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CJA eVoucher for Attorneys

Nota Bene: Edit Before Using!
We are distributing this manual in Word format to make it easier for you to customize the
content to follow your local rules and CJA rules. Consider the following questions when

customizing your information:

Do you wish to include CJA administrator contact information for attorneys or include a
website link?

°  Are you using the CM/ECF link in eVoucher?

°  Are attorneys allowed to edit their own profile information or enter holding periods?
° Do attorneys still file any CJA-related documents in CM/ECF?

What is your policy about interim payments?

°  How does your site handle the CJA-24 Auth and the CJA-24 voucher? Are court reporters
involved as experts? Does the attorney create the CJA-24?

° Do the panel attorneys use the Continuing Legal Education (CLE) tracking feature in
eVoucher?

° Do the attorneys complete the travel authorization provided in eVoucher?

° Do you use the email proposed appointments available in eVoucher? How are attorneys
notified of appointments?

° Can you provide more specific information about the kinds of documents you wish the
attorney to attach for each document type?
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CJA eVoucher for Attorneys

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 allows for:

e Online authorization requests by attorneys for service providers.

e Online voucher completion by the service provider or by the attorney acting for the
service provider.

e Online voucher review and submission by the attorney.

e Online submission to the court.

Unless the court has indicated otherwise, attorneys are generally required to create and submit
vouchers for their service providers and associates. The program includes the following modules:

Panel Management

e Allows attorneys to manage their own account information including address, phone,
firm associations, and applicable CLE credits

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

Voucher and Authorization Request Submission

e Authorization requests by attorneys for expert services

e Requests by attorneys for interim payment

e Supporting document uploads to vouchers or authorization requests

e Reports for attorneys to take an active part in monitoring costs

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

Browser Compatibility

e Windows: Chrome 62, Edge 16, Firefox 57
e Apple Macintosh: Safari 10.1

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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CJA eVoucher for Attorneys

Creating a Login.gov Account

On the eVoucher sign-in page, click Sign in with LOGIN.GOV.

CJA eVoucher - Texas Western District Court
Release 6.10.1.0

We've changed how you will sign in to eVoucher!

We now require users to sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will use
Login.gov for all future sign-ins.

Sign in with t LOGIN.GOV

Need to create a Login.gov account?
Use the Sign in button above and then use the "Create an account" button below the sign in fields.
Learn about the Login.gov sign in process.

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all access
attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary forimproper use, protection of system
security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this system or any connected
system, users expressly consent to system monitoring and to official access to data reviewed and created by them on the system. Any evidence of
unlawful activity, including unauthorized access attempts, may be reported to law enforcement officials.

On the Login.gov page, click Create an account.

P LOGIN.GOV m

8 o®

eVoucher is using
Login.gov to allow you to sign in to
your account safely and securely.

Signin for existing users

Email address
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CJA eVoucher for Attorneys

Enter your email address and select your email language preference. Click the Rules of Use link,
read the Login.gov Rules of Use, and then select the | read and accept the Login.gov Rules of
Use check box. Click Submit.

Note: Login.gov recommends that you enter a personal email address that you can always
access, not a work email address.

Create an account for new users

Enter your email address

| daviddattorney210@gmail.com ]

Select your email language preference
You will receive emails from Login.gov in the language you
choose.

O English (default) h

O Espaniol
O Frangais

O = (FiE)

| I read and accept the Login.gov Rules of Use 3

B

You will receive an email message at the email address you entered in step 3. In the email
message, click Confirm email address, and then continue creating your account.

0 LOGIN.GOV Confirm your email inbox »

Login.gov <no-rep

Check your email

We sent an email to daviddattorney210@gmail.com with a link U LOGIN.GOV
to confirm your email address. Follow the link to continue
creating your account.

Confirm your email

Thanks for submitting your email address. Please click the link
below or copy and paste the entire link into your browser. This
link will expire in 24 hours.

Didn't receive an email? Resend

Or, use a different email address

You can close this window if you're done.

Confirm email address
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CJA eVoucher for Attorneys

Next, create a password. It must contain 12 or more characters and cannot include commonly
used words or phrases. In the Password and Confirm password fields, enter and confirm your
password, and then click Continue.

@ You have confirmed your email address

Create a strong password

Your password must be 12 characters or longer. Don't use
common phrases or repeated characters, like abc or 111

Password

Confirm password

[ Show password

B <

Your Login.gov account is now created, and you are directed to add an authentication method.
Continue to the next section and follow the instructions to complete this requirement.

Note: Once your Login.gov setup is complete, you will ONLY use the email address you entered

and the password you created in Login.gov to access eVoucher, so it is important to remember
them.

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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CJA eVoucher for Attorneys

Adding an Authentication Method

Login.gov requires that you set up at least one authentication method when creating your
account. However, it is recommended that you select at least two authentication methods on
different devices so that you have an alternative way(s) to sign in to eVoucher if your primary
method becomes unavailable.

Select your first method of authentication, and then click Continue. Authentication methods
include security keys, government employee IDs, authentication applications, text or voice
messages, and backup codes.

Authentication method setup

Add another layer of security by selecting a multi-factor
authentication method. We recommend you select at least

two different options in case you lose one of your methods. \

m| D Authentication application

Download or use an authentication app of
your choice to generate secure codes.

{% Text or voice message

Receive a secure code by (SMS) text ar
phone call.

[m] $ Backup codes
A list of 10 codes you can print or save to

your device. When you use the last code,
we will generate a new list. Keep in mind
backup codes are easy to lose.

[m] @ Security key

A physical device, often shaped like a USB
drive, that you plug in to your device.

O E Government employee ID

PIV/CAC cards for government and military
employees. Desktop only.

Note: Every time you sign in to eVoucher you are required to authenticate, so make sure you
use an authentication method that’s easy for you to access. For these instructions, the Text or
voice message option is selected.
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10

To authenticate by text or voice message, in the Phone number field, enter your phone
number, and then click the appropriate radio button to receive a one-time code either by text
message or phone call. Click Send code.

Add a phone number

We'll send you a one-time code each time you signin.

Message and data rates may apply. Do not use web-based
(VOIP) phone services or premium rate (toll) phone numbers.

Phone number

== - 210-555-5555|

How you'll get your code
0 Text message (SMS) () Phone call

‘You can change this anytime. If you use a landline number,
select “Phone call”

=

Mobile terms of service

In the One-time code field, enter the one-time code sent to your device, and then click Submit.

Enter your one-time code

We sent a text (SMS) with a one-time code to (***) ***-5555.
This code will expire in 10 minutes.

One-time code
Example: 123456

555555

O Remember this browser

& Send another code

Having trouble? Here's what you can do:

Choose another authentication method >
I didnt receive my one-time code i3 >
Learn more about authentication options &3 >
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Once your code has been successfully authenticated, you are prompted to add another
authentication method (recommended). Click Add another method and follow the previous
steps to create a second authentication method.

Note: It is recommended that you use a different device for your second authentication
method, even if you choose the same setup option. For example, if you chose text or voice
message as your first method, you can do the same for the second, as long as you use a
different phone number.

D LOGIN.GOV

s

&

You've added your first
authentication method! Add a
second method as a backup.

Adding another authentication method prevents you from

getting locked out of your account if you lose one of your
methods.

Add another method /

Skip for now

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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CJA eVoucher for Attorneys

Identity Verification

To access eVoucher, you must verify your identity by uploading an acceptable form of
identification (driver’s license or state ID). This added security measure is to ensure that you are
not someone else pretending to be you.

Note: This is a one-time identity verification; if you have already proven your identity through
Login.gov, you are not required to do this again.

If you've previously created a Login.gov account, you will be asked to verify your identity after
signing in to Login.gov from the eVoucher sign-in page. If you're in the process of creating your
Login.gov account, this step automatically appears after you’ve established your multi-factor
authentication method(s). Click Continue.

D LOGIN.GOV

Let’s verify your identity for CJA
eVoucher User Acceptance
Testing

CJA eVoucher User Acceptance Testing needs to make sure
you are you —not someone pretending to be you. Learn more
about verifying your identity 3

You'll need to:

o Take photos of your ID

Use your driver’s license or state ID card. Other forms of
ID are not accepted

© Enter your Social Security number

You will not need your physical SSN card.

