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Nota Bene: Edit Before Using!

CJA eVoucher for Attorneys| 3

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 ruléensider the following questions when
customizing your information:

Do you wish to includ€JA administratozontact information forattorneysor includea
website link?

Are you using the CM/ECF link in eVoucher?

Are attorneys allowed to edit their own profile informatipor enter holding periods?
Do attorneys still file angJArelated documents in CM/ECF?

What is your policy about interim payments?

Howdoesyour site handle the CJ24 Auth and the CJ24 voucher?re court reporters
involved as expertsRoesthe attorney create the C324?

Dothe panel attorneys use the Contimg LegalEducation (CLE) tracking feature in
eVoucher?

Dothe attorneyscomplete thetravel authorization provided in eVoucher?

Doyouusethe email proposed appointments available in eVoucher? Hmattorneys
notified of appointments?

Can you provide more specific information abthe kinds of documents you wish the
attorney to attach for each document type?
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The CJA eVouchsystem is a welbbased solution for submission, monitoring, and management
of all Criminal Justice Act (CJA) functions. The eVoucher progrars faliow

T
T

T
T

Online authorization requests by attorneys for service providers.

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

Online voucher review and submission by the attorney.

Online submission to the court.

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

Panel Management

T

T

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

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

Voucher and Authorization Request Submissien

= =4 -4 -4 -4

Browser Compatibility

1
)l

Authorization requests by attorneys for expsdrvices

Requests by attorneys for interim payment

upporting documenuploadsto vouchers or authorization requests

Reports for attorneys to take an active part in monitoring costs

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

Windows:Chrome 62, Edge 16, Firefox 57
Apple Macintosh: Safati0.1
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Court Appointment
When you make an appointmerthe programautomaticallygenerates an email message
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 withversion 610, 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 Logicocgowit anchave
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 pagetads://www.login.gov/contact

Followthe instructions in the next section to create your Login.gov accdliitk the following
links foradditionalinformation about Login.goand helpful tips for creating your account
https://login.gov/what-is-login/

https://login.gov/createanaccount/
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Creating a Login.gov Account

On the eVouchesigrin page, clickSign in withLOGIN.GOV

CJA eVoucher - Texas Western District Court
Release 6.10.1.0

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

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

Sign in with t LOGIN.GOV

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

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

On the Login.gov page, cliCkeate an account

P LOGIN.GOV m

8 o®

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

Signin for existing users

Email address
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Enter your email address and select yemail language preference. Click tRales of Usdink,
read the Login.gov Rules of Use, and then select thad and accept the Login.gov Rules of
Usecheck boxdick Submit

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

Create an account for new users

Enter your email address

| daviddattorney210@gmail.com ]

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

O English (default) h

O Espaniol
O Frangais

O = (FiE)

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

B

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

DU LOGIN.GOV Confirm your email ibox »

) Login.gov <no-r

Check your email

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

Confirm your email

Thanks for submitting your email address. Please click the link

Didn't receive an email? Resend below or copy and paste the entire link into your browser. This
N I ill
Or, use a different email address ok Wil expire:in:24.hotes. /

You can close this window if you're done.
Confirm email address
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Next, create a password. It must contain 12 or more characters and cannot include commonly
used words or phrases. In tlasswordand Confirm passwordields, enter and confirm your
password, and then clicdBontinue

@ You have confirmed your email address

Create a strong password

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

Password

LA LI L L L]

Confirm password

[ Show password

B <

YourLogin.gov account is now createghd yu 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 sek#dieast two authentication methodon
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 cl@ntinue Authentication methods
include security keys, government employee IDs, authentication applications, text or voice
messages, or backup codes.

Authentication method setup

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

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

m| D Authentication application

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

{% Text or voice message

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

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

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

[m] @ Security key

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

O E Government employee ID

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

Note: Every time you sign in to eVoucher you are required to authenticate, so make sure you
dzaS |y | dziKSyGA Ol GA2y YS iF&2hBse indrlctipesithE&xtoa &8 F 2 NJ
voice messageption is selected.
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To authenticate by text or voice messagethe Phone numbeffield, enteryour phone
number, and then click the appropriate radio buttda receive a ondime codeeither by text
message or phone cafllick Send code

Add a phone number

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

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

Phone number

== - 210-555-5555|

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

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

=

Mobile terms of service

In the Onetime codefield, enter the onetime code sent to youdevice and then cliclSubmit

Enter your one-time code

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

One-time code
Example: 123456

555555

O Remember this browser

& Send another code

Having trouble? Here's what you can do:

Choose another authentication method >
I didnt receive my one-time code i3 >
Learn more about authentication options &3 >
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Once your code has been successfully authenticated, you are prompted to add another
authentication method (recommended). Clidkld another methodand 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 ag you us
different phone number

D LOGIN.GOV

s

&

You've added your first
authentication method! Add a
second method as a backup.
Adding another authentication method prevents you from

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

Add another method /

Skip for now
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|dentity Verification

To access eVoucher, you must verify your identity by uploading an acceptable form of
ARSYUGAFTFAOFIGA2Y ORNRAROSNNAE fA0SyasS 2N adrdsS L50
not someoneelsepretending to be you.

Note: This is a onéime identity verification; if you havalreadyproven your identity through
Login.gov, you are not required to do this again.

LT 82dzQ@S LINSGA2dzat e ONBIFIISR | [23Ay®3a20 | 002
signing in to Login.gov from the eVoucher sigpage. I8 2 dZQNBE Ay (KS LINRPOSaa

[ 23Ay ®320 | O02dzy i GKAA AGSLI | dzhi 2 YI dakt@d !l f € & | LJ
authentication method(s). ClicRontinue

D LOGIN.GOV m

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

CJA eVoucher User Acceptance Testing needs to make sure
you are you —not someone pretending to be you. Learn more
about verifying your identity 2

You'll need to:

o Take photos of your ID

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

© Enter your Social Security number

You will not need your physical SSN card.

© Match to your phone number

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

0 Re-enter your Login.gov password

Your password saves and encrypts your personal

information /
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Slect the check boto allow Login.gov to ask for, use, keep, and share your personal
information to verify your identity, anthen clickContinue

Getting started  Verify your ID Verifyyour  Verifyphoneor  Secureyour
information address account

How verifying your identity works

Identity verification happens in two parts:

Verify your identity

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

Secure your account

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

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

Learn more about our privacy and security measures(;

N

Choosean option for adding your identification informatio®@ne option is taupload photos of
your ID from your phoneandthe other optionis to uploadthem directly from your computer.

] [e]

Getngstarted  Verity yourID Verifyyour  Verfyphoneor  Secureyour
information atdress account

How would you like to add your ID?

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

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

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

Phone number

=-

_l Continue on this computer

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

Upload photos

Cancel
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Option 1: Upload photos from phone (recommended)

Option 1

1. ClickSend link A message appeafgompting you to check youdevicefor a text
message with instructions for taking a photo of your ID to verify your identity.

