Submit

| _<Frst || <Previous || Next> || Last» | [ save | | Delete Oraft |

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.

Success
Your voucher has been submitted for payment. You wil receive a notification if we need more detals.

Please keep the folowing voucher number for your own records:
0101.0000152

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 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)

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

Authorization for pay

The Authorization opens to the Basic Info page.

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

g AUTH-24 b Basic Info Documents Confirmation
Basic Info
1 CIR D31 O COOL T PURION RITRISENTID Foccms s
piol letedab Bramsca
3 MAG DKT OXF NLMBER L DX3T AT DL MUMBIR % APFLALS OKT OXF NLAGMR & OTIIR OKT X NUMBIR
1-14.CR 08805 1.AA
T IN CASL MATTIR OF fCase Name) |8 PAVMENT CATEGORY ¥ TVPL FRASON RATRISENTID 1 REFRESENTATION TVPL
Sov
A v Brassca viomry (mcludng pre-tris dvescn |, o Defendant I remenal Case
alered feloan )
11 OFTINTE) CRARCED
151803 F INSPECTION VIOLATION PENALTIES
13 ATTORNIY 3 NAME ANDMAILING ATORISS 1) COUKT ORDIR
Andrew Andens - Bar Number 1203 rye——— € CoConmnal
;:;:"5"'_"\ ia ¥ Sk for Todorsl Dnfonier /O Apgiasing Commaal
onsd |/ M
Prsee: 210-833-5623 oAty LT T My
1Y Standty Conrel

Frooe Amerne 'y Nome
|\ rie arment Duen

fagnaturs of Frovsdag Juidge or B Order of e Crunt
T4 LAW FIRM NAME ANDMAZLING AJDRI TS brade o Ok e Nud Pre Tune Duie

A3
Repovmant | VI3 7 NO

Proceeding

To Be Used

Proceeding To Be

Transcribed

Apportioned Cost (%)
Apportioned Case and

Defendant

Special Transcript = v

| Defense Opering Statement | Deferse Arpument Ary Instructions [ vor Dre

Nunc Pro Tunc Date

o) [<remms ) > ) [ sts ) [s...] [Deeeon ]

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)

Click the Documents tab or click
Next.

Basic Info  » Documents Confirmation

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

Click Browse to select a PDF file Fie Browse
to attach. Oescription
Click Save. Upioad
Click Upload Descrnplion Delete View
Note:
All documents must be submitted in PDF
format and must be 10 MB or less.
[ «rrst [ <Previous ][ Mext> [ Last» | [[see | [ Deleteraft |
The Document will appear at the bottom of the Description section.
m Click Save.
A confirmation page will appear.
E Attention: The notes you enter will be avaiable to the next approval level.
Public/Attormney
Motes
Verify all information is correct.
Select the affirmation check box. v] I swear and affirm the truth or correctness of the above statements ]
Date: 6/19/2014 8:28:36 (4] Submit
B Click Submit. <Frst | [ <Previous [ Mext> ][ Last» | [ Save | [ Deeteraft ]

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

submitted.

Your voucher has been sbmitied for paymert. You wil recerve 8 rotfcaton ¢ we need more detals.
Plente krep Tt followirg voucher rumber for your o records:

Click Home Page to return to the

. . . 0101.0000148
Step home page. Click Appointment Page if
8 you wish to create additional _—
document for this appointment. tiome Page

Appointment Page

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

After submission and approval of AUTH-24, you can create the CJA-24 voucher for payment.

G 24 Create

From the Appointment page, click Create from the CJA-24 Authorization and Voucher for Paymen
voucher template. of Transcript

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.

b Basic Info

Basic Info

1 CIR TEFT THV CO0n I FERSON RIFRISINTID hOUCHIR NUURIR
pidl bedad Brasson

3 MAG ORT TR NUMBIR L CRIT KT ORI NTMBIR ¥ ATTLALS OAT OK7 NUMBLR § OTRER, KT TXF MUMBIR

[ 14 CRORB0% 1. AN
T ENCAM MATTER OffCuse Namep |8 PAVMINT CATTGORY ¥ VN FLRGON KIPREMNTLD 18 RAFRESENT ATION TVT
friceny (mciadmy pee-tral dnvwruce "

fSA v Brassos e a Py A8y Defendant Cremnal Cane

T8 OFTENAH) CRARGAD

151023 F DNSPECTION VIOLATION PENALTIES -

| EACESS 1IX LT FRLENG JLOGE MACIITRATE AOGE ETreT

% 30 00 At ARertson

Authorization Selection

Slect &0 A00rOved BUTONIRTON reQuest for Tus CJA-24

Lxnting Requests for Authoruaticon
1D Rumber: 26 Servicr Type: Court Ragorter |
Order Date: 030N 2014 Traracrot
Asroraed keount: O Examated Amort: 0
ID Number: 148 Service Type: Court Reporter |
Order Date: 00N 14 Trareaet
Atraroed heourt: O Estmated Amosrt O