© Match to your phone number

Your phone number matches you to your personal
information. After you match, we'll send you a code.

0 Re-enter your Login.gov password

Your password saves and encrypts your personal

information /

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Select the check box to allow Login.gov to ask for, use, keep, and share your personal
information to verify your identity, and then click Continue.

0

Getting started  Verify your ID Verifyyour  Verifyphoneor  Secureyour
information address account

How verifying your identity works

Identity verification happens in two parts:

Verify your identity

We'll ask for your personal information to verify your identity
against public records.

Secure your account

We'll encrypt your account with your password. Encryption
means your data is protected and enly you will be able to
access or change your information

By checking this box, you are letting Login_gov ask for, use,
keep, and share your personal information. We will use it to
verify your identity.

Learn more about our privacy and security measures(;

N

Choose an option for adding your identification information. One option is to upload photos of
your ID from your phone, and the other option is to upload them directly from your computer.

Getngstarted  Verity yourID Verifyyour  Verfyphoneor  Secureyour
information atdress account

How would you like to add your ID?

We'll collect information about you by reading your
state-issued ID.

@ Use your phone to take photos
You won't have to sign in again. and you'll
switch back to this computer after you take

photos. Your mobile phone must have a camera
and a web browser.

Phone number

=-

_l Continue on this computer

[Z=2\ Don't have a phone? Upload photes of your ID
from this computer.

Upload photos

Cancel
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Option 1: Upload photos from phone (recommended)

1. Click Send link. A message appears, prompting you to check your device for a text
message with instructions for taking a photo of your ID to verify your identity.

] (o]
Getting started  Verify your ID Verify your Verifyphaneor  Secure your
information address account
O — )
- Getting started Verify your ID erify your Verify phene or Secure your
How would you like to add your ID? ﬁfarl:'netic-n address acc:uujn'.

We'll collect information about you by reading your
state-issued ID.

Do not close this window.
Use your phone to take photos The next step will load automatically.
You won't have to sign in again, and you'll

switch back to this computer after you take
photos. Your mobile phone must have a camera

andl 2 vieb browser We sent a message to your phone

Phone number You entered: +1210-555-56555

0 () S @ Please check your phone and follow
instructions to take a photo of your

2. Tap the link in the text message. A message appears, confirming that you are attempting
to verify your identity to access eVoucher. Scroll down for additional instructions.

*a 40

U LOGIN.GOV m

You're using Login.gov to
verify your identity for access
to CJA eVoucher
TrainingSand District and its

services.
ONLY ADD YOUR ID IF:

* You are using your own
Login.gov account

« You asked Login.gov to
verify your ID using your
phone

+ You are trying to access
CJA eVoucher
TrainingSand District
services

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025

14



CJA eVoucher for Attorneys

3. Tap Take photo to switch your phone to the camera function. Take a photo of the front
of your ID card. Scroll down and tap Take photo again to take a photo of the back of the
card. Verify that each image appears in the appropriate box, and then tap Submit.

4:37

Add photos of your ID

Back of your ID

Driver’s license or state ID card

Tips for taking clear photos
« Use a dark background

« Take the photo on a flat . Back of your driver’s license or ;

surface state ID

* Do not use the flash on your
camera

e f" S—
Front of your driver's license | m

or state ID

(” e
4

4. Login.gov verifies your identity from your photos and prompts you to switch back to
your computer to complete the process.

© We verified your ID

Switch back to your
computer to finish verifying
your identity.

0-C]

Continue to step 4 to complete the identity verification process.

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Option 2: Upload photos from your computer

1. Click Upload photos to upload photos of your ID from your computer.

_I Continue on this computer

/===\ Don't have a phone? Upload photos of your ID
from this computer.

| Upload photos

2. You can either drag photos of the front and back of your ID from your computer and
drop them in the appropriate boxes, or click the choose from folder link to browse for
and select the photos to add. Once the photos are uploaded, click Submit.

] (e]

Gemingstarted  Verify your ID Verifyyour  Verfyphoneor  Secure your
information sddress account

Add photos of your ID

Driver’s license or state ID card

Tips for taking clear photos
+ Use adark background
« Take the photo on a flat surface
+ Do not use the flash on your camera
+ File size should be at least 2 MB

Front of your ID
Must be & JPG or PNG

______________________________

i
i

i Front of your driver’s license or
H state ID
i
H
i
H
i

I Drag file here or choose from folder I

______________________________

Back of your ID
Must be a JPG or PNG

______________________________

i
H

i

i Back of your driver’s license or
H state ID
i
H
i
H
i

I Drag file here or choose from folder I

______________________________

Note: You may see a processing screen as the system completes the upload and Login.gov
verifies your identity.
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Once your identity has been verified, Login.gov verifies your name, date of birth, and address
using your Social Security number (SSN). In the Social Security number field, enter your SSN,
and then click Continue.

Getting started Verify your ID Verify your Verify phone or Secure your
information address account

@ We verified your ID

Enter your Social Security number

We need your Social Security number to verify your name,
date of birth and address. Learn more about how we protect
your sensitive information ¢4

Don't have a Social Security number?

You must have a Social Security number to finish verifying
your identity. Exit Login.gov and return to CJA eVoucher User

Acceptance Testing

Social Security number
Example: 123-45-6789

[T Show Social Security number

=
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Your name, date of birth, and address are imported from your ID; verify that the information is
correct. If there are any errors, click the Update link next to the appropriate information and
edit as needed. Once your information is correct and complete, click Submit.

Note: You have five attempts to verify your personal information, after which your account will
be locked. To unlock your account, contact Login.gov.

© ] o]
Getting started Verify your D Verify your Verify phone or Secure your
information address account
Verify your information I

We read your infermation from your ID. Review it and make
any updates before submitting for verification

First name: FAKEY

Last name: MCFAKERSON
Date of birth: October 6, 1938
ID number: TN

Address line 1: 1FAKERD Updste
Address line 2

City: GREAT FALLS

State:MT

ZIP Code: 52010

Social Security number: 5**-**-***5 Update

[J Show Social Security number

Next, verify your phone number. To do this, in the Phone number field, enter your phone
number, and then click the appropriate radio button to receive a one-time code either by text
message or phone call. Click Send code.

© We verified your infermation

Verify your phone number

We'll check this number with records and send you a one-time
code. This is to help verify your identity.

Enter a phone number that is:

+ Based in the United States (including U.S. territories)
+ Your primary number (the one you use the most often)

Learn more about what phone number to use

Phone number

= (210) 555-5555

How should we send a code?

If you entered a landline above. please select “Phone call’
below.

O Text message (SMS) O Phone call

===

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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In the One-time code field, enter the code sent to your device, and then click Submit.

Getting started Verify your ID Verify your Verify phone or Secure your
information address account

Enter your one-time code

We sent a text (SMS) with a one-time code to {**} ***-
5555, This code will expire in 10 minutes.

One-time code
Example: 123ABC

| |
e Yl

Once your phone number is verified, in the Password field, reenter the password you created
to access Login.gov, and then click Continue.

Getting started Werify your 1D Verify your Verify phone or Secure your
information address account

@ We verified your phone number

Re-enter your Login.gov password

Login.gov will encrypt your information with your password.
This means that your information is secure and only you will
be able to access or change it.

Password

[0 Show password Forgot password?

BT
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The system generates a personal key, which you’ll need if you ever forget your password or lose
your authentication method. Keep your key in a secure place and do not share it with anyone.
Select the check box to confirm that you have saved your personal key, and then click Continue.

) o () M @]
Getting started Werify your ID Verify your Verify phone or Secure your
information address account

& We secured your verified information

Save your personal key

AR

- L]
VGCH - MCDA -CGYR -HAX8

Your personal key was generated on January 22, 2024 at 11:33 AM

0 Copy s Download (text file) & Print

You need your personal key if you forget your password.
Keep it safe and don't share it with anyone.

If you reset your password without your personal key, you'll
need to verify your identity again.

Learn more about the personal key (4

[ I saved my personal key in a safe place.

T«
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Step 10

Your Login.gov account is now verified. Next, you are asked to connect, or link, your Login.gov
account with your eVoucher account. Click Agree and continue and follow the instructions in
the next section to complete this connection.

