[

CJA eVoucher for Attorneys [Feiil

Creating a CJA 20 Voucher

The court creates the appointment. The attorney initiates the CJA 20 voucher.

Note: All voucher_type;s'andldocu_'l_r‘llg':nts_._-'fur:)'c_tiqn__ip pll"i'mgr_ily the féamé way. |

In the Create New Voucher section, from the CJA 20 voucher template, click the Create link.

CIA-20 Greate
Appointment of and Authority ta
Court-Appointed Counsel

The voucher opens the Baisc Info page which displays the information in the paper voucher format.
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{efendont Sunmar s BudislRecert
=i
Totals ardy of budge! info for Payment Info
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: Notes:
To avoid data loss, ﬁ'equemly save any cntr
To delete a voucher, uhck Delete Draft at

. To ndw_gdlc, b]le thq. tab _hea_s_!;_n'_
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Entering Services

Line-item time entries should be entered on the Services page. Both in-court and out-of-court time
should be recorded here.

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

Click the Services tab, or click Next on the progress bar.

~ Basic Info Expenses 1 Claim Status Documents . Conflrmation

Services
Data (4772020 | =T Description - a
Units I -
Rate ¥
Add Remove
* Required Fislds

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

Date I D_ucrlpt-lon Umts; Rate . Amt
| (Empty) ‘
| « First _JI < Previgus | leaxt > J I Save Audit Assist |

Enter the date of the service. The default date is always the current date. You can either type the
date, or click the calendar icon and select a date from the pop-up calendar.

Servic -

Date 4/17/2020 | =3 | Dés

a- IR April 2020

Rate

e e v h o
o3 om 1 2 3 4

* Required Fields » 5 6 7 8B 9 10 1

: » 12 13 14 15 16 1718

|Togroupbyapar » 19 20 21 22 25 24 25

I 26 27 28 12

I Date | Desc v ) ) 2? 30 ,

[' DA » 2 3 5 & 7§ 9

You can add dates in any order; they will automatically sort in chronological order, oldest to
newest, as they are entered.
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Step 3

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

Services

Date SPITeT /17/2020 | * ﬁ Description
Service Type || ] = |_
Doc.# (ECF) In Court Services

oy a, Arraignment and/or Plea A
* Rodiet bakh <. Motion

To group by a pa d. Trial

b. Bail and Detention Hearing

| e. Sentencing Hearings

' For help in determining what time entries apply to the proper In/Out Court

services, see the Time Enfry Cheat Sheet, Addeﬁndum_ A.

Step 4

Enter your hours of service in tenths of an hour, enter a description, and then click Add.

Services
Date |4r17/2020 [ = ﬂ _ Description First appearance an arraignment of defendant)
Service Type a. Arralgnment andfor Plea v [
Doc# (ECH | | Pages | -
|Houls [ 5.0 [' at §148.00 per hour.’
L Syt Pealy

The entry is added to the voucher, and appears at the bottom of the Service Type column. The
Date header sorts by date. Be sure to click Save. Click an entry to edit.

Please see Addendum B tbr'exan]-plﬂg_-q?Spﬁac.-_i-‘_ﬁci_t-y-'-in I_’i_;iieshéets;
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Importing Service Entries

Attorneys using commerically available timekeeping and billing systems can directly import
multiple service entries into a CJA-20/30 voucher from a file saved in comma-separated value
(.csv) format,.

As a best practice, the Import Service Entries feature should be started on a new or empty CJA-
20 voucher. If you have service lines already entered on a voucher, they will be overwritten with
the data imported from the .csv file.

After you select the appropriate appointment and click the Create link for the CJA-20 voucher,
the document opens. In the Actions menu on the left side of the page, click the Import Service
Entries (.csv) link.