New Voucher Information

Description

Voucher Assigrament -

Pha rdcates who sd be resporatie for fling P voucher dae part
Court Report/ Transcriber Status

@ Offical  Comtract  Transarber  Other

Service Provider

You can wearch ore of S servce providers aready n e systen
OR you can enter T requred riormation S aroTer orovder

Expert -
Frthame  Mcda Name  Last Namme *

SSNEMN: - Emal -
Phone = Fax
Address | Cey
Address 2 Stee * o*
Address J Country
o]
[frat ][ <Prevous |[ Net> J[ camts ] [ ]
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Creating a CJA-24 Voucher (cont’d)

49

Select the authorization you wish to use. You Authorization Selection
must click it. This will highlight it in yellow. You N N e
. of o4 ® Existing Requests for Authorization
will not be able to move forward until it is — e
highlighted. R M Evtmated Amourt:
1D Number: 148 Service Type: Court Reporter /
Click the Voucher Assignment radio button e D Etimsted Amour

indicating whether you or the transcriptionist
will be entering information. .

Note:
You must select whether you, the attorney, or the court reporter will be filling the voucher claim portion.

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

New Voucher Information New Voucher Information

Description
Description

Voucher Assignment
Thes indicates st will be resporsble for Sling e voucher dars part
Court Report/Transcriber Status

@ Offical Contract Transcriber Other

Voucher Assignment Attomey © BExpert
The indicates who will be responsiile for fling Bhe voucher daim part

Service Provader Court Report/Transcriber Status

:x:;‘:‘:’ﬂmvm:ﬂwhﬂw @ Offical ) Contract _ Transcrber ( Other

Expert I - Service Provider

. You can search one of the service providers aiready in the system

fotiome  HodeMame LaMame OR you can enter the required information for another provider

SSNERN: - Emal - Expert Transcripts, Teresa ~

Phone * Fax Expert Info Teresa Transcripts
110 Main Street

Address 1 - Cry = San Atorso TX 78210 USA
Phone: 210-553-5692

Address 2 State - Zp -

Address 3 Country

e [ = Frst l[ < Previous || Next > || Last » ] l:[

| «Frst || <Previous || Mext> || rasts | [(ose=oan ]
Note:
o 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:

If Expert has been selected under the Voucher Assignment, the expert will fill out the required expense
information and submit the form. The attorney will then approve it and submit to the court.

Click the Services tab or click Basiclafe b Services  Expenses © Docemests Coafiemation
Next.
Cate CTVRIEE - | Pescronon
. Lerver Tpe -
Enter the Date, Service Type, No. R
of Pages, Rate, and Description. . o/ Puges - Rate bur Puge

Liewt Aot AQpor tored
You'll have two options to choose from under

Service Type: Original or Copy. The rate
should vary between the two choices.

Il Poge Mumbers B Fages Rate  Apportueey [
Crgre VLN lertencry e an -

3 ’vld’ltlh).
G ) crems Jw> L= ] | Coee )] [oomom]
The item will appear in the bottom of the Service Type section.
B Click Save.
Basi Info Servwes b Lupenses [ Conlirmation
Click the Expenses tab or click
Next. Expenses
Oote X o ) Descrpton
Expwre Type . .
My rate pew eule: §0. 5400
Enter the I.)afe, Expense Type, = H
and Description. =
[apease Type Date D gl Mie Rate Amt
The item will appear below in the Expense section.

whrst |[ <Prevous |[ et > ][ et ] | soel]] [ Oeeteoratt |

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

Bavi Info Servioes [xpe F Dex s Conf

Click the Documents tab or click Supporting Documents
Next.

Click Browse to select a PDF file
to attach.

e ARpchemerty

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

Click Upload.

[Pt ][ <Pevos |t ][ caszs ] [ e ] [ Ceeeoran |

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

Click Save.

A confirmation page will appear.

Attendor: The rotes you enter wil be avalable to e next agoroval level
Publc/Attomey
Notes

Verify all information is
correct.

. . < Iswear and affirm the truth or cormectness of the above statements
Select the affirmation Date: 7/1/2014 15:53:57 ¢ Submit

check box. This will
automatically time stamp [rt )[ <weom J[Met> J[wtr ] [ Soe ] [ Ooemoan )
the voucher.

Click Submit.

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 T

if you W|5h to create an additional Your voucher has been submitted for payment. You wil recerve a notficaton o we need more detals.
document for this appointment. Hease keen e folowng orcher rumber S your gun records:

0101.0000165

Back to:
Home Page
Appointment Page
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Creating a Travel Voucher

From the Appointment page, click Create from the
Travel Voucher template.

