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Access to eVoucher (Do NOT use Mozilla Firefox)

To access the CJA eVoucher program in Internet Explorer or Safari, either click on the
link provided in the email or use your browser to access the system at
https://ecf.casd.uscourts.qov/CJA. You will be taken to the CJA login page. Enter the

Username and Password you were provided and click .

;}fﬂ CJA eVoucher

USER LOGIN Release 1.1

Existing user? Please log in.

Username: |

Password:

Browser Configuration

When using Microsoft Internet Explorer (suggested for best viewing) make the following
updates under the menu bar: Tools>Internet Options>Browsing History>Settings

1) Click Settings

Browsing history
’l-  Delete temporary files, history, cookies, saved passwords,
¥ and web form information.

[ Delete... ][ Settings ]

2) Click “Every time | visit the webpage” for your page copy preferences

Temporary Internet Files

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

Check for newer versions of stored pages:
(3) Every time I visit the webpage
() Every time I start Internet Explorer
(O automatically
O Never

This makes sure any data you enter into eVoucher updates on your screen immediately.



Court Appointment

When an appointment is made, an email will be generated and sent to the appropriate

attorney. The email will confirm the appointment and provide a link to the CJA eVoucher
program.

This is to inform vy U.S. District Court has appointed you to represent James Earl Johnson in case USA
v. Johnson 2:10-CR-000
You may access this appointment via the CJA eVoucher program at http://localhost/CIATraining.

Court

Login Recovery

If you forget your login you may click on Fergetveuriegin? and enter your Username or
email address to retrieve your information.

Forgot your Login? Please tell us your username and/or email. We will send you
an email to retrieve the missing info.

Username: and/or

Email:

Recover Logon |

Attorney Home Page

Your home page provides access to all of your appointments and vouchers. Security
has been put into place that prohibits you from viewing information for anyone else.
Likewise, no one else will have access to your information.



Home Operations Reports Links Help logout

> Home

Welcome Peter S Schweda: | My Profile

My Appointments: | View

ATTORNEY

Search Existing Appointments: | Search

Folders on Attorney Home Page

~'Contains vouchers or documents that you are currently working on.

Contains vouchers for documents that you have completed and
have been submitted to the court.

B IENACE L IOVC Contains vouchers for service providers that you are
overseeing. NOTE: You will be able to view vouchers from all service providers that you
are overseeing, however, the service providers will only be able to view their own
information and vouchers.

' Contains vouchers or documents that have been approved or paid by the
court. Closed vouchers will be displayed only for your active appointments. When your
appointment has been closed, the closed vouchers associated with the appointment will
not display on your homepage. You will be able to view the removed vouchers by
searching for the appointment and then selecting the voucher you want.

puUcCher

All of the folders display basic information regarding the Case Number, the Defendant,
Type of Document, and the Status of the Document. The status tells you where the
document/voucher is in the process, i.e., you are still entering information, it has been
submitted to the attorney, it has been submitted to the court or it is closed.

To view a specific voucher, click on the Case Number or the voucher number (i.e.,

0980.0000004)

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

Case Defendant Tvpe Status

2:10-CR-00155-RCJ-... Enc Wishart (= AUTH Voucher Entry

Start 08/18/2010 Clamed amount: 15,00... Invesbgator ; Echt

Endi 01/01/1900

2:10-CR-00155-RC1-... Eric Washart (= CIA-20 Voucher Entr
==~1 08/01/2010 Claimed Amount: 2,914... John E. French W 0275 0001057

~=1 O8/19/2010 " INTERIM PATMENT



Adjusting Views
You can change the way information is displayed in the folders.

e Sorting. Click on the column header to sort by that column (clicking once will sort
it low to high; clicking twice will sort it high to low.

¢ Change size of Column. Move your cursor to the line between columns until you
see an arrow. Hold your left click down and drag the line in the desired direction.

e Group by Column Header. Click on the header for the column you would like to
group by (i.e., if you want the documents grouped by case, click on the “Case”
header. If you want all the documents grouped by the kind of document it is, click
on the “Type” header.) Keeping the left click down, drag the column header into
the identified area above the grid.

drag here

o

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

Case Defendant Type
2:10-CR-00092-EFS- Ryan M Hoffman (= 1 CJA-20
Start: 02/01/2011 Claimed Amount: 178.50 Timothy D Trageser

End: 02/01/2011

e Closing Folder. Click on the “-* next to the name of the folder you would like to
close. Click on the “+” to open the folder.

