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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:

Online authorization requests by attorney for service providers

Online voucher completion by the service provider or by the acting attorney for the service provider
Online voucher review and submission by the attorney

Online 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

Allows attorneys to manage their own account information including address, phone,

firm associations and applicable CLE credits.

Allows for submission of holding periods or a specific amount of time taken off for medical leave,
vacation, etc.

Voucher and Authorization Request Submission

Authorization requests by attorneys for expert services

Upload supporting documents to vouchers or authorization requests

Reports for attorneys to take an active part in monitoring costs

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

Accessing the CJA eVoucher Program

There is a link to the eVoucher program in the Criminal Justice Act section of the District Court’s website.
The wesbsite address is: www.mnd.uscourts.gov.
Information/General Information/CJA Information

Browser Compatibility

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

IE10:

In IE 10 turn on "compatibility mode" by clicking on what looks like a torn piece of paper after the web
address. If compatibility mode is on (as it should be for eVoucher to work properly) the icon will be
blue:
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http://www.mnd.uscourts.gov/

Compatibility mode Off:

@ https://Jport.uscourts.gov/dana-na/auth/url_def:z p - @m

Compatibility mode On:

@ hittps://jport.uscourts.gov/dana-na/auth/url_defz ,C) - ﬁ Qm

1. InInternet Explorer, go to the eVoucher website.

2. Click Tools on the menu bar (if you can't see the menu bar, there should be a "cog" icon in the
upper right corner of the browser -- click on that to get the menu bar)

3. Scroll down to Compatibility View Settings. The website you are currently viewing should pop
up, but it might just say uscourts.gov (which is correct).

4. Click the Add button and it should add "uscourts.gov" in the area below.

5. Make sure the two check boxes below that are checked.
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l/_\h Change Compatibility View Settings

A

Add this website:
[ uscourts.gov

Websites you've added to Compatibility View:

facebook,com

linkshare.com

Display intranet sites in Compatibility View
Lge Microsoft compatibility lists
Learn mare by reading the Internet Explorer privacy statement

f Close
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To insure against data loss, you should also set your cache settings as indicated here:

1. Go to TOOLS on your browser menu bar and click on "Internet Options"

File Edit View Favorites Help

:2._‘7,; a Rolodex Delete browsing history...

InPrivate Browsing

-
m CJA ev Tracking Protection...

ActiveX Filtering

Diagnose connection problems...

SER LOGIN CJA9 1. Reocpen last browsing session

Add site to Start menu

xisting user? Please log in.

View downloads

Pop-up Blocker

Isername:

SmartScreen Filter
Ygssword:

Manage add-ons

[Log

Compatibility View
argot your login? Compatibility View settings

Subscribe to this feed...
otice: This is a Restricted Web Sits Feed discovery

Jsiness only, Unauthorized entry is

Jbject to discipline by the Court an Windows Update
ader Title 18 of the U.5. Code, All ;
ttempts are logged. F12 developer tools

OneMote Linked Motes
Send to OneMote

Internet options
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2. From the General tab, click on Settings

General |Security | Privacy | Content | Connections | Programs | Advanced

Home page
@ To create home page tabs, type each address on its own line.
=
hitp://staff.circd.dcny -~
[ IUse current ] [ IUze default ” Iz blank
Browsing history

i '.\_] Delete temporary files, history, cookies, saved passwords,
and web form information.

Delete browsing history on exit

Delete...

Search

p Change search defaults.
Tabs

_|: Change how webpages are displayed in

|: tabs.
Appearance

[ Colors ][La"lgt.lages][ Fonts ][A;:cessbit‘y]
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3. Choose this option:

smporary Internet Files and History Settings (—

Temporary Internet Files

Internet Explorer stores copies of webpages, images, and media
for faster viewing later.

Chedk for newer versions of stored pages:
(@ Every time I visit the webpage
(71 Every time I start Internet Explorer
(71 Automatically
(71 Never

Logging In
Court Appointment

When an appointment is made, an email will automatically be generated by the program, and sent to
the appointed attorney. The email confirms the appointment and provides a link to the CJA eVoucher
program.

When you receive information on how to access eVoucher, it is suggested that you bookmark it for
easier access. Log on using the user name and password you were provided by the Panel Administrator,
and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release
Training District 5.0

Existing user? Please login.

Log In

Forgot your login?

HNotice: This is 2 Restricted Web Site for Offidal Court
Business only. Unauthorized entry is prohibited and

subj ect to disdpline by the Court and/or proseartion
under Title 18 of the U.S. Code. Allactiviies and access
attenpts are logged.
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You are required to change your password within 30 days of the first time you log on to eVoucher.
Passwords must be at least eight characters in length and contain:

One lower case character
One uppercase character
One number

One special character

You are required to change your password every 180 days. NO GRACE LOGINS ARE PROVIDED

If you forget your user name or password, click the Forgot your Login? Hyperlink

Enter your user name or email address and click Recover Logon to retrieve your information.

Note: Three failed login attempts will lock you out of eVoucher. To be unlocked, please contact the
Panel Administrator.

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

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

IMPORTANT : The link provided in the password reset email is only valid for 24
hours and can only be accessed one time.

Username: | | and/or

Email: | |

Recover Logon
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Home Page

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

Folder Descriptions .}

My Active Documents

Appointments’ List
My Submitted Documents

My Service Provider’s
Documents

Closed Documents

CJA eVouchers for Attorneys

District of Minnesota

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

This is a quick reference to all your open appointments.

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

This folder contains all the vouchers for your service providers.
This includes:

Vouchers in progress by the experts.

Vouchers submitted to the attorney for approval and submission to
the court.

Vouchers signed off by the attorney and submitted to the court for
payment.

Note: If the service provider is entering their own voucher,
they will not have access to any other information except their
own voucher. Attorneys will have access to all their service
provider vouchers.
This folder contains documents that have been paid or have been approved by
the court. Closed documents are only displayed for open cases. Closed
documents are displayed until they are archived and/or for 60-90 days after the
appointment is terminated. They are still accessible through the appointment

page.
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation

Menu Bar

Home Operations Reports Links Help logout

Attorney login
confirmation

> Home

Welcome Andrew Anders (Attormey)

ATTORNEY

I
=

Welcome Andrew Anders: My Profile

My Appointments:  View

MenuBarttems |

Home
Operations
Reports
Links

Help

Logout

The eVoucher home page

Allows you to search for specific appointments
Selected reports you may run on your appointments
Hyperlinks to CJA resources: forms, guides, publications, etc.

Provides:

“Contact Us” email
e Privacy Notice

e eVoucher help documentation for attorneys and experts
Logs user off the eVoucher program

Another link to your profile

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 m to expand a folder. Click the minus sign g to collapse a

folder.

CJA eVouchers for Attorneys
District of Minnesota
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Moving Folders

Place your mouse pointer on the top edge of the folder you wish to relocate.

A crosshair icon !EE! appears.

Click and drag the folder to the new location.

Sorting: Click the column heading (e.g., Case, Description, Type) to sort in either ascending or descending order.

Resizing of Column

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

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

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

CJA eVouchers for Attorneys
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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.

