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United States District Court
Southern District of New York

Contact Information

CJA Clerks

United States District Court
Southern District of New York

500 Pearl Street, Room 120

New York, NY 10007

(212) 805-0640

Email: CJAClerk@nysd.uscourts.gov

Circuit Case Budgeting Attorney
United States Court of Appeals
For the Second Circuit

40 Foley Square

New York, NY 10007

(212) 857-8726

Web Resources

CJA website for the Southern District of New York
http://nysd.uscourts.gov/cja.php

CJA website for the Second Circuit
http://www.ca2.uscourts.gov/clerk/attorneys/cja.html

Guide to Judiciary Policy- Volume 7: Defender Services
http://www.uscourts.gov/FederalCourts/AppointmentOfCounsel/CJAGuidelinesForms/GuideToJudiciaryPolicyVolume7.aspx

National CJA Voucher Reference Tool
http://www.uscourts.gov/uscourts/cjaort/index.html
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Introduction

The CJA eVoucher System is a web-based solution for submission, monitoring and management of
all Criminal Justice ACT (CJA) functions.

The eVoucher program allows you to:

submit Authorization requests for travel and expert service providers;

upload supporting documents to claims or Authorization requests;

submit claims electronically to the court;

receive automatic e-mail notification of approved or rejected vouchers and authorization
requests; and

e Dbe an active part in monitoring costs through reports.

Claims are not viewable by Clerk’s staff until they are submitted, nor can any other user view your
detailed claim information.

Panel Management

e Allows attorneys to manage their own account information including address, phone, firm
associations and applicable CLE credits.

Browser Compatibility

o Windows: Internet Explorer 8 or newer is approved.
o Apple Macintosh: Safari 5.1 or newer is approved.
o Apple Mobile: Safari is approved (with limitations).

Chrome, Firefox and other browsers may not be used with CJA.
CJA eVoucher will not work with Chrome, Firefox, or any other browser not listed above. You may need to
reset the browser’s cache.

Help
. Delete browsing history. Ctrl+Shift+Del
l_ CIICk the TOOIS menu, and then InPrivate Browsing Ctrl+Shift+P
T - Turn on Tracking Protection
select Compatibility View P
SettlngS Fix connection problems...

Reopen last brows ng session
Add site to Start menu

View downloads Ctrl+)

Pop-up Blocker 4
SmartScreen Filter 4
Manage add-ons

Subscribe to this feed...
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2. Type uscourts.gov in the Add
this website field.

3. Click Add.

m Change Compatibility View Settings

' uscourts.gov

Websites you've added to Compatibility View:

Remaove

4. Check the box next to Display
intranet sites in Compatibility
View.

5. Click Close.

Q Change Compatibility View Settings

Add this website:

Websites you've added to Compatibility View:

ada.den
uscourts.gov

/| Display intranet sites in Compatibility View

[¥] use Microsoft compatibility lists

Remove

Learn more by reading the Internet Explorer privacy statement
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Court Appointment

When an attorney’s representation is generated in the CJA eVoucher System, an email is sent
notifying the appointed attorney. This email confirms the appointment and includes a link to the
eVoucher System.

Accessing the CJA eVoucher Program

The CJA eVoucher site for the Southern District of New can be accessed using the link below. It is
suggested that you bookmark it for easier access.

https://evadweb.ev.uscourts.gov/CJA nys_prod/CJAeVoucher/

L Enteryour court ssed logn and
password. I
2. Click Log In. ——
=2
If you have forgotten your o D
password, click Forgot your login?
If you forgotten your username, contact the CJA clerk.
Enter your user name or email “ |
address and click Recover. R i
Email: ’ l
Follow the instructions in the email

that you will receive.

Password Rules:

Users will be required to change their passwords within 30 days of the first time they log in to CJA eVoucher .

Passwords must be at least eight characters in length and contain:
e  One lower-case character
e  One upper-case character
e One number
e  One special character

Users are required to change their passwords every 180 days. When changing passwords, users must

specify a password that satisfies the new complexity rules and has not been used in the past 365  days. Users
attempting to change their password to a previous password before the required time period has passed will receive a
notification in CJA eVoucher.
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Home Page

Your home page provides access to all of your appointments and vouchers.
Security has been put into place that prohibits you from viewing information for any other attorney. Likewise,

no-one else will have access to your information.

Folder Contents

My Active Documents

e Authorizations/eVouchers you are currently working on

e Authorizations/eVouchers submitted to you by an expert service
provider

e Authorizations/eVouchers rejected by the court

These documents are waiting for action by you.