<

Connect your verified information
to CJA eVoucher TrainingSand
District

CJA eVoucher TrainingSand District needs to know who you
are to connect your account. We'll share this information with
CJA eVoucher TrainingSand District:

@& Email address
daviddattorney210+f@gmail.com

Add a second authentication method. You will have to
delete your account and start over if you lose your only
authentication method.

Emm

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuing. Click Add a second authentication method and review the Adding an
Authentication Method section for those instructions if you wish to complete this task.

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Linking Your eVoucher Account to Your Login.gov Account ——

For NEW Login.gov accounts:

After you complete your identity verification and receive your security key, you are
automatically directed to your court’s eVoucher linking page. Note that the email address you
used to create your Login.gov account is pre-populated in the eVoucher Email Address field.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

[RYUNITLD sTaTES
|lIKCOURTS

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login,gov accoun
After completing this step, you will sign in using Login.gov going forward.
Note: Please contact an eVoucher administrator for assistance,

eVoucher Email Address

daviddattorney@gmail.com h

Notice: This is a restricted government system for official judiciary business only. All activ
access attempts, may be recorded and monitored or reviewed by persons authorized by {
protection of system security, performance of maintenance, and appropriate manageme

For EXISTING Login.gov accounts:

From your court’s eVoucher sign in page, click Sign in with LOGIN.GOV and follow the prompts

to sign in and authenticate your Login.gov account.

®= un official website of the United States government

CJA eVoucher - Texas Western District Court

TSD NV1VM IDC - Releas2 6.10.0.0

We've changed how you will login to eVoucher!

We now require users to sign in with a Login.gov account. After linking your Login.gov account with your evoucher account, you will use
Login.gov for all future sign-ins.

Sign in with 1 LOGIN.GOV A—

Need to create a Login.gov account?
Use the Sign in button above and then use the "Create an account” button below the sign in fields.
Learn about our new login process

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Next, you are asked to connect, or link, your Login.gov account with your eVoucher account.
Click Agree and continue.

<

Connect your verified information
to CJA eVoucher TrainingSand
District

CJA eVoucher Training Sand District needs to know who you
are to connect your account. We'll share this information with
CJA eVoucher TrainingSand District:

@ Email address
daviddattorney210+f@gmail.com

Add a second authentication method. You will have to
delete your account and start over if you lose your only
authentication method.

Agree and continue ’

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuing. Click Add a second authentication method and review the Adding an
Authentication Method section for those instructions if you wish to complete this task.

Login.gov automatically directs you to your court’s eVoucher linking page. Note that the
eVoucher Email Address field is now pre-populated with your email address.

CJA eVoucher - Texas Western District Court

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login,gov accoun
After completing this step, you will sign in using Login.gov going forward.

Note: Please contact an eVoucher administrator for assistance.

eVoucher Email Address

daviddattorney@gmail.com h

Notice: This is a restricted government system for official judiciary business only. All activ
access attempts, may be recorded and monitored or reviewed by persons authorized by t
protection of system security, performance of maintenance, and appropriate manageme
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Linking Your Accounts Using Your SLP Email Address and

Password

Existing eVoucher users who have an SLP can sign in using their SLP email address and

password.

In the eVoucher Email Address field, enter your eVoucher SLP email address, and then click

Next.

A\ UNITTDsTATTs| - CJA eVoucher - Texas Western District Court

{liCOURTS

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account
Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Email Address /

I daviddattorney@firm.com I

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

Note: This field defaults to display your Login.gov email address. Update this field if your SLP
email address is different than what is displayed here.

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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In the eVoucher Password field, enter your eVoucher SLP password (the password you
normally use to access eVoucher), and then click Connect Accounts. If you don’t remember
your password, click the Forgot your password? link and follow the security question prompts.
If you enter your password incorrectly six times or fail your security questions three times, your
account locks and you must contact your eVoucher administrator.

S\UNTIDSTATS | CJA eVoucher - Texas Western District Court

lliICOURTS

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account
Enter the password for your eVoucher account to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Password

Forgot your password?

Connect Accounts

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher as you normally
would.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Home

Q You have successfully connected your eVoucher account to your Login.gov account, which you will use tosigninto eVoucher from now on.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Linking Your Accounts by Email Invitation — New User

New eVoucher users who do not have an SLP can also link their accounts from the eVoucher

linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address
field. Click Next.

m UNITID STATTS | CJA eVoucher - Texas Western District Court
I

COURTS SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Email Address

I daviddattorney@gmail.com I

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

A message appears, prompting you to check your email and confirm that you entered the
correct email address.

S\ UxTTTDsTATTs | CJA eVoucher - Texas Western District Court

[liCOURTS

SDSO Training Sandbox - Release 6.10.0.0
0 Check your email

An email has been sent to daviddattorney@gmail.com with a link to confirm your email address. Follow the link to
continue creating your single login profile.
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Click the link in the email message to automatically link your accounts and return to your
eVoucher home page.

Dear David D Attorney,

District of Texas Western sent this link for you to connect your eVoucher Single Login Profile with Login.gov. In order to confirm this, you must click the link below to create or use an
existing Login.gov account.

PLEASE NOTE:
If you already have a different eVoucher Single Login Profile using a different email address that you would prefer be linked to this court instead, OR this email is in error and you
should not be linked to this court, please contact lisa_ornelas@ao.uscourts.gov to reach the CJA eVoucher help desk.

CLICK HERE to connect this eVoucher Single Login Profile to Login.gov. Once connected, you will use Login.gov to sign in to eVoucher.

Regards, \

District of Texas Western

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher as you normally
would.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0
Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Home

o You have successfully connected your eVoucher account to your Login.gov account, which you will use tosigninto eVoucher from now on.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.
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Linking Your Accounts by Email Invitation — Existing User

An existing eVoucher user who has an SLP but does not know their SLP credentials can also link
their accounts on the eVoucher linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address
field. Click Next.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account
Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.

eVoucher Email Address

I daviddattorney@gmail.com I

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all
access attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use,
protection of system security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this
system or any connected system, users expressly consent to system monitoring and to official access to data reviewed and created by
them on the system. Any evidence of unlawful activity, including unauthorized access attempts, may be reported to law enforcement
officials.

If your Login.gov email address is not the same as your SLP email address, an error message
appears, prompting you to contact your court’s help desk.

CJA eVoucher - Texas Western District Court

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

Enter your email address to connect your eVoucher account with your Login.gov account.
After completing this step, you will sign in using Login.gov going forward.
Note: Please contact an eVoucher administrator for assistance.

I o Single Login Profile not found with that email address. Contact your local court helpdesk.

eVoucher Email Address /

Idaviddattorney@gmail.com |
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If you do this, your court then sends you an email message with a link that you can click to
automatically connect your two accounts.

Dear David D Attorney,

District of Texas Western sent this link for you to connect your eVoucher Single Login Profile with Login.gov. In order to confirm this, you must click the link below to create or use an
existing Login.gov account

PLEASE NOTE:
If you already have a different eVoucher Single Login Profile using a different email address that you would prefer be linked to this court instead, OR this email is in error and you
should not be linked to this court, please contact lisa_ornelas@ao.uscourts.gov to reach the CJA eVoucher help desk.

CLICK HERE to connect this eVoucher Single Login Profile to Login.gov. Once connected, you will use Login.gov to sign in to eVoucher.

Regards,
District of Texas Western

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoucher as you normally
would.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0
Andrew Anders (Attorney)

Home Operations Reports Links Accounts Help Sign out

> Home

o You have successfully connected your eVoucher account to your Login.gov account, which you will use tosigninto eVoucher from now on.

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher.

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Signing In to eVoucher

Once you've created your Login.gov account, linked it to eVoucher, and signed in to the
application for the first time, you will use your Login.gov credentials to access eVoucher going
forward.

To sign in to eVoucher, use any US Courts CJA eVoucher URL to access the Login.gov sign in
button. Click Sign in with LOGIN.GOV.

|\\ M CJA eVoucher - Texas Western District Court

'"" COURTS SDSO Training Sandbox - Release 6.10.0.0

We've changed how you will sign in to eVoucher!
We now require users to sign in with a Login.gov account. After linking your Login.gov account with your eVoucher account, you will use
Login.gov for all future sign-ins.

