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Creating and Submitting a Service Provider Voucher

After the authorization for expert services has been approved, the CJA 21 voucher for payment can be
created.

In the Appointments section of your Home page, click the case number hyperlink

Figure 1: Attorney Home Page

Home Operations Reports Links Help logout

= Home

Welcome John Doe: My Profile

ATTORNEY My Appointments:  View

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

Case Defendant Type Status Date Entered

Mo rows have been recorded on the database

Appointments Defendant

Case: 3:16-CR.00017-wWMCslc  Wefendant: Defendant 1
Defendant #: 1 Representation Ty_pe.: Criminal Case
Case Title: United States of Americe g‘“ Type: Appointing Counsel
Attorney: John Dos r Date: 04/08/16

pes. Judge: William M Conley
Adm./Mag Judge: Stephen Crocker

1 Page 1 of 1 (1 items)

You will be taken to the Appointment Info page.

CJA eVoucher | Version 4.3 | Western District of Wisconsin | May 2016



Creating a Service Provider Voucher | 2

On the Appointment Info screen, click the CJA 21 Create link on the left panel.

Figure 2: The Appointment Info screen

Home Operations Reports Links Help logout

Appointment Appointment Info

In this pa nd a T CIR/DIST/DIV.CODE 7 FERS0
758 [Defenda

[3MAC DEIDEF NUMBER |4 DIEL.1

3:16-CR.

7.1 CASEMATIER OF(Case Name) T PATA

[United States of America v. [Felony (

Defendant 1 jof allege

8 | 11. OFFENSE(S) CHARCED

[17_ ATTORNEY 5 NAME AND MAILING ADDRESS
B Vohn Dioe
Create New Voucher 120 N henry st

PMadison WI 33703
AUTH Create |l [Phone: 6082613723
Authorization for Expert and other
Services

AUTH-24 Create
Authorization for payment of transcript

14. LAW FIRM NAME AND MAILING ADDRESS

CIA-20 Create
Appointment of and Authority to Pay
Court-Appointed Counsel

create [l Vouchers on File

Authorization and Voucher for Expert
and other Services

To group by a particular Header, drag the o
Case Defendant

Select the Authorization Type:
Select No Authorization Required if:

e Services do not exceed $800, or
e Timely procurement of services cannot await prior authorization

Select Use Previous Authorization if authorization has been obtained through
eVoucher.
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Figure 3: Basic Info Tab

- - -a

L~ |

Home Operations Reports Links Help logout

&

F Basic Info

Basic Info

1. CIL DEST TV CODE T TENGON CEPRESENTED
758 Diefendant [
Link tm CWM/ECF T MAG. DRTDEFNLMEER |4 DIST DBT/DEF WLMEED
3 16-CR-00017-1-WNIC-BLC

(T TN CABE ST TR O (e Rame] | P X
United Starz: of America v. [Felomy {inchiding pre-ial diversion
Diefendant 1 pof allezed felomy)

[T OFFERaE () CHARGED

@ summary: $0.00 | m“?.%?;m m% [t ovee
Berwites . ) )
Tokais «f Authorization Selection

Wou can select & Previous Avthorizetion Request, request = New Authorization or click the

Trawel
statutory limit.

Expere Type

If your voucher compensalion is. under
the statutory [imit and Soes not reguiee
prior suthorization.

Use Previous Authorization

Eelect this oplion to display a list of
ious sutharizations and reguests in

iz appointment.
Link to Fepres=nialion
Reports: -
_ [ efirst || <Previos |[ Hests || Lest= Delete Draft
Diefendant Summary Budget
Ezgarf

If using Use Previous Authorization, on the Basic Info page, select the correct authorization.
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3 MAC. DETDEF MLMEER
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T PERS0MN REFRESENTED
[Defendant 1

L. CIRTHETDIV.CODE

£ DI5T_DELDEF NUMEER
3 16-CR-00017-1-WIC-ELT

FOUCHER XLTMEER

& OTHER DET/DEF NTMEER

T Wamz] x [0 AETEESENTATION TOTE |
United Stabes of America v. eloay (inchuding pre-rial diversion L .