Appointments List

Quick reference to all your appointments

My Submitted Documents

Authorizations/eVouchers you submitted to the court for you and your
service providers.

My Service Provider’s
Documents

Contains all the Authorizations/eVouchers for your service providers.

Closed Documents

e  Authorizations/eVouchers paid or approved by the court.
e  Authorizations/eVouchers appear until archived by the Court.
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My Profile

In the My Profile section, the attorney may:

Change password (Login Info section.)

Edit contact information, phone, e-mail, physical address (Attorney Info section.)
Update SSN or EIN numbers and any firm affiliation (Billing Info section.)

Add a time period in which you will be out of office (Holding Period.)
Document any CLE attendance (Continuing Legal Education section.)

CIiCk My PrOfiIe' Home Operations Reports CMECF Links Help

loc out
| My Profile

i Welcome Andrew Anders (Attorney)
Contact Us -

Privacy

Welcome Andrew Anders:l My Pmﬁli

My Appointments:  View
; ATTORNEY
] Search Existing Appointments:  Search

Login Info

H Login Info .
L] Edlt your username e e et UserMame Attorney Thirteen
e Edit your password

AttOI"ney Info fott(:;::lilli::ofo 33&“ ;;nn‘:::nttorney Thirteen
e Add your Bar number Your Cotactinfo;

e Change your contact information Conttomey@nysd.uscouts gov
e Change your email address Your Actess:

500 Pearl Street
Mews York, Ny 10007

us

BTH Billing Info our default biling info is:
B | I | n g |nf0 ] 9 ) o Attorney Thirteen
List all available biling info records Billing Cade:0205-000036

e Update your billing information 00 pear e
10007 - L;S
Phone: 212-805-0640
Fax:

Continuing Legal Education Holding Period Noinfo hasbeen stored.
e Add your CLE information Plesse C"“@’e e
e Upload any certificates

Continuing Legal Mo info has been stored.
Education Please click YIEW ko bype your info,
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Voucher Reference Chart

If you want to

Then click the Appointments List on the

Create an Authorization for expert
and other services

home page and

Click Create AUTH under Create New
Voucher

Create an Authorization to obtain a
transcript

Click Create AUTH-24 under Create New
Voucher

Create a Travel Authorization to obtain
permission to travel

Click Create Travel under Create New
Voucher

Create an eVoucher to pay court-
appointed counsel

Click Create CJA-20/30 under Create
New Voucher

Create an eVoucher for expert and
other services

Click Create CJA-21/31 under Create
New Voucher

Create an eVoucher for payment
of transcript

Click Create CJA-24 under Create New
Voucher
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AUTH (Authorization for expert and other services)

e A completed Memorandum re: Service other than Counsel form must be attached to the
Documents section.

e The expert’s CV/resume must be attached to the Documents section.

e |f there is a signed budget by the District and Circuit Judges, upload that in place of the
Memorandum re: Services other than Counsel.

e |f the signed budget mentions the expert by name, you do not have to attach the expert’s
CV/resume.

e There is no Autosave feature. Be sure to periodically save your work.

1. Select the case from the Appointments

List on the Home page. eate New Voucher

AUTH

Authorization for Expert and other

2. Click Create next to AUTH on the Services
Appointment Info page. AUTH-24

CIA-20
Appointment of and Authority to Pay
Court-Appainted Counsel

3. Under Authorization Type Selection you must choose one of the following options:

Create New Authorization: choose this option if  authorization Type Selection

You can click the Create New Authorization Button to create a new authorization request, fick the Request Additional Funds button o select

this is the first time you are seeking authorization s el smmms et o e e e oo s o

Creale New Authorization

for this type of service. Proceed to Step 4.

Request Additional Funds

Authorlzatlon Type Selection
You can click the Create New A Ih lu« I> Aton to create a new authorization request. or click the Request Additional Funds button to select
uld ke ( quest additional funds for.

msdmmnm&mhmmlmmsm:

Request Additional Funds: choose this option if
you are seeking additional funds for this type of
service. Once you select this option, another box _m—
appears for you to select the corresponding
approved authorization. i.e. additional paralegal

services select the authorization that mentions %
Service Type: Paralegal Services. Once Rt i e sty Athcrictien

1D Number: 58142
2017 Sarvica T)

ther (Specify)
t: §9,000.00

Estim
Notes:

SQNuType Paralegal Services
vated Amount: $1,156.50
I

mms

Service Type: [nv
Estimated A muts sz\we
Notes:

selected, the Request for Additional Funds on i ,:§
existing Authorization defaults to the same i :
Service Type along with any Notes from the —— e T
previous authorization and Create Authorization o
button is activated. Click Create Authorization [=ew =
to proceed. —
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4. Whether Master Autho riz ation Master Authorization Information Request for Additional Funds on existing Authorization 400991

Notes

- -y Order Date _jj Date j
Information or Request for Additional - I_I S e o =
funds on existing Authorization Repayment 0 Repayment :E

1 Fstimated Amount $ . Estimated Amount I =
XXXXXX appears, enter the Estimated o S iborznd et [ Dlowste
Amount. Basis of Estimate | :‘: e |$ EERED
. . Descriplion Description

5. Enter the hourly rate in the Basis of ’ g
Estimate field. SavcaTTE. : M semicetype ; -

I
Notes [

6. Enter a brief description for services in —freme]liec Jluse 1 L ]
the Description field. (This information

will appear on the payment voucher later

on so please make it brief.)

7. New Authorizations: Select the Service
Type. Additional authorization: Service
Type defaults to the selected service type
from the prior authorization.

8. If you know the name of your provider,
enter the name in the Notes field.

9. Click Save.

eVoucher Attorneys” Manual 8
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AUTH (continued)

10. Click the Documents tab.

11. Browse and select the document to be
attached. You must attach a completed
Memorandum Re: Services Other Than
Counsel.

12. Add the title of the document in the
description field.

13. Click Upload.

14. Click Save.

Basic Info Confirmation

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
File C-\Usersirogersp1\Deskig

Description [Resume of Joe Doe Expert

=

Other examples of documents that may be attached

e Resumes of experts
e References for experts
e Justification of services

15. Click the Confirmation tab.

Basic Info Documents | J Confirmation

16. Add any brief notes.
17. Check the affirmation box.

18. Click Submit.

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

Public/Attomey
fotes Notes are viewable by all Court users.

[¥] T swear and affirm the truth or correctness of the above statements
Date: 11/7/2014 7:43:16 (1) Submit
)=
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AUTH 24 (Authorization to obtain transcript)

e Before ordering a transcript, you must obtain prior authorization through eVoucher.
e There is no Autosave feature. Be sure to periodically save your work.

1. Select the case from the
Appointments List on the Home

page.

2. Click Create next to AUTH24 on
the Appointment Info page.

Apposatment of and Authonty 1o Py
Court-Appointed Counsel

3. Complete the Processing Transcript

: Procesding Transcript

to Be Used, Proceeding to be it

Transcribed, and Special Transcript T _

Handling fields. LS . .
o L |

. Spocial Tramseript [, v I
4. Click Save. L : = oL
__| Prosecition Opening Stabemsent || Prosscution Argument _| Prosecution Rebutt

et || Defense Opening Statement | Dreferse Argument [ Jury Tnstructions (]
Order Date
MNunc Pro Tunc Date

5. Click the Confirmation tab.

Basic Info Documents | [ Confirmation

6. Review the information on the form.

7. Add any brief notes. _

8. Check the affirmation box o Notes are viewable by all Court users.

R R I swear and affirm the truth or of the "

9. Click Submit. Date: 11/7/2014 9:37:8 () Submit

10. A confirmation screen displays Success

indicating successful submission. R —

Make a notation of the voucher Loiosconizo)

number. Upon approval, you will Homege

need this number to create the

CJA-24 voucher.

eVoucher Attorneys” Manual 10
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TRAVEL (Travel Authorization)

e You must obtain permission for commercial travel and/or non-local travel through eVoucher.
e There is no Autosave feature. Be sure to periodically save your work.

. Select the case from the _
. S T
Appointments’ List on the

Case: 1:13-CR-00785-TEN
Home page. =

Case Title: U3 v, Samuel ek al
Attarney: Atborney Cne

. Click Create next to TRAVEL on TRAVEL Ereatel
the Appointment Info page. Authorization for payment o

- - - Basic Info |+ Authorization Request Documents Confirmation
. Click the Authorization Request
tab.
Basic Info I Authorization Request Document ts Confirmation

Request For Travel*
* d Fields

Raquirsd Fi
f Name and Title of Person Traveling: [Ton Doe, Mitigation Specialist
123 anywhere Street =]
Address of Person Traveling: Nowhere, NY 12345 &
F M I I M n I I r M r d M nf rm t' n Purpose of Travel: Meet with Family, School Officials
. | Ina eq uirea i ] ation. Travel From Location: e vork, My

