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Introduction

The CJA eVoucher System is a web-based solution for preparation, submission, monitoring and approval of Criminal
Justice ACT (CJA) vouchers. Effective July 20, 2015, all Tenth Circuit CJA vouchers should be submitted electronically via
eVoucher. The Tenth Circuit’s eVoucher database can be accessed at:

https://evsdweb.ev.uscourts.gov/CJA c10 prod/CJAeVoucher/

For eVoucher Technical Support please contact the Clerk’s Office at (303) 844-3157 or eVoucher@cal0.uscourts.gov.

For substantive questions regarding the content of a voucher, required documentation, and related issues please
consult the Court’s (1) Advice to Counsel documents; and (2) Instructions and Checklist for Voucher Submission, which
can be found on the CJA portion of the Tenth Circuit’s website: http://www.cal0.uscourts.gov/cja, or contact a CJA case
analyst at (303) 844-5306.

Important Things to Know BEFORE You Use eVoucher

e The first time you login to eVoucher you must (1) change your password; and (2) enter your billing information.
Inaccurate or incomplete billing information will impede the processing and payment of your voucher(s).

e Browser Compatibility: eVoucher is compatible with only Internet Explorer 8 or newer and Safari 5.1 or newer.
Chrome, Firefox and other browsers may NOT be used with eVoucher.

e Orders Appointing CJA Counsel will continue to be issued by the Court via CM/ECF, and Clerk’s Office staff will
create the resulting appointment and representation in eVoucher. When an appointment order is issued, Clerk’s
Office staff will enter the appointment in eVoucher. When an appointment is entered, an email will
automatically be sent by eVoucher to the appointed attorney. The email will confirm the appointment and
provide a link to eVoucher.

e CJA Counsel submitting a CJIA 20 voucher that requests payment in excess of the applicable case
compensation maximum must attach (in the Documents tab of the electronic voucher) either an excess fee
memo or a completed CJA 27 form. Guidance regarding the content of the excess fee memo or completed CJA
27 form can be found here.

e Requests for Authorization for Expert (Non-Attorney) Services in excess of $800 must be submitted to the
court via sealed, ex parte motion filed electronically in CM/ECF. Orders approving such requests should be
emailed to eVoucher@calO.uscourts.gov for entry into eVoucher by Clerk’s Office staff so that CJA counsel can
submit a CJA 21 or 31 voucher via eVoucher.

e CJA 21/31 Vouchers for Expert (Non-Attorney) Services must be submitted by CJA counsel on behalf of the
expert. Alternatively, CJA counsel may seek payment of authorized, non-attorney expert services as “Other
Expenses” on the attorney’s CJA 20 or 30 voucher.

e CJA Counsel must contact the Clerk’s Office at (303) 844-3157 or eVoucher@cal0.uscourts.gov for guidance
regarding the submission of CJA 24 Transcript Authorizations and Vouchers.

e Use the “Save” Button: There is no “Auto Save” function in eVoucher. In order to avoid losing your work/data,
please use “Save” button in the progress bar that appears at the bottom of each screen:

% First < Previous Mext = Last = Save Delete Draft
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Accessing the CJA eVoucher Program

The Tenth Circuit Court of Appeals’ eVoucher system can be accessed at:

https://evsdweb.ev.uscourts.gov/CJA c10 prod/CJAeVoucher/

It is suggested that you bookmark this URL for easier access. Log in using the Username and Password you were
provided, and click

CJA eVoucher

Electronic Voucher Management System

USER LOGIN, Train 6 Release
4.2

Existing user? Please login.

Username:| |

Password:| |

Forgot your login?

Notice: This is a Restricted Web Site for Official Court
Business only. Unauthorized entry is prohibited and
subject to discipline by the Court and/or prosecution
under Title 18 of the U.S. Code. All activities and access
attempts are logged.

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
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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: || | andjor

Email: | |

Home Page

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

else will have access to your information.

Veicome Andrew Anders {Attomey)

Welcome Andrew Anders; My Profie
My Appontments:  Yiew
Search Existing Apponiments:  Search

My Proposed Assinments

Case: 1114.CR08307-A4

ferdant #1 1
cam 3 Order Type:
Ciamed Amaunt: 0.00 Ancrew Anders e e (s vnlgscn Order Date:
os2z0n ikl Pres. Judge: Abert Abertson
L1HRo805 AR Jebedah Branson (= 1 a2 . ag Judge:
e mpsa Ciamed Amount: 0,00 W i
Eact DLDLIOL =i 1 Page 16f 1 (1items)
1 Page 10f 1 {2 items)
E y . —— ‘
- J chked :  IEEE— 1$CR 08805 Jebedah Branson [+ 1) A S
S oo Clamed dmaunt: 1,000.00 Chemist, Texicsogt # 510t oooono:
S A soreen O Tipe: dpparntng
Attormey: Andren Anders Orde Dot 030318 " —
es. Juge: Abert Abertsan e LoF1 (L
Mg Judge:

e Regresentaton Type: Criminal Case My Service Proviler’s Docuiments

rder Type: Appainting Counesl —_—
el i Order Date: 0303714 Togroup by o partular Header, drog the coumn t

B Pres. Judge: Bamey Be

adm. 33
S AR Defendant: Thomas Howell
e ma Representaton Type: Criminal Case:
Case Title; USA, v Honell ‘Order Type: Appointing Coursel

e Order Dote: 03003/15

Attomey: Andrew Anders Fres + Abert Abertson

Ad,Mag e

Case: 114 CR0850G-44 Defendant: Al Perez

Togroup by & particudar Header, drag the column to

. ol P
‘Case Tie: USA v. Perez Lot i
Attorney: Andrew Anders B Case Defendant
Adm. Mag Judge: No rows have been recorded an the database.
Cass: Defendant: Eddie Lzzard
Defer 3 Representation Type: rivinal Madata
S S
i
i T ]
H10%
Folder Descriptions | |
My Active Documents Contains documents that you are currently working on, and which have not been
submitted to the Court. These documents are waiting for action by you.
Appointments List Quick reference to all your appointments.
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Note: The Tenth Circuit Court of Appeals will continue to propose CJA appointments via
email; the Court is not currently using this function.

Contains vouchers for yourself, or for your service provider, which have been submitted
to the court for payment.

Contains all the vouchers for your service providers. Note: Tenth Circuit CJA attorneys
must either submit vouchers on behalf of their expert service providers, or request
payment for expert services in the “Other Expenses” section of the CJA attorney’s CJA
20/30 voucher.

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.