Signinwith & LOGIN.GOV

Need to create a Login.gov account?
Use the Sign in button above and then use the "Create an account" button below the sign in fields.
Learn about our new sign in process.

Notice: This is a restricted government system for official judiciary business only. All activities on this system for any purpose, and all access
attempts, may be recorded and monitored or reviewed by persons authorized by the federal judiciary for improper use, protection of system
security, performance of maintenance, and appropriate management by the judiciary of its systems. By using this system or any connected
system, users expressly consent to system monitoring and to official access to data reviewed and created by them on the system. Any evidence of
unlawful activity, including unauthorized access attempts, may be reported to law enforcement officials.

By default, you are directed to the Login.gov sign-in page. In the Email address and Password
fields, enter the email address and password used to create your Login.gov account, and then

8o @

eVoucher SDSO is using Login.gov
to allow you to sign in to your
account safely and securely.

Signin for existing users

\Email address
\ Password

[ Show password

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Complete the action required by your chosen authentication method. In this example, you'll
authenticate using a mobile device. In the One-time code field, enter the one-time code sent to
your device, and then click Submit.

Enter your one-time code

We sent a text (SMS) with a one-time code to (***) ***.5555.
This code will expire in 10 minutes.

One-time code

Example: 123ABC

‘ XXX I

B <

& Send another code |

Login.gov directs you to your eVoucher home page.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

David Attorney (Attorney)

Home Operations Reports Links Help Sign out

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

Case Defendant Type Status Date Entered

.47 SR RARAT e L T I A 0 T e . AATA AR A
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Vendor Manager System (VMS)

Beginning with release 6.11, you must create an account in the Vendor Manager System (VMS)
to manage your payment account information, including electronic file transfer (EFT) payments
for your services. This VMS account must be created and linked to your eVoucher account
before you can submit a voucher for payment.

A banner directing you to complete your vendor information in VMS displays on every page in
eVoucher until you set up at least one payment account in VMS. Click the Sign in to Vendor
Manager link to access VMS.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.11.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9

Home Operations Reports Links Help Sign out _m

A Vendor Information Incomplete —> Sign in to Vendor Manager
You must provide vendor and payment information in Vendor Manager before you can submit a voucher for payment. Go to Vendor Manager to
proceed.

Refresh page (F5) for latest information.

On the VMS landing page, click Sign in with LOGIN.GOV to begin creating your account.

B An official website of the United States Government.

1 Vendor Manager

21 Manage your personal profile, business, and payment information.

Receiving payments made easier.

Vendor Manager allows individuals and business entities to register and maintain their tax and bank
information with the U.S. Courts for receiving electronic payments while maintaining proper reporting to the
IRS.

Sign in with § LOGIN.GOV

Review the VMS job aids for all the information necessary to create your VMS account.
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Single Login Profile (SLP)

An SLP allows you to link to your other court accounts and switch from one account to another
from within the eVoucher application without needing to sign out. It is set up by court staff
when your court profile is initially created in eVoucher.

Single Login Profile for David D. Attorney

SLP email address

David D. Attorney David D. Attorney David D. Expert
Account linked to Account linked to Account linked to
X District Court Y Circuit Court Z District Court

On the Single Login Profile page, you can:

e Edit your first, middle, and last name.

e Edit your email address.

e Access VMS to view and edit your payment account information.
e View your linked eVoucher accounts.

e Change your default court.

To access the Single Login Profile page, on the menu bar, click Help, and then click Single
Login Profile, or point to the profile icon, and then click Single Login Profile.

CJA eVoucher - Train District Court
SDSO Training - Release 6.10.0.0 - - -
Single Login Profile

David D Attorney {Attorney)
Court Profile
Home Operations Reports Links Help Sign out m

> Help > Single Login Profile
Court Profile

Contact Us

Welcome, David Attorney 9

Privacy

eVoucher Documentation: Attormey and Expert Users

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Editing Your SLP

Your SLP information is divided into three sections: Account Information, Billing Information,
and Linked eVoucher Accounts. Click the plus (+) or minus (-) signs to expand or collapse each
section.

Note: The Account Information section automatically displays when you access your SLP

information.

Single Login Profile — David Attorney

[

Account Information  Wils——

First name Middle name Last name Suffix
David D Attorney

m
[
=

Email address
daviddattorney210@gmail.com

m
=N
=3

Password

D LOGIN.GOV

Billing Information  wii—

[+][+]

Linked eVoucher Accounts i mmeee—
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Modifying Your Name

To edit your name, in the Account Information section, click the Edit link to the right of your

name.

Single Login Profile — David Attorney

Account Information

First name Middle name Last name Suffix
David D Attorney -

Make any necessary changes, and then click Save changes.

Single Login Profile — David Attorney

Account Information

First name Middle name Last name Suffix

I David I D Attorney H ‘

Note: It is important to remember that changing your SLP name does not change the name
associated with your court profile.
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Updating Your SLP Email Address

Click the Edit link to the right of your email address.

m
(=1
=

Email address
daviddattorney210@gmail.com

Enter your new email address, confirm it, and then click Save changes.

Single Login Profile — David Attorney

Account Information —

A Note: This email change does not change the email associated with Login.gov

First name Middle name Last name Suffix
David D Attorney

im
(=X
I~

Email address

daviddattorney@gmail.com ‘

Confirm email address

daviddattorney@gmail.com I

Note: It is important to remember that changing your SLP email address does not change the
email address associated with your Login.gov account.
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Viewing Billing Information

Click the plus sign (+) to expand the Billing Information section.

Single Login Profile — David Attorney

Account Information +
Billing Information +
Linked eVoucher Accounts +

View read-only payment account information from VMS in this section. Click the go to Vendor
Manager link to go to VMS to edit your billing and payment information there.

Single Login Profile — David Attorney

Account Information +

Billing Information -—

Payment accounts that are ready to use display below. To see all payment accounts, go to Vendor Manager

David Attorney /

TIN (SSN): +e-se-2:00

Electronic payments will be sent to:
Routing Number: 121000248, FAKE BANK
A

89
38

Linked eVoucher Accounts +

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Viewing Linked eVoucher Accounts

Click the plus sign (+) to expand the Linked eVoucher Accounts section and view any accounts
that are currently linked.

Single Login Profile - David Attorney

Account Information +
Billing Information L
Linked eVoucher Accounts +

If this is your first time in the system, your only linked account is the one with the court you just
logged in as. This is your default account. Users with more than one eVoucher account have
one account designated as the default.

Your default court is the court that initially appears when you sign in to eVoucher. To change
your default court, in the Default column, click the radio button for the desired court account,
and then click Save changes.

Single Login Profile - David Attorney

Account Information +

Linked eVoucher Accounts —

Multiple eVoucher accounts can be linked to a Single Login Profile. If more than one account is linked, select a default eVoucher account.
Use the Accounts menu to switch between accounts

Account User Type Default
District of Texas Western (DavidAttorney) Attorney O
Fifth Circuit Court (DavidAttorney) Attorney

m Save changes

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Accessing Multiple Accounts in eVoucher

From the Accounts menu, click the court account in which you wish to work.

CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

David D Attorney (Attorney)

Home Operations Reports Linits Accounts Help Sign out

District of Texas Western - Attorney

Fifth Circuit Court - Attorney

To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entered
1:14-CR-08805-AA- Jebediah Branson (# 1) AUTH-24 _ Voucher Entry 04/14/2014
Start: Claimed Amount: 0.00 Andrew Anders N Edit

Single Login Profile (SLP) vs. Court Profile

Here are some tips for viewing which court account you are in and who you are within that court.

o Court account to which

you are signed in eSingIe Login Profile (SLP) username

-

B=  An official website of the Uni d States government e Profile icon

CJA eVoucher - Train District Court

SDSO Training - Release 6.10.0.0 Welcome, David Attorney ©

Single Login Profile
David D Attorney (Attorney)

Court Profile
Hom Operations Reports Links Accounts Help Signout

Sinale Login Profile Circuit - Attorney

AttOrney/eXpert District - Attorney

court account List of linked accounts to which you have access

1. Court account — This is the court account you selected from the Accounts menu, showing
the account to which you are signed in.

2. Single Login Profile (SLP) — This profile is attached to a person. It connects multiple eVoucher
accounts a user may have.