» Basic Info Services Enpensas Clalm Status Documants Confirmation

Basic Info

OTCATE SCTAEE
T T AFFEALY, SRT LI OB TOTIEK SRTCEFER. |
|Adal Dafendant [ormunal Cuse

Link lo €M1

CFRATIST CATICS!
[Felony (including pre-mal dit anion
o allegpd falow)

TETETRT SRBTE
| JAnser Asden

o Tilreen]  [W)pma ves
Liecotmaa g0 Tt Brteadre

it - iacing () 3ab o Puat (2 B ot for Rurmimad
(ARl od s Lo A Sl b
Py I,Jn..;u ';]l'!lillw'n [N

1700 St Camint

P iis Lnx-gn-. b

oy el B,

h‘umnﬂknuq Tvdfs o By Ovier ol s Conrl
Alretas

T4 AT PIRAE MR A3 EAIA L ADDAE VY AT e e
mapsrnrns] yzi @ a0

Payment Info
Prefer |Andrew Andsrs < Andrew Andars v |

Andrew Anders - Andrew Anders
Eelling Code:0101-00002

110 Main Steet

San Antonlo, TX

78210 - US

Phone: 210-833-5623

Fax:

pelandinl Raba. fudgst
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The Services page appears. To view a sample .csv file, click the downloadable sample spreadsheet
link. The sample spreadsheet is in Excel format that must be saved in .csv format. Click the
Additional Information link to view instructions for importing time from a .csv file.

Basic Info P Services , Expenses . Claim Status . Documents . Confirmation

eVoucher now provides the ability to import service ime entries exported from a law firm billing
format. The CSV file must contain all required columin headings and data types. Please download of
and service type values,

a Separated Values {C5V)
the comrect column headings

r sample spreadsheet f}

IMPORTANT: 1t is recommended to start with a blank voucher, Otherwize, all existing service entries on the voucher will be overwritten with the
contents of the Im d CSV flle

perapey -

- Additienal Information
Each service line entry must have data in the following columns:

= Date [
= Hours

s Description [
u Service Type (EXAMPLES: "16b" or "16b, Obtaining and Reviewing Records")

The following columns do not require data, but should be included in the header row:

u Doc# |
s Pages

For additional information refer to the eVoucher Online Help.

CsV file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc®, Pages
1/4/2021,1.0,Met with client, 163, Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment,16b,4,25

1/5/2021,1.2,"Hearing on Maotion to Dismiss, including wait time",15c,,

| 1mport Service Entries (.csv) |

Date |?/§/-2631- « 8 Description

Service Type | e [

Doc#(ECF) | | Pages [ "
Hours | | at$155.00 per hour. [ Add || Remove |
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When the .csv file has been created, properly formatted, and is ready for import click Import
Service Entries (.csv).

» BaslcInfo P Services  Expenses > Clalm Status - Documents | Confirmation

Services
eVoucher now provides the abiity to Import service time entries exportad from A law firm billing system and saved in Commu Separated Vahues (CSV) format, The CSV file must contaln &l required column headings nnd
data types. Pleasa download our ssmple sprendsheet for the correct column hendings and service type values.

IMPORTANT: 1L Is recommended to starl with a blank voucher. Otherwise, 8il existing service enlries on the voucher will be overwritten with the contents of the tmported CSV file.
+ Additional Information

| [[import Sewvice Entries [<sv) |
Date [8/6/2021 | -7 Desrlption | —a
Sarvice Type o s
Doce(6F) | | Pages 1 _— — I
Haurs: ] !‘ at $152.00 per hour. Add || Remove
} To group by a pmticular Header, drag the calumn to this nrea,
b |
Strvice Trpe | Date | Bescription Hrs Rote | Ami
| = !
| (Empty)

Your file directory browser opens. Click the correct .csv file, and then click Open.

_ DTS S N A=

41t « ExtematUsen + timeimport v & Rt N BHEGGUT [ StockPaotos Stock. [ 65ntemal @ 65ex
Canlhrmation
Organize v New folder ey O @
M Deskiop A Neme - Date moddred Tpe
(] Documents @) CIA-20 Service Time Impont csv 23720211000 £M Microseft Excel
& Downloads Jrv=th and saved in Comma Separated Values (CSV) farmat The €SV fle must ¢
b 1y values.
b Music o124 on the voucher el be ovenvitien with the contents of the Imported CSV Al
) Pictures
B Videos
L Local Disk {C) [t Saviice s L) |

= TempShare (Naci:¥
o common (\ym*

= work (junglela) ‘
= software (Nung e —
= omder DT, " (29 ][ Remore }
Fite name: il E—— £ LTTRS
f ] I |
- - Hre Mate | Ami

T
| (Empty)
Lo Appatntment |
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A success message appears, indicating the number of entries that were imported and saved to the
services table.