Navigating in the CJA eVoucher Program

Breadcrumb Navigation

Menu Bar Attorney login

confirmation

Welcome Andrew Anders (Attorney)

ATTORNEY

/
=

Welcome Andrew Anders: My Profile

My Appointments:  View

Search Existing Appointments:  Search

Menu Bar Items

Home

Operations
Reports
CMECF

Links
Help

Logout

The eVoucher home page.
Allows you to search for specific appointments.
Selected reports you may run on your appointments.

Note: The connection between CM/ECF and eVoucher is not currently functional for
appellate courts.
Hyperlinks to CJA resources: forms, guides, publications, etc.
Provides:
e Another link to your Profile
e “Contact Us” e-mail
e Privacy Notice

Logs user off the eVoucher program.

Note: The Search option is not a valid link. A Pop up will indicate that you have been redirected.

€) You don't have access to the requested page. The system has redirected you here.
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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! 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.

E 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.

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

Case Defendant Type T Status

Click the header for the column you wish to group.

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

mﬁdrm the column to this area.
C
Ca ‘endant Type T Status

Group by: Case
Case

Defendant
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My Profile

In the My Profile section, the attorney can:

e Change password (Login Info section.)

e Edit contact information, phone, e-mail, physical address (Attorney Info section.)

e Update SSN or EIN numbers and any firm affiliation (Billing Info section.)

e Note: Neither the “Holding Period” nor the “Continuing Legal Education” functions will be utilized by the Tenth
Circuit Court of Appeals at this time.

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

Home Operations Reports CMECF Links Help logout
tact Us
Privacy

> Home - Welcome Andrew Anders (Attorney)

Welcome Andrew Anders) My Profile

My Appointments:  View

ATTORNEY

Search Existing Appointments:  Search

Links Help logout

> Help 3 My Profile Welcome Andrew Anders {Attormey)

Login Info Usertiame Anders e
Your Login information CM/ECF Access is NOT validated

Atto Info Ear Phgnhies - 13345 Edt
rnevl 2 Your Mame: Andrew Anders
our personal iNto
Your Contact Info:
Phone: 210-833-5623 | Cell Phone: 702-555-1212
Fane:
deadmail @support, 3ot uscourts. gov
deadmail @suppart, a0y, uscourts. gov
deadmail @support, aohx, uscourts, gov

Your Address:
110 Main Street
San Antonio, TX 78210

usa

Your default biling info is:
Biling Info .
List & available biing info records SSNJEIN; === *=.5789
123 Legal Bivd. South
AnyTown, DC
12345 - UsSA
Phone: 888-555-4000
Fax: B38-555-9001

el L]

Holding Period There ts 1 period of tme during which case cannot be taken.

l:onthuing I.egal Na info has been stored. View
Education Flease dick VIEW to type your info.
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Changing Your Username and Password

Under the Login = Help = My Profile Welcome Andrew Anders (Attorney)

Usertlame Anders

CM/ECF Access is NOT validated

Info section, click
Edit to change your
Password.

To change your
Username, type the
n?w Username a'j]d Login Info Username | Anders | change
click change. It will G N—

show “The Username || N Password === reset

has been changed.”

> Halp > My Profile

CM/ECF Username | |

To reset your CM/ECF Password | |
password, click reset.

CM/ECF Access is NOT validated

* Help > My Profile

Type the new

password and retype }ogin Inff Username |anders | change
it in the confirm field. AR R Password (s eses| | = strength:Strong
Confirm | | =

Press the Reset
button to save.

CM/ECF Username | |
CM/ECF Password | |

CM/ECF Access is NOT validated

. > Help > My Profile Welcome Andrew Anders {Attorney)
Click the Close
button to exit the Login Info Username thange
login Info Password <=+ resct
section.

CM/ECF Access is NOT validated
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CM/ECF Login

Note: The connection between CM/ECF and eVoucher is not currently functional for appellate courts; there is no need
to input your CM/ECF username and password.

Home Operations Reports CMECF Links Help

logout

> Help = My Profila

Login Info

Isername |.-5.n|:lers

| change
Your Login informai
Your Login information Passiord “ :
Confirm | *
cance
CM/ECF Username| | slidate
CM/ECF Password | |

CM/ECF Access is NOT validated
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Attorney Info

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

Make any necessary
changes.

Click Save.
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Attorney Info

Your personal info

Attorney Info

SSHN Instructions:

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

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

CJA eVoucher for Attorneys | 10

Bar Mumber: 12345
Your Name: Andrew Anders

Vowr Contact Info:

Phone: 210-333-5623 | Cell Phone: 702-555-1212
Fax:

deadmail @support. aotx. uscourts. gov

deadmail @support. aot:, uscourts. gow

deadmail @support. aotx, uscourts. gov

Your Address:
110 Main Street
San Antonio, TX 73210

LISA

Bar Number

Tax Identfication Number:
SSN: | 888-44-6666
Confirm: | 888-44-6666

_First Name ] I\_‘liddle _ Last Name a

Andrew | Anders

Main Eneil

deadmai@support. aotx. uscourts. gov

2nd Emai

3rd Email

Phone Cell Phone Fax

210-833-5623 |

Address 1 Cty

110 Main Street | E"-‘“ Antonio

Address 2 State Zip

| ] [rexs V] [s210

Address 3 _ Country i
“ UNITED STATES v ‘

Note:

e Each appointed attorney (i.e., not associates) must enter his/her Social Security
Number into the user profile. Associates need not enter a SSN because they will
bill their time via the appointed attorney’s voucher.

e The Country field will automatically populate USA, unless otherwise entered.

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

i Your default biling info is:
Bﬂﬁg Info | | | i i Mdeqrs | Select
List all available bil ng info recoras Bi[‘mg Code:0101-000001 Add
Under the Billin bl
) . g San Antonio, TX Edit
Info section, click 78210 - US
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 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 nfo records ,! S-ef-En*p byed
OFirm
Oa t
Make any e
necessary
|¥| Copy Address from Profile
changes and
click Save. Name:

Fhone: Fax:
[210-833-5623 ||

Address 1:
{110 Main Street
Address 2:

Address 3:

City: ] State: _ Zip Code:
[san Antonio TEXAS v/ (78210
tﬁul‘ltﬂf: o o
UNITED STATES v
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Biling Info

List all available biling info records

If applicable,
Add Billing Info
for a Firm or an
Associate.

Biling Info

List all available biling info records

Note:

Billing Type:
Ty
L/ Sef-Employed
C.: Firm

oy .
) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:

CJA eVoucher for Attorneys ‘ 12

Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V||

Country:

| UNITED STATES

v

Billing Type:
Ose f-Employed
C: Firm

Py .
@) Associate

Save

Biling Code: |0101-000001

| | Verify I

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - Us

Phone: 210-833-5623
Fax:

e Attorneys with a pre-existing agreements must enter the firm’s EIN and name

(required)

e 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 4.2.1 | AO-DTS-SDSO-Training Division | Adapted for Tenth Circuit Use in July 2015




CJA eVoucher for Attorneys | 13

Holding Period

Note: The Tenth Circuit Court of Appeals is not currently using eVoucher’s “Holding Period” function.

