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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 profiles and billing 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?

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Introduction

The CJA eVoucher system is a web-based solution for submission, monitoring, and management
of all Criminal Justice Act (CJA) functions. The eVoucher program 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 6.10 | AO-SDSO-Training Division | April 2024
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Court Appointment

When you make an appointment, the program automatically generates an email message to
the appointed attorney. The email confirms the appointment and provides a link to the CJA
eVoucher program.

Some courts may send a proposed email to the attorney, awaiting acceptance of a specific case.

Accessing the CJA eVoucher Program

Starting with version 6.10, you are required to use Login.gov to securely sign in to the eVoucher
application. You must create a Login.gov account or use an existing Login.gov account and have
a Single Login Profile (SLP) to access eVoucher.

Note: Login.gov is a separate application from eVoucher. If you run into any issues, you must
contact Login.gov support via their Help center page at https://www.login.gov/contact.

Follow the instructions in the next section to create your Login.gov account. Click the following
links for additional information about Login.gov and helpful tips for creating your account.
https://login.gov/what-is-login/

https://login.gov/create-an-account/

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Creating a Login.gov Account

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

CJA eVoucher - Texas Eastern District Court

Release 6.10.0.0

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

W now require users {0 sign in with a Login.goy acooent. Afver linking yous Login oy acoownt with your eVoucher sccount, you will use
Lesgin. pers B 381 luluee sign-ins

Signin with 1 LOGIN.GOV |l ae

Need to create a Login.gov account?

Uz thee Segn in bution above and then wse the "Creste an acoount”™ button Below the sign in Rokds
Leam about our new $4gn n process.,

Watioi: This is & nrdiicted poveinmenl Wit ar ol e iy buiineas ol A Sctviteerk of Thil Syslios o Gy ol piss, afd sl aices
MAEMpS, May be proorded ad maniceed oF ewiewaed by Perso m stz by tha Federal padiciarg B imgroper use, protectsen of fyssem
eyt performange of munfenaeor, and apprnpeiste meanagement by the udic ey ol ity gpstoms. By wdng this spsbess oo ang connesbed
Frilint, s epeedaly comient 1o fyritbern moriberng ded vo oMl soris 1ot vk Srd creatod By Hhars oo e it A ervidanos of
vird il oy, i liicheg U thaarizid) 3C00RS MREmpay, My b pepoimed oo Uve enforoement o8l ai

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

O LO-IN.O0Y i

gow

eVoucher 5 using
Login.gov to allow you 1o sign in 1o
yvour account safely and securely,

Crisala @f BE<ainL

Sign in for existing users

Errasd geiviren
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7

Enter your email address, and then 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.

Crafbs 80 SCCOUNT 1oF New LUSaFa

Tove pos rrani wisirs

I devidtaticra Iilgrad oo ]

Aanany R e gy Py

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.

Check your amail

Lol pnr srnad =

; s ko
O LOGIN. GOV

Confirm your email
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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.

Creats a sirong password

L

FERERAR RS

LA ] e o

FEREFERERE

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.
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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, or backup codes.

Authentication mathod setup
D Ay thardealizn apsikcation
"f,% Tan [ i pavia (TebaRECE

@ |: P TP

{? Rerurmy by

E i'...-m--. - .l erapbipas I01 ;

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

Add a phone number

e § e i @ e e s ke b w ngrree

M rags wral e s stey Ters iy D oind e wwh kel

O R e [l i (1L | P Fel
Fhpas rerskar

= 2H0.555.5555 e,
b i Tl T e ol

0 Test rmanags (I Mhora

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

Enter yaur omne-Lime code

i e T TR A E S T R ey T ]

B rrehe weill aperw s B nFwn

Jirsa bora e

Hesing troubla? Haee's whal yoo con o

' BT T
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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.

W LS GO m

s

o

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

= 4
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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
you and not someone pretending to be you.

Note: This is a one-time identity verification; if you have previously 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.

oroomr

Lat’s warity your identity for CIA
evaucher User Acceptance
Testing

Wou Il need toc

“l Dok pharior af Four

B} Erisr your Socisl Seconty numibss

E} Maéch in pour phene numbe
ﬂ Foa - afiei poai Lot i pliiwied
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To continue, select the check box allowing Login.gov to ask for, use, keep, and share your

personal information to verify your identity, and then click Continue.

e ly you slenlily

How varifying your identity wosks

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.

Biodem Bdw i

=]

e

===
[i lius poas phosnes oo isks phees

H Lowril irase 3= B, cormpreter

il pfeica

Hirw wasild e Lihos te add your IDT
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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
[} O
werety yaur
Hos wiould yori ke to add sour DT
m Dz st eladan Thid wasihow
Ui wolir phia b3 take phedos Toes rapat poep pall oped mybomatr

We sent a message to your phone

s e eniwred +1 280 855-0858
L 1Zh} ELL SR @ . r 5 d

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.

Se—

C wama b
Tesimmg Rand Tasivad

LY AR YU B B
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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.

Aoyl o bcs of your 1L

Diiwder W Lot deii sy o 0 00 0 il

P o niung clew phaiza

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

Continue to step 4 to complete the identity verification process.
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Option 2: Upload photos from your computer

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

Ceonttinue an this computer

DL P . i T ILkeitite] el £ i 10
Trowm the C oo

I [ Upload pholos

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.

=

[N

&

#udd photos of your 1D

Dl 8 LCdtcdd oF §LEDH 1D caidl

Tm L ey ri e
[T ——

Frant of your drever v licems ar E
gEpiE I[F

Back ol woust deives s Lo i '
Ll

Note: You may see a processing screen as the upload completes 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.

oromeos il

= = -] vy e 10 Nardy g ety ohora o T yar
b raahen Eidem o

S W verdied your 1D

Enter your Social Security number

Wi i o Sioatil SecunDy Al 1o vty yn fume
dte ol kerth and sodress. Laain moos poodn Baje Wi QIiect

s Fesf PR T
ER TSR S R

Dan't kave & Secial Seeurily numbar?

Wi RSt hae @ Socus] Seouny FATE 13 1insh vanfyeg
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I it e e
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Your name, date of birth, and address are imported from your ID; verify the information is
correct. If any of the information has errors, click the Update link next to it and make necessary
corrections. 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.

=]
N
P

Warily yosir informatian B

r
| ms

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.