[Massau, Baharnas
[sins-spsits

Contact National Travel Agency
for an estimate for transportation.
Consult the per diem rates posted '<
on GSA.gov for hotel, meals, and ¥ subsstence (naelemmenlsy 5o | Mt
incidentals. Provide a justification oo '
for the request. Click Add. rotalEstimated Cost

[Mitigation requires information From Family to provide report to attorney.| =]

\ Justification for Request: o

Add | Remove

Estimated Cost * Instructions for requesting amounts for the travel items:

vernment [opnnn | & Checkthe boxinfront of the travel tem,
om0 |* Complet the estimated dollar amount,

is aukomatically calculated based on the.
in the Travel item lines,

n For one traveler per form

* all travel and expenses must be in compliance with government travel regulations.
** fictual cost of hotel and meals up to the established per diem rate. Expenses for travel for one day or last day is Up to the MIE rate.

An * indicates a required field.

. If needed, add additional travelers
by repeating step 4.

. Once you are finished adding
travelers, you may upload Basic Info Authorization Request Documents [ Confirmation

eVoucher Attorneys” Manual 11
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documents by clicking the
documents tab. Otherwise, click
the Confirmation tab.

7. Add any brief notes.
8. Check the affirmation box.

9. Click Submit.

—
"Altention: The notes you enter wil e available to the next approval level:

Public/Attorney i
totes Notes are viewable by all Court users
[¥] I swear and affirm the truth or of the abx

Date: 11/7/2014 9:37:8

¢ Submit

10. A confirmation screen displays

indicating successful submission.

Success

Flease keep the following document number for your own records:

0208.0000088

Your docurment has been submitted to the court. You wil receive a notification if we need more detaills,

eVoucher Attorneys” Manual
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CJA-20/CJA-30 Voucher (Attorney VVouchers)

¢ If the attorney compensation is over the case maximum, you must attach a CJA 26 to the

documents section of the voucher.

e Interim vouchers may only be submitted if it is greater than $5,000, or a final interim

voucher.

e Authorized associates must submit separate vouchers but must submit upon your

submission.

¢ Indicate the type of document, number of pages and rate charged per page for photocopy.

e When claiming travel time and/or expenses, indicate the addresses for the starting and
finishing point as well as the start and end times.

e Mileage must be entered in whole miles.

e When entering the description of service include information researched, discovery reviewed
along with page numbers, and materials drafted.

e Thereis no Autosave feature. Be sure to periodically save your work.

e THE VOUCHER WILL ERASE ALL DATA IF MORE THAN 175 LINES WERE ENTERED.
MULTIPLE VOUCHERS MUST BE SUBMITTED IF THERE ARE MORE THAN 175 LINES.

1. Select the case from the Appointments
List on the home page.

2. Review the Appointment Info to make
sure you selected the correct case.

3. Click Create next to CJA-20 on the
Appointment Info page.

eVoucher Attorneys” Manual
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4, Click the Services tab to
enter services.

I Basic Info | Services I Expenses Claim Status Documents Confirmation

Basic Info
e

Forcs e
5. Enter information in all Services -
required fields. Select the o __j’jfj;mi‘mm R
service type from the drop boceE® [ ] peas [ ]
down menu. bars | 0]+ at$12500perhou. Add
* Required Felds

6. Click Add and then click
Save.

An * indicates a required field.

7. Click the Expenses tab and
enter the required fields.

8. Click Add and then click
Save.

Basic Info Servic » Expenses Claim Status Documents Confirmation

Expenses
Date [er2izms =28 Description
i =

Hiles | a150.5600 per mile.

Amount

=]

You may see an error message indicating that the
service and/or expenses are out of the voucher start and
end dates. This message will disappear once you
change the dates in the claim status.

eVoucher Attorneys” Manual
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CJA-20/CJA-30 Check claim status

e Final payment may be requested after all services have been completed.

e Interim payment allows for payments in segments. A court order is required when requesting

an interim payment.

e Supplemental payment may be requested due to a missed or forgotten receipt after final
payment number has been submitted.
e The CJA clerk will reject the voucher if this section is not completed.

1. Click the Claim Status tab.

Basic Info Services Expenses Claim Status | Documents Confirmation

CJA 20
2. Enter the start and end dates.