Continuing Legal Education

Note: The Tenth Circuit Court of Appeals is not currently using eVoucher’s “Continuing Legal Education” tracking

function.
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Appointments List

To view your CJA appointments, locate the Appointments section under the Appointments List on your home page.

Appointments Defendant
Defendant: Jebediah Branson
. Case: 1:14-CR-03305-AA 3 e
Click the case number Defendant & 1 Representation Type: Criminal Case
hyperlink to open the e s B VB gﬁgaﬁfusmw;‘gc
yp p Attorney: Andrew Anders v

Appointment page. Eﬁ:ﬁeﬁtmm

Case: 1:14-CR-08305-AA DRI D e
Defendant 2: 1 EPresen on [ype: Lriminal Lase

: Order Type: Appainting Counsel
Case Title: USA v. Branson Order Date: 12/21/10
Pres. Judge: Albert Albertson
Adm. Mag Judge:

Attorney: Andrew Anders

Appointment Info

1. CIR/DIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER
View 101 JJebediah Branson
3. MAG. DKT/DEF NUMBER 4. DIST. DKCT/DEF NUMBER. £ AFPEALS DKT/DEF NUMBER. 6. OTHER. DKT/DEF NUMBER
Representat|0n llJ—CR-OSSO)-l-_-‘\_-‘\_
7.IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 0_TYPE PERSON REFRESENTED 10.REFRESENTATION TYFE
JUSA v. Branson Felony (including pre-trial diversion [, 4y nyredon: Criminal Case
Jof alleged felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMATILING ADDRESS 13 COURT ORDER
Create New Voucher |Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel
Attorney CJA 20 AUTH create [l Ao 1 76210 L subs for Federl efender [7]0 Appoiotng Comael
Authorization for Expert and other IPhone: 210-833-5623 []F Subs for Fanel Attoruey [ | R Subs for Retaived Attoruey
VO u Ch er Services z []¥ Standby Counsel
Tem p | ate }.\UTH_P' : Frea 2 [Prior Attorney's Name
Authorization for payment of transcript PR
> UA-ZD Create ilﬁ:::eﬁfb;uxunglm‘;!mk)'&wn{mcm
Appoin_tment of and Authority to Pay 14. LAW FIRM NAME ANDMATLING ADDRESS i)m um' Nunc Pro Tunc Date
Court-Appointed Counsel ey
|3/3/2014
CIA-21 Create Repayment || VES [/]NO
uthorization and Voucher for Expert
Expert CJA 21 ﬂnd other Services Group Header Bar
CIA-26 Create | IMEIEUETSIREINE 2.
Voucher Statement for a Compensation Claim in To group by a particular Header, drag the column to this area. Search:
Excess of the Statutory Case
Te m p I ate Compensation Maximurmn: District Court Case Defendant Type Status
TRAVEL Create 1:14-CR-03805-AA- Jebediah Branson (= 1) CIA-20 Submitted to Court
Authorization for payment of Travel 03/03/2014 Claimed Amount: 778.40 Andrew Anders 0
1
Jebediah Branson (= 1) AUTH Submitted to Court
Reports Claimed Amount: 1,000.00 Chemist, Toxicologist 01010000002
. r il 0101.0000002
Deta |Ied / igpointment Report
1:14-CR-03805-AA- Jebediah Branson (= 1) ALUTH-24 _.. Voucher Closed
Payment Reports Defendant Detai Budaet Report 06042014 Claimed Amount: 0.00 1, 01010000025
Detail budget info for defendant D5/04/2014 Approved Amount: 0.00
-CR-03805-AA- Jebediah Branson (= 1) CJA-21 - Voucher Entr
Defendant Summary Budoe Report 0?“‘15{"'2014 Claimed Amount: 0.00 Luz Gardia .; Edit s
Totals only of budget info for DY Hair, Fiber Expert g
defendant 1: 14<R;:33-35-AA- JTbedi:h Branson (# 1) CIA-24 = Voucher Entry
5 D5/D4/2014 Claimed Amount: 0.00 Teresa Transcripts =] Edit
AI I vouc h ers Attorney Time Report - D5/04/2014 -
i i 1:14-CR-08805-AA- Jebediah Branson (= 1) AUTH-24 + Voucher Entr
aSSOCIated Wlth 01/01/1501 Claimed Amount: .00 N E;:‘Y‘: s
o 1/01/1501 = =
this case are
. 1:14-CR-03805-AA- Jebediah Branson (# 1) CIA-24 . Submitted to Attorney
dlsplayed . = D6/04/2014 Claimed Amount: 14,50 Teresa Transcripts A 01010000143
End: D6/04/2014
b Page 1 of 1 (7items)
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View Representation

The View Representation information will display a variety of information about the representation, as
illustrated in the screenshot below.

e Note: Due to the fact that Tenth Circuit appeals are not assigned to a panel of judges until after briefing
is completed, the “Presiding Judge” field may contain the name of a generic “Circuit Judge,” court staff
with delegated authority to review CJA vouchers, or someone other than the judge who will ultimately
review and approve vouchers submitted by CJA counsel.

Appointment
[ ill

From the Appointment page open, Int

click View Representation.

Home Operations Rep CF Links Help logout

Representation Representation Info
In tf ' = 1. CIR/DAST/DAV.CODE 2. FERSON REFRESENTED [VOUCHER NUMEER
101 Tebediah Branzon
1 MAG. DET/DEF NUMEBER 4. DIST. DECT/DEF NUMEER 5. AFFFALS DET/DEF NUMEER 6. OTHER. DT/ DEF NUMEER
1:14-CR-08805-1-A4
7.IN CASEMATTER OF(Case Name) 8 PAYMENT CATEGORY 9. TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
[USA v. Branson Foioary (g pcctrd divevsiom. | Toeleadant Criminal Case
jof alleged felony)
Representation Report 11 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
30.800.00 Albert Albertzon
AppID Attorney Order Type Order Email
2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aotx, uscourts.gov
29 Andrew Anders Appointing Counsel 12f21/10 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,
attaches
documentation,
and submits
voucher

Voucher audited

by court staff

Creating the CJA 20 Voucher

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

Voucher review
and approval

(or rejection) by
Court

CJA eVoucher for Attorneys

Voucher
processed for

payment by
Court

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

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

Link to CM/ECF
Vou
S

cher #:
1

© services: $0.00 ¥
(5] 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
defendant