Click the header for the column you wish to group.

B My Active Documents

To group by a particular Header, drag the column to this u'ea|
Case Defendant Type * Status

E Click and drag the header to the Group by: header bar.
Togr 3 drag the column to this area.
C
Ca nt Type v Status

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

H— y Active Documents
Group by: Case - N
Case Defendant Type " Status

CJA eVouchers for Attorneys
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My Profile
In the My Profile section, the attorney may::

e Change password (Login Info section)

e Change username (Not required)

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

e Update Social Security number (SSN) or employee identification number (EIN) and any firm affiliation
(Billing Info section). Any changes to SSN after the first login must be made through the Panel
Administrator.

e Add atime period in which you will be out of the office (Holding Period section)

e Document any CLE attendance.

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

Home Operations Reports Links Help logout

My Profile

Contact Us ‘h

Priv acy

eVoucher Documentation: Attorney and Expert Users

My Profile

ATTORNEY

My Appointments:  \Wew

CJA eVouchers for Attorneys
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ports Links

= Help 4 My Profile

logout

Welcome Andrew Anders (Attorney)

Login Info

Your Login inforrmation

Attorney Info

Your personal info

Billing Info

List all available biling info records

Holding Period

Continuing Legal
Education

CJA eVouchers for Attorneys
District of Minnesota

Usertlame Anders

Bar Number:
Your Name: Andrew Anders

Your Contact Info:

Phone: 210-833-5623

Fax:
deadmail@support.aoti.uscourts.gov
deadmail@support.aotd.uscourts.gov
deadmail@support.aoti.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us

Your default biling info is:
Andrew Anders
Biling Code:0101-000001
110 Main Street
San Antonio, TX
78210 - US
Phone: 210-833-5623
Fax:

There is 1 period of time during which case cannot be taken.

Mo info has been stored.
Please click VIEW to type your info.

Edit

Edit
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Changing My Profile Username and Password

= Help = My Profile

Welcome Andrewr Anders (Attorney)

In the Login Info

Userdame Anders

Edit

Welcome Andrew Anders (Attorney)

Login Info
section, click Edit to Your Login information
change your :
password.

To change your user > Help > My Profile
name, type the new
user name and click Lol vt

Your Login information

the change link.

To reset your
password, click the

Username Anders

Password sxsx

change

reset

reset link.
Enter the new > Help > My Profile
passwor.d ?nd Login Infa
reenter it in the Your Login information

Confirm field.

Click Reset to
save.

Username Anders

change

Password sesesss|

= Strength:Strong

Click Close to exit
the Login Info
section.

CJA eVouchers for Attorneys
District of Minnesota

Confirm =
—
=1
> Help > My Profile Walcome Andrew Andars (Attomay)
Login Info Username Anders change
(e M T Password *== reset
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Attorney Info

Attorney Info Bar Number: 12345
: : Your Name: Andrew Anders
our personal info
Your Contact Info:
In the Phone: 210-833-5623 | Cell Phone: 702-555-1212
Attorney Info Fax:
ti lick deadmail @support.aobc.uscourts.gov
section, clic deadmail @support.aote. uscourts.gov
Edit to access deadmail @support.aotx.uscourts.gov
your personal Soowr kb
information. 110 Main Street
San Antonio, TX 78210
USA
Attomey Info ;Rfﬁ:iﬁetidds
Your personal info |
SSN Instructions:
If youarean appointed panel Tax Identification Murrber: = (Ifon Pand)
attorney, you are reguired to enter SN
your Sacial Security Murrber in the 55N )
field. Confirrre
If you are an assodate only, donot Firstl\la'rre" Middie Last Narme ©
Make any ertter your Sodal Security Murrber in |Andrew ” ||Ander5 |
the SSN field.
necessary |Main Errail = |
Payee Certifica tion: dea dneil@support.a otx.uscourts.gov
changes. This message informs you that the 2nd Erail
MNarme and TIM entered are collected ; ,
pursuant to IRS Guidelines that govern Ld?;]n;r@s LppOrt.a o, Lscaurts. gov |
whatinformetion mustbe collected by | =12 =TE!
thejudiciary for payments mede to | dea dreil@support.a ot uscourts.gov |
nor-erployees and other entites for Phone = cell Phone Fax
services provided and for purposes of
issuinga Form1099-MISC. You have |210'333'563 | | | |
provided this inforrmation under .
peratties of perjury and certify that: | Address 1= City =
Click S 1- The nuber enteredas my SSNor | [110 Main Street | [san Antonio |
ICK Save. EIN iz my correct &xpayer Address 2 State = (U only) Zip = (US arly)
identifiation number: and
2-1ama U.S. dtizen, U.5. resident | | | [Tees V| [7s210
alien, or ﬁther 1.S. person (3 Address 3 Courtry =
partnership, corporation, company, or
assodation created or organized in the | |UNITEDSTATES v|
U.S. or under the laws in the L. S.).

Note:

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

CJA eVouchers for Attorneys
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Note: Attorneys are expected to keep their information current. Any address, email, or firm changes
should also be reported to the Panel Administrator.

Billing Info
Biling Info Your default biling info is: Select
9 Andrew Anders l___
st e nfo records Biling Code:0101-000001 Add
Under the Billing 110 Main Street
: : San Antonio, TX Edit
Info :c,ectlor),‘cllck 28210 - US
Add if no billing Phone: 210-833-5623
information is PR
available.

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

Note:

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

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

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

CJA eVouchers for Attorneys
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Biling Info

List all available biling info records

Make any
necessary
changes
and click
Save.

Biling Type:
(®) seF-Enployed
'0 Firm

() Associate

[v] copy Address from Profie

Name:

l

Phone: Fax:

[210-833-5623 ||

Address 1:

[110 Main Street

Address 2:

I

Address 3:

l

City: State:

Zip Code:

’San Antonio | |TE)<.*'-\S

v||78210

Country:

[ unITED STATES

vi

CJA eVouchers for Attorneys
District of Minnesota
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Biling Info Biling Type: e
List all available biling info records (O seff-Employed
®Frm

'f_:' Associate

If applicable,

add billing Tax Identfication Number:
information for EIN/TIN: | |
a firm by clicking Confirm: | |
the

corresponding Copy Address from Profile
radio button. Name:

Phone: Fax:
| | |

Address 1:

Address 2:

Address 3:
| |

City: State: Zip Code:

| | v

Country:
| UNITED STATES V|

Note: Attorneys with preexisting agreements must enter the firm’s EIN and name. The Administrative
Office (AO) has made provisions for reporting CJA income as firm income rather than personal income of
the attorney. The financial relationship of the attorney with the firm dictates how the income should be
reported. Your income will be reported to the IRS using your Social Security Number or the firm’s tax ID
number pursuant to the written form submitted by you at the time of the last panel revision. If your tax
reporting status should change, call the Panel Administrator for instructions on updating your status.

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

In the Holding Period section, click View.

Holding Period No info has been stored.
Please click VIEW to type your info.

Click Add.
Holding Period = |
Starting Ending Motes
Ho Holding Perod

Ho data

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

Starting Date " Ending Date
07ju2014 | |osoraons |
Notes

Vacation Cruise.|

Click Save.

