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Introduction

The CJA eVoucher System is a web-based solution for submission, monitoring, and
management of Criminal Justice Act (CJA) functions. The eVoucher program provides:

e Online submission of vouchers and authorizations by attorneys and experts.

e Line-item auditing of vouchers by judges and court staff.

e The ability to attach PDF documentation to vouchers and authorizations.

e Automatic email notification to attorneys on approval or rejection of vouchers.
e Electronic transfer to the circuit for excess approval.

e Panel management tools and reports for attorney appointments.

e Built-in reporting for budgeting and analysis.

Browser Compatibility

CJA eVoucher is compatible with the following browsers:

e Edge 16

e Firefox 57

e Chrome 62
e Safari10.1

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Accessing the CJA eVoucher Program

Starting with version 6.10, 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 Login.gov account and have
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 page at https://www.login.gov/contact.

Follow the instructions in the next section to create your Login.gov account. Click the following
links for additional information about Login.gov and helpful tips for creating your account.
https://login.gov/what-is-login/

https://login.gov/create-an-account/

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Creating a Login.gov Account

On the eVoucher sign-in page, click Sign in with LOGIN.GOV.

CJA eVoucher - Texas Eastern District Court

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.

Signin with 1 LOGIN.GOV | s

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.

On the Login.gov page, click Create an account.

D LOGIN.GOV m

8o ®

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

Create an account ]

Sign in for existing users

Email address

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



Service Provider Expert Manual | 7

Enter your email address, and select your email language preference. Click the Rules of Use
link, read the Login.gov Rules of Use, and then select the | read and accept the Login.gov Rules
of Use check box. Then click Submit.

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

@ For your security, we clear what you entered if you
don't move to a new page within 15 minutes.

Create an account for new users

Enter your email address

daviddattorney210gmail.com

Select your email language preference
Login.gov allows you to receive your email communication in
English, Spanish or French

O English [default) P

O Espafal

O Francais

I B | read and accept the Login gov Bules of Usez ]

N <

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

0 LOGIN.GOV Confirm your email insex x

Login.gov <no-reply@identitysandbox gov>

Check your email

We sent an email to daviddattorney210@gmail.com with 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
below or copy and paste the entire link into your browser. This

Or, use a different email address MR WRLEIPIre in 24 hours.

Didn't receive an email? Resend

You can close this window if you're done.

Confirm email address

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Next, create a password. It must contain 12 or more characters and cannot include commonly
used words or phrases. In the Password and Confirm password fields, enter and confirm your
password, and then click Continue.

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

Confirm password

(@ Show password

Your Login.gov account is now created and you 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.

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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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 select at least two authentication methods on
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 click Continue. 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. \

] 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 ar
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

] @ Security key

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

] 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
use an authentication method that’s easy for you to access. For these instructions, the Text or
voice message option is selected.

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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To authenticate by text or voice message, in the Phone number field, enter your phone number
to receive a one-time code by text message or phone call, and then click Send code.

Add a phone number

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

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

Phone number

== 210-555-5555 } h

How you'll get your code

QO 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 One-time code field, enter the one-time code sent to your device, and then click Submit.

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 h

O Remember this browser

& Send another code

Having trouble? Here’s what you can do:

Choose another authentication method >
I didn't receive my one-time code 3 >
Learn more about authentication options 3 >

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Once your code has been successfully authenticated, you are prompted to add another
authentication method (recommended). Click Add another method and 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 as you use a
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

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Identity Verification

To access eVoucher, you must verify your identity by uploading an acceptable form of
identification (driver’s license or state ID). This added security measure is to ensure that you are
you and not someone pretending to be you.

Note: This is a one-time identity verification; if you have previously proven your identity
through Login.gov, you are not required to do this again.

If you’ve previously created a Login.gov account, you will be asked to verify your identity after
signing in to Login.gov from the eVoucher sign-in page. If you’re in the process of creating your
Login.gov account, this step automatically appears after you’ve established your multi-factor
authentication method(s). Click Continue.

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 yvour identity

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.

0 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.

o Re-enter your Login.gov password

Your password saves and encrypts your personal

information. /

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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To continue, select the check box allowing Login.gov to ask for, use, keep, and share your
personal information to verify your identity, and click Continue.

(o]

Getting started  Verity your 10 Werity your Verifypnoneor  Securs your
intormation address sccount

How verifying your identity works

Identity verification happens in two parts:

Verify your identity

We'll ask for your persenal information to venify your identity
against public records.

Secure your account

We'll encrypt your aceount with your passwerd. Encryption
means your data is protecied and only 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.

earn more about our privacy and security measuras B

T

Choose an option for adding your identification information. One option is to upload photos of
your ID from your phone, and the other option is to upload them directly from your computer.

