Job Aid

eVoucher 6.9 CJA-20/30 Voucher

How to Create a New CJA-20/30 Voucher

On the home page, expand the Appointments’ List folder and locate the appropriate

appointment. Click the case link.

Appointments

Defendant

Search:

Case: 1:14-CR-03805-AA
Defendant #:

Case Title: USA v. Branson
Attorney: Andrew Anders
Representation ID: 2
Appeintment ID: 4

Case Title: USA v. Watson
Attorney: Andrew Anders
Representation ID: 4
Appeintment ID: 2

Case: 1:14-CR-03808-AA
Defendant #: 1

Case Title: USA v Howell
Attorney: Andrew Anders
Representation ID: 10
Appeintment ID: 8

Case: 1:14-CR-08806-AA
Defendant #: 1

Case Title: USA v Howell
Attorney: Andrew Anders
Representation ID: 10
Appeintment ID: 103

There is more than one way to find your appointment. From the homepage, go to the top menu

Defendant: Jebediah Branson
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 03/03/14

Pres, Judge: Albert Albertson
Adm./Mag Judge:

Defendant: Thomas Watson
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 03/03/14

Pres. Judge: Albert Albertson
Adm./Mag Judge:

Defendant: Thomas Howell
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 03/03/14

Pres. Judge: Albert Albertson
Adm./Mag Judge:

Defendant: Thomas Howell
Representation Type: Criminal Case
Order Type: Associate

Order Date: 08/21/18

Pres. Judge: Albert Albertson
Adm./Mag Judge:

bar Operations -> Search Appointments.
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The Appointment Info page displays any vouchers that were created for this appointment. In
the Create New Voucher section on the left, click the Create link for CJA-20/30, unless you see
an existing CJA-20 voucher that you have already created in the Vouchers on File section.
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"To group by a particular Header, drag the column to this area.

Case Defendant Type

8806-A0-  Thomas Watson (= 1) AUTH
2020 Claimed Amount: 5,000.00

8806-8a-  Thomas Watson ( 1) 20
4

Administrative Office

Computer Forensics Expert

Qe
Ciaimed Amount: 21,260.00  Andrew Anders

Search:
Status Date Entered
Submitted to Court  0%/23/2020
#/ 0101.0000034
01/26/2017

Submitted to Court
4/ 0101.0000072
FINAL PAYMENT

of the United States Courts




eVoucher 6.9 CJA-20/30 Voucher

On the Services and Expenses tabs, enter your expenses and save your work.

Next, click the Claim Status tab and set the claim start and end dates of services or expenses
billed. The Payment Claims section must be completed; be sure to click the appropriate radio
button. If you click the Interim Payment radio button, you must also specify the payment
number. You are also required to answer the two questions at the bottom of the screen.

Note: For CJA-30s, you must make a selection from the Stage of Proceeding drop-down list.

You can continue to add items and edit the voucher until you are ready to submit the claim to
the court. Note: At any time, click Audit Assist to view any errors or warnings.

Basic Info Services Expenses | Claim Status Documents Confirmation Basic Info Services Expenses |} Claim Status Documents Confirmation
Claim Status Claim Status
Startpate | |« EndDate [ |- Statbate | |+ 70 EndDate | |+

Payment Claims * / Payment Claims =

(®) Final Payment  Final Payment

O Interim Payment (i) O Interim Payment ([Cymzrzed)

) supplemental Payment ) Supplemental Payment

() withholding Return Payment ) Withholding Return Payment

c. Sentencing
d. Other Post Trial

** Reminder: Please select the appropriate daim status.

== Reminder: Please select the appropriate daim status. e. Appeal
. Petition for the US Supreme Wit of Certiorari
. . - . . OYes Ono Habeas Corpus
? " - 5 .
1. Have you previously applied to the court for compensation and/or reimbursement for this case? 1. Have you previously applied to the court for compensation al /or 18if ;. Habeas Petition
If Yes, were you paid? Yes Mo

If Yes, were you paid? h. Evidentiary Hearing

(compensation or anything of value)from any other source in connection with this representation?
* Required Fiakls

2. Other than from the Court, have you, or to your knowledge has anyone else, received payment COves Chio
(c ion or anything o any other source in connection with this representation? 2. Other than from the Court, have you, or to your knowledge

i (s ] s ] (] S

If you save your voucher and do not submit it to the court, it appears in the My Active
Documents section at the top left of your home page. To continue working with the voucher, in
the Status column, click the Edit link.