3. Select the claim type.

4. Answer the questions regarding
previous payments in this case.

5. Click Save.

OR

CJA 30
2. Enter the start and end dates.

3. Select the claim type.
4. Select the Stage of Proceeding.
5. Answer the questions

regarding previous payments in
this case.

Claim Status

Start Date ;oé_.':'..-"éEH_' =ZH End Date ._G_-'12'.-'§6'1* -3
* Requred Fields
Payment Claims
Final Payment j—
| 2| (payment =) =

#! Interim Payment
Supplemental Payment

representation?

arirst | [ <Frevious | [ Next> |[ Lastx | [zave ] [ Delete Draft

1. Have you previously appléied to the court for compensation and/or reimbursement for this? &ives
If Yes, were you paid? ® Yes
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment Yes ®INg
(compensation or anything of valye) from any other source in connection with this representation?
= First < Previous | Next > Last = I | Save Delete Draft
Claim Status
Start Date  |efiafz015 = —H| End Date /152005 + =
Payment Claims Stage of Proceeding
@0 P Capital Prosecution
© Inkerim Payment (payment #)
 Supplemental Paymeant
** peminder: Please seleck the appropriate claim status,
1. Have you previously applied to the court for compensation andjor reimbursernent for this? Cves O No
If s, were you paid? s g
2. COther than from the Court, hawe you, or to your knowledge has anyone else, received
payment frompensation or it of vatse! from any other source in connection with this Cvas o

eVoucher Attorneys” Manual
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CJA-20/CJA-30 Attach documents to a claim

Attorneys and court staff may attach documents that support the claim.

CJA 26 form to CJA 20 when the claim is in excess of the statutory maximum

Court orders, including orders for interim payments and use of associates

Travel receipts. Meal receipt must itemize the meal; credit card receipt is insufficient
Receipts for other single item expenses greater than $50.00

Statement indicating why the voucher was not submitted within 45 days

Time Spent in Common form when billing for time and expenses in common with another
defendant

D o0 T

1. Click the Documents tab. Basic Tnfo

Services Expenses Claim Status I | Documents I Confirmation

2. Click Browse and select the Supporting Documents
document to be attached. File Upioad (Only Pdf flles of 10MB size or lesst)

File G \AOwVouchenCJA eVoi | Browse. ..
Description [copies of receiptd x|

3. Add the title of the document in the
description field.

Upload

4. Click Upload and then click Save.

eVoucher Attorneys” Manual 16
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CJA-20/CJA-30 Sign and submit voucher to court

The notes field may be used to provide brief statements to the CJA clerk. However, any
information of substance needs to be in a memo and attached to the voucher.

1. Click the Confirmation tab.

Basic Info Services

Expenses Claim Status Documents | Confirmation

2. Review the evoucher.

3. Add any brief notes.

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

Public/Attomey
Notes Notes

Notes are viewable by all Court users.

iv] 1 swear and affirm the truth or correctness of the above statements
© Submit

4. Scroll to the bottom of the screen
and check the affirmation box. . [ T T T [ W=
5. Click Submit.
6. A confirmation screen displays Success
indicating successful submission. Pt o s s ot

0101.0000150

Back to:
eVoucher Attorneys” Manual 17
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CJA-21/CJA-31 Create voucher for expert and other services

e There is no Autosave feature. Be sure to periodically save your work.

Select the case from the Appointments’

.ist on the Home page.

1. Click Create next to CJA-21/31 onthe  wuw

Appointment Info page.

Croatn

wahoe fow papment of rans gt

ALUTH-24

CIA-20
Appostment of and Astharty
1-Apgainted Coussed

Lreale
o Py

3. Select authorization type.

Select No Authorization Required if

e the combined non-authorized services

do not exceed $800, or

e prior authorization obtained outside of

eVoucher,

Select Use Previous authorization if

Authorization Selection

Vo can s b Previous Authorizabion Request, inquest a Rew
statiiteery bl

Ko Authorization Required
IF ypni i Bt CONTHpET el s H e
the statubory il s Soes nok peiare
i’ L AR

L Preewiows Authorization
Lolact thit opos b deply & It of
et mihircatid At Toesls
thees axpppinbrraend

authorization has been obtained through

eVoucher.

4. Select the authorization
(Only applies when selecting
Use Previous Authorization).

5. Select the Service Type
(Only applies when selecting
No Authorization
Required).

6. Enter the description.

7. Select the Expert.

8. Select Expert next to Voucher
Assignment.

9. Click Create Voucher.

Authorization Selection

These options
display only if Use

Previous
Authorization is
selected.