CJA-20

Appointment of and Authority
Court-Appointed Counsel

to Pay

|+ Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
1 CIR.DIST/DIV.CODE 2.FERS0N REFRESENTED [VOUCHER NUMBER
101 [Jebediah Branzon

3 MAG. DET/DEF NUMBER 4. DIST. DKT/DEF NUMEBER

1:14-CR-08803-1-AA

S AFFEALS DKT/DEF NUMBER

6. OTHEE. DKT/DEF NUMEER

110 MMain Street
San Antonio T3 78210
[Phone: 210-833-3623

DFS‘Ilb!fmFu&rilm Oﬁpmﬁ.ngcmd
[]P Subs for Panel Attorney [ | R Subs for Retained Attorney
[ Standby Counsel

[Frior Attorney's Name

14 LAW FIRM NAME ANDMAILING ADDRESS

| Appointment Dates

|signature of. Tudge or By Order of the Court
| Albert Albertzon

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

Repayment [ | VES [/|NO

7.IN CASE/MATTER OF{Case Name) 8 FAYMENT CATEGORY 8. TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
[USA v. Branson Felony (including pre-trial diversion |, 4t pofon dant Criminal Case
jof alleged felony)
11. OFFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 123453 []A Associate [[]€ Co-Conusel

Payment Info

Preferred Payee | Andrew Anders

Andrew Anders
SSNJEIN: ==*-**-5739
123 Legal Blvd. South
AnyTown, DC

12345 -USA

Phone: 833-555-4000
Fax: 888-555-4001

| =First || < Previous || Next > || Last = | |

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

Tab Headings appears at the top of the screen

\

|+ Basic Info Services Expenses Claim Status Documents Confirmation
|
« First < Previous Mext = 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 At any time prior to submitting the voucher, the user may delete the voucher by
clicking the Delete Draft button.

e The user may navigate using the Tab Headings or Progress bar.
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Entering Services

Line item time entries for both in-court and out-of-court services should be entered on the Services tab. For information
regarding the level of detail and supporting documentation required for Tenth Circuit CJA vouchers, please consult the
Court’s (1) Advice to Counsel documents; and (2) Instructions and Checklist for Voucher Submission, which can be found
on the CJA portion of the Tenth Circuit’s website: http://www.cal0.uscourts.gov/cja, or contact a CJA case analyst at
(303) 844-5306.

Click the Services tab or click the IMPORTANT NOTE: There is NOT AN
Next option located on the AUTOSAVE function on this program. You
Progress bar. must click SAVE periodically in order to

save your work.

CIA-20 Basic Info | Services Expenses Claim Status Documents Confirmation
Attorney Enters —
ebediah Branson serVIces
Date 6/11/2014 = % Description
Service Type | IZ| =
e [ ] e [ ;
CFark Moo e/
Start Dat tows [ ]+ atsusooperhon, Ads
End Date: 014 Hoo
* Required Filds
© services: $0.00 =
_ Togroup b ticular Header, drag the column to this area.
Service Type Date Description Hrs Rate Amt
(5] Expenses: $0.00 b

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 in the date or Date 61214 | =3 Description
click the calendar icon to select a Service Type | (4 June 2014
date from the pop-up calendar. Doc#(ECF) [|= Su Mo Tu We Th Fr Sa
s [ 1 2 3 4 5 & 7
» 8 9 10 |11| 12 13 14
* Required Figlds ’

» 15 16 17 18 19 20 21

» 22 23 24 25 2 37 3B i

» 29 30 i 4 5

W pd

#
T
o -
I
;
'
I
I
b

Service Type - -
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Services (cont’d)

Select Service Type

from the drop-down Services

menu. Date * % Description
Service Type || ITl s
Doc. £ (ECF) In Court Services

a. Arraignment andfor Plea

. / Hours

NOte' YOU may add dates n any E = b. Bail and Detention Hearing
order. You can sort in chronological st (—

order at any time. d. Trial

Service Type| e. Sentencing Hearings

Enter hours of v
service in tenths Services
Date 6112014 * Dy ipti
of an hour, ? % sseripten First appearance and
Service Type | a. Arraignment and/or Plea > | arraignment of Defendant.
Doc. # (ECF) Pages ¥
Hours = at $126.00 per hour. Add Remave
Enter a * Required Fields
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
Date * % Description
Service Type v e
Doc. # (ECF) l:l Pages l:l o

Hours l:l = at$126.00 per hour, Add

* Required Ficlds

To group by 3 particular Header, drag the column to this area.

Service Type Date Description Hrs Rate Amt
2. Arraignment and/ar Flea 06/11/2014  First appearance and arraignment of Defendant 0.5 126.0000 63,00
1 Page 1of 1 (1items)
| «First | | < Previous | | MNext > | | Last = | | Save | | Delete Draft
Step Click the Date header. This will sort services according to date.

8

Click Save.
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Entering Expenses

Line item time entries should be entered on the Expenses tab. For information regarding the level of detail and
supporting documentation required for Tenth Circuit CJA vouchers, please consult the Court’s (1) Advice to Counsel
documents; and (2) Instructions and Checklist for Voucher Submission, which can be found on the CJA portion of the
Tenth Circuit’s website: http://www.cal0.uscourts.gov/cja, or contact a CJA case analyst at (303) 844-5306.

Click the Expenses tab or
click the Next option located
on the Progress bar.

Basic Info Services |r Expenses Claim Status Documents Confirmation
Expenses
Date §/12/2014 | =) Description
Expense Type | il ®
Miles [ ] atsn.s600 per mile. .

Amount |:| | Add || Remove

* Required Fields

To group by @ partcular Header, drag the colamn to this area.

Expense Type Date Description Mile Rate Amt

No data

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

Enter the Expense Type from the
Expense Type drop-down menu. EXPEHSES

Date l6/12/2014 | =2

Expense Type

4
#

Miles Travel Miles
Amount Travel Misc.
* Required Fields Fax
Long Distance Charges

To group oy 2 pi 53
Photocopies

Expense Type T
Other Expenses
« First | | < Previous | | Mext = | | Last =
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Entering Expenses (cont’d)

If Travel Miles is chosen, enter the round trip mileage.

Enter a description.