Dafendant 1 f allezad felomy) [Criminal Caze

T GEFEWSE () CHADGED

ENCESS FEE LT FRESIDENG JUDGE SACIZTRATE JUDGE DESICHEE

5 10,000.00 illiam B Conley Crocker

Authorization Selection

‘fou cam s=lect & Previows Authorizetion Request, reguest & New Authorization or click the “Mo Awuthorization Required™ bullon i under the

tatutory limit.

Existing Requests for Autherizetion

I your voucher compensation is under
the statubory limit snd does not requine
prior muthorization.

ID Number: 42
Order Date: 047082016

Authorzed Amouni: $750.00

Service Type: Imvestigator
Estimated Amount: $750.00
Remguested Provider: Inwestigator 1

Use Previous Authorization

Cmlmrt Hhice metimen te die edans = liet ~F

New Voncher Tnformatinn

Select the appropriate expert from the drop-down menu, and click Create Voucher. If the expert

is not in that list, their information will need to be added in the Service Provider section. Enter
the correct service provider information and click Create Voucher, click Save. It will send the

expert information to the Pending Users folder for court approval.

Figure 4: Authorizatio

Authoriza

tion S(_electi

n Selection and Service Provider Selection

on

“ou zan select &
statutory limit.

q request = New &

or click the “No Authorization Required™ bullon i under the

Service Provider
You can search one of the service providers already in the system

If your voucher compensation is under
the statutory limit and Som= not requine
prior mutharization.

Existing Requests for Authorization

OR you can enter the required information for another provider

ID Number: 42
Order Date: 4/0B/2016

Service Type: Investigatar
Estimated &mount: $750.00

Authorized Amount: 3750.00 Reguested Provider: Investigator 1

Use Previous Authorization
Select this option bo dispiay a list of
previous sutharizations and requests in
thiz appointment.

bret I -

Mew Voucher Information

Service Type I estigator W om
Description ‘

Voucher Assignment ® Attomey (O Expart

Service Provider

“Yau can zmarch cne of te sarvice roviders alesdy in the system
OR you can =nter the required information for anzther srovides

Investigator

120 M Henry 5t
Madizon W1 53703 US
Phone: 6082615723

| Create Voucher I

First Name Middle Name Last Name =

Teresa Transcripts

Email =

deadmai@aobr.uscourts.gov

Phone = Fax

210-555-5555

Address 1 = Cty *

123 San Antonio San Antonio

Address 2 State (U.S. Only*) p*
TEXAS v 78249

Address 3 Country*
UNITED STATES v

The existing requests for authorization will only display if Use Previous Authorization is selected.
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Notes:

o If the expert is not in already in eVoucher, once their information is added in the Service Provider
section, when Create Voucher is clicked, an error message will appear stating “You cannot submit a
voucher for an expert that has not been approved by the court.” However, the information is sent to
the court as a Pending User. Once the court creates the user, the warning disappears.

e Since the experts do not have voucher entry privileges, the default voucher assignment is

automatically set to Attorney.

Voucher Entry

g CIA-21 F Basic Info |l Services Expenses ||| Claim Status Documents Confirmation

Racir Tnfn

Select the Services tab to enter Services, or the Expenses tab to enter Expenses:
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Select the Services tab. Services may be entered in one lump sum. Click Add, Save

e Date: Use the last date of service from the expert’s invoice.
e Hour: Enter the number 1.

e Rate: Enter the lump sum dollar amount for all services from the expert’s invoice.

Figure 5: Services Tab

Basic Info | Services Expenses Clairm Status Documents Confirmation
Services
Diake D4/10/2016 = m Descripltion Se= Invoice in Dm.m'nen‘hl
Hours I 10 = ™)
Plat= I 200000 =

I! A.tldi Remaowe
= Remquired Fimlds L

Mo data

i «First || <Previas |[ Hext> |[ Lests | == [ Celete Crat
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Select the Expenses tab. Expenses may be entered in one lump sum. Click Add, Save

e Date: Use the last date of service from the expert’s invoice.

e Hour: Enter the number 1.

e Rate: Enter the lump sum dollar amount for all services from the expert’s invoice.
e Enter separate lump sum lines for Travel Misc and Other Expenses.