1

Servior Provider

‘OR you can ester the required information for
R i Bt
Expert Investigator

Expert Info

Chicago IL GOS0 LISA
Plere! 1134355570

| Craln Vouchar |

If the name of the service provider does not display in the drop
down list, direct the service provider to the Court’s website to
complete and email an Expert Acknowledgment Form and W-
9 to the CJA clerk. The provider will receive an email once
access is granted by the CJA clerk.

eVoucher Attorneys” Manual
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CJA-24 Voucher for payment of transcript

e After you are notified of the approval of an Auth-24, you must create and submit a CJA 24 to
the court reporter.

e There is no Autosave feature. Be sure to periodically save your work.

1. Select the case from the Appointments’ List

Defendant
S—
m Case: 1:12-CR-00626-0OMNE Defendant: Rashawn vassell
on e ome page . Deferdant Fid Represertation Type: Federal capital prosecution, either isl or divect appeal
Case THe: US v, Chiristian grgﬁv ;wim ;fuuu;nllgvg Counsel
Attorney: Attorney Two rder Dats: 01/03/

Pres, Judge: Number One

A[;pointment s Appointment Info

2. Click Create next to CJA-24 on the
Appointment Info page.

11, OFFENSE(S) CHARGED
12:1951 F INTERFERENCE WITH COMM

Create New Youcher
AUTH Create

Autharization For Expert and other hone: 213-805-0640
Services

AUTH-24 Create
Authorization For payment of transcript

ClA-20 Create

Appointment of and Autharity to Pay 14. LAW FIRN NAWE AND MATLING ADDRESS
Court-Appointed Counse|

ClA-21 Create
Authorization and Youcher for Expert
and other Services

Vouchers on File

ClA-24 Create
Authorization and Youcher for Payment
of Transcript

To group by a particular Header, drag the ¢

Case Defendant

Authorization Selection

Select an approved authorization request For this CJA-24

3. Select the approved authorization Fsting Requests or Authorizaton _
request pertal n i ng to th | S Voucher_ ID Number: 205 Service Type: Court Reporter [ Transcript

Order Date: 06/01/2014 Special Handling: EXPEDITED
Proceeding Transcribed: presentment 6/1/2014

—
ID Number: 206 Service Type: Court Reporter | Transcript
Order Date: 06/01/2014 Special Handiing: REALTIME_UMEDITED
Proceeding Transcribed: pre-trial conference 1/5015

-
1D Number: 207
Order Date: 06/01/2014

Proceeding Transcribed: Trial January 6-8, 2015

Service Type: Court Reporter | Transcript
Special Handling: REALTIME_UNEDITED

¥ prosecution Opening ¥ prosecution argument ¥ Prosecution Rebuttal

[¥ Dafenze Opening Statement ¥ Defense Argument ¥ Jury Instructions ¥ vair Dire

ID Number: 228
Order Date: 06j01/2014

Proceeding Transcribed: Trial Janurary 6-8, 2015

Service Type: Court Reporter [ Transcript
Special Handiing: REALTIME_UNEDITED

¥ Prosscution Opening [¥ Prosecution &rgument ¥ Prosecution Rebuttsl

[¥ Defense Spening Statement |7 Defense Argument [ Jury Instructions & vair Dire
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New Voucher Information

D

4. Select the status of the Court Reporter/Transcriber. pesciption

|\rnucher Assignment O attormey % Expert I
TSR W0 Ml DE FEs0 O Fllg CHe Voucher ciaim part
5. From the Expert drop down list, select the name Of [court report/Transcriber Status
the court reporterltranscrlber * Official ¢ Contract © Transcriber © Other

Service Provider

I4

‘You can search ane of the service providers already in the system
OR. yaou can enter the required information For anather provider

6. Select Expert next to Voucher Assignment. i B S T
Expert Info CourtReporter One
Dretails 500 Pear| Street
I
7. Click Create Voucher.

If the name of the service provider does not display
in the drop down list, direct the service provider to
the Court’s website to complete and email an
Expert Acknowledgment Form and W-9 to the CJA
clerk. The provider will receive an email once
access is granted by the CJA clerk.