©

e}

Getting started  Verify your ID Verifyyour  Verifyphoneor  Secure your

information address account
Getting started Verify your ID erify your Verify phene or Secure your
nformation address BCcount

How would you like to add your ID?

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

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

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

andl 2 vieb browser We sent a message to your phone

Phone number You entered: +1210-555-56555

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

2. Tapthe link in the text message. A message appearsfirming that you are attempting
to verify your identity to access eVoucher. Scroll déamadditional instructions.

*a 40

U LOGIN.GOV m

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

ONLY ADD YOUR ID IF:

« You are using your own
Login.gov account

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

* You are trying to access
CJA eVoucher
TrainingSand District
services

CJA eVoucher | Versionl.| AO-SD®-TrainingDivision| December2024
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3. TapTake phototo switch your phone to the camera function. Take a photo of the front
of your ID card. Scroll down atap Take photoagain to take a photo of the back ibie
card. Verify that each image appears in the appropriate, lhoxl hentap Submit

4:37

Add photos of your ID
Back of your ID

Driver’s license or state ID card

Tips for taking clear photos
« Use a dark background

i Back of your driver’s license or !

« Take the photo on a flat
surface state ID
* Do not use the flash on your

camera

Front of your ID

i Front of your driver’s license E

or state ID

Take photo jor  Unload photc

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

U LOGIN.GOV km

o o]
. ted  Verity your 10

© We verified your ID

Switch back to your
computer to finish verifying
your identity.

0-C]

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

Option 2

1. ClickUpload photosto upload photos of your ID from your computer.

_I Continue on this computer

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

| Upload photos

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

] (e]

Gemingstarted  Verify your ID Verifyyour  Verfyphoneor  Secure your
information sddress account

Add photos of your ID

Driver’s license or state ID card

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

Front of your ID
Must be & JPG or PNG

______________________________

i
H

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

I Drag file here or choose from folder ]

______________________________

Back of your ID
Must be a JPG or PNG

______________________________

i
i

i

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

I Drag file here or choose from folder ]

______________________________

Note: You may see a processing scrasthe system completes thapload and Login.gov
verifies your identity.
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Once your identity has been verified, Login.gov 1esifour name, date of birth, and address
using your Social Security number (S8Nfhe Social Security numbédteld, enter your SSN,
and then clickContinue

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

@ We verified your ID

Enter your Social Security number

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

Don't have a Social Security number?

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

Acceptance Testing

Social Security number
Example: 123-45-6789

[T Show Social Security number

=
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Your name, date of birth, and address are imported from your ID; veiafythie information is
correct. Ifthere are anyerrors, click theJpdatelink next to he appropriate informatiorand
edit asneeded Once your information is correct and complete, cichomit

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

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

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

First name: FAKEY

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

Address line 1: 1FAKERD Updste
Address line 2

City: GREAT FALLS

State:MT

ZIP Code: 52010

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

[J Show Social Security number

Next, verify your phone number. To do thisthe Phone numbeffield, enter your phone
number, andthen click the appropriate radio button to receive a otime code either by text
message or phone calllick Send code

© We verified your infermation

Verify your phone number

We'll check this number with re:
code. This is to help verify yo

cords and send you a one-time
entity.

Enter a phone number that is:

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

Learn more about what phone nu r touse @

Phone number

= (210) 555-5555

How should we send a code?

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

O Text message (SMS) O Phone call

===
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In the Onetime codefield, enter the codesent to your deviceand then cliciSubmit

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

Enter your one-time code

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

One-time code
Example: 123ABC

| |
e Yl

Once your phone number is verified,the Passwordield, reenter the password you created
to access Login.gpand then clickContinue

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

@ We verified your phone number

Re-enter your Login.gov password

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

Password

[0 Show password Forgot password?

BT
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The system generatespersonal keywhich yudl need if you ever forget your password or lose
your authentication method. Keep your key in a secure place and do not share it with anyone.
Select the check box to confirm that you have saved your personal key, and the@arlighue

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

& We secured your verified information

Save your personal key

AR

- L]
VGCH - MCDA -CGYR -HAX8

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

0 Copy s Download (text file) & Print

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

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

Learn more about the personal key (4

[ I saved my personal key in a safe place.

BT <
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Your Login.gov account is now verifidiext, you are asked to connect, or link, your Login.gov
account with your eVoucher accouritlickAgree and continuend follow the instructions in
the next section to complete this connection.

<

Connect your verified information
to CJA eVoucher TrainingSand
District

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

@& Email address
daviddattorney210+f@gmail.com

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

Emm

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuingClickAdd a second authentication methodnd reviewthe Adding a
AuthenticationMethod sectionfor thoseinstructionsif you wish to complete this task
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Linking Your eVoucher Account to Your Login.gov Acceunt

ForNEWLogin.gov accounts

After you complete your identity verification and receive your security keyayeu
Fdzi2YlFGAOFE & RANBOGSR (2 NéetuzNie OgadadiirasiyoS + 2 dzO K
used to create your Login.gov account is-populated in theeVoucher Email Addredgeld.

"

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

(SR UNITCD STATTS
|lIKCOURTS

Link eVoucher Account with Login.gov Account

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

Note: Please contact an eVoucher administrator for assistance,

__eVoucher Email Address

daviddattorney@gmail.com h

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

For EXISTING Login.gov accaunts

FromyourO 2 dzNJi Qa S in pade) &icsShyh ia itA yOGIN.GCand follow the prompts
to sign in and authenticate your Login.gov account

CJA eVoucher - Texas Western District Court
TSD NV1VM IDC - Releas2 6.10.0.0

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

Sign in with 1 LOGIN.GOV A—

Need to create a Login.gov account?
Use the Sign in button above and then use the "Create an account” button below the sign in fields.
Learn about our new login process
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Next, youare asked to connect, or link, your Login.gov account with your eVoucher account.

ClickAgree and continue

<

Connect your verified information
to CJA eVoucher TrainingSand
District

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

@ Email address
daviddattorney210+f@gmail.com

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

Agree and continue k

Note: If you have not created a secondary authentication method, you are prompted to do so

before continuing. Clickdd a second authentication methodnd reviewthe Adding an
AuthenticationMethod sectionfor thoseinstructions if you wish to complete this task.

Login.govautomaticallyR A NE OtGla @2dz (2 &nRirgphigeONotizbhEt (hé
eVoucher Email Addredteld is now prepopulated with your email address.

CJA eVoucher - Texas Western District Court

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

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

eVoucher Email Address

daviddattorney@gmail.com h

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

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

In theeVoucher Email Addredgeld, enter your eVoucher SLP email addressd then click
Next.

|\\Mm_\ﬂ_\ CJA eVoucher - Texas Western District Court

{liCOURTS

SDSO Training Sandbox - Release 6.10.0.0

Link eVoucher Account with Login.gov Account

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

eVoucher Email Address /

I daviddattorney@firm.com I

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

Note: This field defaults to display your Login.gov email address. Update this field if your SLP
email address is different than what is displayed here.
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In theeVoucher Passwortleld, enter your eVoucher SLP password (the password you
normally use to access eVoucher), and then dicknect Accoun® L ¥
your password, click thEorgot your password#nk 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

I\U CJA eVoucher - Texas Western District Court

“"LOURTb SDSO Training Sandbox - Release 6.10.0.0

@2dz R2y Qi

Link eVoucher Account with Login.gov Account

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

eVoucher Password

Forgot your password?