Baslc Info P Bervices . Expenses . CleimStalus | Documenls ., Confirmation
Service entries have been updated|
13 entries have been successfully added from CI4-20 Service Time Import._correct.csvand saved to the services table below. Click here to view a report for the entries imported.
Services
| owe [9waon | -7
SevicaTyve x|
pocktecy | | pue l. - _———
Hos [ |* aessgopehor dd ) Remove

| | To group by a pacticular Header, drag the cohumn to this area,

Servie Trpe Oals Desniption Mrs Rate  Amt
| I Tmewsbigative or Othar Work 07/01/2021 Test o1 siss00 sisso |
» Arragnment end/er Rien 074022023 Test 02 515500 53100
| d. Trovel Tame 07/02/2001 Tt 03 M X

11 b Otainine snd Raviewina

Importing Service Entries on Previously Created CJA-20s

While is it recommended to start the Import Service Entries feature on a new or empty CJA-20
voucher, you can add time to the services table of an existing voucher.

On the Home page, in the My Active Documents section, click the Edit link for the appropriate
CJA-20.

[k-‘;Andrew Anders (Attorney)

Operations Reports Links Help Signout

To greup by a'umculhr Header, drag the column to this area. Search: | ]
Case Defendant Type Status Date Entered
2:18-M1-07088-- Person201853 {7 1) CJA-20 Vol iy 09/03/2021
Start: Claimed Amount: 852,50 | f
o aime ou Andrew Anders E, Edit
2:18-M1-07088-- Person201853 (= 1) CIA-20 09/02/2021
=] Claimed Amount: 1,441.50 Andrew Anders o Vopcher Entry

: i
R
2:18-M1-07088— Person201853 (# 1) BUDGETAUTH voucher Ent 09/02/2021
Stare: Claimed Amount: 0.00 A o 4
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When the document opens, in the Actions menu on the left side of the page, click the Import

Service Entries (.csv) link.

Link lo (ML CF
Voticher
#:

Starl

Dati
trd Date:

N CJA-20
Altormey Enters

¥ Basic Info Services Expenses

| Basic Info

Clalm Status

Documaents

CJA eVoucher for Attorneys |'__

Conflrmation

Ll LT

TEN WY ERTohy i}
L‘-Iﬂl
14-C:

TOFLALT BRT O S SIBTK

T ETT TR T YT

T IV Y

ERS L CE SR T —

[ Artzola TX 100
[Paama: J10-5831624
€l pamy 2102081254

Enuad) [ smalis daeinssar v

Amrery
| ¥ teamthy Evnect

10 Ay ) Nemn

Adult Dafendant [ormunal Caia
(2t
[ [lopasea (17 sawfor Tetarn)
Atz Ciccetoma ;0 r il

wieel, @ 0 apprincap
wmtwﬂ i e d

[ e (717 Ratnimrd L.'.umh-m

Speazment Do,
Tagisrnrr of rlting Judge s 35 Ocbre bEhe Evias

ekt fon Pael (- K Sabsfor Kaminnd
vy Stwrny

1% Admabwasies

Ll be Alcartiin
LA PR S A3 VARG ABORERY Ll Tk o T o
Tasks
Link To Appolntmens PaymentInfo
Link To Representation Prafamy | Andraw Andars - Andrew Avders v |

Andrew Anders - Androw Anders
Bllling Code:0101-00002

110 Main Street

$San Antonlo, TX

76210 - US

Phone; 210-833-5623

Fax:
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The Services page appears. To view a sample .csv file, click the downloadable sample spreadsheet
link. The sample spreadsheet is in Excel format that must be saved in .csv format. Click the
Additional Information link to view instructions for importing time from a .csv file.

. Basic Info P Services |- Expenses | Claim Status . Documents , Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing sy <ge

format. The Csv file must contaln all required column headings and data types. Please download ouf sample spradshut f
and service type values, R i

a Separated Values {CSV)
iIr the correct column headings

|
IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be ovenwritten with the
ents af the imported CSV file.