O LOGIN.GOV %

o o]
Getting started  Verify your D Verifyyour  Verfyphoneor  Securs your
information sddress sccount

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

Continue on this computer
[S==\  Don't have a phone? Upload photos of your ID

from this computer.

Upload photos

Cancel

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Option 1: Upload photos from phone (recommended)

1. Click Send link. A message appears, prompting you to check your device for a text
message with instructions for taking a photo of your ID to verify your identity.

o (e}
Getting started  Verify your ID Verify your Werify phane or Secure your
information address account
@ — O
- Getting started Verify your ID erify your Verify phene or Secure your
How would you like to add your ID? wfarli'nétic-n address aCC:JU”T.

We'll collect informaticn 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

and a web browser We sent a message to your phone

Phone number You entered: +1210-555-5555

= () s @ Please check your phone and follow
instructions to take a photo of your

2. Tap the link in the text message. A message appears, confirming that you are attempting
to verify your identity to access eVoucher. Scroll down for additional instructions.

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 | Version 6.10 | AO-SDSO-Training Division | April 2024
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3. Tap Take photo to switch your phone to the camera function. Take a photo of the front
of your ID card. Scroll down and tap Take photo again to take a photo of the back of the
card. Verify that each image appears in the appropriate box, and then, tap Submit.

4:37 *e 40
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 H H
« Take the photo on a flat : Back of your driver's license or :
surface H state ID i
+ Do not use the flash on your i
camera

Front of your ID

: . Take photo [flor Upload photo
H H

: H

: H

: H

Front of your driver’s license E

or state ID

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

@ We verified your ID

Switch back to your
computer to finish verifying
your identity.

0-C]

Continue to Step 4 to complete the identity verification process.

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Option 2: Upload photos from your computer

1. Click Upload photos to upload photos of your ID from your computer.

_I Continue on this computer

[E==\ Donthavea phene? Upload photos of your D
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 the choose from folder link to browse for and
select the photos to add. Once the photos are uploaded, click Submit.

® e}
Getting started  Verify your ID Verify your Verify phane o Secura your
information ‘address 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 a IPG or PNG

|
i

H

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

H

i

H

Drag file here or choose from folder

______________________________

Back of your ID
Must be a JPG or PNG

|
i

H

i

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

H

1

H

Drag file here or choose from folder

______________________________

Note: You may see a processing screen as the upload completes and Login.gov verifies your
identity.

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Once your identity has been verified, Login.gov verifies your name, date of birth, and address
using your Social Security number (SSN). In the Social Security number field, enter your SSN, and
then click Continue.

D LOGIN.GOV
< V] O
Getting started Verify your ID Verify your \erify 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 3

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

...........|

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Your name, date of birth, and address are imported from your ID; verify the information is
correct. If any of the information has errors, click the Update link next to it and make necessary
corrections. Once your information is correct and complete, click Submit.

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

] o o
Getting started Verify your ID Verify your Verify phone or Secure your
information address account
Verify your information N

We read your information 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: TN

Address line 1:1FAKE RD Undate
Address line 2:

City: GREAT FALLS

State: MT

ZIP Code: 59010

Social Security number: 5**-**-***5 Undate

[J Show Social Security number

Next, verify your phone number. To do this, in the Phone number field, enter your phone
number, and then click the appropriate radio button to receive a one-time code either by text
message or phone call. Click Send code.

] ] o
Getting started  Verify yourID Veify Verifyphoneor S
info address  socount t

@ Weverified your information

Verify your phone number

‘We'll check this number with records and send you a one-time
code. This is to help verify your identity.

Enter a phone number that is:

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

Learn more about what phone number to use 4

Phone number

= (210) 555-5555

How should we send a code?
I you entered a landline above, please select “Phone call

below.

O Text message (SMS) O Phenecall

===

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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In the One-time code field, enter the code sent to your device, and then click Submit.

] ] ] o]
Getting started Verify your 1D erify 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 (210) 555-5555
This code will expire in 10 minutes.

One-time code
Example: 123ABC

Once your phone number is verified, in the Password field, re-enter the password you created
to access Login.gov and then click Continue.

< o V] < o}
Getting started Werify your ID Werify 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

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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A personal key is generated. You will need this key 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 then click Continue.

o ] (] ] o
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

VGCH -MCDA - CGYR -HAXS8

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 yvou 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 @

O I saved my personal key in a safe place.

B«

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Your Login.gov account is now verified. Next, you are asked to connect, or link, your Login.gov
account with your eVoucher account. Click Agree and continue and follow the instructions in
the next section to complete this connection.

v

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 ’

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuing. Click Add a second authentication method and review the Adding an
Authentication Method section for those instructions if you wish to complete this task.

