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 Creat
from the CJA-20 Voucher template. CJA-20

Appointment of an:

Court-Appointed C

[+ Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
1. CTRDIST/TAV.CODE 2 FERSON REFRESENTED [VOUCHER NUMBER
101 JTebadiah Branson
3. MAG. DET/DEF NUMBER 4. DIST. DECT/DEF NUMBER £ APPEALS. DKT/DEF NUMBER 6. OTHER. DET/DEF NUMBER
1:14-CR-03303-1-AA
7.IN CASE/MATTER OF(Case Name) 8 PAVMENT CATEGORY 9. TVPE FERSON REFRESENTED 10. REFRESENTATION TVFE
JUSA v Branson Felony (including pre-trial diversion |, 10 nyopen gane jCriminat Case
Jof alleged felony)
11. OFFENSE(S) CHARGED
15:1825 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
@ Expences: $0.00 - : i [] ¥ Subs for Federal Defender [7] O Appointing Comnsel
b Antonio TX 75210 e

[Phone: 210-833-3623

[]¥ Standby Counsel
Reports [Frior Attorney's Name

| Appointment Dates

Defendant Detail Budget Report i of Fresiding Judge or By Order of the Court

Detail budget info for defendant = |Atbert Albertson

14 LAW FIRM NAME ANDMATLING ADDRESS IDate of Order Nunc Pro Tunc Date

|3/3/2014

Form 23420 Repayment || VES [ NO

Defendant Summary Budget Report

Totals only of budget info for
et Payment Info
Preferred Payee | Andrew Anders %
Andrew Anders

SSN/EIN: ***+-**5738%
123 Legal Blvd. South
AnyTown, DC

12345 - USA

Phone: 888-555-4000
Fax; 885-555-4001

< First || < Previous || Mext > || Last | | Save | | Delete Draft |




Tab Headings appears at the top of the screen

e

[ Basic Info Services Expenses Claim Status Documents Confirmation

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

//./7

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.

Audit Assist




Entering Services

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

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

periodically to save your work.

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

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

* Required Felds

gle 4

© services: $0.00 =, - "
Service Type Date Description Hrs Rate Amt

(5] Expenses: $0.00 >

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CIA20

Defendant Summary Budaget Report
Totals only of budget info for Mo datal
defendant

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




Enter the date of the service. The ~_
default date is always the current "IC2S5S
date. You may type the date or ‘- = =3 Description
click the calendar icon to select a

date from the pop-up calendar. 4 June 2014

ype
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* Required Felds

5 0 N

Service Type -
Click the Service Services
Type drop-down Date [1ym14 | = Desaription
arrow and select the Service Type || EaE
service type. | ; = |
yp Doc.# (ECF) | In Court Services A
a. Arraignment and/or Plea
Note. o b. Bail and Detention Hearing
b ]
You may add dates in any order. You c. Motion
can sort in chronological order at any E &l
time.

ce Type e, Sentencing Hearings

Sarvi
Enter hours (ﬁ Ices :j
P 6/11/2014 | =5E Desaription
service in tenths / First appearance and
of an hour. e a. Arraignment and/or Flea ¥z arraignment of Defendant.
Doc. # (ECF) Pages X

Hours 0.5|*  at$126.00 per hour, Remave

Enter =
description.

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

Click Add.




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

Services

Date s |+ Descrptien

Service Type v

oo [ | oees [ '
Hows | |+ at§1%6.00perhou.
* Required Faids

Service Type Date  Description Hrs  Rate  Amt
8. Arrmgnesnd and)or Pea 06/11/2014  First appesrance and arragnewnt of Defendant 05 126,000
I
§ Page 16f1(1

[Ceprst ] [C<Previous |[hext> J[ st | | [Save ] | [[DeeteOnaft |
Step . . . .
8 Click the Date header. This sorts services according to date.

Click Save.



Entering Expenses

Click the Expenses tab or click Next.

. Basic Info Services |» Expenses Claim Status + Documents + Confirmation
Expenses

Date 6/12/2014 | = Description

Expense Type | w |*

Miles [ ] ats0.5600 per mile. =
Amount I:l | Add || Remove

* Required Fields

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

Expense Type Date Description Mile Rate Amt

Mo data

«First || < Previous |[ Mextz || Last» | [ save | | Delete Draft |




Click the Expense Type drop-down aLroE‘{penses
and select the applicable expense.

. 6/12/2014 | = ﬂ

ense Type ||| v |4
a5 Travel Miles
Amount Travel Misc.

* Required Fields Fax

ﬁ Long Distance Charges
Photocopies

Expense T
"‘ei 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 6/12/2014 | =250

Expense Type  Travel Miles -

Miles " at $0.5600 per mile.

Amount

* Required Fields

Expense Type Date  Description

Description Travel to and from Court]

Remove

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

Save

[Deee oot |




Click Add.

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

Expenses

Date [or12r2014 ] =23 Deseription
Expense Type T

Miles [ ]= ats0.5600 per mile.

Amount

* Required Figlds

| Add || Remove

Mile

Rate Amt

e Remember to click Add after each entry.

e Click an entry to edit.