3. Profile icon —You can access your SLP or court profile, or sign out from here. You can also
access these options from the Help menu.

4. Court account username — This displays the court user you are signed in as, and your full
name and user role as they appear for that court profile.

5. Accounts menu — From this menu, you can access all of the court accounts to which you are
linked.
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Home Page

Your home page provides access to all of your appointments and vouchers. Security measures
prohibit you from viewing other attorneys’ information. Likewise, no one else can view your

information.

Home Operations Reports Links Help  Signout

To group by 3 particular Heades, drag the columa to this area.
Case Defendant

Defendant

Type Status Date Entered

Al cases have been cumrenty assgned

T ol Wilkam Gark
oeonne Gaimed Amout: 1,200.00
oaou0i
LiA-CR08B21) Paul Willam Gk (#
> Caimed Amoust: 0.00
L1392 Paul llam Gark (+ 1
- Gaimed Ameut: 0.00

Page 1.0f 1 (3 tems)

UM Voucher Entry 12/02/2015
Irvestigater & 01010000019 Wo data

T4 voucher Entry o206
N

an2s Joucher Entry w/oy20i6
N Date Entered

11/09/2015

Poul Wikam Gork (7 1 =) Submited to Court
s David D Attomey /00000020

Paul wikam

Clark (# 1 02/11/2022
Claimed Amount: 20,009.00

AuTH Submitted to Court
Paralegal Servces etoo

J/ Gisieoonss

Paul Willam Cark (= 1 ar2s
Clsimed Amourt: 8,800.00

Submitted to Court 12/1072015
21010000083

Section Name Contents

My Active Documents

Paul Willem Clark AuTH2s

1 1210272015
Clsimed Amount: 0.00

Submeted to Court
0107000008

1 Page 1 of 1 (4 tems)

Orde aiate
Order Date: 08/97/18

Pres. Judge: Albert Abertson
Adm.Mag Judge:

o group by a partcular Heade, drag the cokuma ts this area. sewcn: [

Case Defendant Type Status Date Entered

Page 10f 1 (2 ftems)

12/0772015
01/2872016

Pasl Willam Cark (=
Caimed Amount: 0.00

1 Page 1 of 1 (2 tems)

o grous by a particular Heades, drag the cokuma to this area.
Case Defendant Type Stotus

No rows have been reccrded on e database

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

Appointments’ List

This is a quick reference to all your appointments.

My Proposed
Assignments

Cases appear in this section if an appointment has been proposed to you and
you have not accepted or rejected it.

My Submitted
Documents

This section contains vouchers for you—or your service provider—that have
been submitted to the court for payment, along with documents submitted to
the court requesting expert services or interim payments.

My Service Provider’s
Documents

This section contains all the vouchers for your service providers, including:
e Vouchers in progress by the experts.
e Vouchers submitted to the attorney for approval and submission to the
court.
e Vouchers signed off by the attorney and submitted to the court for
payment.

Closed Documents

This section contains documents that have been paid or approved by the
court. Closed documents only display for open cases until they are archived
and/or for 60 days after the appointment is terminated. They are still
accessible on the Appointment Info page.
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Navigating the CJA eVoucher Program

CJA eVoucher - Train District Court
SDSO Training - Release 6.10.0.0

David D Attorney (Attorney)

Home Operations Reports

CJA eVoucher for Attorneys

Welcome, David Attorney 9

Links Accounts Help Sign out _n

Menu Bar Item Description

Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you can run on your appointments.
Links Click to access links to CJA resources, such as forms, guides,
publications, etc.
Accounts Click to access your different court accounts.
Click to access:
e Another link to your SLP.
e Another link to your court profile.
Help .
e Contact Us email.
e Privacy notice.
e eVoucher help documentation for attorneys and experts.
Sign out Click to sign out of the eVoucher program.
Search field Enter search criteria to look up any of your cases.

Customizing the Home Page

You can customize your home page to change the way your information displays in each section.

Expand/Collapse a Section: Click the plus sign (+) to expand a folder. Click the minus sign (-) to

collapse a section.

Resize a Column

Along the column headers (e.g., Case, Defendant, Type, etc.), point to the line between the
columns until a double arrow (<=>) appears.

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Click and drag the line in the desired direction to enlarge or reduce the column size.
Note: The section size does not increase; therefore, some columns may move off the screen.
Group by Column Header: To sort all the information within a section, you can group

documents by column header. All folders displaying the group header bar can be sorted in this
manner.

Click in the header for the column by which you wish to group.

= My Active Documents

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

Case Defendant Type .\ Status Date Entered

Click and drag the header to the group by header bar.

E My Active Documents

eader, drag the column to this area.

endant Type

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

= My Active Documents

Group by: Case - Search: |
Case © Defendant Type Status
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Court Profile

If given access by your court, you can make changes to your eVoucher account information. On
the home page, point to your profile icon, and then click Court Profile.

B= An official website of the United States government

CJA eVoucher - Train District Court Welcome. Andrew Anders 9
SDSO Training - Release 6.10.0.0

Single Login Profile

Andrew Anders (Attorney) Court Profile

Home Operations Reports Links Help Sign out

> Help > Court Profile

On the Court Profile page, you can:

e Edit your contact information, phone number, email address, and/or physical address in
the Attorney Info section.

e Manage your payment accounts, Social Security number (SSN), and/or employee
identification number (EIN) from the VMS. Additionally, any changes to the SSN or EIN
must be completed in VMS.

e Add a time period in which the attorney will be out of the office in the Holding Period
section.

e Document any continuing legal education (CLE) attendance.

Click Edit or View to the right of the Attorney Info, Holding Period, and Continuing Legal
Education sections to expand these sections and edit any information. Review your court profile
and add any missing information as needed.

> Help > Court Profile

Court Profile

Attorney Info Bar Number:
This is the contact information that will | Na™e* Andrew Anders
appear on payment vouchers. Contact Info:
Phone: 210-555-1234  Cell Phone: 210-555-2400
aandersattorney@gmail.com
deadmail@support.actx.uscourts.gov
Address:
110 Main Street
San Antonio, TX 78210
us
Billing Info

View Electronic Payment details on the
SLP. Manage payment accounts at
Vendor Manager. Editing is no longer
available here

Manage at Vendor Manager

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

Continuing Legal No info has been stored.

Education Please click VIEW to type your info.

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Attorney Info

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

Attorney Info Bar Number:

This is the contact information that will | Name: Andrew Anders
appear on payment vouchers.

Contact Info:

Phone: 210-555-1234 | Cell Phone: 210-555-2400
aandersattorney@gmail.com
deadmail@support.aotx.uscourts.gov

Address:

110 Main Street

San Antonio, TX 78210
us

If you have an SLP that is linked to more than one court, certain changes made to the Attorney
Info section of your court profile are applied to any of your other linked accounts with the same
SSN/EIN after one business day. This information displays at the top of your Court Profile page
and details the sections that are affected across any of your other linked accounts:

Court Profile

o For Attorney Info or Expert Info section of this court profile, changes made to Address lines, City, State, Zip, Country, Phone and Fax WILL be applied to any linked accounts with the same SSN/EIN
after one business day.
Changes made to Name, Email, and Bar Number will NOT be applied to any other linked accounts with the same SSN/EIN.

Make any necessary changes, and then click Save.

Attorney Info * Required Fields
This is the contact information that will Bar Number
appear on payment vouchers.
First Name * Middle  Last Name *
Andrew | ‘ Anders
Main Email *
aandersattorney@gmail.com |
2nd Email
deadmail@support.aotx.uscourts.gov |
3rd Email |
Phone * Cell Phone
210-555-1234 | [210-555-2400 |
Address 1 * City *
110 Main Street | |san Antonio |
Address 2 State * (US only) Zip * (US only)
| [TExas ~| 78210
Address 3 Country *
| [UNITED STATES ~ Foreign Vendor?

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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Notes:

e The Country field is automatically set to UNITED STATES unless otherwise indicated.

e Foreign vendors should select the Foreign Vendor? check box and enter the appropriate
information. SSN/EIN information displays in the Attorney Info section for foreign vendor
accounts.

e You can list as many as three email addresses. Notifications from eVoucher are sent to all
email addresses.
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Billing Info

In the Billing Info section of your court profile, you can view and manage your payment account
information in one of two ways.