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 will open.

g TRAVEL b BasicInfo | Authorization Request . Documents  Confirmation
Basic Info
& b OO/ | CIRTEST DIV CODE 2 FERSON REPRESENTED fForca NUuBIR
Link to CM/ECF P101 ‘endy Wilson
L MAC. DKT DEF NUMBER 4 DIST DKT DEF NUMBIR § APPLALS DKT DEF NUMBIR § OTHIR DKT DEF NUMBIR
Voucher #: 1:14.CR-08802-2.AA
: t Date:1/1/1901 * INCASLMATTER OFCane Name) | & FAYMENT CATECORY » TYPL PERSON RIFPRESENTED 18 REPRESENTATION TYPL
1/1901 e [Feloay (mckodng pre-tnal diversion
JUSA v. Wilson et &l [of alleged feloay) Adclt Dedendant Camanal Case
oA 1 Cladmed: $0.00 11 OFFENSE(S) CHARCED
18:13-4530.F INCOME TAX FAILURE TOFILE
12 ATTORNEY § NAME ANDMAILING ADDRISS 13 COURT ORDER
Andrew Anders - Bar Number: 12343 1A Assaciate [(]€ CoCommal
110 Man Street 11 Subs far Foderal Dufender 7] O Appotating Covasel
an Antosso TX 78210 e L i
Phooe: 210.833.5623 = 4 d s
[]¥ Senndty Comnsat
Price Amorney’'s Name
\ppeatment Duter
Pugnatere of Freudiag Jedge or By Order of the Comnt
Albert Albertson
14 LAW FIRM NAME ANDMAILING ADDRESS o Ostr Soant Pre Tunt Date
272014
Repayment [ 1 VES [/ X0
Travel Agency to be Used: v
Global Travel
1234 Travel Lane
Suite 200
Second Floor
Los Angeles, CA 93765

Phone: 1-800-444-7890
Fax: 1-800-555-7777

Email: mailsupport.aobe uscourts.gov

L<<Frst || <Previous ||MNext> || Last>> |

The Travel Agency to be Used section will automatically populate.

Click the Authorization Request tab or click Next.
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Creating a Travel Voucher (cont’d)

Fill out all required
fields marked with a red
asterisk.

Click Add.

The information will appear in the
bottom section.

E Click Save.

Confirmation

Basic Info  » Authorization Request Doc t

Request For Travel*
* Required Fields
Kame and Titke of Person Traveling:

Address of Person Traveling: |

Purpose of Travet | J
Travel From location: J°
Travel To Location: -
Estimated Dates of Travek |

Travel Requested Estimated Cost
[ Airline Tickets via OA Government

Travel Agency .

[ Ground Transportation

|| Per Diem (Hotel & Meals)**

L L)

(|
* All ravel and expenses must be in complance with government travel

reguilstons,
** Actual cost of hotel and meals Lp to the establshed per dem rate. Experses for Yavel for one day or last day is up to the MIE rate.

Name Purpose Travel To Travel Date R.equﬂud|
Los Angeles. CA Mlyid s 0.0

1 Mldl(lm)}-

| [ <o ] o) [im5] |
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Creating a Travel Voucher (cont’d)

Click the Documents tab or
click Next.

Click Browse to select a
PDF file to attach.

Note:

Basic Info Authorzation Request s Documents Confirmation

Supporting Documents

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

automatically time stamp
the voucher.

| «Frst || <Previous || mext> ][ Lasts |

| sve | | DeleteDraft |

Click Submit.

Doae roge semn Delete  View
All documents must be submitted in PDF Cocumanes Qaisie Yo
format, and must be 10 MB or less.
B Cick Upload Sl
The document will appear at the bottom of the Description section.
B Click Save.
The Confirmation tab will appear.
Verify all information is Attention: The notes you enter wil be avalabie to the next aporoval leve
Publc/Attomey
correct. Motes
Select the affirmation
check box. This will v 1 swear and affim the truth or comectness of the above statements
Date: 6/19/2014 9:28:36 ~ Submit

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 additional document for
this appointment.

Your voucher has been submitted for payment. You sl recerve a notfication # we need more detals.

Plosse keep The folowng voucher number for your own records:

0101.0000162

Back to:

Home Page
Appointment Page

The Travel Voucher will now appear in the My Submitted Documents section.
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Creating a CJA-26 Voucher

This is a request and justification for expenses outside the statutory limits.

From the Appointment page, click Create from the
AUTH-26 Voucher template.

The voucher opens to the Basic Info page.