Expenses
Date 6/12/2014 | = % Description Travel to and from Court]

Expenss Type | Travel Miles - [

Miles % at $0.5600 per mile. s

Amount

| Add

Remove

* Required Fields

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

Expense Type Date Description Mile Rate Amt
Mo data
«First || < Previous |[ Mext> |[ Last» | [ save | [ Delete Draft |
Click ADD.
The entry will be added to the voucher and will appear at the bottom of the Expense Type section.
Expenses
e [soans |28 Desrption
Expense Type - %
Miles [ ]+ ats0.5600 per mile. 5]
Amount | Add || Remaove
* Required Fields

Expense Type Date Description Mile Rate Amt
Travel Miles 06/12/20... Travel to and from Court 20 0.5500 11.20

1 Page 1 of 1 (1 ftems)
« First | | < Previous | | Mext = | | Last » | | Save | | Delete Draft |
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Entering Expenses (cont’d)

Notes:

e Remember to click ADD after each entry.
e Double click an entry to edit.

CJA eVoucher for Attorneys

If Photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per page.

Expenses
ote  [srzmse | <3

Expense Type x| *
Miles at £0.3600 per mile.
Amount

LB

* Required Fields

To group by a particular Header, drag the c

Columm to this area.

Description

| Add || Remove

Expense Type m Description Mile Rate Amt
Photocopies 0&{1220... Copies - 100 pages @ .15 per page 0 0 15.00
Travel Miles 0&12/20... Trawel to and from Court 20 0.5800 11.20

1 Page 1 of 1 (2 items)

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

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

Click SAVE.
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Claim Status

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

¥\ Service andfor 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 the Next option 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
Start Date - 28 End Date -2
* Required Fields

Payment Claims
) Final Payment

®) Interim Payment {iapmerhet IS

@] Supplemental Payment

(o)
1. Have you previously applied to the court for compensation and/or reimbursement for this? 'Yes \/HNo
If Yes, were you paid? ®ves (INo
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment Oves @pg
(compensation or anything of value) from any other source in connection with this representation?

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

Indicate payment type.

Note:

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

e Interim Payments are allowed only with the express permission of the Court. Interim payments must be
numbered.

e After a Final Payment has been submitted, the “Supplemental Payment” may be used to submit a voucher for
missed or forgotten services, expenses, etc.

Answer all the questions regarding previous payments in this case.

Click SAVE.
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Documents

Attorneys (and the Court) may attach documents to vouchers submitted via eVoucher. Attach all documentation
required to support the voucher (e.g., travel or other expense receipts, orders from the Court). For guidance regarding
supporting documentation required by the Tenth Circuit Court of Appeals, please consult the Court’s (1) Advice to
Counsel documents; and (2) Instructions and Checklist for Voucher Submission, which can be found on the CJA portion
of the Tenth Circuit’s website: http://www.calO.uscourts.gov/cja, or contact a CJA case analyst at (303) 844-5306. All
required supporting documentation, including excess fee memos, must be attached to the voucher in accordance with

the process set forth in this section.

To add an attachment, click the Browse button to . .
Note: All documents must be submitted in

locate your file.
PDF format, and must be 10 MB or less.
Documents larger than 10 MB must be divided
Add a descriotion of the attachment. into subparts and named in a manner that
clearly identifies them as multiple parts of a
single document.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
File GAAOWwVouchenCJA eVo1 Browse. .

Description |Cu:u|3ies of receipty

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 | |
Upload
Description Delete  View
Copies of receipts Celsts View

| «First || < Previous || Next > || Last = | | Save | | Delete Draft

Click SAVE.
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Signing and Submitting to Court

When you have added all voucher entries and attached required documentation, you are ready to sign and submit your
voucher to the Court.

Click Confirmation tab or the Last option located on the Progress bar.

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

Confirmation
1. CIR/DIST/DIV.CODE 2. PERSON REPRESENTED [VOUCHER NUMBER.
0101 ebedizh Branson
3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER
1:14-CR-08805-1-A4
N CASE/MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE PERSON REFRESENTED 10.REFRESENTATION TYFE

[Felony (including pre-trial diversion

[USA v. Branson o attezed tony) Adult Defendant [Criminal Case
11 OFFENSE(S) CHARGED
15:1823.F INSPECTION VIOLATION PENALTIES
12- ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12343 []4 Associate []€ Co-Counsel
110 Main Strest [ F Subs for Federal Defender [7]0 Appointing Counsel

[San Antonio TX 78210

[Phone: 210-833-5623 [ ] FSubs for Panel Attorney [ | R Subs for Retained Attorney

[[]¥ Standby Counssl

14. LAW FIRM NAME ANDMATLING ADDRESS
JPrior Attorney's Name

Andrew Anders TIN: ##2-#*.6780 [ Appointment Dates

123 Legal Blvd. South Siguature of Presiding Judge or By Order of the Court
ry Tor 12345 U Albert Albertson

e ?““ DC .lhh s [Date of Order Nune Pro Tunc Date

[Phone: 888-3533-4000 5130014

[Fax: 888-335-4001 Repayment [ | VES [/]NO

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS x| apmusten | anmusteD :

CATECOEIES CLATMED ;‘fﬁl&} HOURS AMOUNT REVIEW
15.|a Arraignment and/or Plea 0.3 $63.00

b. Bail and Detention Hearing 0 50.00

< Motion 0 $0.00

d. Trial 0 $0.00

e. Sentencing Hearings 0 50.00

f. Revocation Hearings 0 5§0.00

g. Appeals Court 0 $0.00

h. Other 0 $0.00

Totals 0.3 $63.00

16. | a. Interviews and Conferences 0 50.00

b. Obtaining and Reviewing Records 0 5§0.00

<. Legal Research and Brief Writing 0 $0.00

d. Travel Time 0 $0.00

e Investigative or Other Work 0 $0.00

Totals 0 50.00

17 Travel Expenses (lodging, parking, meals, $1.90

mileage, efc ) -
T f)thn E.xr_;:ms_ss (other than expert, 515.00

ranseripis, etc.)
GRAND TOTALS 58620
(CLAIMED AND ADJUSTED) -

AN CASE COMPLETION
FROM: /122014 TO: 6/12/2014
2. cLADISTATUS [ Final Payment [ Interim Paymentcs) [ Supplezeatz] Payment

10 CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE [20. AFFOINTMENT TERMINATION DATE IF OTHER lzl, CASE DISPOSITION

Have you Previously applied to the court for compensation and/or reimbursement for this? [] YES [ NO
Ifyes, were you paid? [] YES []NO

Other than from the Court, have you, or to your knowledge has anyone else, received payment (compensation of ey of valug) from
any other source in connection with this representation” [ YES [] NO If yes, please attach supporting documentation

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

Signature of Attorney: Date Signed:
APPROVED FOR PAYMENT - COURT USE ONLY
3. IN COURT CoMP. 4 OUT OF COURT COMP. 5 TRAVEL EXFENSES [26. OTHER EXFENSES 7. TOTAL AMT. APPR/CERT.
50.00 50.00 50.00 50.00 50.00
j26. SIGNATURE OF THE PRESIDING JUDGE [paTE 262 TUDGE CODE
e N couRT ConeE. 30. OUT OF COURT COMF. 31. TRAVEL EXFENSES |- OTHER EXFENSES [33. TOTAL AMT. AFPR/CERT.
50.00 50.00 50.00 50.00 50.00
4. SIGNATURE OF THE CHIEF JUDGE, COURT OF APFEALS (OR DELEGATE) Payment approved in
ficess of the starutory chreshold amoune [PATE e DGR GO

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

Public/Attorney
Notes

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

[eFist_|[ <Previous |[ Next> |[ Lasts | [ save ] [ Delete Draft
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Signing and Submitting to Court (cont’d)

Note: You may include in the
Public/Attorney Notes section any brief
messages or other helpful information that
you wish to communicate to the Court.
Lengthy communications and detailed
explanations should be submitted in a
separate letter/memorandum attached in the
“Documents” tab of the voucher.