Group by: Case —~

Case

Case: 2:10-CR-00092-EFS-

"lll!.-hlull!: »-I_,h_

¢ Moving Folders. Click on the title of the folder you want to move, keeping the left
click down, drag the folder to the desired location and let go.



Menu Bar

You can use the menu bar at the top of the screen to access other functions of the
program.

Home: Takes you to your homepage.

Operations: Takes you to your appointments.

Reports. Takes you to reports you can select and run.

Links. Takes you to other CJA related information

Help. Takes you to: “My Profile” (another way to access your profile)
“Contact Us” a means to email the court.
“Privacy” the court’s privacy statement

e Logout. Logs you out and closes the program.

Profile Maintenance

Home Operations Reports Links Help logout

> Home

Welcome Adam Adamson: | My Profile

My Appointments: | View

ATTORNEY

Search Existing Appointments: | Search

To change your login information, password, personal information, and billing

information; click on M7Profie gnd then for the section you would like to change.



Login Info UserName trageser.timothy.23
Your Login information CM/ECF Access is NOT validated
Attorney Info Bar Number: 18704

Your Name: Timothy D Trageser
Your personal info

Your Contact Info:

Phone: 509-327-3993

Fax: 509-327-3920
cja_history@waed.uscourts.gov

Your Address:
1428 W Northwest Blvd
Spokane, WA 99205-4345

us

Billing Info Your default billing info is:

e e Timothy D Trageser

List all avaiabie Diling INTo recoras SSN/EIN: ***-**.2333 click Add to add a
1428 W Northwest Blvd new entry
Spokane, WA
99205-4345 - US
Phone: 509-327-3993
Fax: 509-327-3920

el

Continuing Legal No info has been stored. click View to add ¢ [View |
Education Please dick VIEW to type your info. ew entry

Login Info:
e To change your Username, type new Username in the “Username” field and

press change.
e To change your Password, type the new password in both the “Password” and

“Confirm” fields and press )
e The CM/ECF Username and Password fields are for future use to synchronize
your rights between CJA eVoucher and CM/ECF. Leave as is until further

instruction.
Login Info Username | test change
our Login information — | .
Confirm .

CM/ECF Username
CM/ECF Password ‘

CM/ECF Access is NOT validated '



Attorney Info:
It is the attorney’s responsibility to maintain accurate contact information. Enter the

desired information in the fields and press L[22%
Attorney Info Bar Number
i nerennad e jiz704
S First Name Middle Last Name
Timothy D Trageser
Email
cja_history @waed.uscourts.gov
Phone Fax
509-327-3993 509-327-3920
Address 1 City
1428 W Northwest Blvd Spokane
Address 2 State Zip
WA 99205-43
Address 3 Country

us

Billing Info:
It is the attorney’s responsibility to maintain accurate billing information. You may have
multiple bill records, i.e., tax number and/or addresses.

Note: You must have billing information before a voucher can be paid.

F. Lee Bailey
SSN/EIN: ***-*=*.1111
101 Oak St.

Las Vegas, NV Add
89101 - USA
Phone: 702-555-5555 Edt
Fax:

Biling Info Your default billing info is:

To add a billing record click . Enter the desired information in the fields and click
. To edit a billing record, click on the ©for the record you would like to edit and

click . Make the desired changes and click . Identify the billing information
you would like to serve as your default by clicking on the O for the desired record and

then clicking on . The default billing record will be identified.
Your default billing info is:
F. Lee Bailey
SSN/EIN: ***-**.1111
101 Oak St.
Las Vegas, NV
89101 - USA
Phone: 702-555-5555
Fax:



CLE Records:
Attorneys can keep track of their CJA related CLE credits via the “Continuing Legal
Education” section.

Continuing Legal No info has been stored.
Education Please dick VIEW to type your info.
. : View
To enter a CLE credit, click on
Continuing Legal e ] | | | [ada ] | ]
Education
Search:
Files Credit Date Hours Subject

No Continuing Legal Education

No data

Click on Choose the type of credit by clicking on the arrow. Enter the date, the

L . Save
number of hours and a description of the program and click on
Continuing Legal 55| [ sae |

Education
Credit leI
Date 03/17/2011 |2
Hours
Description

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

Add a PDF document as an attachment by clicking on |[Browse... | and locating and

clicking on your document. The document will appear in the grid below. Click on

to complete the entry.