8. Once you click Create

Voucher, the voucher will open in
Read Only format. Only the

| Basic Info Services Expenses Documents Confirmation

expert you selected will be able to Basic Info

enter services or delete the
voucher. Click Home.

eVoucher Attorneys’ Manual 20
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CJA-21/CJA-24/CJA-31 Sign and submit voucher to court

e After the expert provider/court reporter enters his/her services and expense into the eVoucher
system, the voucher is submitted to you for approval. Such vouchers will appear with the
status indicating Submitted to Attorney. Upon your approval, the voucher is submitted to

the court.

e There is no Autosave feature. Be sure to periodically save your work.

1. Click the voucher number
hyperlink to review and
approve/reject the voucher.

Case Defendant Type Status

1:12-CR-00626-TWO- Johin Doe (# 1) CIa-21 Submitted to Att
Siar D4jii014 Claimed Amount: £5.00 Paralegal Three / UEU'E""USUUU”;Z orney
£nd: n4id1fn14. aralegal Services e

2. Review the voucher by
clicking the tabs beginning with
Basic Info and ending with the
Confirmation.

| Basic Info Services Expenses Claim Status Documents Confirmation

3. Add any brief notes.

4. Scroll to the bottom of the
screen and check the affirmation
box.

5. Click Approve/Reject.

attention: The notes you enter will be available to the next appraval level,
PublicfAttorey ;l

MEiEs Notes are viewable by all Court Users

v I certify that I have reviewed the above

information / Approve Q Re iect

Date: 6/19/2015 13:24:39

The notes field may be used to provide brief
statements to the CJA clerk. Any information of
substance requires a memo attached to the voucher.

6. A confirmation screen indicates
the status of the transmission:

Successful Approval will indicate

Successful Rejection will indicate

eVoucher Attorneys” Manual
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/ Success
ou have succesfully approved this document.

Flease keep the following document number For your own records:

0208.0000072

0 Success

‘ou have succesfully rejected this documnent,

Please keep the Following document number For your own records:

0208.0000072
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Rejected Vouchers

If you receive an email that a voucher was rejected, you must perform an action in the eVoucher
system. The rejected voucher will also be highlighted in gold in the My Active Documents
section of your Home page. Since the attorney submits the expert voucher, the CJA clerks
cannot reject the voucher directly to the expert. It is up to the attorney to reject the voucher to the

expert.

1. Click the rejected voucher.

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

Case Defendant

Type

Search: |
Status

1:12-CR-D0626-THO-
Stan 030LIZ014
End: 05/30/2014
Li12-CR-D06ZE-THVG-
Stant; 014

Johin Dae (3 1)
Claimed Amount: 12,000,00

Johin Doe (# 1)
Claimed Amount; 65.00
End: i 1f2014

[Eren
Paralegal Three
Faralegal Services
CIA-21

Paralegal Three
Faralegal Services

= Woucher Entry
% Edit

= Vaucher Entry
W 02060000072
SUPPLEMENTAL PAYMENT

2. Click the
Confirmation tab to read
any notes sent by the CJA
clerk. You must reject
the voucher to the expert
provider/court reporter if
you cannot resolve the
Issue.

| Basic Info Services Expenses

Basic Info

Claim Status

Documents

Confirmation

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

Public/Attarney
Notes

/17 /15]rejected by CIA, Expert is required to provide a detailed description of services, TAM :I

3. To reject the voucher
to the expert
provider/court reporter,
check the affirmation box
and click Reject.

Il Ifcertify that I have reviewed the above
iflformation

Date: 6/18/2015 11:49:26

/ Approve

eVoucher Attorneys” Manual
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CJA-20 / CJA-30 Modify Services or Expenses

» There is no Autosave feature. Be sure to periodically save your work.

1. Click the tab of the
area requiring attention.

2. Click the entry to be
modified.

3. Modify the entry as needed.

4. Click Save.

Basic Info Expenses Claim Status Documents Confirmation

Services
pat= = Deseripion e toffrom Jai
Service Type | d. Travel Time =
S e R e
Hours = at §126.00 per hour.

drag the colomn to this area.

Service Type Date Description Hrs Rate
&. Sentencing Hearings 11/17/2014  Sentencing of Def 04 $126.00
2. Arraignment andor Pl 11/12/2014  Plea 0.3 s126.00

. Interviews and Conferences 11/10/2014  Interview with Def at Jail 15 $126.00
d. Trave 11/10/2014  Office to/from Jail 16 12600
b. Obtaining and Reviewing Records  11/09/2014  Review Plea Agreement 10 $126.00

Amt  Audit Notes Audit Hrs  Audit Amt
$50.40
$37.80
5189.00
$201.60
$126.00

€

In this example, travel time under the Services

tab is being modified.