- Additional Information

Each service line entry must have data In the following columns:
| = Date
s Hours
= Dascription
= Service Type (EXAMPLES: "16b" or "16b, Obtaining and Reviewing Records")

The following columns do not require data, but should be included in the header row:

= Doc#
s Pages

For additienal infermation refer ta the eVoucher Online Help,

€SV file when opened in a text editor might look fike this:

| Date, Hours, Description, Service Type, Doc¥, Pages

| 1/4/2021,1,0,Mét with client,16a, Interviess and Conferences,,
1/4/2021,.5,Reviewed Indictment,16b 4,25

| 1/5/2021,1.2,"Hearing on Motion to Dismiss, incduding vsait time", 15¢,,

| Import Service Entrles (.csv) |

Date |9/3/2021

Service Type |

Doc.# (ECF) [ Pages ' j =

Hours | | *  at $155.00 per hour. i_Re_m& |

50 M F ke

=58 Description o o

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

| Service Type Date Description Hrs Rate  Amt

| y | ' : }
a. Arraignment and{or Plea 09/03/2021 Plea in court 6.5 5185.00 5772.50 l
<. Motlon 05/0372021 in court 1.0 s§155.00 $155,00
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Step 4

When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

i Basic Info D Services | Expenses | Claim Status . Documents . Confirmation

Services

eVoucher now provides the ability to import service ime entrias exported from a law firm billing system and saved in Comma Separated Values {C5V)
format. The CSV file must contain all required column headings and data types, Please download our sample spreadsheet for the correct column headings
and seryice type values,

IMPORTANT: It is recommended to start wilh a blank voucher, Otherwise, all existing service entries on the voucher will be overwritten with the
contents of the imported CSV file,

+ Additional Information ‘

1 Import Service Entries (.csv) ]

Date 1933;’3011 °'_:E Description =
Service Type | - .

Doc# (ECF) | Tt ]' =
Hours [ ]" at $155.00 pes hour. | Add [ Remove]

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

Service Type  Date Description qu'm Amt

:A:&;-;Eam us’o:/zun Plea in court - a5 stesg _r':_s_e
. Motion 09/03/2021 in court 10 SI55.00 S1SE00
& trbersion and Conlerances B30I Inburvieis with elient 40 sigsip wednnn)

A diaglog box appears, stating that the existing time entries on your current voucher will be
overwritten when you upload your .csv file.

 Note: To mduda mtyexlshﬁglqntrms. you fnusr. i

o C8Y file, -

Click Proceed and continue by following steps 3-5 in the Importing Service Entries section above.
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Upload Spreadsheet

Warning Message

Uploading a new .csv file wilt
overwtrite your existing time entries

on this voucher,
Are you sure you want to proceed?

Correcting Errors in Your .csv File

If your import fails, you must correct errors in the original .csv file before attempting another
import.

A message appears at the tope of the page, indicating the number of errors found.

Baslc Info P Services : Expanses Clalm Status . Documents . Conflrmation

Import failed.
| o 5 errors ware found In CJIA-20 Service Time Import.csv during Import process. No data was updated. Ylaw Report. Correct errors and try_again.

Services

Data [0727/2021 @ Duscription 7
Oac.s (ECF) ey [ | = L

Click the View Report link to view errors.

-

Hasic Info } Services . Expenses . Claim Status | Documents Confirmation

Import failed.
I o 5 errors were found in CIA-20 Service Time Import.csv during import process. No data was updated orrect errors and try_again.

Serwces
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The default Errors Only report opens, highlighting the errors in the file. Review the error report
and correct the original .csv file.

@®Emors Only O Full Report

= R ORROS Person Rep E]
i1y fiars [Descrigion e oot T |
o [§ TSN VB 02 154 Amsignment endior Pz
9irs ' messing == - : Test 16¢, Legel vesearch and brief witn
b M e Ve gt oo Test 15¢. Motion Hearlngs |5
1 Test; 16d. Travel bme
1 [Tests 163, Interviwis and Conferonces

Return to the Services page, click the try again link, and then follow steps 4-5 in the Importing
Service Entries on Previously Created CJA-20s section to attempt the import again.

« Besic Info P Sarvices . Expenses Claim Status

I o Import failed.

S errors were found in CJA-20 Service Time Import. csv during import process. No data was updated. Vlew Report. Correct errors an

Documents . Confirmation

Services
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Creating the Excel File for Import

Once you being the process of importing your service entries to a CJA-20 or CJA-30 voucher,
sample spreadsheets are available to download on the Services page. These sample spreadsheets
are in Excel format that must be saved in .csv format.