Note: Beginning with release 6.11, you can no longer add or edit your billing information on

eVoucher’s Court Profile page. Additionally, read-only billing information displays in the Billing
Info section if your account included billing information prior to the 6.11 release.

Click View SLP to access your SLP section in eVoucher.

Billing Info

View Electronic Payment details on the
SLP. Manage payment accounts at
Vendor Manager. Editing is no longer
available here.

View SLP

Manage at Vendor Manager

Payment account(s) you have set up in VMS display in the Billing Information section. Click the
go to Vendor Manager link to view and edit your payment information there.

Home Operations Reports Links Help Sign out _n

> Help > single Login Profile

Single Login Profile - Andrew Anders

Account Information +

Billing Information

Payment accounts that are ready to use display below. To see all payment accounts, go to Vendor Manager

Andrew Anders
TIN (SSN): ss-00-0020

Electronic payments will be sent to:
Routing Number: 121000248, FAKE BANK
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Click the Manage at Vendor Manager link to access VMS.

Billing Info :
View Electronic Payment details on the e
SLP. Manage payment accounts at
Vendor Manager. Editing is no longer
available here.

Manage at Vendor Manager

Click Sign in with LOGIN.GOV to view and edit your payment account information there.

B An official website of the United States Government.

51 Vendor Manager
‘“I"(‘L)URTS Manage your personal profile, business, and payment information.

Receiving payments made easier.

Vendor Manager allows individuals and business entities to register and maintain their tax and bank
information with the U.S. Courts for receiving electronic payments while maintaining proper reporting to the

IRS.

Sign in with J LOGIN.GOV

Note: Payment account information must be entered in VMS before any payments can be
made.
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Holding Period

Holding periods can be used for medical leave, vacation, etc. During this time, attorneys are not
given a new assighment.

Changes made in this section are not applied to any of your other linked accounts. This
information is noted at the top of your Court Profile page.

Court Profile

Changes made to this court profile will not be applied to any other linked accounts.
Use the Accounts menu to switch to other linked accounts and make changes to each court profile separately.

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 Back | | \‘

Starting Ending Notes

Search:

No Holding Period

No data
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In the corresponding fields, enter the starting and ending dates, along with any applicable
notes. Click Save.

Holding Period [Back ] [ save |

Starting Date Ending Date
l09/02/2024 |7 [09/13/2024 T
Notes

Vacation
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Continuing Legal Education (CLE)

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

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

Changes made in this section are not applied to any of your other linked accounts. This
information is noted at the top of your Court Profile page.

Court Profile

Changes made to this court profile will not be applied to any other linked accounts.
Use the Accounts menu to switch to other linked accounts and make changes to each court profile separately.

To add CLE information, click Add.

Continuing Legal (B ] | |
Education

Add ||

Files Credit Date Hours Subject

No Continuing Legal Education

No data

Click the Credit drop-down arrow to select CLE categories. In the corresponding fields, enter the
date, the number of hours, and a description. Click Save.

Continuing Legal

Education

Credit | Criminal Law v |

Date | 05/15/2024 %

Hours \ﬁ\

Description

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

Note: After you save information, you can upload related PDF documents.
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Click Browse to upload and attach a PDF document. Once the document is uploaded, click Save.

| Back | || save |

Credit \ Criminal Law ‘

Date | 05/15/2024
Hours ‘£|

os/152024 2]

Description

No file selected.

Documentl \ Browse... |

Continuing Legal

Back Edit Delete
S [ | [ 1] aad ) [Coome ]
Search
Files Credit Date Subject
8 1 Criminal L... 05/15/2024

L. CLE Documentation.pdf

Page 1 of 1 (1 items)

Note: All entries appear in the grid. To access, edit, or delete an entry, click the entry and then

click Edit or Delete.
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Appointments’ List

On your home page, in the Appointments’ List section, locate the desired case.

Click the case number link to open the Appointment Info page.

Search: |
Appointments Defendant
I Case: I 14- CR (8805-AA I Defendant: Jebediah Branson
Representation Type: Criminal Case
Case Tltle USA . Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Reprasentation ID: 2 Pres. Judge: Albert Albertson
Appointment ID: 4 Adm./Mag Judge:
Appointment Info
TTCORTBIVCO0
101 eh«hahsrnwu
e S T DIST DY DFF NONEER TS 3 o
mm 088051 A4
B W v
[Felomy "“‘“‘”’! pre il diericn mmwmm fcriminal Case
[
w
O D Federal o I‘Mhl‘m
Create New Voucher DA concoma i
o LlanwsCand 3 0Appestng 3 FSh Pt ulsmwnu
AUTH Creaf m;s *m e
Autharization for Expert and other A phae 210,512 o
o) mant: fiza_omelas@ace uisouts £ il Attoraey s 3 X Maisbirstee
2 ¥ Susthy Coanit
s Arersr's Xame
fScharur o Presding Judge o By Order of the Court
bert Alberts
st Orer NescPr Tuac Date
32
Reprymest G VIS & 50
Create i} Vouchers on File
Appointment of and Authortty to Pay
Court-Appointed Counsel To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entered
14-CR-08805-A%-  Jebediah Bransor AUTH Voucher Entry 08/01/2022
sar Caimed Amour nl wanuo Andrew Anders ; £t
End Chemist/ Toxicologist
4-CR-03805-AA-  Jebediah %1 AUTH 07/28/2022
sar Gaemed et 52000 Andrese Anders P
Chemist/Toxicologist >
:  Jebedish Branson (< 1 a2 Submitted to Court 01/25/2022
Caimed Amount: 0.00 Rick Astiey e
Chemist/Toxicologist FINAL PAYMENT
= Jebediah Branson (# 1 AUTH 01/25/2022
Caimed Amount: 400.00 Andreve Anders I Noscher Closed
Create Approved Amount: 400.00 Chemist/Toxicologist 4
Authorization for payment of Travel
:  Jebedish Branson AUTH Voucher Closed 01/25/2022
Claimed Amourt: 900,00 Andrew Anders 'f‘n 0101.0000955
Approved Amount: 900.00 Chemist/Toxicologist
Appointment Report v Jebediah Branson (* AUTH 01/19/2022
Defendant Detalf Budat Regort Caimed Amount: m oo Andrew Anders g Yo Cosed
Detail budget info for defendant Approved Amount: 750.00 Chemist/Towicologist “
c  Jebedish Branson ar21 Voucher Entry 12/14/2021
Defendant Summary Budget Report Caimed Amount: 0. oo Lucy Hall N ot
Tota orl of budget info for Uitigation Support Services 3
defendant A
L1SCROBUSAL  Jebedoh AUTH 12192021
S T Caimed Mwul xosooao Andrew Anders i Yoscoa Coned
Attorey Time e Approved Psychologist .
Case Detail Budact Regort o Jebedish Bransor AUTH Voucher Closed 12/14/2021
Claimed Amount: 1,200.00 Andrew Anders V. 0101.0000919
Approved Amount: 1,200.00 Chemist/Toxicologist )
v Jebedish Branson (= Qa21 it 12/14/2021
Claimed Amour l!%DW Rick Astiey /Submmlos(wn
Chemist/Towicologist 3

Page 1of 18 (176 tems)

Section Name Contents

Appointment Info This section contains all information about the appointment.
Vouchers on File This section contains all vouchers for the appointment.

Appointment This section describes the information found on the page. Click the View
Representation link to open the Representation Info page.
Click the Create link next to the voucher to create a voucher for the
appointment.
This section contains reports for the appointment.

Create New Voucher

Reports
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Click the View Representation link to display the following information:

Default excess fee limit

Presiding judge
Magistrate judge
Co-counsel
Previous counsel

In the Appointment section, click the View Representation link.

The Representation Info page appears.