Connect Accounts

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

If your Login.gov account is successfully linked to your eVoucher account, a success message

appears at the top of your eVoucher home page. Continue to use eVoash@unormally

would.

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

Home

> Home

Operations Reports Links Accounts Help Sign out

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

You have now linked your eVoucher account with your Login.gov account. For all future use,
sign in to Login.gov to access eVoucher
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Linking Your Accountsy Emaillnvitation¢ New User

New eVoucher users who do not have an SLRatsmink their accounts from the eVoucher
linking page.

Do not changehe Login.govemail address tha® & -pb@NBtedin the eVoucher Email Address
field. Qick Next.

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

Link eVoucher Account with Login.gov Account

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

eVoucher Email Address

I daviddattorney@gmail.com I

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

Amessage appeayprompting youto check your email and confirm thgou entered the
correct email address.

SN UNTTTD sATTs | CJA eVoucher - Texas Western District Court
SDSO Training Sandbox - Release 6.10.0.0

[liCOURTS

0 Check your email

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

Dear David D Attorney,

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

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

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

Regards, \

District of Texas Western

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoash@&unormally
would.

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

Home Operations Reports Links Accounts Help Sign out

> Home

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

Youhave 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 Invitatgigxisting User——

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

52 y20 OKIy3aS (KS [ 23Apopuldin tkedVbukter EmalRdRssa G K|
field. ClickNext

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

Link eVoucher Account with Login.gov Account

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

eVoucher Email Address

I daviddattorney@gmail.com I

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

If your Login.gov email addresshist the same agour SLP email address, an error message
F LILJSENES LINBYLIWIAY3 @2dz 2 O2ydGlF OG @&2dzNJ O2dzNI Q

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

Link eVoucher Account with Login.gov Account

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

Note: Please contact an eVoucher administrator for assistance.

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

eVoucher Email Address /

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

Dear David D Attorney,

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

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

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

Regards,
District of Texas Western

If your Login.gov account is successfully linked to your eVoucher account, a success message
appears at the top of your eVoucher home page. Continue to use eVoash@&unormally
would.

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

Home Operations Reports Links Accounts Help Sign out

> Home

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

Youhave 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

hyOS &2dzQ@S ONBI GSR @2dzNJ [ 23Ay 320 | O02dzy iz f
application for the first time, you will use your Login.gov credentials to access eVaahgr
forward.

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

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

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

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

Signinwith & LOGIN.GOV

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

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

Step2

By default, you are directed to the Login.gov sigipage. In the&Email addresend Password
fields, enter the email address and password used to create your Login.gov account, and then

clickSign in

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

Signin for existing users

\Email address
\ Password

[ Show password
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Complete the action required by your chosen authentication methothis exampleé 2 dzQ f
authenticate using a mobile devica.the Onetime codefield, enter the onetime code sent to
your device, and then clickubmit

Enter your one-time code

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

One-time code

Example: 123ABC

‘ XXX I

B <

& Send another code |

Login.gov directs you to your eVoucheme page.

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

David Attorney (Attorney)

Home Operations Reports Links Help Sign out

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

Case Defendant Type Status Date Entered

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

Beginning with release 6.11, you must create an account ivédrelor Manager System (VMS)

to manage your payment account information, including electronic file transfer (EFT) payments
for your services. This VMS account must be created and linked to your eVoucher account
before you can submit a voucher for payment.

A banner directing you to complete your vendor information in VMS displays on every page in
eVoucher until you set up at least one payment account in VMS. Cli&ghen to Vendor
Managerlink to access VMS.

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

David D Attorney (Attorney)

Welcome, David Attorney e

Home Operations Reports Links Help Sign out _“

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

Refresh page (F5) for latest information.

On the VMS landing page, clisign in with LOGIN.GQ begin creating your account.

B An official website of the United States Government.

Vendor Manager

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

Receiving payments made easier.

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

Sign in with § LOGIN.GOV

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

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

Single Login Profile for David Bitorney

SLRemail address

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

On the Single Login Profile page, you can:

1 Edityourfirst, middle, and last name.

1 Edityour email address.

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

1 Change your default court

To access the Single Login Profile pagehe menu bar, clicklelp, and then cliclSingle
Login Profile or point to the profile icon, and then cli&ngle Login Profile

CJA eVoucher - Train District Court
Well David Att
SDSO Training - Release 6.10.0.0 . _°mey_9
Single Login Profile

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

Single Login Profile
Court Profile

Contact Us

Privacy

eVoucher Documentation: Attormey and Expert Users
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Editing Your SLP

Your SLP information is divided intoee sections: Account Informatigmilling Information,
and Linked eVoucher Accounts. Click the pli®( minus {) signs to expand or collapse each
section.

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

Single Login Profile — David Attorney
Account Information  “ilsss—

[

First name Middle name Last name Suffix
David D Attorney

m
[
=

Email address
daviddattorney210@gmail.com

m
=N
=3

Password

D LOGIN.GOV

Billing Information  wii—

Linked eVoucher Accounts i mmeee—

[+][+]
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Modifying Your Name

To edit your namen the Account Information sectiog)ick theEditlink to the right of your
name

Single Login Profile — David Attorney

Account Information

First name Middle name Last name Suffix
David D Attorney -

Make any necessary changes, and then @&ke changes

Single Login Profile — David Attorney

Account Information

First name Middle name Last name Suffix

I David I D Attorney H ‘

Note: It is important to remember thathanging your SLP name does nbange the name
associated with your court profile.
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Updating YouSLHEmMail Address

Click theEditlink to the right of your email address.

Email address
daviddattorney210@gmail.com

Enter your new email address, confirm it, and then cBake changes

m
(=1
=

Single Login Profile — David Attorney

Account Information

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

First name Middle name Last name

Suffix
David D Attorney -

im
(=X
I~

Email address

daviddattorney@gmail.com ‘

Confirm email address

daviddattorney@gmail.com I

Note: It is important to remember thathanging your SLP email address does not change the
email address associated with your Login.gov account.
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Updating Your SLP Passwerl

Afteryou link your Login.gov account to your eVoucher account, Login.gov Bafids@assword
changes and forgten password requestsThe Login.gov logo is visiliethe Password section
of your SLP accouirformation, butyouO I yédi §our password from here.

Single Login Profile — David Attorney

Account Information

First name Middle name Last name Suffix
David D Attorney -

m
o
=3

Email address
daviddattorney@gmail.com

m
a
=3

Password

O LOGIN.GOV

Note: Login.gov is a separate application from eVoucker.password assistanogsit their
Help center page dittps://www.login.gov/help
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Viewing Billing Information

Stepl

Click the plus sigrH(to expand theBilling Informatiorsection

Single Login Profile — David Attorney

Account Information +
Billing Information +
Linked eVoucher Accounts +

View readonly payment account information from VMS in this section. Cliclgth® Vendor
Managerlink to go to VMS to edit your billing and payment information there.