CJA eVouchers for Attorneys
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Continuing Legal Education

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

Continuing Legal Me info has been stored.
Education Please dick VIEW to type your info.

To add CLE information, click Add.

casrch: ||
Fies Credit Date jr— Sabject

Wi Comnung Lega! [voaon

P Sals

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

Continuing Legal I

Eack | [ save |
Education

Credit | Sénbendngrel W |
Date [osioi/2014 [T
Hours ()

Descripbon

Doorment After you save the informaton about his Conbnuing Education, you will be able to upload related documents

In the corresponding fields, enter the date, the number of hours, and a description.

Click Save.

CJA eVouchers for Attorneys
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Note: After you save information, you can upload related PDF documents.

Click Browse to upload and attach a PDF document.

[ Back | | save |

Credit | Sentencing-re
Date |05/15/2014 | =)
Hours 0|

Description
———
Document [ I Browse= |
|
Click Save.

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

e o [C] o [)
P = (=] = [=1]

Search: ||

Fides Credit Date Hours Subject

] Sentendn... 05/15/2014 o

1 Page 1 of 1 (1 items)
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Appointments’ List

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

Appointments Defendant
Click th Representation Type: Criminal Case
ick the case i ‘Order Type: Appointing Counsel
ber h link Case Tithe: UISA v, Branson ﬁdﬂ‘lgirt!:mﬂfl‘l
numper eriin H Anders [, TRy :
yp AtDmey; AIKrew Pres. Judge: Abert Abertson
to open the Adm. Mag Judge:
Appointments
PP Case: 1:14-CR-08805-AA Defendant: Jebediah Branson
page. Defendant =: 1 Representation Type: Criminal Case
: Order Type: Appointing Counsel
Case Title: USA v. Branson
Attorney: Andrew Anders Order Date: 12/21/10
Pres. Judge: Albert Albertson
Adm. Mag Judge:
Appointment Appointment Info
Lot b L CIR TRST DOV COB T FERSON RIPRESINTID GUCHIR NUMUIR
View 101 [iebediah Branson
. 3. MAG. DET DEF NUMBER 4 DI5T. DKT DEF NUMEBER £ AFFEALS. DKT DEF NUMEER & OTHER. DKT DEF NUMBER
Representation L1 CRUS03 LA
T IN CASE MATTER OF (Case Nama) £ PAYMENT CATECORY § TYFE FERSON REPRESENTED 10 REFRESENTATION TYPE
\ : USA v Brasson :;m"fm re-trial dVEEIOR |1 ot Defeodast Csiesinal Case
= .' 11 OFFENSE(S) CHARGED
1 5:1825.F INSPECTION VIQLATION PENALTIES
1 ATTORNEY'S NALE ANDMAILING ADDRESS 11, COURT ORDER
Create New Voucher Andrew Anders - Bar Number: 12345 [ A Awaciaie [(]€ Cotomnt
Attorney CIA 20 AUTH : A [[]F 56 e sl Dt (7| Appeiating Commsid
V h Sustharizabon fof Expert s other Phone: 210.933.5623 [P Subs for Panel Amorney || R Suba fur Reiained Atiorney
oucher Serides [V Standby Consaal
ALTH-24 Create
Template Austhorization for payment of transcript mmﬂ::‘w
‘*--._: b CIA-20 = [Eiguarare of Presiding Pedge or By Order of the Comr
Appointment of and Authonty to Pay Bl LAW FTRA NAME ANDAAILING ADCRESS m‘:jzmm Sune Fro Tusc Daie
Court-Appointed Counsel Ba2014 :
CIA-21 Create Reparment []VES [¥0
|~ R Group Header Bar
Expert CJA 21 Vouchers on File ,/
Voucher 3 Compenast Togropby a partiudy Heades, rag the cohamn to s s, Sesrch
Template Mandmum; District Court Case Defendant Type Status
|14 0BB)5-AA- Jebsechah Branson (7 1) ClA-20 Submitted to Court
oo DM Claimed Amount: T7.40 Andrew Anders # 11010000001
End: GR052014 INTERIM PAYMENT 1
HELS 3805 Jebedish Br: (=1) AUTH
- =._-..: m.nlmou mm’?nmw Chemist, Tonsoologist Wy Q.mm?n,
Detailed Fika
114G 08805 Jebediah Branson < 1 A4 oucher Cosed
Payment Reports Defercdant Detad Budget Report Sua DG Clmed At 0,00 Il.’i'vl',fg 000026
Detai budget info foe defendant - BN Approved Amount: 0,00
1408 DRANG-AA-. Jetwnchiaky Br (® 1) i
i e B 4 - 0?1;;;0“ Claimed M‘TO.M LC:G:U:'N .“ g“m?
Totals oriy oF budget inf for Sk SRR Hair, Fiber Expert >
defendant 1 14-CRL ARG -AA- Jebwckah Branson (& 1) ClA24 S Voudher Enitry
P Soen DRO4RNE Claimed Amcunt: 0.00 Teresa Transeripts - Edit
All vouchers Adtormes Tt Beort s ! b
associated with -l‘ i A ol AUTH24 i
this case are ki
: L14-CR -0BB0E-AN- Jebedish Branson (= | C1A-24 Submitted to Attormey
dl5p|a1_{Ed. Seat: DENA0LE Claimad Amount: 14,50 Teress Transapts rd ;I_;ﬂﬂ;i&g
Erc: 06042004
1 Page 1 of 1 (7 ftems)
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View Representation

The View Representation information displays:

In the Appointment section, click
View Representation.

Default excess fee limit
Presiding judge
Magistrate judge
Co-counsel

Previous counsel

Appointmen

Help  logout

Representation Report

Representation Info

1. CIR.TIST.DIV.CODE 2. FERSON REFRESENTED [VOUCHER NUMEER
101 Jebediah Branzon
A MAG. DETTEFNUMEBER 4. DIST. DKTDEF NUMEBER £ AFFEALS. DKT DEF NUMBER 6. OTHEE. DKT.DEF NUMEER
1:14-CR-08803-1-AA
7. IN CASEMATTER OF(Case Name) 8 FAYMENT CATEGORY & TYFE FERSON REFRESENTED 10. REFRESENTATION TYFE
[USA v. Branson Felony (including pre-trial diversion |, 4y, 1y gant Criminal Case
jof alleged felony)
11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
EXCESS FEE LIMIT FRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE
50 000.00 Albert Alhertson
AppID 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.

CJA eVouchers for Attorneys
District of Minnesota
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CJA 20 Voucher Process Overview

Attorney enters
time/expenses Court CJA Unit Court approves or
and submits audits voucher. rejects voucher.

Court processes
voucher for

payment.
voucher.

Creating the CJA-20 Voucher

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

Note:

All voucher types and documents function primarily the same.