Representation

an view or

Representation Report

Appointment

In this page you will find a
summary about this
appointment, including a list of

vouchers related to this
appointment and links to create
new vouchers

[ ]

Representation Info

1. CIRLDIST/DIV.CODE 3. PERSON REPRESENTED [VOUCHER NUMBER
Jlebediah Branson

3 MAG. DKT/DEF NUMBER 1 DIST. DET/DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6 OTHER DKT/DEF NUMBER
1:14-CR-08805-1-A4

7. IN CASE'MATTER OF(Case Name) E.PA\]D'_.NT C.-\_TEGOR.Y . . 0_TYPE PERSON REPRESENTED 10 REFRESENTATION TYPE

JUSA v. Branson Felony (including pre-trial diversion ), 4 yopondane |Criminal Case
Jof zlleged felony)

T1. OFFENSE(S) CHARGED

15:1823F INSPECTION VIOLATION PENALTIES

EXCESSFEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1

$11.500.00 Albert Albertson

DESIGNEE I
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornelas@aotx. uscourts.gov
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Creating a CJA-20 Voucher

The court creates the appointment. The attorney initiates the CJA-20 voucher.
Note: All voucher types and documents function in primarily the same way.

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

CIA-20 Create)
Appointment of and Authority to Fay
Court-Appointed Counszel

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
Attorney Enters —m
Voucher . \ T b
Basic Info abs appear
1. CIR.DISTDIV.CODE 7, PERSON REPRESENTED "OUCHER NUMBER
ef - Jebe. T 0542 Tebediah Branson
Def.: Jebediah Bransor Pese 000 pebedwmbramson | ]
e ensen 3. MAC. DK1/DEF NUNBER T DIST. DK I/DEF NUMBER T APPEALS. DKTDEFNUMBER %, OTHER. DKT/DEF NUMBER. at the tOp Of
5:78-CR-00210-88-AA
Link to CM/ECF 7.IN CASENIATTER OF(Caze Name) 8. PAYAIENT CATEGORY S_ TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
. [USA v. Branson Felony (including pre-trial diversion |y sp: pefondant [Criminal Case t h € screen.
of alleged felony)
Voucher #: 11, OFFENSE(S) CHARGED
Start Date: 12:1457.M PENALTIES - PROHIBITED ACTIVITIES
End Date: T xj;mlém:\"s TAME AND )L«\[Lbl,\'(; SDDRESS 13. COURT ORDER
. [David Dd Attorney - Bar Number: 1234123
bsooMains: U asoctae e crcomsna 05 ESebebrTated

San Antonio TX 78209

@ services: $0.00 -

h _ ()1 Learned Counsel  EB 0 Appointing [P Subs for Panel (R Subs for Retsined.
[Phone: 2105552500 - Fax: 210-265-1185 (Capital Only) Counzel 1 At

[Email: daviddattorney@gmail.com ;
© Expenses: $0.00 - SR oeRE DsProse Q:';:mma 91 Subs forPro (] y 4 i

[+ Staudby Counsel

Representation Fee Limit:
[Prior Attorney's Name
$10,300.00 |Appo ates

Signa siding Judge or By Order of the Court
p— Albert Albertson

;Fﬁﬁf»'é':é’iﬁﬁ: After A d 14, LAY FIRM NAME AND MAILING ADDRESS I;T:'Bg;d“ Nunc Pro Tune Date

$10,300.00 Repayment [ yes B o
Tasks Payment Details

Link To Appointment Select the payment details. Payment accounts that are ready to use display below. To see all payment

Link To Representation accounts, go to Vendor Manager
SIS ‘ David D Attorney s

Import Service Entries (.csv)
Reports David D Attorney A rogress ba r
Defendar sunmary oudoet Regort || | TIN (SSN): +ee-ve-2+00 prog

Totals only of budget info for

defendant . . appearS at the

Electronic payments will be sent to:

Defendant Detail Budgget Report Routing Number: 121000248, FAKE BANK

Detail budget info for defendant Account Numbers: seeserses 89 bOtto m Of the
CIAZ0 - Attorney

screen.
CIA20 - Rejected
CIA20 - Transfer «rirst ][ < Previous | [ Next> ][ Last» Save

Notes:
e To avoid data loss, frequently save any entries made to a voucher.
e To delete a voucher, click Delete Draft at any time prior to submitting it.
e To check for warnings or errors in the document, click Audit Assist at any time.
e To navigate, click the tabs or the navigation buttons in the progress bar.
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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 b Services Expenses Claim Status Documents Confirmation
Services
Date 07/01/2024 | = =) Description .
Service Type - |*
bt || e | -l-
Hours : * &t $152.00 per hour.
* Required Fields
To group by a particular Header, drag the column to this area.
Service Type ‘ Date = ‘ Description | Hrs| Rate | Amt
(Empty)
No data to paginate Go to page: \:\ View items per page: 10 25 50 100
1
[ «First |[ <Previous |[ Next> || Last» Delete Draft Audit Assist
 S— |

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

Services
Date 07/01/2024 | = E—E Descrif
. | =
Service Type ] July 2024 »
Doc#EF [ 2 sy Mo Tu we Th Fr sa
Hours [ » 30 2 3 4 5 [
» 7 8 9 10 11 12 13
* Required Fialds » 14 15 16 17 18 19 20

» 21 22 23 24 25 26 27 |

Togoupbyapan - o6 29 30 31 1 2

—
Ly W

o

Service Type » - 5 6 7 8
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Click the Service Type drop-down arrow and select the service type.

Services
Date 07/01/2024 | == ___ Description

Service Type ||| | =

Doc.# (ECF) In Court Services

Hours a. Arraignment and/or Plea
b. Bail and Detention Hearings

* Requirad Fislds c. Motion Hearings

To group by a pd d. Trial

e. Sentencing Hearings r

Service Type

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

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

Date ’W\ = E Description First appearance an arraignment of defendant. a

Service Type |a. Arraignment and/or Plea - |"

Doc.#(ECF) | | Pages [ ] v|.
rHours 5.0/" at$152.00 per hour. | Add | Remave

* Reguired Figlds
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The entry is added to the voucher and appears at the bottom of the Service Type column. The
default sort for services is chronological by date, oldest to newest. Click an entry to edit and
then click Save to save your changes.

Basic Info I Services Expenses Claim Status Documents Confirmation
Services

Date 07/01/2024 |~ E Description a
Senice Type e

bt || e [ | -
Hours :* at $152.00 per hour.

* Requirzd Felds

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

Service Type ‘ Date = ‘ Description ‘ Hrs‘ Rate ‘ Amt
a. Arraignment and/or Plea 07/01/2024 First appearance an arraignment of defendant. 5.0 $152.00 5760.00
Page 1 of 1 (1 items) 1] Go to page: || | View items per page: 10 25 50 100

«First_|[ < Previous |[ Next> |[ Last» Delete Draft Audit Assist
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Importing Service Entries

Attorneys using commercially 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.

Note: If you have an associate on your voucher and want to use the import service entry
function, the lead attorney MUST import their entries first or they will overwrite the associate
attorney's entries. Review the Importing Time job aid on the eVoucher training website for
more detailed instructions for importing service entries with associates.

Select the appropriate appointment and click the Create link for the CJA-20 voucher to open
the document. In the Actions section on the left side of the page, click the Import Service
Entries (.csv) link.

CJA-20 b Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters —_—
Voucher . p
T CIR/DISTDIV.CODE T PERSON REPRESENTED FOUCHER NUMBER
0542 ebediah Branson
3 MAC. DKTDEFNUMBER 1 DIST, DKTDEFNUMBER . APPEALS. DKTDEFNUMBER 6. OTHER. DKT DEF.NCMBER
5:78-CR-00210-88-AA
7. IN CASEAIATIER OF (Case Name) § PAYMENT CATEGORY 5. TYPE PERSON REPRESENTED 10, REPRESENTATION TYPE

Felony (including pre-trial diversion

[USA v Branson of allcsed felony)

Adult Defendant [Criminal Case

11. OFFENSE(S) CHARCED

. 12:1457 M PENALTIES - PROHIBITED ACTIVITIES
- T ATTORNETS FAVE 5D VIAILIG DPRESS T3 COTRT GRDER

End Date: IDavid Dd Attomey - Bar Number: 1234123

() Federal [ F Subs for Federal
Defender Defender

2500 Main St §
@& Services: $0.00 [San Antonic TX 78209 (1 Learned Councel EB0 Appointing
apital Ouly) < 1

[Phone: 2105552500 - Fax: 210-265-1185 (Capital

[Email: daviddattorney@gmail.com
© Expenses: $0.00 =

P Subs for Panel | Sul
ey At

rRetained

strative

E]L’ Sabs forPro (0] x g st

Representation Fee Limit
$10,300.00

Fee Amount Remaining After Approved

and Pending: 14. LAW FIRM NAME AND MAILING ADDRESS Nunc Pro Tunc Date
$10,300.00 Repavment [ ves Exo
Tasks Payment Details
Link To Appointment Select the payment details. Payment accounts that are ready to use display below. To see all payment
Link To Representation accounts, go to Vendor Manager
petions David D Attorney s
Import Service Entries (.csv)
Reports David D Attorney
Defendant Summary Budget Report TIN (SSN): see-ee-2200
Totals only of budget info for
defendant
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The Services page appears. To download and view a sample file, click the sample spreadsheet
link. The sample spreadsheet is in Excel (.xIsx) format that must be saved in .csv format. Click
Additional Information to expand the section and view instructions for importing time from a
.csv file.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries 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 ou for the correct column headings
and service type values,

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

- Additional Information

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

Date

Hours

Description

Service Type (EXAMPLES: "15b" or "(30) 15b. Interviews and Conferences with Client”)

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

n [DocE
= Pages

For additional information refer to the eVoucher Online Halp.