Expense Type Date Description
Travel Miles 0&/12/20... Travel to and firam Court 20 0L5800 1120
1 Page 1 of 1 (1 items)
| «First || <Previous || Net> || Last» | [ save | [ Delete Draft | | Audit Assist
Notes:

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




Expenses

N T Descrpon
Expense Type ot e

Miles at 50,5600 per mile.

Amount |:|* | Add || Remove

* Required Fields

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

E Click Save.

Note: Any single expense (not including mileage) over $50, 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.



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.

¢ 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.




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 | = No errors found
e Type
e [
Felts
wp by a particular Header,
ce Type
ignment and/or Plea Warnings

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

] [

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.



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!)

File G \AOeVouche\CJA e\for  Browse.

Description |Copies of receiptd x|




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

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

File Browse...
Description | |
Description Delete
Copies of receipts Dalats Vigw

| =First |[ <Previous || Next> || Last> | | save | DeleteDraft |

B 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.



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

Confirmation
L CIR /DIST/DIV.CODE 2. FERSON REFRESENTED [VOUCHER NUMEER
p101 ebediah Branson
3. MAG. DKT/DEF NUMBER 4. DIST. DKT/DEF NUMBER £ AFPEALS. DKT/DEF NUMBER 6.0THER. DKT/DEF NUMBER
1:14.CR03805.1.A4
¥ CASE'MATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYPE FERSON REFRESENTED 10.REFRESENTATION TYFE
JUSA v. Branson [Felony (iacluding pre-trial diversion |, 4y b pon gan Criminal Case
of atleged felony)
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
Andrew Anders - Bar Number: 12345 []A Associate []¢€ Co-Counsel
110 Main St i
2 Antonio TX 78210 D F Subs for Federal Defender O Appointing Counsel

[(]P Subs for Panel Attorney [ | R Subs for Retained Attorney
[]¥ Standby Counsel

[Phone: 210-833-5623

14 LAW FIRM NAME ANDMAILING ADDRESS
[Prior Attoruey's Name

Andrew Anders TIN: ***-** 67380 |Appointment Dates
123 Legal Blvd. South Siznature of Presiding Judge or By Order of the Court

: thes Albert Albertson

AnyTown DC 712:4) UsA [Date of Order Nunc Fro Tunc Date
[Phone: 888-335-4000 3/3/2014

[Fax: 888-333-4001

Repayment [ | VES [/]NO
‘CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS Tm’ﬂj ADJUSTED | ADJUSTED =

e cianmn | O | movms | awoust e
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

mileage, efc.)
18 f)lhx E.x{;m%:s (other than expert, $15.00

ranserips, eic.)
GRAND TOTALS 593030
(CLAIMED AND ADJUSTED) -
[19_ CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE

AN CASE COMPLETION
FROM: /122014 TO: 6/122014
P2 CLADMSTATUS [[] Final Payment [[] Entetim Paymen

AFFOINTMENT TERMINATION DATE IF OTHER IJ 1. CASE DISPOSITION

[] Supplementa! Payment

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

If yes, were you paid? [ YES [ NO

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

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

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

3. IN COURT COMF. 4. OUT OF COURT COMF. & TRAVEL EXFENSES |26. OTHER EXPENSES [27. TOTAL AMT. AFFR/CERT.
50.00 50.00 50.00 50.00 50.00
|28. SIGNATURE OF THE FRESIDING JUDGE [DATE |82 JUDGE CODE
|29 IN COURT COME. 30 OUT OF COURT COMP_ 31 TRAVEL EXFENSES |22 OTHER EXPENSES :3 TOTAL AMT. APFR/CERT.
50,00 50.00 50.00 50.00 50,00
84 SIGNATURE OF THE CHIEF JUDGE, COURT OF APPEALS (OR DELEGATE) Paymient approved in
|evoess of the statutory threshold amount [PATE 42 JUDGE CODE

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

Public/ Attorney
Notes

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

[sFist_|[ sPrevious |[ Mext> |[ Last» | [[(save | [ Deletebraft_|

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



Verify the information is correct.

Scroll to the bottom of the screen.

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

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

Public/ Attormney
Notes Notes

| I swear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | (4 Submit
[ <Frst || <Previous |[ next> || Last» | [ save | | Deletepraft |

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. Yeou will receive a notificalion if we need more detalls.
Please keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page
Appointment Page

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




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

in gold.

Ta group by a partiadar Header, drag the column to this area. Serd'u:[
Case Defendant Type Status
; - Jebediah Branson (# 1) CIA-20 Submitted to Court
Staer: OG/I22014 Clamed Amount: 89,20 Andrew Anders / 01010000150
End: 06/12/2014
1 1SCR0ea05-AA- Jebediah Branson (= 1) CIA-20 Submitted to Court
Staer: OHUH2004 Clamed Amount: 773.40 Andrew Anders 01010000007
End: (6052014 / INTERIM PAYMENT 1
1: 14-CR 0350 5-A4- Jebediah Branson (= 1) AUTH Submitted to Court
Stat: Q40272014 Claimed Amount: 1,000.00 Chemist, Towcologist # 0101.0000002
End: 01/04/1900
1 Page 1of 1 (3items)
Notes:

e Ifavoucheris rejected by the court, it reappears in the My Active Documents section and is highlighted

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.




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

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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