Single Login Profile — David Attorney

Account Information +

Billing Information -—

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

David Attorney /

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

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

89
38

Linked eVoucher Accounts +
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ViewingLinked eVoucher Accounts

Stepl

Click the plus sigiH|to expand theLinked eVoucher Accounts sectiand view any accounts
that are currently linked.

Single Login Profile - David Attorney

Account Information +
Billing Information L
Linked eVoucher Accounts +

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

Your default ourt is the court that initially appears when you sign in to eVouckechange
your default courtin the Default columnglick the radio button for the desired court account,
and then cliclSave changes

Single Login Profile - David Attorney

Account Information +

Linked eVoucher Accounts —

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

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

m Save changes

CJA eVoucher | Versionl.| AO-SD®-TrainingDivision| December2024



CJA eVoucher for Attorneys| 40

Accessing Multiple Accounts in eVoucher

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

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

David D Attorney (Attorney)

Home Operations Reports Linits Accounts Help Sign out
District of Texas Western - Attorney

Fifth Circuit Court - Attorney

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

Single Login ProfiksLPYs. Court Profile

Here are someipsfor viewingwhich court account you are in and who you are within that court.

o Court account to

which you are signed eSlngIe Login Profile (SLBErname

-

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

CJA eVoucher - Train District Court

SDSO Training - Release 6.10.0.0 Welcome, David Attorney ©

Single Login Profile
David D Attorney (Attorney)

Court Profile
Hom Operations Reports Links Accounts Help Signout
Sinale Login Profile Circuit - Attorney

AttO rney/expe rt District - Attorney
court account

List of linked accounts to which you have acce

1. Courtaccountg This is the court account you selected from thecountsmenu, showing
the account towhich you are signed in.

2. Single Login Profile (SL&Yhis profile is attached to a persol connects multiple eVoucher
accounts a user may have.

3. Profile icong You can access yo@LPor court profile, or sign out from here. You can also
access theseptionsfrom the Helpmenu.

4. Court account usarame¢ Thisdisplayshe court user you arsignedin as,andyour full
name and user role as they appear for that court profile.

5. Accountsmenu¢ From thismenu, you canaccess all of the court accounts to which you are
linked.
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Your home page provides access to aillair appointments and voucherSecuritynmeasures
prohibit you from viewin@ (i K S NJ | iaforraanids. Sikewis®, no one elssan viewyour

information.

Home Operations Reports Links Help  Signout

Type

0A20
David D Attorney

auTH
Paralegal Servces

ar2s

o grous by a particular Heades, drag the cokuma to ths area.

Case Defendant

SectionName Contents

My Active Documents

Thissectioncontains documents that you are currently working orthat
have been submitted to you by an expert service provider. These docume
are waiting for you tdake action.

LI AYGYS)

This is a quick reference to all your appointments.

My Proposed
Assignments

Cases appear in théectionif an appointment has been proposed to you an(
you have not accepted or rejected

My Submitted
Documents

Thissectioncontains vouchers for yauor your service provider that have
been submitted to the court for paymenalong withdocuments submitted to
the court requesting expert services or interim payments.

a® { SNBAOS
Documents

Thissectioncontains all the vouchers for your service providénsluding:
1 Vouchers in progress by tlexperts.
1 Vouchers submitted to the attorney for approval and submission to
court.
1 Vouchers signed off by the attorney and submitted to the court
payment.

Closed Documents

Thissectioncontains documents that have been paid or approved by the
court. Closed documents only display for open cas#s they are archived
and/or for 60 days after the appointment is terminated. They are still
accessibl®n the Appointmentinfo page.
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Navigating the CJA eVoucher Program

CJA eVoucher - Train District Court
SDSO Training - Release 6.10.0.0
David D Attorney (Attorney)

Welcome, David Attorney 9

Home Operations Reports Links Accounts Help Sign out _n

Menu Bar Item Description

Home Click to acces$ie eVoucher home page
Operations Click tosearch for specific appointments
Reports Click to view slected reports yowwanrun on your appointments
Links Click to accediks to CJA resourceasich agorms, guides,
publications, etc.
Accounts Click to access yodifferent court accounts

Click to access
1 Another link to youlSLP
1 Another link to yourcourt profile.

Help 1 Contact Us email
1 Privacynotice.
1 eVoucher help documentation fattorneys and experts
Signout Click tosign outof the eVoucher program
Searchfield Entersearch criteriado look up any of your cases.

Customizing the Home Page
You can gstomiz your home page tehange the wayour information displagin each section

Expand/Collapse &ection Click the plus sig@) to expand a folderClick the minus sigf) to
collapse asection

Resize a Column

Along thecolumnheacers(e.g, Case, Diendant, Type, etc.)point to the line between the
columns until a double arro<=>) appears.
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Click and thg the line in the desired direction to enlarge or reduce the column size.
Note: Thesectionsize does not increase; therefore, some columns may move ofdreen
Group byCGolumn Heacer: Tosort all the information within &ection you cargroup

documents by column head. All folders displaying the group header lbanbe sorted in this
manner.

Clickin the header for the columiby whichyou wish to group

= My Active Documents

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

Case Defendant Type .\ Status Date Entered

Click and drag the header to tigeoup by header bar.

E My Active Documents

eader, drag the column to this area.

endant Type

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

E My Active Documents

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

If given access by your court, yoanmake changes to your eVoucher account information
the home page, point to your profile icon, and thelitkCourt Profile

B= An official website of the United States government

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

Single Login Profile

Andrew Anders (Attorney) Court Profile

Home Operations Reports Links Help Sign out

> Help > Court Profile

On the CourtProfilepageyou can

1 Edit contact information, phone, email, and/physical address the Attorney Info
section.

1 Manage your payment accountSocial Security number (SSahd/or employee
identification number (EINjyom the VMSCopies of a W must be provided to the
court, and any changes to the S&\EINmustbe completed in VMS

1 Add a time period in which the attorneyill be out of the offican the Holding Period
section.

1 Document anyontinuinglegaleducation CLEattendance.

Clickeditor Viewto the right ofthe Attorney Info, Holding Period, and Continuing Legal
Educationsectiorsto expandthesesectiors andedit any information Review your court profile
and add any missing informati@s needed

= Help > Court Profile

Court Profile

Attorney Info Bar Number: Edit
This s the contact information that will Name: Andrew Anders

appear on paymen rs. SSN is
required for national mandatory
eporting.

Contact Info:
Phone: 210-555-1234
deadmail@support.aotx.uscourts.qo

Address:

110 Main Street

San Antenio, TX 78210
us

Billing Info View SLP
Vie

ronic Payment details on the
ge payment accounts at
endor Manager. Editing Is no longer
available here.