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Linking Your eVoucher Account to Your Login.gov Account ——

For NEW Login.gov accounts:

After you complete your identity verification and receive your security key, you are
automatically directed to your court’s eVoucher linking page. Note that the email address you
used to create your Login.gov account is pre-populated in the eVoucher Email Address field.

CJA eVoucher - Texas Western District Court

SDSO0 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,

Mote: Please contact an eVoucher administrator for assistance.

eVoucher Email Address

daviddattorney@gmail.com h

Motice: This is a restricted government system for official judiciary business only. All activ
access attempts, may be recerded and monitored or reviewed by persons authorized by 1
praotection of system security, performance of maintenance, and appropriate manageme:

For EXISTING Login.gov accounts:

From your court’s eVoucher sign-in page, click Sign in with LOGIN.GOV and follow the prompts

to sign in and authenticate your Login.gov account.

B= A official website of the United States government

CJA eVoucher - Texas Western District Court
TSD NV1VM IDC - Releas2 6,10.0.0

llliCOUR

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.

signin with 1 LOGIN.GOV Ap—

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

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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After successful Login.gov account sign-in and authentication, you are then asked to connect, or
link, your Login.gov account with your eVoucher account. Click Agree 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.

T

Note: If you have not created a secondary authentication method, you are prompted to do so
before continuing. Click Add a second authentication method and review the Adding an
Authentication Method section for those instructions if you wish to complete this task.

Login.gov automatically directs you to your court’s eVoucher linking page. Note that the
eVoucher Email Address field is now pre-populated with your email address.

CJA eVoucher - Texas Western District Court
SDS0 Training Sandbox - Release 6.10.0.0

Intesiiasy

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 1
protection of system security, performance of maintenance, and appropriate manageme

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024
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Linking Your Accounts Using Your SLP Email Address and

Password

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

In the eVoucher Email Address field, delete the pre-populated Login.gov email address and
enter your eVoucher SLP email address. Click Next.

I\\\"‘;'JA\;TH;T\ xrs| - CJA eVoucher - Texas Western District Court

“"COU RTS 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.
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In the eVoucher Password field, enter your eVoucher SLP password (the password you
normally use to access eVoucher), and then click Connect Accounts. If you don’t remember
your password, click the Forgot your password? link 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.

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

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 eVoucher normally.

B=  An official website of the United States government -

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

David Expert (Expert)

Welcome, David Expert 9

Operations Reports Links Help Sign out _n

To group by a particular Header, drag the column to this area. Search: i Defendant
case Defendant Type Status Date Entered Al cases have been currently assigned
1:21-CR-11294-MJ-  Pete Robbins (# 210) ©A20 Voucher Entry 09/01/2021
Start: 0812742021 aimad Amnunt: 174 75 Mnrslac Attamen L S

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 Accounts by Email Invitation — New User

New eVoucher users who do not have an SLP can also link their accounts from the eVoucher

linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address
field. Click 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.

A message appears prompting you check your email and confirm that you entered the correct

email address.

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

o Check your email

An email has been sentto 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 Expert,

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 into 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 eVoucher normally.

B=  Anofficial website of the United States government.

CJA eVoucher - Texas Western District Court .
SDSO Training Sandbox - Release 6.10.0.0 Welcome, David Expert @

David Expert (Expert)

-

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

To group by a particular Header, drag the column to this area. Search: | i Defendant
case Defendant Type status Date Entered Al cases have been currently assigned
1:21-CR-11294-M)-  Pete Robbins (# 210) QA-20 Voucher Entry 09/01/2021
Start: 08/27/2021 Claimed Amount 174 75 Maralac Attamen L S

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 Accounts by Email Invitation — Existing User

An existing eVoucher user who has an SLP but does not know their SLP credentials can also link

their accounts on the eVoucher linking page.

Do not change the Login.gov email address that’s pre-populated in the eVoucher Email Address
field. Click 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.

If your Login.gov email address is not the same as your SLP email address, an error message
appears, prompting you to contact your court’s help desk.

I\?(()l& CJA eVoucher - Texas Western District Court
|

TR
JRTS 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 /

Idaviddaﬁomsy@gmail.com I
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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 Expert,

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 into 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 eVoucher normally.