Continuing Legal (6o | [Seove |
Education

Credit [Sentencng  [v]
Date [03/17/2011 | EH|
Hours |1

Description |Sentencing Guidiines 11 2010 CLE

Document | | Erowse.. |

Search:
File Delete

Ne Documents

No data




All entries will be displayed in the grid and can be accessed, edited, or deleted by

clicking on the entry and choosing the action you want to take.

Continuing Legal || [Tpoge | [eat | [Add ] [Deee |
Education
Search:
Files Credit Date Hours Subject
0 Sentencing 03/17/2011 1 Sentencing Guidlines 11 2010 CLE

Appointments

You can view your active appointments by either clicking on View at

Page 1 of 1 (1items)

My Appointments: | View

Appointments Defendant

Case: 2:10-CR-00160-ECR-RJ] Defendant: John Smith
Defendant #: 1 Representauon | ype: Lnminal Case
Case Title: USA v. John Smith Order Type: Appointing Counsel
Attorney: F. Lee Bauey Order Date: 04/12/10

Pres. Judge: Edward C. Reed, Jr.
Adm.Mag Judge: Robert ). Johnston

Case: 2:00-CR-00001-RLH-LRL Defendant: Eric Cartmann
Defendant #: 1 Representation Type: Criminal Case
Case Title: USA vs. Eric Cartmann Order Type: Appointing Counsel
Attorney: F. Lee Baiey Order Date: 01/01/01

Pres. Judge: Roger L. Hunt
Adm. /Mag Judge: Lawrence R. Leavitt

You can review a specific appointment by clicking on the Case Number. Information

about the appointment, as well as any vouchers or documents associated with the

appointment, will be displayed.

10



Appointment

]

Compansabon Maximum: District Court

M wment Em!
intment Repart for Attomeys

Appointment Info

il [ CTR 057 o com 2 FERSON REFRESENTED CHER NTAGIR
878 Enc Cartmann
1AAG. DET DETNTABIR. L DIST DKT DEF NTABER Is.m:.u.smm:rmn & OTHER DiT TEF NMBER
2-00-CR-00001-1.RLHE-LRL
T INCASEAIATTER OF(CaseNamy) |8 PAYMENT CATEGORY [s- 77z FERSON REFRESENTED 16 RIFRESENTATION TVTE
USA vs. Eric Cartmass elony Gncuding pee-til vensicn |, 4y s riminal Case
of alleged felony)

11 OFFENSE(S) CHARGED
18:13-4994 F FRAUD, FALSE ENTRIES, OTHER18:15-4992 F FRAUD,

CONSPIRACY TO DEFRALD. OTHER

12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER
7. Lee Bailey - Bar Number: 1111 T CCe-Counnl [ T Soha for Federal Defeader
I"i "
R v QAppeisting Cosasd F Subs for Fanel Atoraey
s NV #9101 " RSab for Retaised Attzroey | ¥ Staadby Comml
Phone: 702-111-1111 . S e
Frice Aftoraey's Naze
Appowtzaat Dates
agsatere of Prosiding Jedge or By Order of the Court
egry A Leta
14 LAWFIRM NAME ANDMAILING ADDRESS of Order Nuwc Fre Tess Date
112001
Regeom |VES 7 NO
Vouchers on File
To group by a perbauar Header, drag the column to this ares,
Case Defendant Type Status
2:00CR-000) 1 RLH4AL Enc Cartmamn (= | Cla-20 Voudher Entry
=137 QLAL2001 Camed Armount: 126,75 F. Lee Baley 8 Edt
42972018
1 Page 1of 1 (1items)

You can review representation information by clicking on

Appointment

j Appointment Int:(‘mﬂa/
3 i -! FERSOX,
7 __femrCinmine

'OUCHER NUMBIR

4 DIST DKT DEF NOMBER
[2:00.CR.-00001.1.RLE.LRL

§ AFFEALS DET DEF NUMBER

§ OTHER DET DEF NTMBER

|7 IS CASTATTEROF Coneame) |1 PAVMENT CATEGORY 9 TYPE FERSON REFRESENTID 15 REFRISENTATION TVFE
USA vs. Erie Cartmana Feloay § ¢ pre.trial évension [, o Defendant ICrmmmmal Case
fof allered faloay)

one: 702.111.1111

11 OITINSES) CHARGED

.t 1400 FFRALUD, FALSE E_?u'l?.l'.ES. OTHER] 8134852 F FRAUD. CONSPIRACY TO DEFRAUD. OTHER

12. ATTORNTY'S NAME ANDMAILING ADDRESS 13 COURT ORDER
[ CCoCoumal F Subs fer Fodera ) Defeadar
(70 Ajpoisting Conasel P Saka for Fanel Aticemny
| R5ul for Retised Altorney | ¥ Suad®y Cosaul