Manage at Vendor Manager

Holding Period No Info has been stored.
Please click VIEW to type your info.
Continuing Legal No info has been stored.
- Please click VIEW to type your info.
Education . f
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Attorney Info

Step 1
In the Attorney Infasection, clickeditto access your personal information.

Attorney Info Bar Number:
This is the contact information that will  Name: Andrew Anders
appear on payment vouchers. SSN is
required for national mandatory
reporting.

Contact Info:

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

Address:

110 Main Street

San Antonio, TX 78210
us

If you have a SLP that is linked to more than one cquetrtain thanges made tthe Attorney
Info section ofyour court profileare applied to anyof your otherlinked accountsvith the same
SSN/EIN after one business dakis information displays at the top of your Court Profile page
and details the sections that are affected across any of your other linked accounts:

Court Profile

after one business day.

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

Step 2

Make any necessary changasdthen clickSave.

Attorney Info ¥ Required Fields
This is the contact information that will = 32r Number e
appear on payment vouchers. SSN is o
required for national mandatory Tax Identification Number: * (If on Panel)
reporting.
SSN: | seaseaseece |
Confirm: ‘ |
006-20-2024

First Name * Middle  Last Name *

{Andrew J Anders

Main Email *

aandersattorney@gmail.com

2nd Email

{deadmall@supportaotx.uscuurts.gov

3rd Email

Phone * Cell Phone

|210-555-1234 |210-555-2400

Address 1 * City *

{ 110 Main Street |San Antonio

Address 2 State * (US only) Zip * (US only)

\ [TExas  ~| 7210

Address 3 Country *

| UNITED STATES | Foreign Vendor?
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Notes:

1 SSMEIN information displays ithe Attorney Info section for attorney accounts with this

information that were added to eVoucher prior to the 6.11 release. You cannot edit this

information in the court profile and must go to VMS to change your SSN or EIN

TheCountryfield isautomaticallyset toUNITED STATHSIess otherwise indicated.

Foreign vendors shouletkectthe Foreign Vendao? checkbox and entethe appropriate

information.

1 Youcanlist as many as three email addresses. Notifications from eVouchkeent to all
email addresses.

= =
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Billing Info

Inthe Billing Info sectionf your court profileyou can view and manage your payment account
information in one of two ways.

Note: Beginning with release 6.11, you can no longer add or editlyitluing informationon

S+2dzOKSNDA& [/ 2dzNI t NP -®8ybifing inforah&idn dispiggtihé Biling | £ & =
Info section if your account included billing information prior to the 6.11 release

ClickView SPto access your SLP section in eVoucher.

Billing Info

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

View SLP

Manage at Vendor Manager

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

Home Operations Reports Links Help Sign out _n

> Help > single Login Profile

Single Login Profile - Andrew Anders

Account Information +

Billing Information

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

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

Electronic payments will be sent to:
Routing Number: 121000248, FAKE BANK
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dickthe Manage at Vendor Managelinkto accessVMS

Billing Info

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

View SLP

Manage at Vendor Manager

ClickSign in with LOGIN.GQ view and edit your payment account information there.

B An official website of the United States Government.

Receiving payments made easier.

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

Sign in with J LOGIN.GOV

Note: Payment accouninformation must be entereih VMSbefore any payments can be
made.
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Holding Period

Holding periods can be used for medical learggation, etc. During this timeaftorneysare not
given anew 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 court profile will not be applied to any other linked accounts.
Use the Accounts menu to switch to other linked accounts and make changes to each court profile separately.

Step 1

In the Holding Period section, clidiew.

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

Holding Period

Step 2
ClickAdd.

Holding Period Back | | \‘

Starting Ending Notes

Search:

No Holding Period

No data
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In the corresponding fields, enter the starting and ending daddong with any applicable
notes.ClickSave

Holding Period [Back ] [ save |

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

Vacation
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Continuing Legal Educati¢GLE)

In the Continuing Legal Educatisection, click/iewto access the CLE information.

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

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

Court Profile

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

Step2

To addCLEnformation, clickAdd.

Continuing Legal (B ] | ||‘ add ||

Education

Files Credit Date Hours Subject

No Continuing Legal Education

No data

Click theCreditdrop-down arrowto select CLE categorida.the corresponding fields, enter the
date, the number of hours, and a descriptiddickSave

Continuing Legal
Education
Credit | Criminal Law v |

Date |05/15/2024 | it
Hours \ﬁ\

Description

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

Note: After you save information, you can upload related EDEuments.
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Step 4

ClickBrowseto upload and attach a PDF docume@ncethe document isiploaded click Save

| Back | || save |

Credit \ Criminal Law ‘
Date \05/15}2024 =5
Hours ‘£|

Description

Documentl \ Browse... | No file selected.

Continuing Legal [Back | [[ eae J|[ add || Deee ||
Education
Search:
Files Credit Date Hours Subject
31 Criminal L.  05/15/2024 3
t-  CLE Documentation.pdf
1 Page 1 of 1 (1 items)

Note: All entries appear in the grid oaccess, edit, or dete an entry,clickthe entryand then
clickEditor Delete.
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l LILRAYOIYSyYy 44 [ Aaog—

On your home pagen the Appointment€list section, locate the desired case.