- & 5

]

Wiy sdisr i riiim e

Pl ot

TN ESE-555

g e T e e

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

-] . & n ]
Ty DFET i Far 1 R T o] fo |
T ol rii a

Enter your ome-time code

Wil pant 5 becet [SATE) weth mome-terma cocle B HTPEN IS0 RANN
Tl Lmhl syeld raered o1 0] oo def

Once your phone number is verified, in the Password field, re-enter the password you created

to access Login.gov, and then click Continue.

-] & - = o]
ST ATy e O o Ty et A e B b peas
e e LEEL -y

& W e poait e rapre

Re-enter your Login.gov password
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A personal key is generated. You will need this key 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.

A Vo e ] et i ] e d il e

Save your personal key
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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 iInformation
to ClA eVoucher TrainingSand
igtrict

LN oms b 1wy S Dy ¥

I tmad sddrean
LW TN 5 -.

==

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.
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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.

CIA eMoucher - Traas Weitem District Couert
L0%0 Training fasfboy - Aeleaws &.10.0,0

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.

AR widceschar - Towan Téeutern Dot Cowrd
LUETS
- TR0 T W IO - Swinana &10.0UE

We've changed how you will login te eVoucher!
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After successful Login.gov account sign-in and authentication, you are then asked to connect, or
link, your Login.gov account with your eVoucher account. Click Agree and continue.

Conmnect your verified Information
ta CIA eVoucher TrainingSand
District

TR R e FER TN B

5 Emad sddrean

e [

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.

Chk sifouc et - Teain Weitnmm Disbrict Coort

L0450 Training farafbsy - Aeleans 6.10.0,0

Link e¥aucher Account with Login.gov Account
beda
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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, delete the pre-populated Login.gov email address and
enter your eVoucher SLP email address. Click Next.

LA aanchier - Tened Westarn District Caan
5050 Training Sandbo - Redease 5. 10.0.0

|-IE COLTETS

Link eVoucher Account with Login.gov Account
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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.

il

“‘I.. ¥ CAN e¥oucher » Texas Westiern District Coart
COLURT®
JLOURTS SO0 Training Sandibon - Rebease & 10.0.0

Link eWoucher Account with Login.gov Account
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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 normally.

CM séoucher - Taxos Western District Cowrt
SD50 Tralming Sandbox - Redsase 5,10,0,0

Bruleprm Ko i b ey
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ﬂ ¥ou have successhully conneched your evoucher aooount 1o your Logn gov socount, which you will use Toligs inka a'cuches iom 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 — 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.

LA e¥haincher - Tewad Wishern Disaricy Caaint
E050 Training Sandkg - Sedease §.00.0.0

o,
||l

Link evioucher Account with Login.gov Account

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

CJA eVoucher - Texas Western District Court
5D50 Training Sandbox - Release 6.10.0.0

IRCOURTS

ﬂ Ehedh o email

Anemal ks been b deveddatomeyfgmal com wath g lak o confirm your emas| addres. Follow the knkan
COWER 8 CRRBERNL o0 el Fopin pendhle
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Click the link in the email message to automatically link your accounts and return to your
eVoucher home page.
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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 normally.

G eWoucher - Texos Westorn District Couwrt
SDE0 Tralming Sandbay - Redaase 5,10,0.0

Brwle e B Ny
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ﬁ Wiou hawe sucoessfplly conneched yoor @oucher acooun| lo pour Logn goy acoound, whach wou will use loiigs mio o'souchen 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.

LA e¥aancher - Teisd Westarn District Cadn
050 Training Sandbpa - Refease 5.10.0.0

)
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Link evioucher Account with Login.gov Account
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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.

CIA eh'auchsr - Tonad Weitern Diassct Court
S0%0 Tradning Sandbaos - Release & 10000
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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.
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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 normally.

G eWoucher - Texos Westorn District Couwrt
S050 Traiming Sandbeny - Felpase 5,10,0,0
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ﬂ Woui haree sucosssfully connached yoor sVouchar aoooun! 10 'y Loginugoy soocimnl, which o will use Tolign inko a'doiaches fiom 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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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.

CJh eV oucher - Temas Westerm Deviriot Court
505D Training Sandbos - Aeleare 6.13.0.0

-
[ COURS

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

Zign inwith r LOGIH. GOW

Need to create a Login.goy account?

ik [P T’y o Pmall a

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

click Sign in.

8 o @

aviomicher SDER0 s using Logngoy
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Sign in for existing users

HI g R
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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

W Lril @ Vet (S wath i ore-time code b )

BEBE. Thuz cude wil sxpare in 1 minste

Lireg- hima coda

= .
| Mouao |

C— I

5 Sand snethar ool

Login.gov directs you to your eVoucher home page.

CJA eVoucher - Texas Western District Court
SDSE0 Training Sandbox - Releass 6.10.0.0

Cavid Attorney (Attormay)

Hiamse Operations Reports Links Help Sign out
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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. Expert
Account linked to
Z District Court

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

On the Single Login Profile page, you can:

e Edit your first, middle, and last name.
e Edit your email address.

e View your linked eVoucher accounts.
e Change your default court.

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

CIA aWauches - Train Distriel Court

8050 Tradning - Relantn £.4,0.0 Welcoms, Dmid Attomey E)

Srgle Logm Predile
[imeral {1 & I Gy | P vy L
Cour Prefils

How Comalens Heoorin Links Help Sipnm ol Sign out

emgia L Prulile
Famar] Peplida
Covinri Un

Privey
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Editing Your SLP

Your SLP information is divided into two sections: Account 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 = Andrew Anders

Farsd nara Wijdly rarep Lasi roerma Tailn
e Ariarn [£0)
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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.

Birsghe Login Profils = Arsdrew Anders

Legrand bkt

Ferut ke e R ] L o rfu
deuonar Anciany
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Make any necessary changes, and then click Save changes.

Single Login Profiles - Andies At

Arrayr el errgbor. -
Ll [FNERE {orid e

|,-__.. ] Sate

= -

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.

Rrmad addoriy
AR L Py P o E

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

Sargle Login Profile — Andrew Anciers
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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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Updating Your SLP Password

After you link your Login.gov account to your eVoucher account, Login.gov handles all password
changes and forgot your password requests. The Login.gov logo is visible in the Password
section of your SLP account information; you do not have the option to edit your password
from here.