From the Appointment section, click Create

from the CJA-20 Voucher template. CJA-20 Create I
Appointment of and Authority To Pay

Court-Appointed Counsel

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

CJA-20 I Basic Info Services Expenses Claim Status Documents Confirmation
Atto —
T Basic Info
1. CIR DIST/DIV.CODE 2 PERSON REPRESENTED [VOUCHER NUMBER
. 101 [Jebediah Branson
Link to CM/ECF 3. MAG. DKT/DEF NUMBER 4 DIST. DKT/DEF NUMBER S AFFEALS DKT/DEF NUMBER 6. OTHER. DKT.DEF NUMBER
1:14-CR-08805-1-A4
T.IN CASE/MATTER OF(Case Name) 8 PAYMENT CATEGORY 9. TYFE PERSON REFRESENTED 10. REFRESENTATION TYFE
[USA v. Branson [Felony (inctuding pre-trial diversion [, ;. Defendant Criminal Case
|of alleged felony)

11 OFFENSE(S) CHARGED

End D /1 14
o R o 15:1825. F INSPECTION VIOLATION PENALTIES
. Services: $0.00 12 ATTORNEY'S NAME ANDMATLING ADDRESS 13. COURT ORDER

|Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel
110 Main Strest F Subs for Federal Defender [7] O Appointing Counsel
S Expemcns 3t = pan fntonio I X 10 DPSnbaﬁwPaulJ\mn RS bamn;itajnmxmm-
Phons: 210-833-5623 ] Aoy ]2 A
[]¥ Standby Counsel
Reports [Frior Attorney's Name
i Dates
Defendant Detail Budget Report |siznature of Presiding Judze or By Order of the Court
i i |Albert Albert
Detail budget info for defendant 14. LAW FIRM NAME ANDMATLING ADDRESS [evmastes G e e
Form CJA20 2014
(
torm bonad Repayment [ | VES [7] NO
Defendant Summary Budaet Report
Totals only of budget info for
i A Payment Info
Preferred Payee | Andrew Anders »
Andrew Anders
SSN/EIN: ***-**6739
123 Legal Blvd. South
AnyTown, DC
12345 -USA
Phone: 888-555-4000
Fax: 888-555-4001
[ «First ] | < Previous | | Mext > | | Last = | | Save | | Delete Draft
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Tab Headings appears at the top of the screen

e

[ Basic Info Services Expenses Claim Status Documents Confirmation

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

//;I

Progress Bar appears at the bottom of the screen.

Notes:

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

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

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

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

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

periodically to save your work.

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form €JA20

Defendant Summary Budoet Report
Totals only of budget info for
defendant

Basic Info |» Services ' Expenses Claim Status Documents  Confirmation
Services
Date 6/11/2014 = % Description
Service Type | Izl =
e " — ;

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

* Required Fislds

Mo data

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

CJA eVouchers for Attorneys
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Enter the date of the service. The
default date is always the current
date. You may type the date or
click the calendar icon to select a
date from the pop-up calendar.

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

Note.
You may add dates in any order. You
can sort in chronological order at any
time.

Services

Date

Enter hours of
service in tenths

of an hour. Service Type

1y |«

a. Arralgnment and’or Plea LAl

Services
Date ‘lﬁjl‘l,-’i‘ﬂH = % Description
Service Type 4 June 2014
Doc.#(ECF) || = Su Mo Tu We Th Fr Sa
[ | 2 3 4 5 & 7
_ » 8 9 10[m|12 13 14
* Required Felds
= 15 1 17 18 19 20 N
» 2 23 24 5 2% 2?23-
» 29 30 1
Service Type = L
Services
Date [6/11/2014 | » 28 Description
senviee Type | =l
Doc. # (ECF) In Court Services o
a. Arraignment and/or Plea
Hours
b. Bail and Detention Hearing
* Required Falds
€. Motion
d. Trial

Service Type e. Sentencing Hearings

Description :
First appearance and
arraignment of Defendant.

Hours | 0.5]*  at$126.00 per hour. Add || Remove
Enter a ¥ Requirsd Feds
description.
] Note
Click Add. e You may add time in any order.

Click an entry to edit.

CJA eVouchers for Attorneys
District of Minnesota
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The entry will be added to the voucher and appear at the bottom of the Service Type section.

Services
Date o1 =28 Descrpton
senvee Type .
Doc. = (ECF) | Pages I:l l .
Houws [ s at$126.00 perhour. | Remove |
® Requered Feids

:Serme'l‘vu Date  Description Hrs  Rate  Amt
&, Arrwgneaed and/or Paa DE{11/2014  First appaanance and arragneet of Defendant 05 26000 &
h Pmloﬂllma)‘
| sFist || <Previous || Mewts> || Lasts | [ Save | | Delete Draft |
Step . . . .
8 Click the Date header. This sorts services according to date.
Click Save.

CJA eVouchers for Attorneys
District of Minnesota
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Entering Expenses

Click the Expenses tab or click Next.

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

Amount |:| | Add || Remove

* Requirad Fields
To group by a particular Heade 30 the mto this area
Expense Type Date Description Mile Rate Amt
No data
«First |[ < Previous |[ Next> || Last» | [ save | [ Delete Draft | Audit Assist

CJA eVouchers for Attorneys
District of Minnesota Page 31




Click the Expense Type drop-down arrow Expenses

and select the applicable expense. Date 6/12/2014 | = E

Expense Type |||
Miles Travel Miles
Amount Travel Misc.

* Required Fields Fax

ﬁ e A

| Photocopies

Expense T
"'e- Postage

Other Expenses

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

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

Enter a description in the Description field.

Expenses
‘ Date 611272004 | =28 Description Travel to and frem Court
Expense Type  Travel Miles - =
Miles = at $0.5600 per mile. =
Amount | Add || Remove

Expense Type Date  Description Mile Rate  Amt

[efmt |[<Previows | [ Wet> |[test> |  [save |  [Deletenaft]
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Click Add.

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

Expenses

DA [e1272014 |+ Description 1‘
Expense Type | .-

Miles [ |* at$0.5600 per mile. .
Amount | Add || Remaove ]

* Required Figlds

Expense Type Date Description Mile Rate Amt
Travel Miles 0&/12/20... Travel to and fram Court 20 0.5600 11.20
> Page 1 of 1 {1 tems)
[ «First |[ <Previous |[ Next> |[ Last» | [ save | [ Delete Draft | Audt Assist '
Notes:

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

e Click an entry to edit.
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Expenses

ote  [ozans |- Descrpon
Expense Type ¥
Miles at 50.5600 per mile.

Amount - | Add || Remove

* Required Felds

Expense Type | Date | Description Mile Rate  Amt
Photocopies 06/12/20... Copées - 100 pages & .15 per page o /] 15.00
Travel Miles DEf12/20... Travel to and from Cowrt 20 0.5600 11.20

1 Page 1 of 1 (2 items)

| «First || < Previous || Next> || Last= | | save | [ Delete Draft | | Audtt Assist

Click the Date column header. This sorts expenses according to date.

Click Save.

Note: Any single expense (not including mileage) over S50, must have a receipt attached. All hotel
receipts must be attached. Meal receipts (alcohol is not reimbursable) must be attached (actual receipt,
not credit card slip). Any legal research expenses (Westlaw, Lexis) must have the printout attached.