If the claim status dates HAVE changed

1. Click the Claim Status tab.

Basic Info Services

Expenses I Claim Status I | Documents

Confirmation

2. Enter the start and end dates.
3. Select the claim type.

4. Answer the questions regarding
previous payments in this case.

5. Click Save.

Claim Status

srtDate  [05/13/2014 |+ EndDate  [g122014 |*

) Final Payment
® e payment |2 Gorment 20
) supplemental Payment

L court for and/or for this?

1f Yes, were you paid? @ves Otia

2. Other than from the Court. have you, or to your knowledge has anyone else, received payment Oves @

{compensation or anything of value) from amy other source in connsction with this representation?

@yes Onia

st ] [<pomios | [Cets ] [tmst> || | [Come ] | [Bosetor)

6. Click the Confirmation tab.

Basic Info Services Expenses Claim Status Documents |r Confirmation
7. RevieW the Voucher. . Attention: The notes you enter will be available to the next approval level,
N:t:—;r ey Notes

8. Add any brief notes.

9. Scroll to the bottom of the
screen and check the affirmation
box.

10. Click Submit.

eVoucher Attorneys” Manual
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Notes are viewable by all Court users.

[v] 1swear and affirm the truth or correctness of the above statements

Date: 6/12/2014 16:32:35

[ save ] [ Delete oraft |

<Fast ][ <Previous |[ Mext> ][ Lest» ]

() Submit
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11. A confirmation screen displays
indicating successful submission.

Success

Please keep the folowing voucher number for your onn records:

0101.0000150

Back to:
ind Page
If the claim status dates have NOT changed
2. C“Ck the Confirmatlon tab Basic Info Services Expenses Claim Status Documents || [+ Confirmation
3- Review the VOUCher. . - Attention: The notes you enter wil be avaiable to the next approval level,
Hotes otes

4. Add any brief notes.

5. Scroll to the bottom of the screen
and check the affirmation box.

6. Click Submit.

Notes are viewable by all Court users.

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

Date: 6/12/2014 16:32:35

<Frst ][ <Previous [ Next> ][ Lest» |

[ seve ]

[ Delete Draft |

() Submit

7. A confirmation screen displays
indicating successful submission.

Success

for payment.

keep g

0101.0000150

Back to:

in Page

eVoucher Attorneys” Manual
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Voucher Status

Vouchers pending
approval by the court

Vouchers pending approval
display in the My Submitted
Documents section of your
Home page.

Approved

Vouchers approved by the
court appear in the Closed
Documents section of your
Home page.

Rejected vouchers

Vouchers rejected by the court
display in the My Documents

section and are highlighted in
gold.

eVoucher Attorneys” Manual
NYSD 1112017

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
1:14-CR-70001-... Sample Defendant 1 (#... CIA-24 - Submitted to Court
Start: 11/05/2014 Claimed Amount: 54.75  Court Reporter / 0752.0003805
End: 11/05/2014
1:14-CR-70001-... Sample Defendant 1 (#... CIA-21 . Submitted to Court
Stert: 10/24/2014  Claimed Amount: 2,000... Expert Investigator # 0752.0003810
End: 10/24/2014 Investigator FINAL PAYMENT
1:14-CR-70022-... Sample Defendant 2 (#... CIA-21 . Submitted to Court
Start: 10/01/2014 Claimed Amount: 2,037... Expert Investigator / 0752.0003826
End: 10/28/2014 Investigator FINAL PAYMENT
1:14-CR-70022-... Sample Defendant 2 (#... AUTH-24 - Submitted to Court
S 10/282014  Claimed Amount: 0.00 / 0752.0003819
End: 01/01/1500 E—

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

Case Defendant Type Status
—

1:14-CR-70001-... Sample Defendant 1 (# 1) AUTH .. Voucher Clesed
St 10/23/2014 Claimed Amount: 2,000.00 Investigator 5y 0752.0003795
End: 10/23{2014 Approved Amount: 2,000...
1:14-CR-70001-... Sample Defendant 1 (# 1) AUTH-24 .. Voucher Closed
San W0/32014 Claimed Amount: 0,00 1€ o752.0003804
End: 1W/23/2014  ppproved Amount: 0.00 I

e The system generates an email to the attorney, indicating
that the voucher must be reviewed, corrected, and
resubmitted.

e Instructions for correcting the error will be in the Notes
section of the voucher.
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