T=rr| = e R e | P
Singghe Login Poodile — Morsbis Atlednay

e o bvievranos -

Pk raess oy =ara Lk g B
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Ermiad pidn
[ R LT L S L
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D LOGIN. GO

Note: Login.gov is a separate application from eVoucher. For password assistance, visit their
Help center page at https://www.login.gov/help.

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 = Andres fngders

D e R PR =

Lt B Wl h L AR

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.

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024

36


https://www.login.gov/help

CJA eVoucher for Attorneys | 37

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

1 g 5

Single Login Profile = Andrew Anders
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Accessing Multiple Accounts in eVoucher

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

CJA aVoucher - Texas Western District Court
SDS0 Training Sandbox - Releass 6.10.0.0

Ansdrew Anders | AEbormey)

Home Opeorations Reporis Lin ow Ascoyme Fnlp Sign eut

. Dewdrict of Tenns Western - At oomey -

Fifth Circuit Court - Attormey

T rouap by B particulee Meadier, deag the colum 1o Hes: ares. Seanth
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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.

Court account to which Single Login Profile (SLP) username

you are signed in
Ql ﬁProfiIe icon
=~

B s ol vt o thi Ll Seatsd goveemimint
2o

ClA eVoucher - Train Dislrict Court -
SDS0 Training - Release 6.4.0.0 Welcome. David Attorney )
| Single Login Profila

Court Prafile
Opedations  Reporis  Links . Accounts  Help Sign out Sign out

D O Abtorney CATLGrmay]

[ T——T. | CiFciil - AllGrmaY
5

Distrigi = AL Lormy
Attorney/expert court

account username 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 Single Login Profile (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.

Section Name Contents

This section contains documents that you are currently working on or that have been
My Active Documents | 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 Cases appear in this section if an appointment has been proposed to you and you
Assignments have not accepted or rejected it.
My Submitted This section contains vouchers for you—or your service provider—that have been
Documents submitt.ed to the court. for pay./men.t, along with documents submitted to the court
requesting expert services or interim payments.
This section contains all the vouchers for your service providers, including:
My Service Provider’s e Vouchers in progress by the experts.
Documents 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.
This section contains documents that have been paid or approved by the court.
Closed documents only display for open cases. Closed documents display until they
are archived and/or for 60 days after the appointment is terminated. They are still
accessible on the Appointment page.

Closed Documents
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Navigating in the CJA eVoucher Program

C1& eVoucher - Train District Court
SOS0 Training - Releases 6.4.0.0

Daviid O Atioamiay | ATRermay)

Walcomea, David Attonney 9

Home  Operstions FReports Links  Accounts Help  Sigmeout _ﬂ

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 Single Login Profile (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.

Click and drag the line in the desired direction to enlarge or reduce the column size.
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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.

E My Active Documents

|Tu 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.

drasg the oolumn ko this area.
- Defendant Type U Skastus

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

| Group by: Case | R'_

Cane Debemednil
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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.

WY An officis] wekaite of the United Stabes poverniment

Cl1A eVoucher - Train District Court i - P
SDSO Training - Relsase 6.4.0.0 Welcome. David Attomey ©

| Single Login Profile
Darnd D Attonnay (Attomay) —E' g

Court Profile|
H i Oparaticns Ragor s Links Halp Sigrm ol . Sign tlll.rl

i bialp ' ot Protls

On the Court Profile page you can:

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

e Update the Social Security number (SSN) or employee identification number (EIN), and
any firm affiliation in the Billing Info section. Copies of a W-9 must be provided to the
court, and any changes to the SSN after the first logon must be made through the court.

e Add atime 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, Select, Add, or View to the right of each section to expand the section and edit any
information. Review your court profile and add any missing information as needed.
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Attorney Info

Step 1

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

Anorey Info Bar Number: ==
Wi r.e-;::.a.'.u.ln Yoor Heme: Andeoew Anders -

oo Conttanc? S

Phenar 210-851-5623 | Call Phesme; 210-555- 1234
Faze:

o errelne ot IR, g

degden piSepap poet. S0%8, URTIRE Sov

dupden gl Sopap poet. S0, ek Son

owr Addrars:

1 Main Sredt

Gk Asbadiis, TX FE210:
[Fr)

If you have a Single Login Profile (SLP) that is linked to more than one court, certain changes
made to the Attorney Info section of your court profile will be 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:

Lot Profils
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Make any necessary changes, and then click Save.
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Notes:

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

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.

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

Billing Info

In the Billing Info section, click Add if no billing information is available. Click Edit to change the
information already entered.

Hilling Info Your default billing info is:
} e . o Andrew Anders
List all ble bill nfo records
ist all avallable Difling into recor Billing Code:0101-D0002
110 Main Street Add
San Antomio, TX

78210 - US

Phone: 210-833-5623
Fax:

If you have a Single Login Profile (SLP) that is linked to more than one court, changes made to
the Billing Info section of your court profile will not be applied to any of your other linked
accounts with the same SSN/EIN. This information displays at the top of your Court Profile page
and describes the action necessary to apply changes to any of your other linked accounts:

Court Profile

Changes made to the Biling 8o secton of this Court profile will BOT be spplied to any other Enked sccounts with the seme BSMEIN.
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Make any necessary changes and click Save. If applicable, add billing information for a firm or
an associate by clicking the corresponding radio button.

Billng Irfa i Trps =
B sl _ - Erpirya g
]
Al
Tan b facmt o b Fa
1T
Lonl e
1o Copy &osrem frem Profie
T
Fomzmp Ly
A |
Addrem 2
.l-ﬂlr- 3
= L Siha e Coda:
i —
Linsiy
\ATED STATES |
Billing Info * Required Fiekls
List all available billing info records Billing Type:
@] Self-Employed
O Firm
@ Associate
Billing Code: | | | Verify |
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CJA eVoucher for Attorneys

e Attorneys with preexisting agreements must enter the firm’s EIN and name.
e Associates do not need to enter an SSN. When you click the Associate radio button for
the billing type, no information is required in the Billing Code field. Once you save, the

screen displays Associate - No Billing Info.

e See the Associates Functionality document to learn more about creating vouchers as an

associate.

e Billing information must be entered before any payments can be made.

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

e Select the Copy Address from Profile check box if your billing address is the same as

your attorney info address.

Holding Period

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

given a new assignment.

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 cowrt profile will not be applied to any other linked accounts.

Ll i BoEcisnls svanid (e sl 4 offay Bnied ROODUNS and maks oharges 10 &ach oo perfls separataly

In the Holding Period section, click View.