Figure 6: Expenses Tab

Basic Info Services (3 Expenses Clairm Status Dacurmients Canfirmation
Expenses
Dzt Fiiwzulﬁ = ]!] Descrigtion
Exper=e Typ= | = L

Expense Type Date  Description Mile Rate  Amt
Trevel Misc C4/10/20... Sem Invmice in Coouments o 0 1000.00
i Fage 1 of 1 (1 imms)
«First || <Previos || Wets | Lets | [ 5ew= | [ Cebete Cr=tt
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Select the Claim Status tab. Enter the start and end dates found on the service provider’s
invoice. Select the claim type.

Figure 7: Claim Status Tab

Basic Info Servic Expenses F Claim Status Documents Confirmation

Claim Status

StartDate  [4/05/2015 = | EndDaste  [i02016 = [

Payment Claims

(% Final Payment h
() Interim Paymant (peyment #)

() Supplemental Payment

** Reminder: Please seect the sppropriate daim status.

= Rmquired Fimlds
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Step 8
Select the Documents tab and add any supporting documents in PDF here by clicking Browse,

Upload, click Next. Supporting Documents examples include: service provider invoice, travel
receipts, single item receipts over $50 or memos to the judge.

Figure 8: Documents Tab

Basic Info Services Expenses Claim Status | Documents Confirmation

Supporting Documents

File Upload (Only Pdf files of 10MB size or less?)

File Browse. ..
Description | *

Delete View

< —
Delete Wiew

Test Doc

To verify the document after upload, select View.

«First || < Previous Mext =
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Step 8

Review the Confirmation page for accuracy and select the “/ swear and affirm...” check
box and click Submit. You have now prepared the Voucher on behalf of the expert.

Figure 8: CJA-21 Confirmation page

Home Opera

Basie Info Services Expenses Claim Status Documents P Confirmation
Confirmation
L. CIRDISTIDIV.CODE L PERSON REFRESENTED FOLCHER NUMEER
758 [Dafendant |
3 LAG. DT DET NUMEER < DIST. DECT DET NLMEER T AFTEALS. DRT/DEF NUMEER T OTHER DT DET SUVEER
1 16-CR-00017-1-WhIC-5LC
B L N T8, FEFRESENTATION THTE
mited States of Amarica v. ey (imchads perzinn R
g ] ' :
S P 4 qult Defendant {Criminal Caze
11 OFFENSE(S) CHARCEDY
@ summary: 20.00 -
1L ATTORNEY'S STATEMENT
Cervices EPr— o 2 ERp— )
i id for by gos Usited from the Defimder
Trawvel
Type Ameunt
Trarvel Miles 0.00
Trareed Misc 50.00
Terkasls 0.00
Expenses - - —_—
BT o 15, DESCRIFTION AND TUSTIFICATION TOR SERVICES S smatructions) TS, TNTE OF SERVICE FROVIDER
B s00fl 10 boms @ $75k [7] 0t Invaatiater [] 15 Qtaer Medical Expere
Loryg Distance Charges: 0.00 hast [ &2 Interpreter Tramlasar [[] 46 Vaicz, Audia Asabst
Phistoropiss 30.00 [[] 3 Prpchalagiat [[] 47 B, Fiber Expert
Postagz ﬁ% 15, COURT ORDER [] 04 Pysbizieine [] 18 Campater (Hardwars, Safbwass,
it By : il chigiilty of e permom sepreamacd hvieg bece coefnhed by e courfa seicsos, | [ 03 Pabygpraph Esaminer Fwicemay
Tortasls F0.00 izt i 1 i b 3 i 18 Paralegal Bervi
C s —— [[] 06 Daruments Exarminer [[] 18 Pasmlsgal Serviemn
Ficsatos of Prosidinn Judes o By Order of e Gt [0 Fimgerprint Anshat [[] 20 Legal Amshrmt Camnalizet
[Stephen Crocker 13 e [[] 2 Jury Crarcleamt
Dtz of Oeder “Menc Pro Tuns Dess D D n P -
04/10.2016 [] &9 CALB Wz, Evin, otz) = E"V‘“‘_ " 57“"“‘_
Tasks Repayment [ VES [7] %0 [[]44 Chemise, Tasicolagint [] 22 Dplicasian Servicz