Note: The Delete Draft button will delete the entire document. DO NOT click on this button unless you
want to delete the document you are working on.
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Claim Status

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

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

Claim Status

I StmrtDate  |6/11/2014 |« 4 End Date 612/2014 | = 0| |
Payment Claims
) Final Payment

@) InterimPayment (payment #) =
) Supplerrental Paymrent
() Withholding Return Payment

** Reminder: Please select the appropriate daimstatus.

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

In the Payment Claims section, select the payment claims type.

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

e Interim Payment allows for payment throughout the appointment, but each court’s
practice may differ. If using this type of payment, indicate the number of interim
payments.

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

e The attorney may submit a blank (no services or expenses) CJA-20/30/21/31 at the end
of the case, clicking the Withholding Return Payment radio button to request return
payment of withheld funds.

Answer all the questions regarding previous payments in this case.

Click Save.
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At any point while creating services or expense, click Audit Assist to view any errors or warnings regarding
your document.

{2 US Courts - CJA eVoucher - Internet Explarer =l £

cInfo | Services

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

e Type

en [
Felts

wp by a3 particular Header,

ce Type

ignment and/or Plea Warnings

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

] C<rrevons [t

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

ﬁ 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 correct start and end
dates that include all service and expenses dates for the voucher.
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Documents

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

To add an attachment, click Browse to locate your file.

Add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
Fie GAOeVoucheCJA e\for  Browse.

Description |Copies of receiptd x|
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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 L ]

Description Delete  View

Copies of receipts Celate Vigw
[ =rrst |[ <Previos |[ Next> [ Lest> | |[ save || [Deeweorar |

E Click Save.

Signing and Submitting to Court

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

B Click the Confirmation tab or click Last on the progress bar.
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The Confirmation screen appears, which reflects all entries from the previous screens.

You may include any information to the court in the Public/Attorney Notes field.

Confirmation
L CIR /DIST/DIV.CODE 2. FERSON REFRESENTED [VOUCHER NUMEER
0101 ebediah Branson

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

1:14-CR-08805-1-AA

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

7.IN CASEMATTER OF(Case Name}  |3.PAYMENT CATEGORY
e [Fel (including pra-trial
US4 v. Branson of alleped felony)

9. TYPE PERSON REFRESENTED
Adult Defendant

10. REFRESENTATION TYFE

diversion Criminat Case

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

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

110 Main Street

[San Antonio TX 78210

[Phone: 210-833-5623

13. COURT ORDER

[]A Associate []€ Co-Counsel

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

14 LAW FIRM NAME ANDMAILING ADDRESS

Andrew Anders TIN: ***-**.6739
123 Legal Blvd. South
AnyTown DC 12345 USA

[Prior Attorney's Name

|sppointment Dates

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

FROM: 6122014 TO: 6/122014

Phone: 885.535.4000 ls)a;e;é;);der Nunc Pro Tuac Date
[Fax: 888-333-4001 Repayment [ VES [7]NO
‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
TOTAL i E
HOURS ADJUSTED | ADJUSTED =
CATEGORIES AMOUNT REVIEW
CLAIMED CLADMED HOURS AMOUNT
15.]a £ and/or Plea 0.3 $63.00
b. Bail and Detention Hearing 0 $0.00
¢. Motion 0 $0.00
d. Trial 0 50.00
e. Sentencing Hearings 0 30.00
f Revocation Hearings o 50.00
g Appeals Court 0 $0.00
h. Other 0 $0.00
Totals 0.3 $63.00
16. | a. Interviews and Conferences 0 30.00
b. Obtaining and Reviewing Records o 50.00
¢. Legal Research and Brief Writing 0 $0.00
d. Travel Time 0 50.00
e. Investigative or Other Work 0 50.00
Totals 0 30.00
17 [Travel Expenses (lodging. parking, meals, $1120
$13.00
580.20
15 CERTITICATION OF ATTORVEY FOR THE FERIOD O ERVICE

AN CASE COMPLETION

0. AFFOINTMENT TERMINATION DATE IF OTHER IJ 1. CASE DISPOSITION

[2 CLADMSTATUS [[] Final Payment [] Interiz Payment =)

Hav
If yes, were you paid? [ YES [ NO

Other than from the Court, have you, or to your knowledge has
any other source in connection with this representation? [
I Swear or affirm the truth or correctuess of the above statements.

Signature of Attorney:

[] Supplementa! Payment

u Previously applied to the court for compensation andor reimbursement for this? [] YE§ [ NO

anyone else, raceived payment (compensation of anything of value) from
YES [ NO  Ifyes, please attach supporting documentation

Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY

levcess of the statutory threshold amount

231N COURT COMP. 4. OUT OF COURT COME. 5. TRAVEL EXPENSES |26. OTHER EXPENSES 7. TOTAL AMT. APPR/CERT.
50.00 50.00 50.00 50.00 50.00

8. SIGNATURE OF THE PRESIDING JUDGE IDATE 282 JUDGE CODE

[rs 1¥ COURT coue. 0. OUT OF COURT COMP. 31 TRAVEL EXPENSES [r2 OTHER EXPENSES ;3 TOTAL AMT APPRUCERT
50.00 50.00 50.00 50.00 50,00

4 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR DELEGATE) Paymient ampraved in | Lasmer o

Attention: The notes yo

u 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:

[sFist_|[ sPrevious |[ Mext> |[ Last» | [

Save | [ Deletebraft_|

CJA eVouchers for Attorneys
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Verify the information is correct.

Scroll to the bottom of the screen.

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

Attenbon: The notes you enter will be avadable to the next approval level,

Public/ Attomey
Notes Motes

] T swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | ) Submit
[ <Fst ]| <previous || mext> || Last= | | save | [ DeleteDraft |

Click Submit to send to the court.

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

Success

Your voucher has been submitted for payment. You will receive a notification if we need more detalls.
Pleaze keep the following voucher rumber 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 an additional document for this appointment.
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The active voucher is removed from the My Active Documents folder and now appears in the My
Submitted Documents section.

To group by a paradar Header, drag the cokimn to thic area. search: |

Case Defendant Type Status

1i14-CR-08805-AA- Jebediah Branson (= 1) Cla-20 Submitted to Court

Suam: Q61212004 Claimed Amount: 89,20 Andrew Anders / 01010000150

End: DEM12/2014

LR aa0 S -AR- Jebediah Branson [# 1] ClA-20 Submitted to Court

S 03032014 Claimed Amount: 778.40 Y 01010000

1 14-CR DE805-A8- Jebediah Branson (= 1) ALTH Submitted to Court

Suart DRRL2014 Claimed Amount: 1,000,00 Chemist, Toxcologist / 01010000002

End: 01011900
1 Page 1of 1 (3items)
Notes:
e Ifavoucheris rejected by the court, it reappears in the My Active Documents section and is highlighted

in gold.

