CJA eVoucher for Attorneys

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.

CIA-21 Create

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

[T CILDISTOIVCODE |2 PERSON REFRESENIED [TOUCHER NUABLR

0101 Jebedizh Branson

[ 730G DETDEENUMBER |4 DISLDETDEENUMBER |5 APPEALS DEIDEINUMBER | OIHER DKL DEENUMBER
1:14-CR-D2803-1-A4

|7 1N CASEMATTER OF(Case Name) |8 PAVAENT CATEGORY |7 TVPE PERSON REPRESENTED T0. REPRESENTATION TYFE

[Felony (including pre-trial diversion

[USA v Branzon - k | Adult Defendant Criminzl Caze
of alleged felony)
T OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
[EXCESSFEELDMIT | PREGIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
$11,300.00 |ATbert Albertson
DESIGNEE 2

Authorization Selection

Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization
1D Number: 917

Service Type: Chemist/Toxicologist

Order Date: 12/14/2021 .
Authorized Amount: $1,000.00 ﬁf;‘:l‘,’te“' Amount: $1,000.00

Grand Total Amount: $2,200.00

1D Number: 920 Service Type: Psychologist

Order Date: 12/14/2021 .
Authorized Amount: $10,000.00 atmated Amaunt: £10,500.00
Grand Total Ameunt: §10,000.00 '

1D Number: 955

Order Date: 01/25/2022
Authorized Amount: $900.00
Grand Total Amount: $1,300.00

No Authorization Required

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

Note: The No Authorization Required link is located below the authorization choices.

Service Type: Chemist/Toxicologist
Estimated Amount: $900.00
Notes:
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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.

Please Select the Associated Authorization

ID Number: 4

Order Date: 03/04/2014
Authorized Amount: 51,000.00
Grand Total Amount: $1,500.00

Service Type: Chemist/Toxicologist
Estimated Amount: 51,000.00
Motes: Abraham Astley

ID Number: 186

Order Date: 02/01/2017
Authorized Amount: $100,00
Grand Total Amount: $100.00

Service Type: Interpreter/Translator
Estimated Amount: 55,000,000.00
MNotes:

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

link.

No Authorization Required

prior authorization.

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

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

1 PERSON REFRESENTED

1. CIR/DISTDIV.CODE
0101 Catherine Brown

[VOUCHER NUMEER

3. MAG. DKTDEENUMBER 4. DIST. DKT DEE.XUMBER.

1:14-MI-07020-2-EB

£ APPEALS. DKT/DEF.NUMBER

6. OTHER. DKT/DEE.XUMEBER

7. IN CASEMATTER OF(Casze Name) 5. PAVMENT CATEGORY

US4 v Roberts et al of zlleged felony)

[Felony (including pre-trial diversien

9. TYPE PERSON REFRESENTED
| Adult Defendant

10. REPEESENTATION TYPE

Criminzl Case

11. OFFENSE(S) CHARGED
ChP 18:13-3400F THEFT OF U.S. FROPERTY

EXCESS TEE LIMIT PRESIDING JUDGE
100,000.00 [Bamey Ball

MAGISTRATE JUDGE

DESIGNEE 1

DESIGNEE 1

Authorization Selection

Please Select the Associated Authorization

Mo Authorization REUESTS Found

No Authorization Required

If y ucher compensation is under
the ry limit and does not require
thorization.

Select the Assodiated Authorization, or click No Authorization Required.
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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.

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 | Jennings, Julie ~
Expert Info Julie Jennings
Details

110 Main Street
San Antonio TX 78210 US
Phone: 210-452-5512

Voucher Assignment = ® Attorney O Expert

This indicates who will be responsible for filling the voucher claim part

“ Create Voucher ]l

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.

New Voucher Information

Service Type | Chemist/Toxicologist v

Description

Service Provider

Search for a service provider. If you do not find who you are looking for, contact an eVoucher
administrator to add a new provider.

Expert

Voucher Assignment = Attorney  Expert

This indlicates who will be responsible for filling the voucher claim part

Create Voucher

«First || < Previous |[ Next> || Last»

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.
New Voucher Information

Service Type Interpreter/Translator W=

Description

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  |Campos, Charlene v/|

Expert Info Charlene Campos
Detalls 110 Main Street
5an Antonio TX 78210 US
Phone: 210-477-2344

Voucher Assignment = () Attorney (®) Expert

Create Voucher
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Step 7

Click Create Voucher.

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.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

Date 4172020 | < EH] Description

Service Type - |*

Rexpine] Fiekds

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

Service Type | Date =« ‘ Description | Hrs| Rate | Amt

(Empty)

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

| « First | | < Pravious || Next > | | Last = Delete Draft Audit Assist
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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 |) Expenses Claim Status Documents Confirmation

Expenses
Date 417/2020 | =25 Description -
Expense Type - |+

Miles : at $0.575 per mile. -
e

* Reguired Fields

To group by 3 particular Header, drag the column to this area.
Expense Type ‘ Date = ‘ Description ‘ Mil(-% Rate ‘ Amt
(Empty)
No data to paginate | Go to page: || | View items per page: 10 25 50 100
| « First | | < Previous ||| Next > | | Last »

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.

k Basic Info Services Expenses [ Claim Status Doc t: Confir

Claim Status

Start Date |:|sﬂ End Date l:l,ﬂ

Payment Claims =

' Final Payment

() Interim Payment (payment #)
@] Supplemental Payment

O Withholding Return Payment

** Reminder: Pleage select the appropriate daim status.

* Required Fiskls

[ 1
[« Frst ] [ < pravious | [ met> ]| s>
1
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Notes:

e Final payment is requested after all services have been completed.