Price Ansren’s Naee

Appaintment Report
Appontment Report for Attorneys

Wppesstrsent Dates
Biguatare of Prending Jedpe o1 By Order o the Count
Pegry A Leea
14 LAY FIRM NAME ANDAAILING ADDRESS Duse ¢£ Order Nusc Pra Tase Date
1:1/2001
Renmet VIS v NO
Vouchers on File
To group by & pardaular Header, drag the colum to ths area.
Case Defendant Type Status
200-CRODODL-RLHARL Enic Carbmann (= . Cia-20 ., Voucher Entry
wr DLOL2001 Clarmed Amount: 126.75 F. Lee Exdey ‘ Ecit
- D4I92010

Page 10f 1 (1items)

11




The representation information will also display the default excess fee limit, presid-
ing judge and magistrate judge as well as co-counsel and any previous counsel.

Representation Info

1 CIR TAST DAV CODE 2 FERSON REFRISENTED 'OUCHER NUMBER
978 Fric Cartmamn

3 MG, DKT DEF NUMBIR 4 DIST. DET DEFNTMBIR 1im:mmu:rmn ¢ OTHER DET DEFNTMBEIR
2:00-CR-00001- 1 RLH.LRL
7 INCASEMATTEROf (Case Xame) | & PAVMENT CATECORY $ TYFE FERSON REFRESENTID 13 REFRESENTATION TYFE
L 3 Felony (including pre-tral drvensica |,
E 3

USA vs. Enic Cartoaan £ sllaed flony) Adult Defendant Criminal Case

1L OFTENSL(S) CEARGED

1§:13-4994 F FRAUD, FALSE ENTRIES, OTHER1S:134892 F FRAUD, CONSPIRACY TO DEFRAUD, OTHER

EXCESSFEELDMT FRESIDING JUDGE l:x:omﬂ JUncE DESIGNIE
159.700.00 oper L. Hant rence R Lavin

AppdD Attormey Order Type Order Emai

281 F.Lee Baley Apponting Counsel 01oyo1 Cindy_Jensen§rrvd uscourts. gov

You can also run reports and create new vouchers and documents from this page.

To leave this page and return to your "Home" page, click on Home on the menu bar
at the top of the page.

{ Home Operations Reports Help logout



Create a Voucher / Document (CJA 20)

Note: All voucher types and documents function primarily the same. The following
instructions, while showing a CJA 20, pertain to all of the voucher/document types. The
few differences for other types of vouchers/documents will be identified and discussed
in a separate section for each voucher/document.

e Locate the appointment for which you want to create the voucher
e Click on the Case Number

Appointment Appointment Info
I CIR DXST DN CoDt 2 FIRSON REFRISINTID OUCHIR YUMBIR
| o Cartmarn
1 MAC IRT THT NUMRSR 4 TEYT DKT DRF NUMBER § APFEALS DT DNF NUMBIR # OTHER DRT DRF SUMBLR
L 00-CR-00001-1-RLH-LRL
[ T IN CAST MATTIR OF (Case Namma § FAYMENT CATECORY # TVM MEESON REFRISINTID 18 REFRISENTATION TVPL
JUSA v3. Enc Cartmann F‘m n A dult Defendant ICnmanal Case
5 i aleged felony
Create New Voucher 11 OFFENSL(S) CHARGED
18:13-4994 F FRAUD, FALSE ENTRIES, OTHER!S 134992 F FRAUD, CONSPIRACY TO DEFRAUD, OTHER
12 ATTORNEY S NAME ANDMAILING ADORESS 13 COURT ORIER
F:_eeBl:;an«.\L:nt-! 1 € Co-Conmsel T Subs fou Fodural Dufundes
...-”'k” i 7 O Appomting C ownaal F Sabs for Pasel Amorue
CIA-20 Create |2 Y 59101 R Subs for Retsined At Y Standry Commsai
Phose 702.111-1111 n fur dimed AN C
—— Price Ancrse s Name
CIA-21 Create -l
Figuatus s of Provsding Jodge s B Ovder of the Court
e gry A Leen
—— 14 LAW FIRM NAME ANDMAILING ADDRESS [Oate of Ovder Numc Fro Tess Dan
CIA-26 Create V1291
Repaymest | YIS (4 NO
Vouchers on File
Reports To growp by a particular Header, drag the column to ths area
Spontment gt Case Defendant Type Status
Appontment Report for Attomeys Eric Cartmarn CIA-20 veucher Enb y
Clamed Amount: 126.7% F. Lee Badey ~
Erc Cartmann CIA-21 [
CJA-21 Submtted to Att
203 Clamed Amount: 955,65 rubert J. Goodrich Y ano At
04792030 Irvesbgator