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

e An email message generated by the system is sent explaining the corrections that need to be made.

e |tisagood idea to periodically log into eVoucher and check to make sure you have no rejected
documents (in case the email fails to reach you). Click on the voucher number and go straight to the
Confirmation page to check the Notes section to determine the reason the documents/voucher was
rejected. Once the document/voucher has been corrected, it can be resubmitted by checking the
“swear and affirm” box again and clicking the Submit button.
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Printing a copy of the voucher

CJA-20

Submitted to Court
[Re: nly

Link to CM/ECF

Voucher #: 09AC.0011168
Start Date: 10/30/2014
End Date: 8/27/2015

© services: $4095.60

9 Expenses: $104.10

Tasks

Link to Appointment

Link to Representation

Reports «

Defendant Detail Budget Report

Form CJA20

[ S P T. S PRY & S PR

CJA eVouchers for Attorneys
District of Minnesota

To view, save in pdf, and/or print a hard copy of this voucher, go to the
Reports section within the voucher and click on the report entitled Form
CJA20 (or 30).

The document will include the confirmation page (i.e., the “face” page of the
voucher, and the detailed service and expense entries.

This feature is available at any point — prior to submission, once submitted to
the court, and when the voucher is closed. It is also available for CJA21/31s.
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Closed Documents

Once submitted, the document will go through the court review process:

e |nitial review by Panel Administrator

e Review by Federal Defender for reasonableness

e Review by Magistrate Judge (for AUTH and 24-AUTH only)

e Review by District Court Judge

e Review by the Chief Circuit Judge (if the statutory maximum has been exceeded)
e Return to Panel Administrator for Review

e Forwarded to Clerk’s Office for final certification of payment

Once the document goes through this procedure, it will move from the My Submitted Documents”
folder to the “Closed Documents” folder:

I—Il |,.I!'.!|II' |||- |,|l._||!—

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
9 13-AP-00587-M... Tom, Major (£ 1) CJA-20 | Voucher Closed
npysiesirs il e pasiirery Wl L Caomomsnzz

The system will automatically send an email to the address(es) in the attorney profile section to alert
you that the voucher has been approved for payment.

Note: For any vouchers that have been reduced, the Panel Administrator will send an email to the
attorney with the reasons for the reduction in payment.

You can still view this document by clicking on the voucher number, but it will be in Read Only format.

Note: Monthly, the Panel Administrator will archive closed vouchers. When a document is archived, it
will be removed from the Closed Documents list. However, you can still access the voucher by clicking
on the case number on the Appointments’ List (on the Home page) or using the search feature.
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Requests for Interim Payments

Requests for interim payments are not processed in eVoucher. Please contact the Panel Administrator

on procedures for requesting interim payments.

Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whether a case has the potential

to exceed the statutory maximum allowed for representation.

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

e  Viewable reports appear on the left review panel.

e Each panel, depending upon which document you are
viewing, can have different reports available.

e Each report can have a short description of the
information received when viewing that report.

e  The two main reports are the Defendant Detail
Budget Report and the Defendant Summary
Budget Report.

You can find other accessible reports on the menu bar.

Home Operations Reports Links Help logout

= Reports

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJAZD

Defendant Summary Budget Report

Totals only of budget info for
defendant

Internal

Appointment Report

Attorney Time

CJA eVouchers for Attorneys
District of Minnesota
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Defendant Detailed Budget Report

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

The report provides the information in two sections: attorney appointment and authorized expert service.

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

Type of Represantation: Criminal Cags
Budget Amount Reguasted: $0.00
Budgst Amount &pproved: $5.300.00

penang e N smount Remaining
Time Pariod Vouchar
For Vouchar Humbsr Faag Expenzss Tiotal Faas Expanses Total After Approved | After Approved
Trawsl Crthar Trawel Other &nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
02372015 to 0232015 | 0101.0000001 30.00 30.00 =0.00 S0.00 $5,350.00 .00 000 36.250.00 33.550.00 33.550.00
0140171201 10 01011901 $0.00 30.00 50.00 000 $0.00 F0.00 000 s0u00 33550000 $3,550000
0140171801 o D180 $0.00 s0.00 $0.00 £0.00 $0.00 .00 £0.00 £0.00 5$3,550.00 $3.550.00
Total Panding: $0.00 Total Approved: $6.350.00 $3.550.00 $3.550000
Panding smaunt Remalning
Time Pericd WVouchar
For Vouct Wumbar Faas Expenass Tiotal Fags Expanses Total After Approved | After Approved
Trawsl Othar Trawel Other and Panding
W .l.;lthrl' 0101.0000002 Amount Requested: $1,000.00 Amount Authorized: $0.00

attomey: Andraw Andsrs

— I
Counsel CJA20 or CJA30

hers a8 well ag for Fags Expenass Total Faag Expenass Total Approved and Pending
mt““amm%m Traval Other Traval other Faes Faag and
submitied sxpenditures for this Expanzea
*Doas not InHI-l.TrI'I'lI Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $6.350.00 $6,350.00 $E.350.00

Thursday, Movember 05, 2015 - Ver. 1.1
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Defendant Summary Report

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

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

Type of Representation: Criminal Case
Budgst Amount Requested: $0.00
Budgst Amount Approved: $3,900.00

Panding C Bppowd  AmountRemalning
;:'":rm m; Feoga Expanses Total Feas Expenass Tuotal After Approwed | After Approved
Travel Other Trawal Other And Pending
attomay: Andrew Andsrs  [2ppointing Counaal) Active
Total Pending: $0.00 Total Approved: $£,350.00 £3,550.00 $3,550.00
Panding Emount Remalning
mm m Fass Expenass Total Fess Expansas Total After Approved | After Approved
Travel Othar Trawel Other And Panding
spacialty e I LTI Amount Requested: $1,000.00 amount Authorzed: $0.00 Attorney: Andrew Anders
T e - T e e
Counsel CJA20 or CJA3D
a8 well ag Tor Faes Expenass Todal Faas Expensas Total Approved and Pending
Expart or Services on CJAM or
CJA31. They repressnt tha total Traval Other Traved othar Faes ExFa-an and
submitied sxpenditures for this penzes
IEF'“““ taticn. je Travel Auth $0.00 $0.00 $0.00 $0.00 $E.350,00 $0.00 $0.00 $E5.350.00 $E6,350,00 46350000
Trursday, Movember 05, 2015 - ver. 1.1 Page 101
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Submitting an Authorization Request for Expert Services

Open the Appointment record.

Click Create next to AUTH.

The Basic Info screen will open.

| Basic Info

Basic Info

Documents

Confirmation

Create New Voucher

AUTH

Authorization for Expert an

1. CIRDIST/DIV.CODE
0101

1.PERS0N REFRESENTED
ebedizh Branzon

[VOUCHER NUMEER

3 MAG. DKT.DEF NUMBER

4.DIST. DKT/DEF NUMBER.