Step 1
Click he case numbelink to open the Appointmeninfo page

Search: |
Appointments Defendant
I Caze: 1:14-CR-08805-AA I Defendant: Jebediah Branson
ET o Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Reprasentation ID: 2 Pres. Judge: Albert Albertson
Appointment ID: 4 Adm./Mag Judge:
Appointment Info
TTCORTBIVCO0 T
101 Jebediah Branson
f %“ = S T DIST DY DFF NONEER TS 3 o
1:14.CR-08805.1. A4
. TPATNENT CATICORY g W v
B [Us A v Branson fFelony (mchuding pre-tral diversion |5 gy Defendant fcriminal Case
[TromTrS T
[ [15:1825 F INSPECTION VIOLATION PENALTIES
[E AT TORET S T DN ABREE w
Andrew Anders & . O DFedensl O FSubsfoc Fedensl
Create New Voucher [110 Main Street 9 A Asediate © € CoComsel
Jsan Astonio TX 76210 5 LLursed Conml 3 O Appenting 1 PSebs o Pasl O R b fr Rtalsod
AUTH create Wl [Prone: 210-833.5623 Capc Oni Coun Averner i
Authorization for Expert and other Joell phene. 210-555.1234 A O TReisd O USOC  x samnene
[Emark iza_omelas@R00x uscouwts 0 My =
2 ¥ Susthy Coanit
AUTH-24
Authorization for payment of mmu;::—
anacuok of Presding Jadge or By Order of the Court
Albertson
T4 LAW FIRA NAME AND MAILING ADDRESS, b Jhous Bre TucDite
Reprymest G VIS & 50
Create i} Vouchers on File
To group by a particular Header, drag the column to this area. Search:
Case Defendant Type Status Date Entered
14-CR-08805-A%-  Jebediah Branson (= 1 AUTH Voucher Entry 08/01/2022
sar Caimed Amount: 1,000.00 Andrew Anders ; Edt
Chemist/ Toxicologist
Authorization and Voucher for v Jebediah Branson (# 1 AUTH 07/28/2022
Payment of Transcript Caimed Amount: 500.00 Andrew Anders N VL:K(W £,
Chemist/Toxicologist >
:  Jebedish Branson (< 1 a2 Submitted to Court 01/25/2022
Caimed Amount: 0.00 Rick Astiey L
Chemist/Toxicologist FINAL PAYMENT
3 inson (# 1 AUTH 01/25/2022
Caimed Amount: 90000 Andrew Anders g Jocher Cosal
TRAVEL Approved Amount: 400.00 Chemist/Toxicologist -
Authorization for payment of Travel
:  Jebedish Branson (= 1 AUTH Voucher Closed 01/25/2022
Caimed Amount: 900.00 Andrew Anders '54 0101.0000955
Approved Amount: 900.00 Chemist/Toxicologist
Appointment Report = Jebediah Branson (= 1 AUTH Voucher Closed 01/19/2022
Defend, ail Caimed Amount: 750.00 Andrew Anders I
Bein ,ﬂ‘;:‘f,,fﬁ“:;ﬁﬂ Approved Amount: 750.00 ChemisyTowicologist 5, oo
- Jebedish Branson (2 1 Qs Voucher Entry 12/1472021
fendant Symmary Budget Re; Caimed Amount: 0.00 Lucy Hall N ot
Yﬁw only of budget info for Litigation Support Services 3
defendant 1
e Jebediah Branson (= 1 AUTH e 12/14/2021
Claimed Amount: 10,500.00 Andrew Anders L st agm
Attorney Time Approved Amount: 10,000.00 Psychologist el
Case Detail Budact Regort . Jebedish Branson (= 1 AUTH Voucher Closed 12/14/2021
Claimed Amount: 1,200.00 Andrew Anders V. 0101.0000919
Approved Amount: 1,200.00 Chemist/Toxicologist )
v Jebedish Branson (= 1 Qa21 it 12/14/2021
Caimed Amount: 1,050.00 Rick Astley Smf 1o '°sc ot
Chemist/Toxicologist FINAL PAYMENT
1234852 Last Page 1 of 18 (176 tems)

Section Name Contents

Appointment Info This sectiortontains 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 p&dek theView

Representationink to openthe Representation Info page.

Create New Voucher | Click theCreatelink 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 he View Representatiorink to displaythe following information

Presiding judge
Magistrate judge
Cocounsel
Previous counsel

il
T
)l
il
T

Step 1

Default excess fee limit

Appointment

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

vouchers related to this
appointment and links to create
new vouchers

[ ]

The Representation Info page appears.

Representation Info

In the Appointment section, clicke View Representationink.

1. CIR./DIST/DIV.CODE

Representation Report

3. PERSON REPRESENTED
Jlebediah Branson

[VOUCHER NUMEER

3 MAG. DKT/DEF NUMBER 1 DIST. DET/DEF NUMBER 5. APPEALS. DKT/DEF NUMBER 6 OTHER DKT/DEF NUMBER
1:14-CR-08805-1-A4
7. IN CASE'MATTER OF(Case Name) E.PA\]D'_.NT C.-\_TECOR.Y . . 0_TYPE PERSON REPRESENTED 10 REFRESENTATION TYPE
[USA v. Branzon elony (m:ludm_g pre-trial diversion |4 dult Defendant ICriminzal Case
Jof zlleged felony)
T1. OFFENSE(S) CHARGED
15:1823F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
$11.500.00 Albert Albertson
DESIGNEE I
App.ID Attorney Order Type Order Email
4 Andrew Anders Appointing Counsel 03/03/14 lisa_ornelas@aotx. uscourts.gov
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Creatinga CJA20 Voucher

The court creates the appointment. The attorneitiates the CJ&R0 wucher.
Note: All voucher types and documents functiorprimarily the samevay.

Inthe Create New Voucher sectipinom the CJA0 wucher templateclickthe Createlink.

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

The voucher opens thBasic Infgpage which displays the information in the paper voucher
format.

CJA-20 I Basic Info Services Expenses claim Status Documents Confirmation
Attorney Enters —m
Voucher \ Tabs appear
1. CIR.DISTDIV.CODE 7, PERSON REPRESENTED "OUCHER NUMBER
ef  Jebe — 0542 Tebediah Branson h f
Def.: Jebediah Bransor e L
e ensen 3. MAC. DK1/DEF NUNBER T DIST. DK I/DEF NUMBER T APPEALS. DKTDEFNUMBER %, OTHER. DKT/DEF NUMBER. at t e to p (0]
5:78-CR-00210-88-AA
Link to CM/ECF 7.IN CASEMATIER OF (Case Nams) 8. PAYMENT CATEGORY 5. TYPE PERSON REPRESENTED 10 REPRESENTATION TYPE h
. [USA v Branson Felony (including pre-trial diversion | gy e fon dant |Criminal Case t e screen.
of alleged felony)
Voucher #: 11 OFFENSE(S) CHARCED

Start Date: 12:1457.M PENALTIES - PROHIBITED ACTIVITIES
11 ATTORNEY S NAME AND MAILING ADDRESS, 13, COURT ORDER

End Date: [David Dd Attorney - Bar Number: 1234123 O sson Olecocoma Onretet O subsor et
- Defender Defender

[2500 Main St
& Services: $0.00 - San Antonio TX 78209

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

d Counsel B0 Appointing [P Subs for Panel [ r Retained
Counzel 1 Attorney At

[Email: daviddattorney @ email com 9:'::_,,“6 9“""‘ B [y Asmimieatee
Representation Fee Limit:
$10,300.00 [Sppeintman: Dtes
Siguature of Presiding Judge or By Order of the Court
Fee Amount ining After A d - - - Albert Albertson
and Pending: 14. LAW FIRM NAME AND MAILING ADDRESS ];T:'n r Nunc Pro Tanc Date
$10,300.00 Repayment [ yes B o
Tasks Payment Details
Link To Appointment Select the payment details. Payment accounts that are ready to use display below. To see all payment
Link To Representation accounts, go to Vendor Manager
Actions David D Attorney $
Import Service Entries (.csv)
Reports David D Attorney
Defendant Summary Budget Report TIN (SSN): eee-ee -++00 A prog ress bar

Totals only of budget info for t th
defendant r'

Electronic payments will be sent to: appea sa €
Defendant Detail Budgget Report Routing Number: 121000248, FAKE BANK

Detail budget info for defendant Account Number: seseveses 89 bOttom Of the
CIA20 - Attorney,

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

Notes:

To avoid data loss, frequently save any entries made to a voucher.

To deleteavoucher, clickDelete Draftat any time prior to submittingg.

To check for warnings or errors in the document, choklit Assistat any time.
To navigateclickthe tabs or the navigation buttons in therogress bar.

= =4 -4 -
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Enteiing Services

Lineitem time entries should be entered on tf8ervicepage Both ircourt and outof-court
time should be recordetiere.