A SV 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,(30) 15b. Interviews and Conferences with Client,,
1/4/2021,.5,Reviewed Indictment,15f,4,25

1/5/2021,1.2,"Hearing on Motion to Dismiss, induding wait time”,15a,,

Import Service Entries (.csv) |

Date =28 Description R

Service Type =

Doc.# (ECF) I:I Pages : - |
Hours l:l at £197.00 per hour.

* Requirad Fields
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When the .csv file has been created, properly formatted, and is ready for import, click Import

Service Entries (.csv).

Basic Info b Services Expenses Claim Status Documents Confirmation

Services

and service type values.

of the imported CSV file.

+ Additicnal Information

eVoucher now provides the ability to import service time entries exported from a law firm billing system and saved in Comma Separated Values (CSV)
format. The CSV file must centain all required column headings and data types. Please download our sample spreadsheet for the correct column headings

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the contents

| Import Service Entries (.csv) |
Date 932021 | == Description "
Service Type | - | =
Doc.# (ECF) Pages [ -

* Required Fields

-
Hours E *  at $152.00 per hour.

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

Service Type | Date =« ‘ Description

|Hrs‘the ‘Amt

(Empty)

No data to paginate l:l View items per page: 10 25 50 100

Note: The service types for the CJA-30 sample spreadsheet differ slightly to
information needed for that document type.

match the

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

e Open = o x
I R < External Users » time import v O Searchtime import P w n % -~ @
| I
| Organize New folder =- 0 @
Name Date modified Type
il Desktop ~ # B UA-20 Service Time Import 8/9/2021 10:01 AM Microsoft Excel Comma Separat

& Documents # \
A Downloads #

A Pictures »

File narme: v | Microsoft Excel Comma Separat ~

Upload from mobile Cancel
$10,300.00 Cboc#®P | | Pages ] |

Hours * at $152.00 per hour.
T — [ J* ass0e
and Pending:

CJA eVoucher | Version 6.12 | AO-SDSO-Training Division | October 2025
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A success message appears, indicating the number of entries that were imported and saved to
the services table.

Basic Info p Services Expenses Claim Status Documents Confirmation

o Service entries have been updated!
13 entries have been successfully added from CJA-20 Service Time Import_correct.csv and saved to the services table below.
/ Click here to view a report for the entries imported.

Services
Date 9/3/2021 * EE Description a
Service Type w | *

Doc.# (ECF) | | Pages [ ] v,
Hours :] *at $152.00 per hour.

* Required Fields

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

Service Type ‘ Date =« ‘ Description ‘ Hrs‘ Rate ‘ Amt
e. Investigative and Other Work 07/01/2021 Test 0.1 $152.00 $15.20
b. Obtaini d Reviewi

ning and Reviewing 07/01/2021 Test 04 $152.00 $60.80
Records
a. Arraignment and/or Plea 07/02/2021 Test 0.2 $152.00 $30.40
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Importing Service Entries on Previously Created CJA-20s

While it is 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.

CJA-20.

ndrew Anders (Attorney)

Operations

Reports

Links Help Signout

On the home page, in the My Active Documents section, click the Edit link for the appropriate

When the document opens, in the Actions section on the left side of the page, click the Import

Service Entries (.csv) link.

A CIA-20
[ Attorney Enters
Voucher

foucher #:
Start Date:
End Dat

© Expenses: $0.00

Representation Fee Limit:
$10,300.00

(o

) Basic Info Services Expenses

Claim Status

Documents

Confirmation

To group by a particular Header, drag the column to this area. Search: [
Case Defendant Type Status Date Entered
5:78-CR-00210-AA-  Jebediah Branson (# 88) CIA-20 ] Vouc{ntw 08/13/2024
Start: Claimed Amount: 760.00 David Dd Attorney ‘ Edit
End: -
5:08-CR-00806-AA- Thomas Watson (# 14) CIA-20 Voucher Entry 06/10/2024
étadrt: Claimed Amount: 0.00 David Dd Attorney ‘ Edit
nd: — =
5:08-CR-00806-AA- Thomas Watson (# 14) CIA-20 . Voucher Entry 06/06/2024

Basic Info

T CIK DIST/DIV.CODE 7. PERSON REPRESENTED.
0542 Jebediah Branson

VOUCHER NUNBER.

3 MAC. DKT/DEF.NUMBER T DIST. DKTDEFNUMBER
5:78-CR-00210-88-AA

T APPEALS. DKIDEFNUMBER

6. OTHER. DKI/DEF NUNEER.

7. IN CASENATTER OF (Caze Name) S, PAYMENI CATEGORY

US4 + Branson [Felony (including pre-trial diversion

ot allcged felony)

9. TYPE PERSON REPRESENTED
|Adult Defendant

10, REPRESENIATION TYPE

[Criminal Case

1L OFFENSE(S) CHARGED
12:1457 M PENALTIES - PROHIBITED ACTIVITIES

T2 ATTORNEY'S NAME AND MAILING ADDRESS
[David Dd Attorney - Bar Number: 1234123
[2500 Main St

[San Antenio TX 78209

[Phone: 2105552500 - Fax: 210-265-1185

13. COURT ORDER

) A Associace

(Capical Ouly) Counsel
s prose

Oy Suanaby

Fee Amount
and Pending:

$9,540.00

ing After Approved

Tasks
Link To Appointment

Link To Representation

14, LAW FIRM NAME AND MAILING ADDRESS

()L Learned Connzel 0 Appointing
At

Oc oo Glpr

E]':Subsﬁul’m Ox Admi

Judge or By Order of the Court

Nunc Pro Tune Date

Payment Details

ounts, go to Vendor Manager

Actions

Import Service Entries (.csv)

David D Attorney

“»

Reports
Defendant Summary Budget Report

Totals only of budget info for
defendant

David D Attorney
TIN (SSN): see-se-2000
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The Services page appears. To download and view a sample file, click the sample spreadsheet
link. The sample spreadsheet is in Excel (.xIsx) format that must be saved in .csv format. Click
Additional Information to expand the section and view instructions for importing time from a
.csv file.

Basic Info ) Services Expenses Claim Status Documents Confirmation
Services
eVioucher now provides the ability to import service time entries exported from a law firm billing system.and saved in Comma Separated Values (CSV)

format. The CSV file must contain all required column headings and data types. Please download our{sample spreadsheet
and service type values.
IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the contents
of the imported CSV file.

or the correct column headings

- Additional Information

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

= Date

= Hours

» Description

= 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#
= 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, 16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment, 16b,4,25

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

Import Service Entries (.csv) \

Date 7/15/2021 | =4 Description a

Service Type > |

I A . )
Hours I:I“ at $152.00 per hour.

* Requirsd Fields

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

Service Type ‘ Date = ‘ Description ‘ Hrs ‘ Rate ‘ Amt
3. Arraignment and/or Plea 07/02/2021 Test 0.2 | $152.00 $30.40
¢. Motion Hearings 07/12/2021 Test 0.9 £152.00 35136.80
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

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

Note: To include any existing entries, you must manually enter them in your .csv file.

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

Upload Spreadsheet

Warning Message

Uploading a new .csv file will
overwrite your existing time entries

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