£ AFFEALS. DKT/DEF NUMBER 6. OTHER. DETDEF NUMEBER

1:14-CR-08803-1-AA

7.IN CASE/MATTER OF(Case Name) 5. PAYMENT CATEGOEY 8. TYFE PERS0N REFRESENTED: 10. REFRESENTATION TYFPE
[USA v. Branson ey fnc ety oot o sl Pt Criminal Case
of alleped felony)
11. OFFENSE({5) CHARGED
15:18235 F INSPECTION VIOLATION PENALTIES
12.ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel

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

[]F Subs for Federal Defender [/ @ Appointing Counsel
[]P Subs for Fanel Attorney [ | R Subs for Retained Attorney
[]¥ Standby Counsel

[Frior Attorney's Name

Appointment Dates
Siznature of Presiding Judze or By Order of the Court
] i j | Albert Albertzon

14 LAW FIRM NAME ANDMAILING ADDRESS IDate of Order ‘Nunc Pro Tunc Date
3/3/2014
Repayment [ | VES [/]|NO

Order Date

Nunc Pro Tunc Date

Repayment |:|

Estmated Amomt [ |-

Authorized Amount $

Basis of Estimate |

Description

Service Type | Vl =

Requested Provider | |

| =First | | < Previous | | Next = | | Last » | | Save | | Delete Draft
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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
o Description of Services
e Service Type drop-down list
¢ Notes (Requested Provider)

Order Date

Nunc Pro Tunc Date

Repayment |:|

Estimated Amount $ 8000.00 | 4

Authorized Amount $

Basis of Estimate | 100 hours at $30,/hour

Description

Service Type | Investigator 'Vl *

Requested Provider |Jn:-hn Dioe |

Mext > || Last = | | Save |

| =First || < Previous |

Click Save.

Click the Supporting Documents tab or click Next.

The District of Minnesota requires that the “Basis of Estimate” and “Description” boxes be completed. Please be
detailed in the “Description” box. If your description is quite lengthy, it is highly suggested that you attach a
letter/memorandum to the court with your description, including the hourly rate of your expert under the
Documents tab.
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If you are requesting funds that exceed the statutory maximum of $2500, a Memorandum is required to be
attached under the Documents tab.

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 Descrintion field. add a description of the attachment.

Click Upload.

Supporting Documents

File Upload (Only Pdf files of LOMB size or lesst)
Fi Browse
| Description | | |

Upload

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

Supporting Documents

Filz Upload (Only Pdf files of 1LOMB sire or less!)

Fie Birowse. ..

Description Delete  View
Proposed order Dalete  Vigw
Affidavit in Support of Expert Service Requast Catiata i
Expart's Curtsulum Vitas Calutw Migw

[=Fmst [ <Previeus |[ mext> Laste | [ save | [ Delete Draft |
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Click Save.

Click Next.

The Confirmation screen will open.

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

Attention: The notes you enber will be avadable to the next approval level,
Public/Attomey |
Notes

[+ 1 swear and affirm the truth or correctness of the above statements
| Date: 6/16/2014 15:53:48 | ~ Submit
Wic e
| =Frst || <Previous || Next> || Last» | | Save | | DelsteDraft |

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 will recene & notification if we nesd more detals.
Fleage kmep the folowang vouwdher number for your own reconds:

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 an additional document for this appointment.
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Requesting Additional Funds

You can increase the amount approved on an existing authorization as new amounts are requested. When
generating an authorization, click Request Additional Funds.

L | oo |

Authorization Type Selection

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

Create New Authorization
Use this button to create a new
authorization.
 EEEEEEEEEEE——————— |
Request Additional Funds
Use this button to select an approved
authorization that you would like to
request additional funds for.

A list of all closed authorizations appears for this representation and
appointment. Select the authorization that needs to be increased.

Authorization Type Selection

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

Create New Authorization Please Select the Authorization to request additional funds for:
Use this button to create a new N
authorization. umber: Service Type: Interpreter/Translator
Order Date: 03/03/2014 Estimated Amount: $5.000.000.00
- Authorized Amount: $100.00 stima ount: $5,000,000.
Request Additional Funds ; ] Notes:
= Grand Total Amount: $0.00 .
Use this button to select an approved

authorization that you would like to
request additional funds for.

Request for Additional Funds on existing Authorization

Order Date E
MNunc Pro Tunc Date E
Repayment

Estimated Amount $ l:l *

Then create the authorization as described in the above directions.
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Click the existing authorization hyperlink to view the original
authorization in a separate tab. You should remember to close

the newly opened tab after viewing the authorization, as having
multiple tabs open in CJA eVoucher can leave to unintended results.

L AL

Request for Additional Funds on existing Authorization

Order Date :E
Munc Pro Tunc Date :E
Repayment |:|

Estimated Amount $ | SCID.DCI| =
Notes:

e When increasing funds on an existing authorization, the approved amount is added to the amount
of the original authorization to which it is attached, and a link is established between the two
documents.

e The original authorization is the one that holds the approved funds, and is the only authorization
presented when CJA21/31s are generated. These authorizations are also used for the various
calculations regarding authorization amounts.

The Authorization Request will now appear in the My Submitted Documents section on the Attorney
home page.
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Creating a CJA21 without an authorization

RSN After selecting the appropriate case from the Appointments’ List on your Home

Page, select Create under the CJA-21 option.

Choose the “No Authorization Required” option:
Create New Voucher

Authorization Selection

You can select a previous authorization request, re

Authorization for Expert and other
Services

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

No Authorization Required

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

CJA-21
Authorization and Voucher for
and other Services

EJA'” - Use Previous Authorization
Statement for a Co

b B Select this option to display a list of
Compengation Maximu previous authorizations and requests in
this appointment.

The New Voucher Information Screen will appear. Use the drop down arrow to select the Service Type
(1). Even if there is no authorization for this particular case, the expert may already be in the database
from other cases in the system. Check for the name using the drop down arrow next to the field for
Expert (2). If the expert’s name does not appear in the list, contact the Panel Administrator immediately.
DO NOT complete the Service Provider Information. Only court staff are allowed to add expert services
providers to the eVoucher system. (3). Once you have selected the expert, click the “Create Voucher”
button (4).

New Voucher Information

Service Type Paralegal Services - % Iﬂ
-

Description

Voucher Assigment

This indicates who will be

responsible for filing the

wvoucher claim part

Service Provider

¥ou can ssarch one of the service providers slrezdy in the system
OR you can enter the required information for another provider

First Name Middle  Last Name
Della Street
SSN/EIN:
555-11-6666
Email
dellastreet@justiceisblind. com
Phone Fax
415-555-6677
Address 1 City
123 Legal Lane San Francisco
Address 2 State Zip~
ca 94114

Address 3 Country

K Create Voucher ' E'

You will be taken to the CJA-21 voucher. From this point, the process is the same as if the expert had an
existing authorization. Refer back to the instructions of this manual on how to complete and submit the

CJA 21 voucher.
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Note: Service providers (including court reporters) SHOULD NOT be paid directly by counsel. The
eVoucher system does not provide for counsel being reimbursed for any payment made directly to a
services provider (or court reporter). If counsel pays a service provider (or court reporter) directly, they
will need to seek reimbursement from the service provider once the service provider is paid from CJA via
eVoucher. Attorneys paying service providers (or court reporters) directly do so at the risk of not being
reimbursed.