Verify the information is correct.

Scroll to the bottom of the screen.

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

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

Public/Attorney
Motes Notes

I swear and affirm the truth or correctness of the above statements
‘ Date: 6/12/2014 16:32:35 ‘ (A Submit
| =First | | < 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 details.

Please keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page
Appointment Page

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

CJA eVoucher | Version 4.2.1 | AO-DTS-SDSO-Training Division | Adapted for Tenth Circuit Use in July 2015



CJA eVoucher for Attorneys | 27

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.

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
1:14-CR-08805-AA- Jebediah Branson (= 1) CIA-20 _» Submitted to Court
Start: D&12/2014 Claimed Amount: 83,20 Andrew Anders / 0101.0000150
End: 06/12/2014
1:14-CR-08805-AA- Jebediah Branson (= 1) ClA-20 Submitted to Court
St=rt: 03/03/2014 Claimed Amount: 778,40 Andrew Anders /' 0101.0000001
Enc: D6/05/2014 INTERIM PAYMENT 1
1:14-CR-08805-AA- Jebediah Branson (= 1) ALTH .+ Submitted to Court
Start: D402/2014 Claimed Amount: 1,000.00 Chemist, Toxicologist 0101.0000002
End: 01/01/1%00

1 Page 1 of 1 (3 items)

Notes:

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

My Document:

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

Case
Stam: 4 =
End: 06/19/2014

e An email message generated by the system will be sent explaining what corrections need to be made
to a rejected voucher. After those corrections are made, the voucher must be resubmitted.
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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
entries are entered into the voucher.

9 Expenses: SZE- 20

e Expand the item by clicking on the down © services: §63.00
arrow (v) to reveal specifics.

In Court Services
Service Hours
Arraignment andfor
Plea

Bail and Detention
Hearing

Maotion Hearings
Trial

Sentencing Hearing
Revocation Hearings
Appeak Court
Other

=
in

nooosos o

Totals
Dut of Court Services

Service Hours
Interviews and
Conferences
Obtzining and
Reviewing Records
Legal Ressarch and
Brief WWiriting
Travel Time
Inwestigative and
Other Waork

(=]

Totals 0.0

@ Expenses: $26.20 ¥

Travel

Expense Type Amount

Travel Miles £11.20

Travel Misc 0,00
Totals $1L.20

Expenses
Expense Type Amount
Fax $0.00
Long Distance Charges 0,00
Photooopies <1500
Postage $0.00
Other Expenses 0,00
Totals £15.00
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whether a case has the potential to exceed the
statutory maximum allowed for representation. Therefore, attorneys are encouraged to monitor the status of funds,
attorney hours 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.

) 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

Defendant Detail Budget Repaort
Detail budget info for defendant

Form C1A20

Budget Report and the Defendant Summary

Budget Report. Defendant Summary Budget Repart
Totals only of budget info for
defendant

Other accessible reports can be found on the Menu bar.

Home Operations Reports CMECF Links Help logout

* Reports

Internal

Appointment Report

Attorney Time Report
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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.

Budget Detail Report For Defendant
1:14-CR-08805-1-AA
Type of Representation: Criminal Case Document Document Number Amount Claimed Amount Adjusted
CJA-26 0101.0000020 $35,000.00 $35.000.00
Budget Am: t R ted: 0.00
e e # Total: $35,000.00 $35,000.00
Budget Amount Approved: $9,800.00
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Approved Approved
Travel Other Travel Other And Pending
- And Anders  [F inting Counsel) Acti‘ve
01/01/1901 to 014011901 $0.00 $0.00 $0.00 $0.00 30.00 $0.00 30.00 30.00 $2,800.00 $2,800.00
12/21/2008 to 01/30/2009 D10|.|II‘0DDZ? $0.00 30.00 $0.00 30.00 .53,1 00.00 $428.74 $12.50 | 53.541.24 .SG.TUCI.DD $6,700.00 |
03/03/2014 to DB/DS/2014 0101.0000001 $756.00 $22.40 $0.00 ¥778.40 $0.00 $0.00 $0.00 30.00 $6,700.00 55,044 .00
D6/12/2014 to 06/12/2014 ! 0101.0000150 $83.00 i $11.20 $15.00 $80.20 30.00 $0.00 30.00 $0.00 $6,700.00 $5.881.00
D5/01/2014 to 0B/17/2014 | 525200 $0.00 $0.00 $252.00 50.00 $0.00 50.00 $0.00 $6,700.00 $5,620.00
[ Total Pending: $1,119.60 Total Approved:  $3,541.24  $6,700.00  $5,629.00

Time Period Voucher Amount Remaining

For Voucher Number Fees Expenses Total Fees Expenses Total After After

Approved Approved
Travel Other Travel Othe.r And Pending
Vendor: Luz Garcia (Hair, Fiber Expert) Approved Amount: $800.00 Attorney: Andrew Anders
05/15/2014 Te 05/15/2014 $0.00 30.00 $0.00 s0.00 50.00 50.00| 30.00 so.00 $800.00 $800.00
Total Pending: $0.00 Total Approved: $0.00
s | Vo — L e e
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Approved Approved
Travel Other Travel Other And Pending
Vendor: Astley T 1) Approved Amount: $800.00 Attorney: Andrew Anders
01/20/2008 Te 05/26/2010 0101.0000030 $215.00 $0.00 30.00 $215.00 $0.00 $0.00 30.00 s0.00 $800.00 $585.00
| Total Pending: | $215.00 Total Approved: $0.00

e T comer e
The Grand Totals include Counsel

CJAZ0 or CJA3D vouchers as well Fees Expenses Total Fees Expenses Total Approved and Pending
as vouchers for Expert or

Services on CJA21 or CJA3T.

They represent the total submitted Travel Other Travel Other Fees Fees and
expenditures for this Expenses
representation.