Note: There iSNOT AN AUTOSAV¥ction on this program. You must cliSkveperiodically to
save your work

Click theServicedab, or clickNexton the progress bar.

Basic Info b Services Expenses Claim Status Documents Confirmation
Services

Date 07/01/2024 | = =) Description .
Service Type - |*

e N R s
Hours : * &t $152.00 per hour.

* Required Felds

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

Service Type Date = Description Hrs | Rate | Amt
(Empty)
No data to paginate Go to page: \:\ View items per page: 10 25 50 100
| e |
[ «First |[ <Previous |[ Next> || Last» Delete Draft Audit Assist
| | S—

Step 2

Enter the date of the service. The default date is always the current datecaroeithertype
the datein the Datefield or click the calendaiconandselect a date from the popp calendar.

Services
owe | [o7joua2s | - pescr
Service Type | | July 2024 »

Doc#EF (|« sy Mo Tu we Th Fr sa
Hours [ » 30 2 3 4 5 6

7 8 9 10 11 12 13
e » 14 15 16 17 18 19 20
» 21 22 23 24 25 26 27
Togoupbyapart | 5 9 30 31 1 2 3

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

Service

Date

S
07/01/2024 | = 14

Service Type

Description

Doc.# (ECF)

Hours

* Raguinad Fields

To group by a pa

Service Type

In Court Services
a. Arraignment and/or Plea
b. Bail and Detention Hearings
c. Motion Hearings
d. Trial

e. Sentencing Hearings

L]

Note: Youcanadd dates in any ordethey automaticallysort in chronological ordeoldest to
newest, as they are entered

Enteryour hoursof service in tenths of an hour, enter a descriptiandthen clickAdd.

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

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

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

* Reguired Figlds
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The entryisadded to thevoucher andappeas at the bottom of theService Typeolumn The
default sort for services is chronological ate oldest tonewest.Click an entry to edénd
then clickSaveto save your changes.

Basic Info I Services Expenses Claim Status Documents Confirmation
Services
Date 07/01/2024 |~ E Description a
Service Type v =
bt || e [ | -
Hours : * at $152.00 per hour.
* Requirzd Felds
To group by a particular Header, drag the column to this area.
Service Type ‘ Date = ‘ Description ‘ Hrs‘ Rate ‘ Amt
a. Arraignment and/or Plea 07/01/2024 First appearance an arraignment of defendant. 5.0 $152.00 5760.00
Page 1 of 1 (1 items) 1] Go to page: || | View items per page: 10 25 50 100
«First_|[ < Previous |[ Next> |[ Last» Delete Draft Audit Assist
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Importing ServiceEntries

Attorneys using commercially available timekeeping and billing systems can directly import
multiple service atriesinto a CJA0/30 voucher from a file saved in comraaparated 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 entriesReview thelmporting Timgob aid on the eVoucher training websiiar

more detailed instructions for importing service entries with associates

Selectthe appropriate appointment and click ti@reatelink for the CJA&0 vouchetto open
the document.n the Actionssectionon the left side of the page, click th@port Service
Entries (.csv)ink.

CJA-20 b Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters —_—
Voucher . p
T CIR/DISTDIV.CODE T PERSON REPRESENTED FOUCHER NUMBER
Def.: Jebediah Branson 2 Jebediah Branson
3 MAC. DKTDEFNUMBER 1 DIST, DKTDEFNUMBER . APPEALS. DKTDEFNUMBER 6. OTHER. DKT DEF.NCMBER
5:78-CR-00210-88-AA
Link to CM/FCF 7.IN CASEALATIER OF (Caze Name) 8 PAYMENT CATEGORY 2. TYPE PERSON REPRESENTED 10. REPRESENTATION IYPE

Felony (including pre-trial diversion
ot alleged felony)

|USA v Branson Adult Defendant |Criminal Case

11 OFFENSE(S) CHARCED
12:1457 M PENALTIES - PROHIBITED ACTIVITIES
12 ATTORNEY 'S NAME AND MAILING ADDRESS T3. COURT ORDER
[David Dd Attorney - Bar Number: 1234123

[2500 Main St
@ Services: $0.00 - [San Antonio TX 78209

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

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

OpFederst (I FSubs tor Federat
Uccrcoma 500 Defender

rned Councel B0 Appointing )P Subs for Panel [ R Subs for Retained
Counsel Attorney Attorney

1 Retaines 4 Uvsubstorrre [ % Adminiso
Attorney se :

strative

ol
Representation Fee Limit:

£10,300.00 “

= Judze or By Order of the C:

;:aﬁg"::;::;:hma'"i"g After Approved 14.LAW FIRM NAME AND MAILING ADDRESS e ot Order Nune Pro Tunc D

$10,300.00 Kepayment [ vrs Exo
Tasks Payment Details

Link To Appointment Select the payment details. Payment accounts that are ready to use display below. To see all payment
Link To Representation accounts, go to Vendor Manager
Actions David D Attorney s

Import Service Entries (.csv)

Reports David D Attorney

Defendant Summary Budget Report TIN (SSN): see-ve-ee00

Totals only of budget info for

defendant
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TheServices page appeamdownload andview a sample .csv file, click teample
spreadsheetink. The sample spreadsheet is in Excel format that must be saved in .csv format.
ClickAdditional Information to expand the section andiew instructions for importing time

from a .csv file.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing system and saved in Comma Separated Values [C5V)
format. The CSV file must contain all required column headings and data types. Please download ou for the correct column headings
and service type values,

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

- Additional Information

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

Date

Hours

Description

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

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

n [DocE
= Pages

For additional information refer to the eVoucher Online Halp.

A SV file when opened in a text editor might look like this:

Date, Hours, Description, Service Type, Doc=, Pages

1/4/2021,1.0,Met with client,(30) 15b. Interviews and Conferences with Client,,
1/4/2021,.5,Reviewed Indictment,15f,4,25

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

Import Service Entries (.csv) |

Date =28 Description R

Service Type =

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

* Requirad Fields
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Step3

When the .csv file has been created, properly formatted, and is ready for importimfckt

Service Entries (.csv)

Basic Info b Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing system and saved in Comma Separated Values (CSV)

format. The CSV file must centain all required column headings and data types. Please download our sample spreadsheet for the correct column headings
and service type values.

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

+ Additicnal Information

| Import Service Entries (.csv) |

Date /W‘ & % Description ~
Service Type | - | =

Doc.# (ECF) Pages [ v
Hours E *  at $152.00 per hour.

* Required Fields

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

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

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

Note: Theservice typegor the CIJA0 sample spreadsheet differ slightly to match the

information needed for that document type.

Step4

Your file directory browser opens. Click the correct .csv file, and therQgiek

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

& Documents # \
A Downloads #

A Pictures »

| be overwritten with the contents

ma Separated Values (CSV)
for the correct column headings

File name: | v Microsoft Excel Comma Separat ~

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

k

v

H * at $152.00 per hour. Add || Remove
r—— ] R =

and Pending:
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A success messagepeas, indicating the number of entries that were imported and saved to
the services table.