: Page 1 of 1 (2 items) |

e Click on “Create” for the type of voucher or document you want to create

Navigate between the pages of the voucher by clicking on the tab for pages as listed on
the top:

p Basic Info Services Expenses Claim Status Documents Confirmation

Or move directionally on the bottom:
<<First || <Previous |[Next> [f Last>> Save

The following information will be displayed for all vouchers.

13



'_- -- CJA-20 Voucher

coococoo0co ©

Totals
Out of Court Services

o

: o Expenses: $0.00

Travel
Expense Type
Travel Mies
Travel Mac

Defendant Summar y Report
DRefendant Detad Report

Form CJA20

Shows the type of voucher or document and the
state it is in.

Shows the voucher # (note: a voucher number is
assigned when the voucher is submitted) and the
period of time the voucher covers.

Click on the - to display a running total of the
items entered for services on the voucher.

‘\ Click on the ~ to display a running total of the
items entered for expenses on the voucher.

Click on the name of a report you would like to
run for this appointment.

14



Basic Info:

The ? Basic Info nhage will come up.

The Basic Info page displays information regarding the appointment.

’g CJA-20 Voucher

» Basic Info Services Expenses Claim Status Documents Confirmation

Basic Info

T CIR DSt O coot T PERSON RITRISENTID OLCNIR NOBTR

578 Cartmann

3 MAG DT DU NUMBER 4 IST ERT 00T SUMBER 2 AITIALS DKT DUT NUMBER % OTMLR. DT DXT NUMBIR

L 00-CR-00001.1.RLE-LRL

T IN CASE MATTER OF (Case Name) § PAVMENT CATIGORY
Feicey (mchadey pre-tral drwace

4 aleged fricen

SA va Enc Cartmaem

# TVFL FERSON RIPRISDNTID 18 RIFEISENTATION TYPL

4dul Debendar:

I rimanal Case

11 OITINSLY CHARGED
18134994 F FRALD, FALSE ENTRIES. OTHER! 134992 F FRALD

CONSPIRACY TO DEFRALD, OTHER

12 ATTORNTY § NAME ANDMAILING ADDRISS
F Loe Badey - Bar Number 1111
s NV 9101

Phoce: T02-111-1111

13 COURT ORIER
€ CoCommal ¥ Sus for T odber sl Difumcder
7 O Appoisting Comnml ¥ Sabn for Pasel Amscnny
R Subs foe Ketained Amorney | Standhy Connnel

Price Amsrne s Name
i pge momen Teie
Faguaturs of Prowsbing Judge or By Ovider of e Cown

10 LAW FTRM NAME ANDMAILING ADDRESS

eggy A Leen
JPate o1 Qe
e
12001

S Pro T Do

Regoowese VI3 7 %0

Payment Info

PreferedPayee F Lea Badey ~
. Lee Badey

SSMEPG™-*.1111

123 Cok

Las Vegas, WY

9101 -USA

Prone: M2-110-1111
Fa:

InF"t J| <Previous || Mext > || Last >> | @ | Deletetra®t |

Select the Preferred Payee for the voucher by clicking on the arrow. A list of the
available billing records will be displayed. Click on the payee for this voucher.

Payment Info
Preferred Payee F Lee Bailey

ng. Law Fi

Las Vegas, NV
89101 - USA

=

m

Phone: 702-111-1111

Fax:

15



Entering Services:

Navigate to the » Services o

Note: The
Services hourly rate is
Date 4/29/2010 - tied to the
Senicelipe . |date and will
A automatically
i A |Add|| Delete kem | | he applied.

o Date: Enter the date the service was provided (you can either type inthe date or
click on the calendar and select a date) (today's date is always the default date)

o Service Type. Click onthe ¥ and select (click on) the type of service from the
drop-down list.

o Description. Type a description of the service provided.
e« Hours. Type the number of hours {note: it must be in 10ths of an hour, i.e., .1)
o Press Add|and the entry will appear in the grid below.

o Edit. Selectthe entry you want to change by clicking on itin the grid. The entry
will appear in the entry portion of the screen. Make the desired changes and

press Add|

When you have finished making entries, press [save to save your entries.