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.

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
Upload
Description Delete  View
Document Delete  View
7 7 ; 1
[t | [<Previous ] [ Maxt> ][ Last» [Csave ]
= =

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.

Basic Info Services Expenses

Claim Status

Documents Confirmation

Confirmation

T CIR DIST/DIV.CODE 7 FERSON REFRESENTED
101 ‘2bediah Bransol

T MAG. DRT/DEF NUMBER 1 DIST. DRI/DEF NUMBER
1:14-CR-08805-1-A4

TOUCHER NUMBER

EALS. DRT/DEF NUMBER 5. OTHER DET/DET NUMBER.

7 TN CASEAIATTER OF(Case Name) T PAVMENT CATEGORY

JSA v Branson [ lleed felorny

[Felony (including pre-trial diversion

T0. REPRESENTATION TVPE
|Criminal Case

T TVPE PERSON REPRESENTED

Adult Defendant

TL OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES

TL ATTORNEY § STATEMENT
|as the Amormey for T hersby affirm
@ samace 0

Jsiguature of Attorney
Andrew Anders

110 Main Street

[San Antonio TX 78210

[Phone: 210-833-3623

‘ell phone: 210-353-1234

[Email: lisa_omelas@aotx.uscourts.gov

T3 DESCRIPTION AND JUSTIFICATION TOR SERVICES(5es Wstructions)

reguastad wwa pecessary for adsquate reprasentation. [ hersby requait:

0 Approval of services alzeady obtained to be paid for by the Uried States Srom the Defender Services Appropriztion.

T4 TYPE OF SERVICE PROVIDER,

O 01 Ivestigator 0 15 Other Medical

15 COURT ORDER

Juothorization requested in rem 17 is hereby gramte

fSignature of Presiding Fudge or By Order of the Court
Albert Albertson

[oate of Orées
03/0412014

‘Nuoc Pro Tunc Date

Repayment 0 YES & NO

[Firancial eligibliry of he persan represemted having been established by the coures satisfaction, the|
d

o0 0 16 Veice/Audio Anlyst
0 03 Psychalogist 0 17 Hair Fiber Expert
0 04 Pychiatrist 00 18 Computer

(Hardware SoftwareSystems)
0 19 Paralegal Services

0 20 Legal Analyst/Consubtant
00 21 Jury Consultant

O 22 Mitigation Specialist

O 23 Duplication Services

0 24 Other (Specify)

0 08 Palygraph
(1 06 Dacuruents Examiner

) 07 Fingerprist Analyst

00 08 Accountant

0 09 CALR (WestlawLexis, etc)
© 10 Chemist Toxicologist

O 11 Balistics 4o
o 1w 0 25 Lifigation
Expert 0 26 Computer Forensics Expert

0 14 PathologistMfedical Examiner

TOR COURT USE ONLY
“ADJUSTED AMOUNT [REVIEW
.00

T6 SERVICES AND EXPENSES AMOUNT CLADED
ation SR
b, Travel Expas (10050 parking. meals
|ruieage. ote j w0 %0
. Other Expenses V00 00
| GRAND TOTALS $000 00
(CLAIMED AND ADJUSTED) . _

T7 PAVEE'S NAME
braham Astley TIN: J0{-XNNX

110 Main Street

[San Antonio TX 78210 US

[Phone: 210-353-3434

Therehy hit the ahave es rendenst ad i erece, and B 1

Sigeanire of Claimarnt Payee: - Date

LAIMANT'S CERTIFICATION FOR PERIOD OF SERVICE: FROM 04202020 TO 04202020

At arpeely o Py ment {counpensaon o anyth

@ Final Paymest
0 Taterim Payment (+)

[ Supplemetal Paymeat

O Withhelding Payment (—} (Total -}

T8, CERTLFICATION OF ATTORNEY 1 Bereby certify (Bat the services were rendered for (his case

Siguature of Attoraey
[Date Signed

APPROVED FOR PAYMENT - COURT USE ONLY
16 TOTAL COMP. 10 TRAVEL EXPENSES 1. OTHER EXPENSES

l:z TOTAL AMT. APPRUCERT,

T O Either the cost |

0 Prior was
{evc g expenses) exceads the statatory magimu

3 of thes , ot g otained
‘mot obrained, but i the interest of justce the Court finds that timely procurement of these necessary senvices could not await prior autherization, even thoagh the cost

Siguature of Prediog Judge

Date Tudge Code

T TOTAL COMF. 5 TRAVEL EXPENSES

Izﬁ OTHER EXPENSES Iz'v TOTAL AMOUNT

|5 PAVIENT APPROVED IN EXCESS OF THE STATUTORY THRESHOLD

Sigaature of Chief Julge, Court of Appeals (or Delegate)

Date Judge Code Total Ami, Certitied For Paymeat

Public/Attorney
Notes

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

Date: 4/20/2020 21:27:33

I 1 swear and affirm the truth or correctness of the above statements

(%) Submit

- T
«First_| [ < Previous |[ Mext> || Last»
="

Save Delete Draft | Audit Assist
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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.

Yeour voudher has been submitted for payment. You will receive a notificaton if we need more detads,
Please keep the following voucher number for your own records:

0101.0000154
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