Basic Info p Services Expenses Claim Status Documents Confirmation

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

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

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

* Required Fields

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

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

ning an Reviewing 07/01/2021 Test 04 $152.00 $60.80
Records
a. Arraignment and/or Plea 07/02/2021 Test 0.2 $152.00 $30.40
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Importing ServiceEntrieson Previously Created G28s———

While it is recommended to stathe Import Service Entries feature on a new or empty-ZJA
voucher, you can add time to the services table of an existing voucher.

Stepl

On thehomepage, in the My Active Documents section, clickEa link for the appropriate
CJA20.

drew Anders (Attorney)

Home Operations Reports Links Help Signout

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

When the document opens, in thctionssectionon the left side of the page, click theport
Service Entries (.cslipk.
Basic Info

A CIA-20
[ Attorney Enters
Voucher
T IR DISTDIV.CODE

Def.: Jebediah Branson 542
T MAC. DET/DEF NUABER

I Basic Info Services Expenses Claim Status Documents Confirmation

T PERSON REPRESENTED
ebediah Branson

T DIST DKT DEFNCYBER
5:78-CR-00210-88-AA
8. PAYMENT CATEGORY
Felony (including pre-trial diversion
ofalleged felony)

VOUCHER NUNBER.

T APPEALS. DKIDEFNUMBER 6. OTHER. DKI/DEF NUNEER.

Link to CM/ECF 7. IN CASENATTER OF (Caze Name)

[USA v Branson

9. TYPE PERSON REPRESENTED
|Adult Defendant

10, REPRESENIATION TYPE

[Criminal Case

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

[David Dd Attorney - Bar Number: 1234123
[2500 Main St

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

[Email: daviddattomey @ gmail.com
© Expenses: $0.00

Representation Fee Limit:
$10,300.00

Fee Amount
and Pending:

$9,540.00

End Date:

i Judge or By Order of the Court

i sidin
ing After Approved D.bcn Alicmon

14, LAW FIRM NAME AND MAILING ADDRESS Nunc Pro Tune Date

il
Repayment Jves Evo

Tasks Payment Details

Link To Appointment Selgf the payment details. Payment accounts that are ready to use display below. To see all payment
ounts, go to Vendor Manager

Link To Representation

Actions David D Attorney

“»

Import Service Entries (.csv)

enorts David D Attorney
Defendant Summary Budget Report TIN (SSN): ses_se_ee(()

Totals only of budget info for
defendant
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The Services page appears.download andview a sample .csv file, click tekample
spreadsheetink. The sample spreadsheet is in Excel format that must be saved in .csv format.
ClickAdditional Information to expand the section andiew instructions for importing time

from a .csv file.

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

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

or the correct column headings

- Additional Information

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

= Date

= Hours

» Description

= Service Type (EXAMPLES: "16b" or "16b. Obtaining and Reviewing Records"™)

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

= Doc#
= Pages

For additional information refer to the eVoucher Online Help.

CSV file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc#, Pages
1/4/2021,1.0,Met with client, 16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment, 16b,4,25

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

Import Service Entries (.csv) \

Date 7/15/2021 | = 25} Description a

Service Type > |

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

* Requirsd Fields

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

Service Type ‘ Date = ‘ Description ‘ Hrs ‘ Rate ‘ Amt
3. Arraignment and/or Plea 07/02/2021 Test 0.2 | $152.00 $30.40
¢. Motion Hearings 07/12/2021 Test 0.9 £152.00 35136.80
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Step4

When the .csv file has been created, properly formatted, and is ready for importimfckt
Service Entries (.csv)

|* Basic Info b services " Expenses | Claim Status | Doc I+ Confir

Services

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

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

+ Additional Information

|| Import Service Entries (.csv) Il

Date 7/1s/2021 | = ﬁ Description a
Service Type | = ‘ =
Doc.# (ECF) Pages b -
Hours E * at $152.00 per hour.

* Required Felds
To group by a particular Header, drag the column to this area.
Service Type |Da‘ha A‘D&sa'iptiun |Hrs|llale ‘Amt
a. Arraignment andj/or Plea 07/02/2021 Test 0.2 $152.00 $30.40
€. Motion Hearings 07/12/2021 Test 0.9  $152.00 $136.80
a. Interviews and Conferances 07/14/2021 Test 1.1 $152.00 $167.20
Page 1 of 1 (3 items) [1] Go to page: I:I View items per page: 10 25 50 100

A dialog box appears, stating that tegisting 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.

ClickProceedand continue by following stef&5 in the Importing Service Entries section
above.

Upload Spreadsheet

Warning Message

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

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

Step 1
Click theExpensegab, or clickNexton the progress bar

Basic Info Services I Expenses I Claim Status Documents Confirmation
Expenses
Date 07/01/2024 | * =i} Description -
Expense Type - | *
Miles at $0.545 per mile. V=
e o | emove |
* Required Fields
To group by a particular Header, drag the column to this area.
Expense Type | Date = ‘ Description | Mile| Rate ‘ Amt
(Empty)
No data to paginate E View items per page: 10 25 50 100
—
[_«First ][ <Previous || Next> || Last» Save Delete Draft Audit Assist
 I— |

Click theExpense Typdrop-downarrow and select the applicable expense

Expenses

Date =
RS0 —
Miles Travel Miles

Amount

Travel Misc.
Fax

*“Required Fields | | ong Distance Charges

To group by a pa Photocopies area.

Postage
Expense Type ion
Other Expenses

No data to pag
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If Travel Milesis selectd, in the Miles field, enter the roundtrip mileage,andthen clickin the
Descriptionfield to enter a descriptionClickAdd.

Expenses i
Date 07/01/2024 | = 1] Description

Travel to and from court.
-
Expense Type  Travel Miles

Miles 20|* at $0.545 per mile.

Amount

* Required Fields

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

Expense Type | Date = | Description | Mile| Rate | Amt
(Empty)
No data to paginate \:\ View items per page: 10 25 50 100
[ «rirst |[ <Previous |[ Next> |[ Last»

Delete Draft Audit Assist

The entry is added to the voucher and appears at the bottom ofEtkgense Typeolumn

Expenses
Date 07/01/2024 | = E Description a
Expense Type | - |
Miles = at $0.545 per mile. M
Amount Add
* Reguired Felds
To group by a particular Header, drag the column to this area.
Expense Type | Date = ‘ Description | Mile| Rate ‘ Amt
Travel Miles 07/01/2024 Travel to and from court. 20 50.545 $10.90
Page 1 of 1 (1 items) [1] Go to page: I:I View items per page: 10 25 50 100
«First | [ <Previous |[ Next= |[ Last»

Delete Draft Audit Assist
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Expenses are sorted chronologically layej oldest to newestdick Save

Notes:
1 If you cloosephotocopies or fax expensgsdicate the number of pages and the rate
charged per page.
Remember to clickdd after each entry.
Click an entry to edit.

= =

Claim Status

Step 1

Click theClaim Statugab, or clickNexton the progress bar.
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