Note: Press Delete tem to remove an item from the grid.

Note: If you receive | 2\ Service andfor Expenses are out of the Voucher Start and End Dates,

when trying to save, edit the dates of service under the b Claim status  tab

16



Entering Expenses:

Navigate to the » Expenses {ap

Note: The
Expenses - .

* Requred Fieids rate per mile
Date 4/30/2010 is tied to the
Expense Type date and will
Mies automatically

be applied.

Expense Type Date Description Mile Rate Amt
Date: Enter the date the expense was incurred (you can either type in the date
or click on the calendar and select a date)

Expense Type . Click on the w and select (click on) the type of expense from
the drop-down list.

Description. Type a description of the expense.

Miles. Type the number of miles claimed (only if the entry is for “Travel Miles”)
Amount. Enter the amount of the expense (do not use the “$” sign or commas.)
Press m] and the entry will appear in the grid below.

Edit. Select the entry you want to change by clicking on it in the grid. The entry
will appear in the entry portion of the screen. Make the desired changes and

press Add|

When you have finished making entries, press [Save to save your entries.

Note: Press Delete tem to remove an item from the grid.

17



Claim Status:

Navigate to the » Claim Status  tgh,

Claim Status

Payment Claims

Final Payment
Interim Payment ( pmt.number)
Supplemental Payment

Have you previously applied to the court for compensation and/or rembursement for this? Yes  'No

If Yes, were you paid? Yes  No
Other than from the Court, have you, or to you knowledge has anyone else, received Yes | 'No
payment (compensation or anything of vake) from any other source in connection with

this representation?

« Start Date: Enter the beginning date for the time period covered by this voucher
(you can either type in the date or click on the calendar and select a date).

« End Date: Enter the ending date for the time period covered by this voucher.

« Payment Claims: Click on the appropriate type of claim. If it is an interim pay-
ment make sure you enter the interim payment number in the (pmt.number) box.

« Compensation Questions: Click on the answer to the questions.

If Start and End dates are not entered correctly you will get an error

1\ Service and/or Expenses are out of the Voucher Start and End Dates.

] ; - Claim Status
To fix error so voucher can be submitted. Click and correct dates.

18



Documents:

Navigate to the » Documents 5,

Supporting Documents

File
Description

Upload
Description Delete View
Receipts Delete View
Justification for Services Delete View

All documents uploaded to the system must be in the PDF format.

File. Use the _Browse.. to access your directory of files. Identify the PDF file you
want to upload and click on it. The file path will be displayed in the “File” field.

Description. Type in a description/name for the document being uploaded.

Upload. Press Upload the file will appear in the grid below.

Delete. You can delete a document by pressing “Delete”.

View. You can view a document by pressing “View".

19



Confirmation:

Navigate to the »_Confirmation tap,

The “Confirmation” page will display the data that has been entered in the format of
the voucher. As the voucher is “signed” the signature/approval information will be
included on the voucher.

Submit Voucher.

At the bottom of the confirmation page you will be asked to check the box to swear

to the correctness of the voucher. Click on the [ to sign the voucher. The
will be highlighted. Click on the button to submit the voucher to the court.

Note: Once the voucher has been submitted, you will be able to view it but you will
not be able to change it, unless it is returned to you by the court.

Delete Voucher. You can delete a draft voucher by clicking on _DeleteDraft | You can
not delete a voucher that has been submitted to the court unless it is returned to
you.

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

| Iswear and affirm the truth or correctness of the above statements

,om: O Submit

Edit Voucher:

You can work on your voucher over time adding services, expenses and documents as
needed.

To edit a voucher:
« Click on “Edit” for the voucher you want to access.
« Make your additions per the foregoing instructions.

Remember to [save the voucher each time you work on it.

2:00-CR-00001-RLH,.. Eric Cartmann (= 1) CJA-20 ., Voucher Entr
Start: 01,'01'42’2001 Claimed Amount: 12... F. Lee Bailey ‘ Edit V
End: 04/29/2010 8
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Returned Voucher / Document:

If the Court needs to return a document, an email will be generated and sent by the
system notifying you of the reason the document is being returned and any instruc-
tions from the Court.