$1,300.50 $33.60 $15.00 $1,349.10 $3,100.00 $428.74 $12.50 $354124 $4,40050 | $4,890.34
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Defendant Summary Report

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

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

Criminal Case

Total Approved:  $3,641.24

Time Peried

t D Amount Claimed Amount Adjusted
CJA-26 0101.0000028 $35.000.00 $35.000.00
Budget Am t R sted: 0.00
3t e # Total: $35,000.00 $35,000.00
Budget Amount Approved: $9,800.00
e reios | vouaner — B Y S
For Voucher Number Fees | Expenses | Total | Fees Expenses | Total After After
Approved Approved
Travel Orther Travel Other And Pending
Attorney: And Anders [ il C Active
Total Pending: | $1.119.60

$6,700.00  $5,629.00

Voucher Pending ‘Amount Remaining
For Voucher Number Fees Expenses Total Fees Expenses Total After After
Approved Approved
Trawel Other Travel [ Other i And Pending
.Auﬂloriz.aiinn Mumber: Amount REl]I.‘IEEI?Ed: $0.00 .Amunll.uﬂlor.ized: $0.00 ..uthrney: Andrew Anders
Vendor: {)
. Pending For Vendor: $0.00 Approved For Vendor: $0.00
Total Felld'nn'... $l].EH!. Total Appmved:l $0.00 i $0.00 $0.00

Type of Representation:
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Creating a CJA 21 Voucher for Expert (Non-Attorney) Services

CJA 21/31 Vouchers for Expert (Non-Attorney) Services must be submitted by CJA counsel on behalf of the expert.
Alternatively, CJA counsel may seek payment of authorized, non-attorney expert services as “Other Expenses” on the
attorney’s CJA 20 or 30 voucher. For information regarding the level of detail and supporting documentation required
for Tenth Circuit CJA vouchers, please consult the Court’s (1) Advice to Counsel documents; and (2) Instructions and
Checklist for Voucher Submission, which can be found on the CJA portion of the Tenth Circuit’s website:
http://www.cal0.uscourts.gov/cja, or contact a CJA case analyst at (303) 844-5306.

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

=TeT “creatc)

Authorization and Voucher for Expert
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 in order to save your work.

|+ Basic Info

_ Basic Info
1 CIR.DIST/TIV.CODE 2. FERSON REFRESENTED [VOUCHER NUMBER
. 101 [Wendy Wilson
Link to CM/ECF 3. MAG. DKTDEF NUMBER 4. DIST. DKT/DEF NUMBER 5. AFPEALS. DKCT/DEF NUMBER 6. OTHER. DKT/DEF NUMBER.
i 1:14-CR-08802-2-AA
Voucher 7IN CASEMATTER OF(CaseName) |8 PAVMENT CATEGORY 0 TYPE FERSON REFRESENTED 10. REFRESENTATION TYFE
Start Date: --- [USA v. Wilson et al [Felony (incuding pre-trial diversion [, 1 oo any Criminal Case
Endl Dt o of alleged felony)
T T 11 OFFENSE(S) CHARGED
o . 18:13-4530.F INCOME TAX, FAILURE TO FILE
Summary: $0.00 EXCESS FEE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
7 50.800.00 |Albm Albertson
Services
Totals 50.00
- Authorization Selection
Expense Type Amount ‘fou can select a Previous Authorization Reguest, request a New Authorization or dick the "No Authorization Required” button if under the
Travel Miles 50.00 statutory limit.
Travel Misc $0.00 S =
Totals £0.00 No Authorization Required
If your voucher compensation is under
Expenses the statutory limit and does not reguire
Expense Type Amount prior authorization.
FAX $0.00’
Leng Distance Charges 50.00 Use Previous Authorization
Photocopies 50.00 Select this option to display a list of
Postage 50.00 previous authorizations and requests in
Other Expenses $0.00 this appointment.,
Totals $0.00'
= ot |
Reports
Defendant Summary Budget Report
Totals only of budget info for
defendant
Defendant Detail Budaet Report
Detail budget info for defendant
Form C1A21
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Creating a CJA 21 Voucher (cont’d)

When submitting a CJA 21 voucher you'll have two options to choose from under the Authorization Selection.

If the request does not require advance

authorization ($800 or less), click on the No Mo Authoization Remived
Authorization Required option. If your voucher compensation is under

] E
)
o m
o
C
o
A
o

If you have a previous authorization received
through an order from the Court, click on the se Previous Authorization
Use Previous Authorization option. S A e Rt

appointme

If you click “Use Previous Authorization” a list of Existing Requests for Au

Select the authorization you wish to Existing Requests for Authorization
use by CIICkmg it. The selected ID Number: 155 Service Type: Weapans Firearms
authorization will highlight in yellow. Order Date: 05/27/2014 Explosive Expert
. . . Autharized Amount: 0 Estimated Amount: 1000
You will not be able to continue until Requested Provider: Robert Arms

it is highlighted.

New Voucher Information

The service type will rollover from the

Service Type Ay
authorization selected. If no authorization
is being used, l.Jse the drop-down box to ription
select the service type.

Voucher Assignment *

Enter a description of the service to be R for fling the voucher clsim pirt

provided.

Service Provider

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

Note: The “Voucher Assignment” field will Expert |[EELUERENEY v
remain locked on “Attorney” because CJA 21/31

Expert Info Gina Gabriel

vouchers must be submitted via eVoucher by Details 110 Main Street
CJA counsel on behalf of the expert. San Antonio TX 78210 USA

. Phone: 210-593-3340
Alternatively, CJA counsel may seek payment of
authorized, non-attorney expert services as | Create Voucher
“Other Expenses” on the attorney’s CJA 20 or 30
voucher.

Select the Expert from the drop down menu,
and click Create Voucher.

Note:

e Only experts registered with the service type selected will appear in the drop-down box. If your expert
does not appear, submit the expert for approval by following steps 6a — 8a on the next page.

e If all of the required information is not completed, you will not be able to advance to the next screen.
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From the Expert drop-down list, select

St

6aep the empty (null) value. Voucher
Assignment should be on the Attorney
option.
Fill in all required information for the
expert you wish to submit for
approval.

Step Click Create Voucher

8a

Note:

The expert you submitted will go through an
approval process. Once that expert has been
approved, an email will be sent to you and
you will be able to access and complete your
CJA 21/31 in your “My Active Documents”
tab.

You will then able to select the person from
the Expert drop-down list and their
information will automatically populate the
CJA 21 voucher so that you can complete
and submit the CJA 21/31 voucher.