To group by a particular Header, drag the column to this area. Search:|
Case Defendant Type Status Date Entered
1:13-CR-08842-11- Paul William Clark (# 1) AUTH-24 ., Voucher Entry 12/02{2015
Start Claimed Amount: 0.00 David D Attorney | Edit
Paul William Clark (£ 1) CIA-26 . Voucher Entry 01/21/2016
Claimed Amount: 0.00 David D Attorney e/ Edit
Paul William Clark (# 1) AUTH .. Voucher Entry 03/01/2016
Claimed Amount: 1,200.00 David D Attorney . 0101.0000019
Investigator )
Paul William Clark (# 1) CIA-20 _ Voucher En 10/18/2021
Claimed Amount: 0.00 David D Attornay N eair R
1:13-CR-08842-TI- Paul William Clark (# 1) CIA-20 _ Voucher Entry 10/19/2021
5 Claimed Amount: 0.00 David D Attorney . Edit
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The services and expenses entries, by default, are grouped and sorted chronologically by date,
oldest to newest. However, to group and sort by a particular category, drag the desired column
header up to the blue “group by” area to group by any other column you choose. Next, click the
Expenses tab, and repeat the steps for grouping.

Services
Date 01/25/2022 | * = Description

Service Type > [*
poceen | e [ .
Hours : * at $158.00 per hour. Add

* Required Pelds

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

Description & Service Type Date = Hrs Rate @ Amt
Plea a. Arraignment and/or Plea 01/05/2022 3.0 $158.00 3474.00
Travel d. Travel Time 01/07/2022 0.5  $158.00 $79.00
Motion . Motion Hearings 01/10/2022 1.0 $158.00 3$158.00
Interview a. Interviews and Conferences 01/12/2022 1.1  $158.00 5173.80
Interview a. Interviews and Conferences 01/24/2022 1.5  $158.00 $237.00
Research ¢. Legal Research and Brief 01252022 2.0 $158.00 $316.00

Writing

Page 1 of 1 (6 items) [1] Go to page: \:l View items per page: 10 25 50 100

These services are sorted by service type. Click the plus sign icon (+) to expand each type.

Service Type =

Description Date =« Hrs Rate Amt

= Service Type: a. Arraignment and/or Plea

Plea 01/05/2022 3.0 $148.00 $444.00
= Service Type: a. Interviews and Conferences

Interview 01/12/2022 1.0 $148.00 $148.00

Interview 01/24/2022 1.5 $148.00 $222.00

& Service Type: c. Legal Research and Brief Writing
& Service Type: c. Motion
& Service Type: d. Travel Time

Note: At any time, click on Audit Assist if something is incorrect, you receive either an error or
warning message. When an error message displays, you are not allowed to continue with the
voucher until the condition has been changed. When a warning message displays, you are
allowed to continue with the voucher, but your court may require more information or
additional changes before the document is approved.

Audit Assist
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Note: At any time, to check your voucher for duplicates and avoid delay, please follow these

|II

three simple steps before you submit your voucher for approva

STEP ONE: Open your voucher and click on Form CJA20 — left hand column under “Reports”.
To view Attorney Time by Date at the same date range as voucher — the blue menu bar, top of
page, click on Reports.

Reports
At oy Tirms
. tmil Biicdaet R
Detail busdgel info Mfoe defendant

Eorm CIA20

Craples 5 PDF warsian al the
wauchear that you may use o neview
ankries, save, ar print.

Abberney Tims By Dake

before submilting yoaur saucher, run
thig reparl o révies enkries and
check far duplicates. To wiew by Lhe
sSame date range as this voucher,
click aL the Lop of the page Lha blue
rmanu bar - “reparts®.

STEP TWO: Review the entries for potential duplicates.

10105420 | SenvicesinvestigativeCitherHours g?k;"n";"'mm""m ransar | ois2 00 0.30 45 60

100520 | SenvicesinvestigativeOtherHours | Spoke with trarafer counsel | 515200 0.30 S45.60

STEP THREE: If the entry is correct, add information about the potential duplicate to the
description such as “not a duplicate” or combine into one entry. If the entry is a duplicate,
please delete the entry.

What may not be a duplicate entry may appear to be a duplicate entry to someone reviewing
the voucher for accuracy. By following these three important steps before you submit your
voucher, you will avoid delay in the voucher’s approval process for possible duplicate entries.

e When submitting your voucher make sure the pop-up blocker is deactivated, eVoucher
will not function properly as it needs to process for errors and warnings.
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