Basic Info P Services - Expenses | Clsim Status - Documents ; Confirmation
Services

eVoucher now provides the ability to import service time entries exported from a lmy firm billing system 211d avad |n Comyma Separated Values (CSV)
format. The CSV e must contain all required column headings and data types, Please download au fsample spreadshest for the comect column headings
and service type values,

IMPORTANT: 1t is recommended to start with 3 blank vaucher, Otherwise, all existing service entrles on the voucher will be overwritten with the
contents of the imported CSV file.

For the .csv file to be successfully uploaded into and accepted by eVoucher, it must contain a
header row with specific column headings, as seen below. The header row contains four
mandatory column headings (Date, Hours, Description, Service Type) and two optional column
headings (Doc. #, Pages). The Doc. # and Pages fields may be included in the header row;
however, they are not required unless data is provided.

If the first row contains service entry information instead of headings, the date in row 1 will be
ignored and won’t be imported into your voucher. Sample spreadsheets containing the correct
column headings and service type values for each voucher type are available in the online help.

A ] £ O E f
1 ~ Hours Description Service Type Doc.# Pages
3 B51" T v =y TR e e R LR Tt (FFL g pov et
3 af4/301 0.3 Atterd Arralgnment, etc via Zoom 150, Arralgnment and/or Plea
4 a/aj2021 0.3 Traval time from Other 1o Newtown to SA for Initial appearance and conference 16d, Travel time 3 10
§ 9/5/2021 0.4-Revlew of court filings as a result of prelim hearing; Copy ta Client 16b. Obtaining and reviewing records 6 1
6 9/6/2021 0.5 Recelving, reviewing and copying to cltent all paperwork as a result of arraignme 16b. Obtalning and reviewing records 5
7 9//2001 0.6:Receive & review order scheduling preliminary hearing; Copy to Cllent .16e. Investigative and other work
L] a/af2024 0.7 Reviewed 3:20-m)-46, 3:20-cr-06 16¢. Legal research and brief writing
9| 3/9/2021 1 Rev d Co.d 2ry d Fed.R.E.,, and 18 U.5.C. §2251, 2252, 16¢. Legal research and brief writing
0, sfiifanat 1 Travel from Pgh to SSJ {no return travel due to travel to ICJ on CJA ) 16d. Travel time
n 9f12/2071 1.1 Call to codef lawyer X and AUSA re: status of cases and plea deal -16a. Interviews and Conlerences
12 5/14/2021 1.3 Begin to review discovery from Initiat disclosure; No eports In discovery; Call to 16b. Obtalning and reviewing records 1
13
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Converting the Excel File to .csv Format

Most commercially available spreadsheet applications allow a user to save in .csv format. For a
file save in Excel format, follow these steps to create your .csv import file.

In your Excel file, click the File tab.

AutoSave (@ oit) El ‘9 - Copy of CJA-20_Service_Time_Impartxlsx - Saved =

File Home Insert Page Layout Formulas Data Review View Help ACROBAT
| |

A Cut | [Calibri vl v A A v W WapText Text

- Copy ~ i [

Paste ' « BHe A~ =T el gty eis
v Whormatbeinter | B T U v B O L R B Megeacenter + | $ v % 9%

Clipboard Nl Font T} Allgnment K] Number
Fl4 r - i
‘:"___ A_ = | B i — c — i
1 |pate Hours Deseription - - ) Service Tyg
2| 9/2/2021 0.1 Emall to/from co-def layer re: visit with Cllent and need for preliminary hearing 16e. Invest
2 nininana A A Attand Aevnimnnnnnt Adnaia Tanm ACa Awpmime

From the navigation menu on the left, click Save As.

G Good morning
(2] Home v New
[ New
A L}
(]
=5 Open
Blank workbook
Save As
Save as Adobe [ £ search

PDE

Recent  Pinned Shared wi

Pant

Share D Name
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On the Save As page, click te drop-down arrow and select CSV (Comma delimited)(*csv).