CJA eVoucher for Attorneys
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Existing Reguests for Authorization

ID Number: 155
Order Date: 05/27/2014
Authorized Amount: 0

Service Type: Weapons Firearms
Explosive Expert

Estimated Amount: 1000
Requested Provider: Robert Arms

New Voucher Information

Service Type

Description

Voucher Assignment *

This indicates who will be responsibie for fling the voucher daim part

Service Provider

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

Expert
First Name Middle Name  Last Name =
| |
SSM/EIN: = Email =
| | |
Phone = Fax
| | | |
Address 1 = City =
| | | |
Address 2 State = Zip =
| | |
Address 3 Country
| |

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

After clicking “Create Voucher” you will use the Services, Expenses, Claim Status, and Documents tabs to complete the
CJA 21 voucher in the same manner as the process for completing a CJA 20 voucher. For information regarding the level
of detail and supporting documentation required for Tenth Circuit CJA vouchers, please consult the Court’s (1) Advice to
Counsel documents; and (2) Instructions and Checklist for Voucher Submission, which can be found on the CJA portion
of the Tenth Circuit’s website: http://www.cal0.uscourts.gov/cja, or contact a CJA case analyst at (303) 844-5306.

Click the Services tab or click the BasicInfo b Services | Expenses | Claim Status |/ Documents | Confirmation
Next option located on the '
Progress bar.

* E Description
- x
L[

Enter the Date, Hours, Rate, and
Description.

Add Remave

Click Add.

The item will appear in the bottom of the
Services list section.

Mo datal

Click Save.

<Frst_|[ <Previous ][ Mext> |[ Last» | [ save ] [ DeleteDraft_|

Click the Expenses tab or click the BasicInfo ) Services ) Expenses | Claim Status ) Documents | Confi
Next option located on the
P Expenses

Progress bar. Date I Desaption ‘
Expense Type - .

Enter the Date, Expense Type, i e

. . . Amount -Add -Remwe
Description and Miles. * Required Felds !

Drag a column to this area to group by it.

Expense Type Date Description Mile Rate Amt
B Travel Mies 05/15/2014 Travel toffrom mesting vith defendant n 05600 16.80)
Click Add.

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

iy Page 1 of 1 (1items)|

[ save | [ DeleteDraft |

Click Save. <First |[ <Previous |[ MNext> |[ Last»
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Creating a CJA 21 Voucher (cont’d)

Click the Claim Status tab or click

Basic Info Services Expenses | Claim Status Documents Confirmation
the Next option located on the
Progress bar. Claim Status
| startoste  oejz00s |+ ndvate  [e/sos |-
Enter the Start and End Date,
. * Required Fields
making sure to select the g
Payment Claims

earliest date of services and
expenses as the Start Date.

(®) Final Payment

(_) Interim Payment (payment #)

O Supplemental Payment

Select an option under the
Payment Claims section.

Click Save.

« First || < Previous || Next = || Last » | | Save ” | Delete Draft

Note:
e Final Payment is requested after all services have been completed.
e Interim Payments are allowed only with the express permission of the Court. Interim payments must be

numbered.
e After a Final Payment has been submitted, the “Supplemental Payment” may be used to submit a voucher for

missed or forgotten services, expenses, etc.

C||Ck the Documents tab or C||Ck Basic Info Services Expenses Claim Status | Documents Confirmation
the Next option located on the

Progress bar. Supporting Documents

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

Browse to select a PDF file to File Browse
atta c h . Description | |
Click Upload. ey R ——
Note:
All documents must be submitted in PDF
format and mUSt be 10 MB or |ess' «First || < Previous H MNext = H Last » | ‘ Save | ‘

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 available to the next approval level.

Click Submit.

. . . . Public/Attorney
Verify all information is Notes
correct.
CheCk the afﬂrmation bOX 1 swear and affirm the truth or correctness of the above statements
. . ) Date: 6/19/2014 9:28:36  Submit
This will automatically :
time stamp the voucher. . : _ : _ B _
«First || < Previous || Next > || Last » | | Save ‘ ‘ Delete Draft |

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 W|Sh to create ‘Your voucher has been submitted for payment. You will receive a notification if we need more details.

Please keep the following voucher number for your own records:

0101.0000154

additional document for this
appointment.

Back to:

Home Page
Appointment Page

The case file will appear in the “My Active Documents” section. At this point, the CJA 21/31 has not yet been submitted
to the Court. Follow steps 5 through 8 below to submit the voucher for approval.

Click the voucher

. To group by a particular Header, drag the column to this area, Search:
hyperlink.
Case Defendant Type Status
1t 14-CR-08802-AA- Wendy Wilson (= 2) Cla-21 Submitted to Attorney
Star 08122014 Claimed Amount: 166.80 Gina Gabriel ,/ 0101.0000154
End: D6/15/2014 Weapons Firearms Explosi... FINAL PAYMENT

Navigate to the Confirmation tab.

Verify all information is
Attenton: The notes you enter will be available to the next approval level
COFI’ect. Public/ Attorney | ‘

Motes

Certify the information by

checking the box. This will ) Loertfy that L have reviewed the above / 0 ]
automatically time stamp Date: 6/10/2014 0:43:24 Approve Reject

the voucher.

<First |[ <Previous |[ Next> ][ Last= | [ [(save ] [ |

Step Click Approve.
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Important Note: When you submit a CJA 21 voucher for expert services, you must approve the
voucher twice. A CJA 21 voucher appearing in the “My Active Documents” section with a “Submitted to
Attorney” status must be approved by the CJA attorney a second time. The CJA 21 voucher is not
submitted to the Court until it appears in the “My Submitted Documents” window with a status of
“Submitted to Court.”

Submitting a CJA 24 Transcript Authorization and Voucher

Contact the Clerk’s Office at (303) 844-3157 or eVoucher@cal0.uscourts.gov for guidance regarding the submission of a
CJA 24 transcript authorization and voucher.

Creating a CJA 27 Compensation Claim in Excess of the Statutory
Case Compensation Maximum (Court of Appeals)

CJA Counsel submitting a CJA 20 voucher that requests payment in excess of the applicable case compensation
maximum must attach (in the Documents tab of the electronic voucher) either an excess fee memo or a completed CJA
27 form. Guidance regarding the content of the excess fee memo or completed CJA 27 form can be found here. Counsel
should NOT submit a standalone CJA 27, but should attach it (or an excess fee memo) to the electronic CJA 20 voucher.

Creating/Submitting a CJA 30 Voucher

The process for creating and submitting a CJA 30 voucher in a capital case is the same as that for creating and submitting
a CJA 20 voucher in a non-capital case.

Creating/Submitting a CJA 31 Voucher

The process for creating and submitting a CJA 31 voucher in a capital case is the same as that for creating and submitting
a CJA 21 voucher in a non-capital case.
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