Holding Period There are 9 periods of time during which cases cannot be taken.
Click Add.
sTas iy Wiy Halrw
Vi riciesrgg Parwcs
Fe data
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In the corresponding fields, enter the starting date and ending date, along with any applicable
notes. Click Save.

Sy e (] |
Rlwteug Date i) e
| WITI0OD =5 siuaze 1 |
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Continuing Legal Education (CLE)

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

Continuing Legal Mo infix has been stored.
Education

Pleaae chek VIEW B type your i,

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

ﬂ Ghanges made to this cowrt profile will not be applbed to any other linked accounts.
Usa tha Acoounis menu (o swilch 10 offer Bnied Accounts and maie charges 10 each courl peofile separately,

To add CLE information, click Add.
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Files Credit Date Howrs Sabject
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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.

e Lo (o]

|{-nc|| Ternarin 4 W |

Dk A8 .00 4 .:i"
LT ]
Camcrpfor
Croumerl by g s T P i Bl Bl B Pl | wis el o e T e s e A

Note: After you save information, you can upload related PDF documents.

Click Browse to upload and attach a PDF document. Once the document is uploaded, click Save.

Credit | Sentencing-re |

Date [05/15/2014 | 5]
Hours EI

Descripbion
il I_erowse... |
I
e i o = ] e =
et | 1
Pdee Credit D Hasrs b1
L] Tdrin R
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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 Appointment’s List section, locate the desired case.

Step 1

Click the case number link to open the Appointment Info page.
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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.
Create New Voucher Click the Create link next to the voucher to create a voucher for the appointment.

Reports This section contains reports for the appointment.
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View Representation

Click the View Representation link to display the following information:
e Default excess fee limit

Presiding judge

Magistrate judge

Co-counsel

Previous counsel

In the Appointment section, click the View Representation link.

Appointment

The Representation Info page appears.

epresentation Representation Info

Fermeris
St Eapgt

[T .
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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 o Fa
Court-Appointed Counsel

The voucher opens the Basic Info page, which displays the information in the paper voucher
format.
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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.
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Enter the date of the service. The default date is always the current date. You can either type
the date or click the calendar icon and select a date from the pop-up calendar.

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

Services

Oats
Servion Tipe

[oari7rzoes | = 250

Deairpton

Dec.® [ICF]
L

o Cow Sarvss
&, Arradgnmead sad For Fies

C

& Bail and Celenlo= Hearingn

. MR Heasings.

Ta group by o pa o Treal

Service Type
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Note: You can add dates in any order; they will 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.
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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. Be sure to click Save. Click an

entry to edit.
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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. Please review the Importing Time job aid on the eVoucher training website
for more detailed instructions for importing service entries with associates.

After you select the appropriate appointment and click the Create link for the CJA-20 voucher,
the document opens. In the Actions menu on the left side of the page, click the Import Service
Entries (.csv) link.
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The Services page appears. To download and view a sample .csv file, click the sample

spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.

Click the Additional Information link to view instructions for importing time from a .csv file.
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).
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Note: The service types for the CJA-30 sample spreadsheet differ slightly to match the
information needed for that document type.

Your file directory browser opens. Click the correct .csv file, and then click Open.
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A success message appears, indicating the number of entries that were imported and saved to

the services table.
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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.

On the home page, in the My Active Documents section, click the Edit link for the appropriate
CJA-20.
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When the document opens, in the Actions menu on the left side of the page, click the Import
Service Entries (.csv) link.
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The Services page appears. To download and view a sample .csv file, click the sample
spreadsheet link. The sample spreadsheet is in Excel format that must be saved in .csv format.
Click the Additional Information link to view instructions for importing time from a .csv file.
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When the .csv file has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).
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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.
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Entering Expenses

Click the Expenses tab, or click Next on the progress bar.
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Click the Expense Type drop-down arrow and select the applicable expense.

Expenses
Date 492020 | ==
| Expense Type - |*
Miles Travel Miles
Amount Travel Misc.
Fax
* Required Fields | 0 Distance Charges
To group by a pg Photocopies B area.
E Type Postage n

Other Expenses

If Travel Miles is selected, in the Miles field, enter the round-trip mileage, and then click in the
Description field to enter a description. Click Add.
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The entry is added to the voucher and appears at the bottom of the Expense Type column.
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Expenses are sorted chronologically by date, oldest to newest. Click Save.

Expenses
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Notes:

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

e Remember to click Add after each entry.

e C(lick an entry to edit.

Claim Status

Step 1

Click the Claim Status tab, or click Next on the progress bar.
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In the Start Date field, enter the start date from the services or the expenses entry, whichever
date is earliest. If necessary, go back to the Expense and Service sections and click the Date
header to sort by the earliest date of services. Answer all the questions regarding previous
payments in this case, and then click Save. Click Audit Assist at any time to view any errors or
warnings regarding your document.
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Notes:
In the Payment Claims section, click one of the following radio buttons:

¢ Final Payment to request payment after all services have been completed.

e Interim Payment to allow for payment throughout the appointment, but each court’s
practice may differ. If using this type of payment, in the (payment #) field, indicate the
number of interim payments.

e Supplemental Payment to request payment due to a missed or forgotten receipt after
the final payment has been submitted.

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

If you try to submit with errors, including incomplete dates, the following pink error message
may appear:

¥\, Service andfor Expenses are out of the Voucher Start and End Dates.

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

Attorneys (as well as courts) can attach documents. Attach any documentation that supports
the voucher, e.g., 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.

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

Basic Info Services Expenses Claim Status Confirmation

Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
File C:\Users\JaimeLongoriall Browse...
Description | Document |
Description Delate View
Document Dalete View
[« Fist ][ < previous [ Next> [[ Last»

To add an attachment, click Browse to locate your file. Add a description of the attachment.
Click Upload. The attachment and description are added to the voucher and appear at the
bottom of the Description column.