‘" 3 T:>FS> CJA > 66 > Job Aids > External Users > time import
[CJ ZO_Servic_e__!‘_ime_lmpurt

Excel Macro-Ensbled Workbeok (" xlsm)

Excel Binary Workbonk {*.xIsb) |
Excel 97-2093 Workbook (* x(5)

CSV UTF-8 {Comma delimited) (".c5) ‘
KAAL Data (*sxmi] ]
Single File Web Page (*,mht, *.mhtml)
Wieli Page (“.htm, * htmlj

Excel Template (*.xltx) i
Excel fdacro-Enabled Template * xliim)

Excel 97-2003 Template (*.<It) [
Text (Taby delimited) (*.kxt) h

Unicode Text ("t}
K, Spreadsheet 2003 (*ixml)
T RTTRNE

Ll sz

LY [Cemma delisiled) |'.(;-JJ

prn} |
Teud (Macintosh) (.tt)
Texd (MS-DOST 0°txt) |

Your Excel file has now been converted to a .csv file and can be imported into the Services page
of your CJA-20 or CJA-30 voucher.

e - U ] [ - 1
~
A Name Date modified Type Siee

# Quick access .
X ﬂl_'[ CJA-20 Service Time Import.csv 89,2021 10:01 &AM Micrazoft Excel C.., thE

E] Documents -
6] CIA-20 Service Time Import.dss L VHERPM Ibicenralh Eacel W 17168
& Downloads ~* ER ) . . T Ve n T
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Entering Expenses

Click the Expenses tab or click Next on the progress bar.

} Basic Info . Services Claim Status

| Documents

» Confirmation

Expenses

b2 oz 158 L

Miles. wt $0.535 per mile. =_—————— —

L T —

= Required Fields
| To group by a particular Header, drag the column to this ares. |

Exponse Typo Date Description _Nd-_ Rats  Ammt |
| {(Empty) ‘

— |
[=Fimt ][ = Prevus ||[ A > [ e =] [ _zave

| Audit Assist I

Click the Expense Type drop-down arrow and select the applicable expense.

Expenses
Dte oz |+ 7
1 Expense Type 5| i
Miles: Travel Miles
Amount Travel Misc.
Fax
* Roquired Fiekds | | o Distance Charges
To group by a pg Photocopies 5 area.
Em T!';E Postage iﬂ;
Other Expenses
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If Travel Miles is selected, enter the round-trip mileage and then click in the Description field to
enter a description. Click Add.

Expenses )
Dite |-l,fl?.iznzn | - E [ompuun Fravel to and from court.

Expense Type  Travel Miles .I-
Hies 20| at$0.535 per mile: —— : |

Amount HEHI_RM_WS_]

* Required Relds |

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

ExpenseType |Date | Description [ Mie Rate | AmE |
i |
| (Empty)
[Pt | [<Previows ][ Naxt> ][ Tast ] Save

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

Expenses |
Date [41772020 |« ) Detcription - ‘

Expensa Type L ! "
Miles [ | * ot 50,535 per mile. =l
Amount I Add J Remave: [ '

* Reguired Fiokds

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

Expense Type | Date | Description | tile Rate  Amt
Travel Miles 04/17(2920 Travel to and from court, 20 40.535 $10.70
«rirst | [ <Previous | [ Mexts |[ Losts | [ Audit Azsizt

ATTORNEY USER MANUAL VERSION 6.7 LISASMITTL CIA PANEL ADMINISTRATOR

AN



CJA eVoucher for Attorneys ‘

Expenses are sorted chronologically by date, oldest to newest. Click Save.

Expenses

Date 4172020 | =R Description

Expense Type | -'_J'

Miles = at $0.535 per mile. 2
e - | ramovs |
= Required Fields

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

EpenseType | ate | Description vl Rate | Amt
Travel Miles 04/17/2020 Travel to and from court, 20 $0.535  $10.70
Photocopies 04/17/2020 Copies- 100 pages ® .10 per page. 0 $0.000 $10.00

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

Notes:
Expense entries for photocopies or fax expenses. indicate the number
of pages, and the rate charges per page;
Remember to click Add afier each entiy
Click an entry to edit. :
Any single expense (not including mileage) over $50 must have a

receipt attached.

All' hotel receipts must be attached

Meal receipts (alcohal is not reimbursable) must be attached (actual
receipt. not credit card slip).

Any legal research expenses (Westlaw, Lexis) must have the printout
attached.