Note:

CIA-26 |_createl] |

Statement for a Compensation Claim in
Excess of the Statutory Case
Compensation Maximum: District Court

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

g CIA-26

Link to OM/ECF

Voucher #:

Reports

Qefendant Srmary By
Totals enly of budget infio for
deferdant

Qefenciant Oetad Badoet Reocrt

Detal budget info for defendant

Click Save.

gloet Beport

¥ Basic Info Justification Documents Confirmation
Basic Info
T CIR DO3T O COOE T PLRSON KEFRISENTID FoUCHIR NUMBIR
p101 Uebedud Branwe
3 MAG IKT INF NUMEIR 4 DXST OKT ONT NUMEIR § AFPEALS IAT X7 NUMBIR ¢ OTHRIR OKT ONF NUMBIR
1-14.CR-08805.1.AA
* [N CASE MATTER OF (Cane Namsa) & FAYMINT CATICORY # TYPE FERSON RIFRESENTID 10 RIFRISENTATION TYTL
A dlony (mciadng pre-tral drvernon
JUSA v. Banson of lloped feioey) Adult Dedendant ICrmenal Case
11 OITLNSLO) CRARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNIY 3 NAME ANDMAILING ADORISS 13 COUXT ORDIR
Andrew Andens - Bar Number 12345 A Asssciate [ 1€ CoCommsal
110 Man Sereet T Subs for Fodera! Dufunder [0 Appeinting Cosnsel
fian Astosio T 7310 ¥ Subs £ Panal Anrney J:u-l-u—um-
Phone: 210-§33-262]
¥ Sy Conasal
Price Amsrae's Name
|\ ppruntment Duten
[rognatere of Prostiag Jodge ie Bn Ovier of the C ot
14 LAW FIRM XAME ANDMAILING AZDRESS bi: .‘”&Lt“ L s
padone
Repvmens [ ] VIS [/)NO
Amount Requested o= Amount Approved
; ~ r . Other InCourt Out-Of Court
Pre Trial Hours < Trial Hours | 0 Sentenang Hours o} | 0] ol
Number of Counts 0 Mumber of CoDefendants | 0 |
Sentencing Gudelne Range
Mandatory Mrwme Found
[ errst J[ <previous || next> || rasts | | Seve | | Oelete oraft |

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

Basic Info L] ficath Doc Conlir

Click the Justification tab or Justificati

. ustlflca n

click Next. i
3. Descrde dacovery maternls (nature and volume) and/or decovery which e 3 (thy fCtor in the rumber of
houry clarmed.

Fill out justification text fields.
4. Lst and descrbe da, Jury and 9 d of legal nOt resulting in such,
which e 3 thy factor In the aumber of hours chimed and which were drafted orgnally for this case (do not Incude

Click Save.

6. Explan, £ notewsethry, IMOact on the number of hours cimed of FVestigative, BXDET, or other services used (OA 21 voucher)

7. Descrbe whether anry of the fol rthy facter in the number of hours cimed and &pbin
each: communication with mmm:«mua&«

8. Bxplan any expense (tems 17 and 18 of the A 20 voucher) greater than §500

9. Bphin any other notewdrthy CroumEtances regardng the Case INd the representation provided o SUPPOT th COMPENSITIon

Include, # acpicabie; (2) nepotetors w ULS. altorney § ofce o law envircoment, 7 () compienty o rovelty of lepel ssues & it

compiewty; () respormtdses Pvolved messred by e mayviude s mpor tance ﬂmnmnMMme

Irowdedpe, sid e/oercy, professonalsm, mmdum&;mwm&mmnm.m
g Fom P repr vy ot () vy i o of e or ofer factors under wiuch pervces were rendered.

| srm || <Prevous || mNet> J[ wases | | s | [ Oelete Oraft ]
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Creating a CJA-26 Voucher (cont’d)

Click the Documents tab or click Basic Info  Justification  » Documents - Confirmation

Next. Supporting Documents

File Upload (Only PdI files of 10MB size or kesst)

Browse to select a PDF file to Fie Browse
attach. s e
Click Upload. Ao Bl
Note:
All documents must be submitted in PDF
format, and must be 10 MB or less.
The document will appear at the hottom of
the Supporting Documents section. T | T | e [T =rru
B Click Save.
A confirmation page will appear.
B Verify all information is correct. Pubkc/Attomey TS,
SE|ECt the affirmation + 1 swear and affem the truth or correctness of the above statements &
check box. Date: 7/3/2014 14:53:34 O S_mel_t
B Click Submit. Cemst [ <prevous || mext> |[ tasts | [ see ] [ Deleteoraft |

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

submitted.

Your voucher has been submitted for payment. You wll receive 8 nosficaton f we need more detals.

Step Click Home Page to return to Plesse kiep the folowng vouches rumber for your own records:
8 the home page. Click 0101.0000167

Appointment Page if you wish

to create additional document m:op:

for this appointment. e -:Trrﬂg:m . Lh

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