Supporting Documents

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

File C:\Users\JaimeLongoria\l Browse...
Description |Ducument |
Upload
Description Delete View
Document Delete Wiew
[
<] [<Preo | [mt> | [ o]
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Signing and Submitting to Court

When you have added all voucher entries, you are ready to sign and submit your voucher to the
court. Click the Confirmation tab, or click Next on the progress bar. The Confirmation page
appears, reflecting all entries from the previous screens. Verify the information is correct. Scroll

to the bottom of the screen.
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In the Public/Attorney Notes field, you can include any notes to the court. Select the check box
to swear to and affirm the accuracy of the authorization, which automatically time stamps it.
Click Submit.

rs rhl-d-r-.-r;'l-ln-i—ln'uﬂ-lql—!-ll--l
‘ By dm ity | Nk
| [P e —— '-
| [ D waizeie aas | - oy Submit

e Cremas (s [a=- ] [==_] [mb ]

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

The active voucher is removed from the My Active Documents section and now appears in the
My Submitted Documents section.
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Note: If a voucher is rejected by the court, it reappears in the My Documents section
highlighted in gold. The system generates an email message explaining the corrections that
must be made.
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CJA-20 Quick Review Panel

When entering time and expenses in a CJA-20 voucher, the attorney can monitor the voucher
totals using the quick review panel on the left side of the screen.

CJA-20
Attorney Enters
.4 Elizabeth Waverly
Link to CM{ECF

Start Date:
End Date:

& Sservices: $9,400.00

€) Expenses: $215.42

Representation Fee Linnit:
£11,500.00
Fee Amount Remaining After Approved

and Pending:
£2,100.00
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The Services and Expenses fields tally services and expenses as those entries are entered in the
voucher. Expand either item by clicking the drop-down arrow to reveal specifics about the

services or the expenses.

€) Expenses: $215.42

@ Sservices: 59.400.00 -
In Court Services
Service Hours Amt.
Arraignment andor Plea 5.0/ $1,200.00
Bail E_md Dietenticn 0 =0.00
Hearing
Motion Haarings 2.0 =400.00
Trial ] 50.00
Sentencing Hearing a S0.00
Revoration Hearings a S0.00
Appeals Court ] S0.,00
Cther ] 50.00
Totals 8.0| £1,600.00
Out of Court Services
Service Hours Amt.
Intarviewws and -
Canfarences 13.0) £2,600.00
Obtaining and Reviewing
Records 8.0 £1,600.00
Lagz_:l Fessarch and Brief 20 £1.300.00
Wiritimg
Trawel Time 4.0 £B00.00
Investigative and Other 5.0 £1.£00.00
Work
Totals 33.0| 57,800.00

Trawvel
Expense Type
Trawel Miles
Trawal Misc
Totzls
Expenses
Expense Type
Fax
Long Distance Charges
Photocopies
Postage
Other Expenses
Totzls

Amound
£50.42
=000
£50.42

Amount
=000
s0.00

Z100.00
s0.00
525.00
£125.00
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The Representation Fee Limit field displays the current available funding for the defendant. The
Fee Amount Remaining After Approved and Pending field displays a real-time tally of the fee
amount remaining as services and expenses are being entered in the voucher and saved. If
there is a negative amount, it shows in red.

CIA-20 A CIA-20
Attormey Enters L Attormey Enters

Def.: Elizabeth wWaverly

Link to CM/ECE

Voucher #:
Start Date: Start Date:
End Date: End Date:

& Sservices: $9,400.00 @ services: $12,600.00

@ Expenses: $215.42 € Expenses: $215.42

Representation Fee Limit: Representation Fee Limit:

£11,500.00 £11,500.00
Fee Amount Remaining After Approved Fee Anmu_nt Remaining After Approved
and Pending: and Pending:

§2,100.00 (§1,100.00)
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whether a case has the
potential to exceed the statutory maximum allowed for representation.

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

e Viewable reports appear in the left review panel.

e Each panel, depending on the document you are viewing, can have different
reports available.

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

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

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report

Totals only of budget info for
defendant

To find other accessible reports, from the menu bar at the top of the screen, click Reports.

Home Operations Reports Links Help Sign out

> Reports

[ Internal |

Appointment Report

Attorney Time ‘

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



CJA eVoucher for Attorneys | 73

Defendant Detailed Budget Report

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

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

Defendant Detail Budpet Report - Attormey
114-CRAOSB05- 1AM
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: hogssan i
T Panea ey
e = e EapEran Telm rer i e Tokw ARsi Aggroved AR Appitved
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Defendant Summary Budget Report

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

Defendant Summary Budgel Reporl - Attomey
114-CR 88051 Ju
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Creating a CJA-21 Voucher

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

On the Appointment page, from the CJA-21 voucher template, click the Create link to open the
Basic Info page.

CJA-21 Crealte

Authorization and Voucher for Expert
and other Services

When submitting a CJA-21 voucher, the Authorization Selection section displays in one of two
ways, depending on the availability of associated authorizations.

Associated Authorizations Available
If associated authorizations are available, they display in ascending order by ID number.

Basic Info
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Note: The No Authorization Required link is located below the authorization choices.
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If you are using an approved authorization, click the desired authorization, which is then
highlighted in blue. You cannot continue until the authorization is highlighted.

Pleuse Selest the Avsacisted Authorization

Crdes Date: 05342014 Extinated At §1 s
||l-|]ﬁ'mdkrrhﬂ.'l-l.¢l:ll:l.ﬂ' R
| Grand Tobd Rreagal: §1,500.08

| 10 Mumber; 154 herpne Tapes Islerpectes T+ arabalir

| Ordes tiata: ml::iﬂll.-;:m raciackl pwdizr e e
| Ermsd Tt Acrnant: $109.58 Pt

If the voucher does not require advance authorization, click the No Authorization Required
link.

No Authorization Required

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

Associated Authorizations Unavailable

If there are no associated authorizations available, a message appears stating that no
authorization requests were found, and you must click the No Authorization Required link to
proceed.

Basic Info

-2

T v ]
e e i

L 71
i il pe
- v fekx

i R STl L]
JLesletle oy Bad
PETENEE |

Authorization Salection

SR P b el el e, T i B e Bt mil

i Fa dpfaefiee Beganh Foard |

T A g Beapuit il

e i e I - P p———
13 aaPeniiofm

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



CJA eVoucher for Attorneys

The service type auto-populates based on the authorization selected. If no authorization is
being used, click the Service Type drop-down arrow and select the service type. In the
Description field, enter a description of the service to be provided.

New Voucher Information

Service Type Chemist/Toxicologist W

Toxicology report.

Description

From the Expert drop-down list, select the expert. If the service providers or experts have rights
to enter their own expenses, the Voucher Assignment radio buttons become active. Click the
appropriate radio button to indicate whether you or the expert will enter the service fees on
the voucher. Once you have made your selection, click Create Voucher.