.- LY
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Claim Status

. Stejj_ll-

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

Baslc Info . Services Expenses | b Clalin Stalus Detuinents Conllrmation

Claim Status

Statoate | ] End Date 3
Paymant Clatms =
£ Fingl Payment
C tntertm Payment {payment #)

€ supplemental Payment
C Withhoiing Retum Payment

* Remunder; Plasse seloct the appioprate daun slatus,

i) 7
1, Have you previously appliad to the court for compensation and/or reambursement for this case? * Lhve LlNe
1 Yes, were you pad? Y Mo
2, Other than from the Court, have you, or to your knowdedge has anyone alse, recetved payment , Dives Ol
or anything of any other source in connection with this representation?
* Required Fields

T e

In the Start Date field, enter the start date from the services or expenses entries, whichever date
is earliest. If necessary, go back to the Expense and Service sections and click the Date header to
sort by the earliest date or services. Answer all the questions regarding previous payments in this
case and then click Save. Click Audit Assist at any time to view any errors or warnings regarding
your document.

Dasic Info Services Expenses P Clalm Status Documents Confirmation

Claim Status

Start Date | o3 End Date ‘:] B
Paymant Claims *
O Fing Payment
O ntertm Payment (payment 3)

®) Supplementa! Payment
O Withholding Retur Payment

"= Renmider: Plaase select the epprapnate daim status.

1. Have you previously applied to the court for comp and/or b for this case? * Lives iNe
If Yes, ware you pald? Yes Ko
2, Other than from the Court, have you, or to your knosdedge has anyone else, received payment . Oyes Oiva
I( or anything of vakue) from any other source in connectlon with this representation?
* Raquwred Falds
ert | [C<previons | [ Res |[Cieste | Delete Draft I |M|]
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The Payment Claims section features the following payment claims type radio buttons:

Claim Type " Deseription . e
Final Payment Request payment after all services have been completed

TR e Allow for payment throughout the appointment, but each court's
practice may differ. If using this type of payment, indicate the number
of interim payment.

Supplemental | Request payment due to a missed or forgotten receipt after the final
Pavment payment has been submitted.

Withholding | Request return payment of withheld funds. The attorney can submit a

SR EAG (000 blank (no services or expenses entered) CJA 20/21 at the end of the
| case.

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

andfer Expenses are  out of the Voucher Start and EndDates,

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

Documents

Attorneys (as well as courts) can attach documents. Attach any documentation that supports the
voucher; e.g., travel or other expenses, justification statements, or orders from the court. All
documents must be submitted in PDF format and must be 10 MB or less.

Click the Document tab or click Next on the progress bar.

ATTORNEY USER MANUAL, VERSION 6.7 LISA SMITTTL CIA PANEL ADNMINISTRATOR
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v BasicInfo > Services  Expenses . Clalm Status (P Doc

v Confir

Supporting Documents

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

File CAUsers\Jaimalongorinll  Browse..
Description  [Document -

Description. Delkts  Viaw
| Documant Delete View
<pist ][ < Previaus ][ next> J[TLasts ] [Csave | Audit Assist

To add an attachment, click Browse to locate your file. Add a description of the attachment. Click

Upload. The attachment and description is added to the voucher and appears at the bottom of the
Description column,

Supporting Documents

File Upload (Only df files of LOMB size or less!)

File C:\Users\aimeLongoriall Browse,. T
Description I Dacument

| [Ua
Documant Delete Yiew
[Cennt | [<Previaus |[ Hed> ][ Lest= | [Csave_||
J
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Signing and Submitting to Court

When you have added all voucher entries, you are ready to sign and submit your voucher to the
court. Click the Confirmation tab or click Next on the progress bar. The Confirmation page

appears, reflecting all entries from the previous screens. Verify the information is correct. Scroll
to the bottom of the screen.