[]14 Ballnten Expet D‘t"'_“:"_ )
[[]13 Wesparn Firzarms Explesi= [ 25 LisgasiomSuppart Services
Exgert [[] 26 Campre=r Faresics Expert

Link to Agpointment

Link to Repres=niation

| S

Reports MEGUESTED FROVIDER
Lnvastizator |
Defentant Summary Budgst “CLATMG PO SERVICES AND EXPENGES TR COURT (5E G0y
N Mo oneoees | AUOTNT CLanED) ) (e
Tmmb o ot budeat info & 3 Commemeion T T
only of oL or b Travsl Expensos. (Lo i
defentart I o 5000
= O Evpaassan .00 .00
. GRAND TOTALS
fendank Budgst Repo i i
Defendant Dwetail Budgst R=port ANT ADFUSTED) 5000 00
Dietil bucget info for defengant e

an imvestizator T **-*+*3333

Final Payment
Form ClAZ1 L2010 H%{JEJ‘ xcerim Deymemt s
fadison WI 53 Sepplereental Faymmzes

Phone: 0826157

ICLATMANT'S CERTIFICATION FOR FERIOD OF SERVICE: FROM 4121016 TO 411208
£ 21 sirutered s i semmem e 3 s e f e iz

-Sig;mz of Claiman: Payes: Date:

[TE CERTIFICATION OF ATTORREY T - T
[Biznamre of Attpmay-
Cate Sined:

AFFROVED FOR PAYMENT - COURT USE ONLY

0. TRAVEL EPENSES L. OTHER EXPENSES
£ = [<-3
H' jentics ez Court i procsrommen: cf & : : ek fusing expouncr) cxezms S0
Signasers of Freniag Judze T Tasdge Code
4. TOTAL COME. 5. TRAVEL EXPENSES I:.i.m'mm}:sm rT.TD'IAI_A)mDnT

P FAYNIENT AFPROVED [V EXCESS OF THE STATUTORY THREGHOLD

Sipmaturs of Chicd Judge, Ceurt ef Agp=als (ar Delegaic) [ Taclge Cede

Aftantion: The notes you =nler will be svailsble bz the next aporoval el

[+] I swear and affirm the truth or correctness of the above statements

Date: 4/11/2016 12:7:56 0 Submit
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At the Success screen, select the Home Page.

Home Operations Reports CMECF Admin Links Help

logout

/ Success

You have succesfully approved this document.

Please keep the following document number for your own records:

0101.0000072

Back to:
Home Page
Appointment Page

S The Voucher is now in your My Active Documents folder ready to be submitted to the
Court.

Select the case number hyperlink.

Home Operations Reports Links Help

login

> Home

‘Welcome Johin Doe: My Profile

ATTORNEY ‘

My Appainiments: Wi

Ta group by a perficular H=eder, drag the calumn o this area.

Seu\:h:I
Case Defendant Type Status Dk Eribes
3:16-CR-00017-W... Defendant 1 (& 1) Cla-21 Submitted bz Attorney J04/10/2015
et (4032018 Oaimed Amount: . lan Investigatar 07560000043
End: D4/10/2015 Irmvastigaion FINAL PAYMIEMT

Pag= 1 af 1 (1 it=ms)

Review the Confirmation page for accuracy and select the “/ certify that...”

check box and click Approve.
The voucher has now been submitted to the court.

| Sigrature af Chicd Judpe, Court of Appeah (ar Delegatr)

Altertion: The noles you =nter will be available o the nexd approval leeel.

Inemﬁrﬁatlhmm'lwedﬂleahme / .
o Approve Q Reject

[ =firt || =previoes || Hexts || Leta | |
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