Sarvice Provider

Yious can search one of the senvice providers: abeady in the systom
O, o con ol Bhe rocguined! information for anothes prowider

Expert Jennngs, Julia et

Expert Info Julle Jernings

110 Main Stresst
San Arkonika TH 78210 U5
Phone: 210-453-5512

Voucher Assignment © ™ Mtormey | Expert
s inclicates wilho madl e respoveses Sv (filing e voocher clm paf

Craals Vol

Notes:

e Only experts assigned with the service type selected appear in the drop-down list.

e Allinformation must be entered to advance to the next screen.

e [f the expert selected is authorized to use eVoucher, you are done at this point and can
click Home or Sign out.

e [f the expert selected is not authorized to use eVoucher, the attorney must file the
voucher on behalf of the expert. The voucher appears in the My Active Documents
section as submitted to the attorney. They must perform the second-level
approval/submission by clicking the voucher, navigating to the Confirmation page, and
approving the voucher, which then moves to the My Submitted Documents section.
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If the expert does not have an eVoucher account and profile, you must contact an eVoucher

administrator to add a new provider.

MNew Vaucher Information

Service Type | Chemist Tondoologist d
Description |
Service Provider

Sasich for & service provider, 3 you do rot find whe you ane looking for, contact in evbuche
admrestrator o acd & few provde

- “\
Voucher Assignment = Attomey  Expert
This indicates who il be resporsatsls for (lng e vouchesy alaim pant

Create Vouchsr

« Frst | [ Previows | [ Mest> |[ Lasts | [ Eeteris vt |

If the service providers or experts have rights to enter their own expenses, the Voucher
Assignment radio buttons become active. Click the appropriate radio button to indicate

whether you or the expert will enter the service fees on the voucher.
Mew Voucher Information

Senaion Typas Interpretor Transator L

Drescrigson

om0 peaich gse of T sercs providen anasdy in the oytem

Expert  |Campos. Charlene |
Expert Info Chgrlens Camgas

[EgF

110 Hais Sireet
Sen Anhgren T TEZLD U5
Pragree; 210-477-2144
s st wohar el B vespoctiable for Sllg the voorer slein pact

(oo vouor |
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Step 7

Click Create Voucher.

T 110 Main Street
San Antonio TX 78210 US
Phone: 210-477-2344

Voucher Assignment = ' Attorney ‘@ Expert
This indicates wio will be responsible for filing the voucher diaim part

Create Voucher
Notes:
e The expert goes through an approval process. Once approved, an email is sent to the
attorney.

e When you select the expert from the Expert drop-down list, their information
automatically populates.

e |f the attorney submitted the voucher for the expert, they must approve the voucher
twice—once while sending it for the expert, and again after it appears in the My Active
Documents section.

Click the Services tab, or click Next on the progress bar. In the corresponding fields, enter the
date, units, rate, and description. Click Add. The entry appears at the bottom of the Services
section. Click Save.
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Click the Expenses tab, or click Next on the progress bar. In the corresponding fields, enter the

date, expense type, description, and miles. Click Add. The entry now appears in the Expense
Type column. Click Save.

Basic Info | Services | b Expemses |- Claim Status

Do anesenl s Comfirmatison

Expenses

Diate [ari7rmen | == Desriptan

Espense Trpe -ie

Riles at $LLSTS par e Rl

Amoung | Add || Remave

¥ Faairny Fusis

T roup By @ partioslir Header, deag the tolumn Bs this e

Lxpenas Typa Dabe = [escrigtion Hile Bste Ak

{Emplty’)

Mo daka o paginate Go o page: i e per page: 1 25 50 10D
[t | (<o o [ s ] | ot vt

Click the Claim Status tab, or click Next on the progress bar. Enter the start and end dates,
making sure to select the earliest date of services and expenses as the start date. In the
Payment Claims section, click the appropriate radio button, and then click Save.

&
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Notes:
e Final payment is requested after all services have been completed.
e Interim payment allows for payment in segments, but each court’s practice may differ. If
using this type of payment, indicate the number of this request payment.

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

e Atthe end of the case, to request return payment of withheld funds, click the
Withholding Return Payment radio button on a blank CJA-21.

Click the Documents tab, or click Next on the progress bar. To add an attachment, click Browse
to locate your file, and then enter a description of the attachment. Click Upload. The

attachment and description are added to the voucher and appear in the Description column.
Click Save.

[LPEE P Sl LEEERTERY [ P L TY i T wrerels Ll awaliae
Supporting Documents
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Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.

i lnily  Nersme

Confirmation

Rl T o —
An i . [

ki L
!' TES-F BRI T IS SR TI0ee POl TR

1d O S Lk

N e LY
-,::'_" S i i Tam

==

s

2=

HE ]

s e TR CEIALY
P 11T

[ 22 o v

i
. P paiaemm— ey Sl S i e o — D -
e e s e T ik

-

T—:-——
--—mt"ﬂ'l'-'_l' r R
e i e, v o g i = [, [ SRR Sy e
) e Ll L LTI ™
el i
Lo
o i W o ri T Ik
Pk 0 111710 ] Eﬂﬂ]ﬂ
{EET T | TS [T T =] (=== S e |

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



CJA eVoucher for Attorneys | 83

Step 13

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

Your voudher has been submitted for payment. You wil recerce & notificason if we need more details,

Please keep the following voucher number for your own records:
0101.0000154

Submitting an Authorization Request for Expert Services

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

In the Appointments’ List section, open the appointment record.

| BpgssEmtaenls [ PR I
Gl 4-CR-driers-A refedidant ) bifbedink Brasdon
Dwhmydast 4= 1 Bppresrtation Trae: Crmmsl Crse
Cira Tithe LRk v Pesrian gkt T : Ao Coiai
Al ey Ardiew Andbd O Gt RN
Feporaserrobion 10: 1 e bedge: Ebart iberinan
Aegpprpe L5 4 e reg g

On the Appointment page, in the Create New Voucher section, click the Create link next to
AUTH.

AUTH Create
Authorization for Expert and other
Services
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Click Create New Authorization.

Authorization Type Selection

Wou can ek the Create New Authorization bulios to creste & new suthorizabion regeest, o dick the RBeguest Additions] Fumsds Byitos to select
from a list of approved sethorrations that you would ke bo regeest sddisonal funds for.