Basic Info Servicas Expenses Claim Status Ducuments b Confirmalion
Confirmation
T APPECE DR T LT DR T i
T L 4L TR T
st Defendan| K. tirdne] Cane
izpads itacis Eady
131528 F NEPECTION VIOLATION PEMALTIES
In'mmmmnm“‘* LLRa i
T ied 1 & Avaciue N CCocmen [ DFnl 0 FSthiecFolra
s Anlowo ';"7:110 .‘?.‘.ﬂ'&'ﬁ‘."“‘" @ O Appelsting O PSubi for Paaw 1 R Subs for Hatuned.
Ficee 210,035 1401 : Couisl Attoewey Altorvey
= A '.l. T Hetuined U'Subs for P < i
mﬁ:: N e _— 05PN f""")’ & VSRR g Admlbaat
. m— 0V Stasdby Conunl

[T T AT R Fevioi i
Aty Asders TIN: XX XXXNXNX %E"-‘ e ntr i ) M Coun
110 bl Sepaet K o O har Seni P Lo Bin
[fan Amomo TX 78210 US L4
ine 210-8)-562) Bogrymml 03 VER W RO

CATECORIES ey ot bl s REVEW
By e Wl s — @ =

Wi id Tt Hewiing Jeid = —

£ Mt ]

L Tl

# Swiapceg

¥ttt Hranng) fi—

- Tebaly
| [ i 24 Cenferences
E EEHIMI'N Ervimving Reconls

& Lepal Faaearch asa] firiel Wivilay
E hml[ Time _

17 |Ttavel Expenser (lodging, parking. meals,
" Imiieage. cic )
9 1 Expanwes forkir than experi,
PO 1 ale )
5

50,00
{1 AIM m ’ - ;
f ‘h Wi FTATS0 o7 SERTITT :me S e
ERONE T
(FTTAm A T T Fasl Ty T S Pt T Ty ameatd Firmd O I IR

Have )wnrnwr]g |p|ﬂ»d to e court for compensaban and of reimbusiement for thia cae? 11 YES o NO
1ves, were vou YES o

it than fizm S«Comi P v, o6 10 e kniontedpe lias novece ehse, received payment (rompansarion or anyihing of valus) frony
eruﬁm e lmmlm um!: dm et o YES o0 NO Ifyes, please attach nupporting documentation

Smishre v Atiomay Dt Jineil
= 3 wmn% i

T rl T O COLN LR IEAL IS £ | E— TN IR,

TR O TRE eer T | o ToaT

'lltrm!m—lt;ln'm‘lﬂm AN TRy [ GTHTE T UBUTITSISY ed i)

T STCRATORE GF VAT CRILY SUBCE, COULT BF AFPEATS (o0 (FATE i AT OG0T rﬂl’Tmﬁl‘

PLLECATT) o gfrie ) AVTNT

____ _Aatenuon: The notes you enler wil be avelable 1o the mext appraval level.
nml.dmwnw ‘ ‘
[ 1 swear and affirm the truth or of tha above
Date: oy Submit

[t ] (< previous J[ Wet> [ wast> [Coave ] [Cetanm
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In the Public/Attorney Notes field you can include any notes to the court. Select the check box to

swear and affirm to the accuracy of the authorization which is automatically time stamped. Click
Submit.

Allention: The noles you anier wll be avakebls i e resi 2ogroval iovel

Pubic/Attomay
Hotes Notes

7] 1 swear and affirm the truth or comrectness of the above statements

[Bata: 6/12/2014 16:32:35 ) Submit

[=Fest ] [C<Previous J[ Next> [ Lot~ | | seve ] | Detete traft. ]

A confirmation screen will appear indicating the previous action was successful and the voucher
has been submitted for payment. Click the Home Page link to return to the home page. Click the
Appointment Page link if you wish to create an additional document for this appointment.

; | == |
u yor et

0101.0000150 |
| Mdaine Pae
| | Aunglar

The active voucher will be removed from the My Active Documents section and will now appear
in the My Submitted Documents section.

To group by & parbader Header, drag the coham to this area,
Care Defendant Tyne
[ e Jebediah Branson - CA0
et BRI Clamed Mrounl: 89.2 Arcren Anders
U AT
FIICEs ECESLey Tetedafi Baraci - [SX%]
o DM Clamed ket 7. 40 Andres Anders
W i 0 |
LR35 A~ Jebedah Branson | - 1} AUTH Ui thed 19 Conat
fis QL2014 Clamed Amount: 1,000.00 Chemat, Toxxolopst T
T ORI
|
i Page 1 of 1(3items)
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Ta grougt by a particdar Header, drag the column to this area,
Case

WA AT
S GRS
Bl DRNS71014

_J 1
L e = e s

A
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