! CJA eVoucher Action On Voucher 0978 0001008
v ja_usdistncicourt Cindy_Jensen 047302010 04 46 PM

how etgy

G _usdstnoicount CJA eVoucher Action On Voucher 0978 0001008 047302010 04 48 PM 4

The document will appear in in the folder on your home page.

The voucher will retain the voucher number it received when it was submitted and

the status will return to g Voucher Entry
= 0978.0001008
— FINAL PAYMENT

You may access the voucher by clicking on the voucher number.

The Court’s notes can be found on the Confirmation page.

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

NOtes  please attach justification for the services and resubmit the voucher.
*
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Attorney Homepage:

= 1Yy ACUVE YVOuCnHcr:

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

Case Defendant Type Status
2:10-CR-00092€... 'John Smith =1 CJA-21 Submitted to Attorney
St 12312010 Clamed Amount: 60.10 Sally Numbers / 0980.0000002

4 0X11/2011 Accountant FINAL PAYMENT
2:10-CR-00092E,,, John Smith (= 1) ClA-20 Voucher Entry
Stat: 12/03/2010 Claimed Amount: 1,637.50 F_Lee Bailey ‘
End: 02/0372011 " FINAL PAYMENT

Request for Excess Fees / Interim Billing / CJA 26

When fees in excess of the case maximum are required, the attorney must prepare and
submit a CJA 26 through the system. Follow the instructions to “Create a Voucher /
Document” and select the option:

CJA-26 Create
Statement for a Compensation Claim in
Excess of the Statutory Case
Compensation Maximum: District Court

Basic Info

Fill out all applicable fields. Amount Requested is required.

Amount Requested o = Amount Approved

Pre Trial Hours 0 Trial Hours |0 Sentencing Hours |0 Other In-Court Hours (0 | Out-Of-Court Hours |0
Number of Counts 0 Number of Co-Defendants 0

Other Pending Cases '

Sentending Guideline Range

Mandatory Minimum Found O

Justification Supporting Documents

Fill out all applicable fields. Attach any supporting documents.

Note: For interim billing below the statutory limit, leave the amount requested as 0 and
attach supporting documents.
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Monitoring Status of Funds

You can, and are encouraged to, monitor the status of funds for your representations by
reviewing budget reports.

To run a budget report:

Identify and access a voucher for the representation for which you would like to
check the funding.

Select either the Defendant Summary Report or the Defendant Detail Report.

Reports

Defendant Summary Budget ‘ ..'
" Click on the name of
eport

The same as the Case Summary a I'EDOF[ you W0'U|d
Report except it only displays the like to run for this
information for the selected i

defendant rather than the entire appomtment.

case.

Defendant Detail Budget Report +‘

The same as the Case Detail
Report except it only displays the
information for the selected
defendant rather than the entire
case.

These reports will display:

Current amount approved for the representation

CJA 26 documents approving the amounts

Voucher amounts that have been approved

Voucher amounts that are still pending approval

Remaining balances

Each authorization for expert services and the amounts listed above

The detail report will itemize each voucher. The summary report will present a
summary of the vouchers

The reports will also list each authorization for expert services, the amounts
approved for each authorization, and the amounts as listed above.
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A sample of these reports is attached.
Voucher that Exceeds Authorized Amount:

If you attempt to submit a voucher that will exceed the amount authorized, you
will receive the following message:

eTherearenotenoud'lﬁ.nds.Oriys left for Services in this representation.

You should prepare a CJA 26 with any needed documents at this point before
the voucher will be accepted.

CJA 21 Specifics

Follow the instructions to “Create a Voucher / Document” and select the option:

Authorization and Youcher Tor Expert
and other Services

Click Create
CJA-21 Authorization and Youcher Tor Expert
and other Services
If the request does not Authorization Selection
require advance You can select a previous authorization reques
authorization ($800 or
under), or previous No Authorization Required
authorization was not If your voucher compensation is under
. . the statutory limit and does not require
obtained, click on prior authorization.
If you have a previous
authorization click on Use Previous Authorization
Select this option to display a list of
previous authorizations and requests in
this appointment.
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If you click “Use
Previous Authorization”
a list of Existing
Requests for
Authorization appears

Authorization Selection

You can select a previous authorization request, request a new authorization or dick the "No Authorizat

Existing Requests for Authorization

our voucher com

prior authorization.