Croate Naw Authorization
Lise ihis bidboes f6 create 3 new
dirthanzabnn.

U this button Bo seflert sn approsed
autharzation that yeg wold e in
regenst pfilriigeal fundy Far,

The Basic Info page appears. Complete the information in the Master Authorization Information
section at the bottom of the screen. This includes the following:

e Estimated Amount field

e Basis of Estimate field

e Service Type drop-down list

e Notes field
Click Save.
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Click the Documents tab, or click Next on the progress bar. To add an attachment, click Browse
to locate your file, and then add a description of the attachment. Click Upload. The attachment
and description are added to the voucher and appear at the bottom of the Description column.

N fnla ¢ Dezamenbs (R T R
—_—

Supporting Decuments

File Uplnad (Ordy P fles of 1080 siee or bessd )

s € Wissrslaimelongorad Divwes
Desroden | Donwmem

[
LDl L Dalits  View
] (B e
(ot ] < P | [ S = [ =] o ]

Note: All documents must be submitted in PDF format and must be 10 MB or less.

Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.
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A confirmation screen appears, indicating the previous action was successful and the
authorization request has been submitted. Click the Home Page link to return to the home
page. Click the Appointment Page link if you wish to create an additional document for this
appointment.
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Creating an Authorization for Transcripts (AUTH-24)

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

On the Appointment page, in the Create New Voucher section, click the Create link next to
AUTH-24.

AUTH-24

Authorization for payment of
transcript

On the Basic Info page, enter the details for the required transcript. Click Save.
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Click the Documents tab, or click Next on the progress bar. To add an attachment, click Browse
to locate your file, and then add a description of the attachment. Click Upload. The attachment
and description are added to the voucher and appear in the Description column. Click Save.

Basic Info | Documents Confirmation

Supporting Documents

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

File Browse...
Description |
_

Delete  View

Proposed Order.pdf Delete View

« First || <Pre'«'iuus|| Next > || Lask = | Save |

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.
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A confirmation screen appears, indicating that the previous action was successful, and the
authorization request has been submitted. Click the Home Page link to return to the home
page. Click the Appointment Page link if you wish to create an additional document for this
appointment.
| Success |
Thii docairal B boes sebeilnd.
Plaaers boosg the folaving dacumesl rpmvber B poa o 1agonds:

01010000626

Back to:
| Appoinlment PAge
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Creating a CJA-24 Voucher

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

On the Appointment page, from the CJA-24 voucher template, click the Create link. The Basic
Info page appears.

CIA-24 Create |
Authorization and Voucher for
Payment of Transcript

Creating a CJA-24 voucher is similar to creating a CJA-21, as outlined in the CJA-21 section. The
Authorization Selection section displays in one of two ways, depending on the availability of
associated authorizations.

Associated Authorizations Available
If associated authorizations are available, they display in ascending order by ID number.
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Note: The No Existing Authorization in eVoucher link is located below the authorization
choices.
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If you are using an approved authorization, click the desired authorization, which is then
highlighted in blue. You cannot continue until it is highlighted.
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If your court does not require an AUTH-24, click the No Existing Authorization in eVoucher link.

Mo Existing Authorization in eVoucher
if you do not have an existing authorization in
eipucher, you may procesd by clidking hare.

Associated Authorizations Unavailable

If there are no associated authorizations available, a “No Authorization Requests Found”

message displays, and you must click the No Existing Authorization in eVoucher link to
proceed.
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Click the Expert drop-down arrow and select the court reporter. In the Voucher Assignment
section, click the appropriate radio button to indicate whether the attorney or the court
reporter will enter information. Click Create Voucher.
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Notes:
e When you select a court reporter from the Expert drop-down list, their information
automatically populates.
e Click the Attorney or Expert radio button to indicate whether you or the expert (in this
case, the court reporter) will complete the voucher claim portion.
e If the attorney clicks the Expert radio button, the expert completes the required expense
information and submits the form. The attorney then approves and submits to the court.
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Click the Services tab, or click Next on the progress bar. In the corresponding fields, enter the
date, service type, number of pages, rate per page, and a description, and then click Add. The
entry appears in the Service Type column. Click Save.
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Click the Expenses tab, or click Next on the progress bar. In the corresponding fields, enter the

date, expense type, and a description, and then click Add. The entry appears in the Expense
Type column. Click Save.
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Click the Documents tab, or click Next on the progress bar. Click Browse to locate your file, and
then enter a description of the attachment. Click Upload. The attachment and description are
added to the voucher and appear in the Description column.
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Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.
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A confirmation screen appears, indicating the previous action was successful and the voucher
has been submitted. Click the Home Page link to return to the home page. Click the
Appointment Page link if you wish to create an additional document for this appointment.

[ soccess |
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01010000165
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| Azoointment Page
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Creating a Budget Auth

The Budget AUTH document type allows you to request additional attorney funds and/or to
request service providers on a budgeted case. Attorneys should coordinate the submission of
this document with the circuit's case budgeting attorney and/or the court’s CJA administrator.

On the Appointment Info page, click the link for the case from which you want to create the
budget auth.

Appaintments ICefemnet e

Defemndant: Jennifer Hall
Representation Type: Criminal Case
Onder Type: Appainting Counssl
Order Dabe: 01/20/17

Pras, Judge: Albert Alberdson

B Mag hodge:

Deelinlant: Bols Sadtl
Aepresentation Type: Crimnal Case
Qrcler Type: Appointing Counssl

Astornay’ Dandd Attornay Owdder Dabe: 10,0518
Beemersiston L 120 Pres. Judige: Levar Judge
nt I 116 -
BTG AcnMag Judge;
. Pagi 1o 1 2 )

On the Appointment Info page, in the Create New Voucher section, click the Create link next to
BUDGETAUTH.

Appointment Info
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On the Basic Info tab of the budget auth, the Budget Phase/Stage (e.g., Pretrial/Trial/
Clemency, or One/Two, etc.) and Requested Additional Attorney Fees fields are required.
Optionally, in the Notes field, you can add notes to be viewed with the requested amounts (you
still have an opportunity to include notes on the Confirmation tab).

Note: If no attorney fees are being requested in this request, you MUST enter $0 to submit the
budget auth.
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On the Authorization Request tab, from the Service Provider Type drop-down list, select the
service provider(s) type you are requesting, if any. Any previous authorizations for that provider
type display. Click the previous authorization to add the additional amount requested, and then
click Add. The provider request appears in the grid below. Continue to add service providers.