Creating an Authorization for Transcripts (AUTH 24)

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

Authorization for payment of Tansoipt

The Authorization opens to the Basic Info page.

r; AUTH-24 & Basic Inlo Do Confir

Basic Info
1 IR 28T I S 1 FERIGN REFRISINTID b4, CHER VUURER
TH! Jetasat: Brazson

4 DNST. OKT TN ST UBEE & OTHEIR. DT CNF NUMETR

3 MLAG DKT ONT NUMEIR

B REFREIESNT ATRON TV
Atult Dedendanm IC pemerad Case

"IN O AR AL TTER OF fC wee Namd)

Violscher #:

LS v. Brassoa

e
11 OFFENSES) CHARGED
15: 1521 F INSPECTIORN VEOL ATION PEMAL TIES

13 ATTORNEY 3 WA ANDUWAILIN G ADIRT a1 CHRT CRER
Andrre: Anden - Bar Nomber 12345 | & Amiacizn []€ Ca-Commal
;';?::ﬂ’i"a_l I 1] bt fo Tosdorad Dufonder [ o]0 iggaianing Tl
tonis e . =
¥ Airpr
st 110-853- 5623 Aads Tt Pt Aty Kk fim Brtamet
7 Sty Evmmsed
i Aeren ) Neme
\pjetanrment Dutes
[agaatess af Frasidiag Judps i By Ovilled of ha C snrt
ARt Albariion
14 LATE TTRM AT ANTVAT] NG ADORTSS Smnlp e ——
Uy ey ]
Ry [ VL8 [ N6

Tﬂ“m |=

Promading To Be

Transeribed L =
Appostionsd Case and

Delendant

Spacial Transcript :.;w u:..

| Preecubon Ogug Slatemert | Pt i e " Prasecusen Retuttsl
| | Defersne Cpssning Siabement | | Dafenne b pument [ dury Instruciions [ Wir v

uine Pro Tune Dakes

[Cerrst [ <rrevious |[ et e | [ vasts | | Deetemeaft |
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Enter the details for the transcript required on the Basic Info screen.
Note: Date/Type of hearing and name of Court Reporter must be listed. If
hearing was recorded, please indicate that as well.

Click Save.

Click Save.

A confirmation page will appear.

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

Public/ Attorney
HNotes

Select the afﬁrm ation check bOX. I swear and affirm the truth or correctness of the above statements
Date: 6/19/2014 0:28:36 (4] Submit
Click Submit. «First |[ <Previous |[ Mext> |[ Last» | [ save ] [ Delete Draft

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

Request has been submitted. -

Click Home Page to return to the S T B B T et Vi il b b o el -l
Step home page. Click Appointment Page if Plnsse ke e folimin vnschs b B yous e et
8 you wish to create an additional 0101.0000148

document for this appointment.

Bk bo:

Home Page
Apgointment Fage

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

From the Appointment page, click Create

next to TRAVEL. TRAVEL

Create

Authorization for payment of Travel

The Basic Info screen opens.

— -
g TRAVEL b Basic Info Authorization Request Documents Confirmation
Basic Info
Link to CMIECE im:::mﬂm [FOUCHER NUMBER
3 MAC. DT EF NUMEER 4 DIST. DK IEF NUMEER & AFFEALS DR DEF NUMEER & OTHER. [T DEF NTUMEER
her #: _ 1 lJ-EF.-I]EEﬂ!-J-A_’L
t Datesl/1/1901 7. IN CASEMATTER OF(Cins Nama) & FAYMENT CATECORY . TYFE FERSON REFRESENTED 18 REFRESENTATION TTFE
n Datez1/1/1901 T . [Feloay (Enchuding pre-trial diversion
JUSA v. Wilson et al - fidomy) Ll Dedindans [Criminal Cuse
g Amount Clasmed: T000 LI FFENEES) CHARGED
_ 18:13-4530 F INCOME TAN, FAILURE TOFILE
L2 ATTORNEY S NAME AND MAILTN G ADDRESS 13 DOURT ORDER:
Andrew Andsry - Bar Number: 12345 [ A Aassciane [[]€ Co-Comsl

110 ham sum__ []F Suba for Federal Dufander [] O Appainting Counsel
[fan Antosso TX TEIL0 = —
hone: 210-833. 4623 [ Sole fov'Famal Aerwey ] R Sebe fov Rotalned Aoy

[]¥ Senndy Comanat

frrice Amsrmer'y Name

| \gpeinomint Durey

Figuaters of Frmiding Fodge cr By Ordar of B Comrt
Jaten Albertion

14 LAY FIRM MAME AND LIAILDN G ADDRESS Semg Fra Tes Dute

o £ Oriar
2T
Haparvmant || VES [ N0

Travel Agency bo be Used W

Global Travel

1234 Travel Lane
Suite 200

Second Floor

Los Angeles, CA 93765

Fhone: 1-800-444- 7890
Faoz 1-B00-355-F777

Ernail: il support sobe uscourts. gow

[e<Frst || <Previos |[Heexts || Last=> |

The Travel Agency to be Used: section automatically populates.

CJA eVouchers for Attorneys

District of Minnesota Page 56



Fill out all required
fields marked with
a red asterisk.

Click Add.

The information will appear
In the bottom section.

Click Save.

CJA eVouchers for Attorneys
District of Minnesota

Click the Authorization Request tab or click Next.

Basic Info ¥ Authorization Request Documents Confirmation

Request For Travel*
* Required Flelds
Harme and Tethe of Person Traveling:

of Person Travel

Purpose of Travek
Travel From location:
Travel To Location:
Estimated Dates of Travek
Travel Requested

|| mirtine Tickets via CIA Government

Travel Agency >

|| Ground Transportation | |
|| Per Diem (Hatel & Meals)®® | |

5

Tatal Estimated Cosk: [ [

Justification for Request:

Lot || varoe |

= AN Fravel aed Eap st be i dofpl with govemment e ¢

egulstions.
== Achaal cost of hotel and meals up 1o the establshed per dem rate. Expenges for fravel for one day or kst day s up o the MIE rate.

Mamie Purpose Travel To Travel Date muemd.
Wendy VWilson Aning gOCumEnTE Low Angees. CA Mhy LS A
1 Fage 10f 1 (1items}

[ cchost |[ <Previous |[Hext> | [ Last=> |
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CIICk the Documents tab or Bamic [nfe Authariratbon Beguest o Deercunsends Confirmation
click Next.
Supporting Documents
File Upboad (Only Pof files of 10MB sive or lesst)
Click Browse to select a Fie Browse
PDF file to attach. -
Liptaad
Ebwad Fpltiinis Balels  ‘Wisw
. Desovyrrapmtn
Click Upload.
[t | [ revms ] [t ] [t ) (oo )
The document appears at the bottom of the Description section.
m Click Save.
) i Attenbene The notes you anber will be aallalis i & next sppnoeal vl
The Confirmation tab appears. Sty
Verify all information is
correct. < 1swear and affim the truth or comrectness of the above statemients "
] ) Date: 6/19/2014 9:28:36  Submit
Select the affirmation ot

check box. This
automatically time
stamps the voucher.

Click Submit.

| =Frst ][ <Prevous ][ sewt> |[ Lasts | | swee | [ Cetess oraft |

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

. Success
Click Home Page to return to the home

Wour e Fars bese submtied S parpmesnt, Vou will receree & nodficabon # we nesd mone detesls,

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

Flieade keep the folonwing voucher mumber fiar your Smn neconds:

0101.0000162

Back ta:

Home Page
Appointment Page

The travel voucher now appears in the My Submitted Documents section.
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