No Authorization Require:

undaer

ID Number: 22
Order Date: 03/08/2011
Authorized Amount: 1500

Service Type: |
Estimated Amo
Requested Pro

Use Prev

ious Authorization

New Voucher Information

s optio splay

previous author
this appointment.

Service Type

Click to highlight the
authorization to which
you will be associating
the CJA 21

Existing Requests for Authorization

ID Number: 22
Order Date: 03/08/2011
Authorized Amount: 1500

Service Type: Paralegal Services
Estimated Amount: 1500
Requested Provider:

The service type will
rollover from the
authorization selected.
If no authorization is
being used, you will use
the dropdown box to
select the service type.

New Voucher Information

Service Type

Enter a “Description” of
the service to be
provided

This step correlates to
box 13 on the CJA 21
and must be filled out.

Description

Service Provider

Note: Only experts
registered with the
service type selected will
appear in the drop-down
box.

Service Provider

You can search one of the service providers already in the system
OR you can enter the required information for another provider

[ —————

Expert i

| ST ——

i
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If the expert you would
like to use is not listed,
please contact the CJA
desk to enter the
expert in the system
before you enter your
voucher.

You will get the following error message if you try to submit a
voucher without first having the court enter the new expert:

_ﬁ You cannot submit a voucher for an expert that has not been approved by the court.

If the Expert you

selected is authorized to | Voucher Assigment
use eVoucher the This indicates who will be O Attorney
Voucher Assignment responsible for filling the
field will unlock for you voucher claim part @ Expert
to indicate the Expert will -
be responsible for filling
in the voucher claim ¥
part.
If the E t -
© =xpert you Voucher Assigment
selected is not S -
authorized to use This indicates who will be
eVoucher the Voucher responsible for filling the

Assignment field will
remain locked indicating
the Attorney will be
responsible for filling in
the voucher claim part.

voucher claim part

Create Voucher |

Click |

Note: if all information is not entered you cannot advance to the next screen

If the Expert you selected is authorized to use eVoucher you are done at this point and you

may click Home or logout.

If the Expert you selected is not authorized to use eVoucher you will continue filling in the
voucher claim part on behalf of the expert. See page 27
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Approval and submission of CJA 21 vouchers on behalf of an expert
not authorized to use eVoucher

***This is a 2 Step Process***

Attorney Enters CJA 21 Voucher Information: The attorney will enter the services
and expenses on behalf of the expert (based upon the documentation the expert
provided the attorney.) The attorney will perform the first level of submission on be-

half of the expert. Submitted to

The voucher will appear in the attorney's “My Active Vouchers” as & oo 1007

The attorney will then perform the second level of approval/submission by clicking
on the voucher, navigating to the “Confirmation” page and approving the voucher.
The voucher will move to the attorney's “My Submitted Vouchers” folder.

CJA 30 and 31 Specifics
CJA 30 vouchers function the same as CJA 20 vouchers other than:

- They have a different “Service Type” drop down list on the “Services” page .

Service Type I v|+  Desoiption
Doc.= (ECF) In Court Services

a. In Court Hearings
Hours Out of Court Services

b. Interviews and Conferences

< Witness Interviews

d. Consulting with Investigators and Experts
e. Obtaining and Reviewing Records

f. Obtaining and Reviewing Evidence

g@- Consulting with Expert Counsel

h. Legal Research and Writing

i« Travel Time

j« Other
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- CJA 30 and 31 vouchers have a mandatory “Stage of Proceeding” drop-down

box on the “Claim Status” page which the other vouchers do not have.

Claim Status

Start Date 5/3/2010 -\

End Date  5/3/2010 =8
Payment Chims tage of Proceeding
| Final Payment -]
L= 1P, tion -
__ Interim Payment ( pmt.number) R e |
Supok a. Pre-Trial |
ol - b. Trial |

c. Sentencing
d. Other Post Trial
Have you previously appled to the court for compensation and/or ”- APPea!
f. Petition for the US Supreme Writ of Certiorart
If Yes, were you paid? | Habeas Corpus
g. Habeas Potition

Other than from the Court, have you, or to you knowledge has a h. Evidentiary Hearing

payment (Compensation or anything of vakie) from any other 50U i. pispositive Motions
this representation? |

i- Appcal
. K. Petition for the US Supreme Writ of Certiorari
<< First || <Previous |[Next > |[Last>> | [Save| [ DeleteOrs Ciars =
|
I. Stay of Cxecution
| m. Appeal of Denial of Stay

”n
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