[ e

If there is no prior auth for the provider type being requested, you only need to enter an
amount requested in the Additional Amount Requested field.
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On the Documents tab, upload any relevant documents, and then click the Confirmation tab.

|* Basic Info + Authorization R:eque Confirmation h

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

Fil Choose File | No file chosen

Description | |
Deseription Delete  View

No Attachments
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Step 7

On the Confirmation tab, review and confirm that all information is correct as requested on the
prior pages. In the Public/Attorney Notes field, include any additional information to the court.

Select the check box to swear and affirm the accuracy of the voucher, which will automatically

be time stamped. Click Submit.
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A confirmation screen appears, indicating the previous action was successful and the budget
auth has been submitted to the court. Click the Home Page link to return to the home page, or
click the Appointment Page link to create an additional document for this appointment.

Success
This document has been submitted.

Please keep the following document number for your own records:

0101.0001122

Back to:
Home Page
Appointment Page
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Creating a Travel Voucher

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

On the Appointment page, in the Create New Voucher section, click the Create link next to
TRAVEL.

The Basic Info page appears. The Travel Agency to be Used section auto-populates.

e b e G e e

Basic Info

Click the Authorization Request tab, or click Next on the progress bar. Complete all required
fields marked with red asterisks, and then click Add. The information appears in the table at the
bottom of the screen. Click Save.
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Request For Travel®
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Click the Documents tab, or click Next on the progress bar. Click Browse to locate your file, and
then add a description of the attachment. Click Upload. The attachment and description are
added to the voucher and appear in the Description column.
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Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear to and affirm the
accuracy of the authorization, which automatically time stamps it. Click Submit.
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A confirmation screen appears, indicating the previous action was successful and the voucher
has been submitted. Click the Home Page link to return to the home page. Click the
Appointment Page link if you wish to create an additional document for this appointment.

T vonsches Faes been sub i for pary Voo will & noificabon f we need mone detals,

Fiears ke the Tolerwang visuher rummber far your S REConss
0101.0000162

Back o
Home Page

Creating a CJA-26 Voucher

This is a request and justification for expenses outside the statutory limits.

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

On the Appointment page, in the Create New Voucher section, click the Create link next to CJA-

LIA-30 Lol |
Stabtement for & Compencabon Dlaie

I Ewcess of e Skabobory Case
Compensabon Madmsemn: Diatrid

Couri

26

The Basic Info page appears. Enter the required information. Click Save.
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Click the Justification tab, or click Next on the progress bar. On the Justification page, enter
relevant information in the fields, and then click Save.

Basic Infe II- r-uhr-u-u ol TrimeEnts ConfEmsting
Justification
3. Db descowery materials (rature and voluma] and'er discovery pradices which are 3 motevweriey Facier in the numiber of hours

A, List and Sesoibe motons, legal memoranda, Uy nsiTuchons, and donsments, or begal ressarch mof mesulting in such, which
are 3 oteworthy fador in the number of hours demed and whach werg origiraly for this carse (e not include standardimed
mmmmz!wm

5. Summarie imvestigation and case preparabon (e.g., rumber and accesshity of weinesses inferviewed, recond collection, dooament
atgafazation] whath ath 3 Aoteweittry [achsd in the frumidee of hour daered,

?.mmmwdhum mm“-whwuhm ool howrs claimad and woplain sach:
communication with dent,Tamsy, Linguage dfference, sccesstalty of diert, or other

B. Esplain arry experes {Remes 17 and £8 of the C0 3 voscher] greates than £508
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Click the Documents tab, or click Next on the progress bar. Click Browse to locate your file, and
then add a description of the attachment. Click Upload. The attachment and description are
added to the voucher and appear in the Description column.

Basic Info Justification Confirmation

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

File C:\Users\JaimeLongoriall Browse..

Description | Document *

Description Delete View
Document Delete Wiew
[Pt [<Provious et ]

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes
field, you can include any notes to the court. Select the check box to swear and affirm to the
accuracy of the authorization, which automatically time stamps it. Click Submit.
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Click the Home Page link to return to the home page. Click the Appointment Page link if you
wish to create an additional document for this appointment.

Your wisacher has been submithed for payment. You will recesve & naSfication if we need mone detals, |
Pleps kpep the following voucher rusdser for your own reconds:

0101.0000167
|

| Back to:

Home Page
Appointment Page
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Appendix A: Correcting Errors in Your .csv File

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

A message appears at the top of the page, indicating the number of errors found. Click the View
Report link to view errors.
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The Errors Only report opens by default, with the errors in the file highlighted. Review the error
report and correct the original .csv file.
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Note: Click the Full Report radio button to view an error report that includes all imported
service lines.

Return to the Services page, click the try again link, and then follow steps 4-5 in the Importing
Service Entries on Previously Created CJA-20s section to attempt the import again.
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Attorneys should still review the voucher to ensure that entries are correct prior to submission
to the court. For the remaining tabs of the CJA-20 or CJA-30 voucher, please see instructions for
those documents.
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Appendix B: Creating the Excel File for Import

Once you begin the process of importing your service entries to a CJA-20 or CJA-30 voucher,
sample spreadsheets are available to download on the Services page. These sample
spreadsheets are in Excel format that must be saved in .csv format.
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For the .csv file to be successfully uploaded into and accepted by eVoucher, it must contain a
header row with specific column headers, as seen below. The header row contains four
mandatory column headers (Date, Hours, Description, Service Type) and two optional column
headers (Doc. #, Pages). The Doc. # and Pages fields may be included in the header row;
however, they are not required unless data is provided.

If the header row contains service entry information instead of headers, the data in that row
will be ignored and won’t be imported into your voucher. Sample spreadsheets containing the
correct column headers and service type values for each voucher type are available in the
online help.
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Note: Time entries containing values greater than a single decimal place are automatically
rounded up or down to the nearest tenth. For example, 0.125 is rounded down to 0.1, and 0.75
is rounded up to 0.8.
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Appendix C: Converting the Excel File to .csv Format

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

In your Excel file, click the File tab.
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From the navigation menu on the left, click Save As.
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On the Save As page, click the drop-down arrow and select CSV (Comma delimited) (*.csv).
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Your Excel file has now been converted to a .csv file and can be imported into the Services page
of your CJA-20 or CJA-30 voucher.
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