E=  Anofficial website of the United States government

CJA eVoucher - Texas Western District Court .
SDSO Training Sandbox - Release 6.10.0.0 Welcome, David Expert (=)

David Expert (Expert)

Home Operations Reports Links Help Sign out _m
> Home

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

To group by a particular Header, drag the column to this area. Search: i Defendant
case Defendant Type Status Date Entered All cases have been currently assigned
1:21-CR-11294-M)-  Pete Robbins (# 210) CA20 Voucher Entry. 09/01/2021

Claimad Bmount 17475 Mnrsloe Attamen L e

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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Signing In to eVoucher

Once you've created your Login.gov account, linked it to eVoucher, and signed in to the
application for the first time, you will use your Login.gov credentials to access eVoucher going
forward.

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

|\\ M CJA eVoucher - Texas Western District Court

'"" COURTS 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.

Signin 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 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.

By default, you are directed to the Login.gov sign in page. In the Email address and Password
fields, enter the email address and password used to create your Login.gov account, and then
click Sign 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

O Show password
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Complete the action required by your chosen authentication method. In this example, you’ll
authenticate using a mobile device. In the One-time code field, enter the one-time code sent to
your device, and then click Submit.

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

= |

< Send another code ‘

™~

Login.gov directs you to your eVoucher home page.

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

David Expert (Expert)

Home Operations Reports Links Help Sign out

= My Documents

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

Case Defendant Type Status Date Entered

No rows have been recorded on the database

No data
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Single Login Profile (SLP)

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

Single Login Profile for David D. Expert

SLP email address

Expert Account
Circuit Court A

Expert Account

District Court A fittorney Account

District Court B

On the Single Login Profile page, you can:

e Edit your first, middle, and last name.
e Edit your email address.

e View your linked eVoucher accounts.
e Change your default court.

To access the Single Login Profile page, from the menu bar, click Help, and then click Single
Login Profile, or point to the profile icon, and then click Single Login Profile.

CJA eVoucher - Train District Court

SDSO Training - Release 6.4.0.0 Welcome. David Expert_©

Single Login Profile

David D Expert (Expert)
Court Profile
Home  Operations Reports Links Help  Signout m

Single Login Profile
Court Profile

Contact Us

Privacy

eVoucher Documentation: Attorney and Expert Users
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Editing Your SLP

Your SLP information is divided into two sections: Account Information and Linked eVoucher
Accounts. Click the plus (+) or 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 Expert

Account Information i s— E
First name Middle name Last name Suffix
David - Expert - Edit

Email address
daviddexpert210@gmail.com

m
=
=

Password

D LOGIN.GOV

Linked eVoucher Accounts _

[+]

Modifying Your Name

To edit your name, in the Account Information section, click the Edit link to the right of your
name.

Single Login Profile — David Expert

Account Information -_—

First name Middle name Last name Suffix
David = Expert -
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Make any necessary changes, and then click Save changes.

Single Login Profile - David Expert

Account Information =

First name Middle name Last name Suffix

I David Expert H ‘

=n

Note: It is important to remember that changing your SLP name does not change the name
associated with your court profile.
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Updating Your SLP Email Address

Click the Edit link to the right of your email address.

Email address
daviddexpert210@gmail.com

Enter your new email address, confirm it, and then click Save changes.

Single Login Profile — David Expert

Account Information

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

First name Middle name Last name Suffix
David - Expert - Edit

Email address

daviddexpert210@gmail.com

Confirm email address (

I DavidDExpert@firm.com|

= e

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

After you link your Login.gov account to your eVoucher account, Login.gov handles all password
changes and requests to reset a forgotten password. The Login.gov logo is visible in the
Password section of your SLP account information; you do not have the option to edit your
password from here.

Single Login Profile - David Expert

Account Information

First name Middle name Last name Suffix
David - Expert - Edit

m

Email address
daviddexpert210@gmail.com Edit

m

Password
O LOGIN.GOV

Note: Login.gov is a separate application from eVoucher. For password assistance, visit their
Help center page at https://www.login.gov/help.

Linked eVoucher Accounts

Click the plus sign (+) to expand the Linked eVoucher Accounts section and view any accounts
that are currently linked.

Single Login Profile — David Expert

Account Information -+

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 your default account. Users with more than one eVoucher account have
one account designated as the default.
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Your default court is the court that initially appears when you sign in to eVoucher. To change

your default court, click the radio button for the desired court account, and then click Save
changes.

Home Operations Reports Links Accounts Help Sign out

> Help > Single Login Profile
Single Login Profile - David Expert
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 (Expert) Expert O
&
District of Texas Eastern (Expert) Expert

=N

Accessing Multiple Accounts in eVoucher

From the Accounts menu, 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 Expert (Expert)

Home Operations Reports Lints Accounts Help Sign out

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
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Single Login Profile vs. Court Profile

Below are tips on how to identify which court account you are in and who you are within that court.

Court account to which you are Single Login Profile (SLP) username
signed in e
B= An official website of the Uni d States government e Profile icon

e -

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney (Attorney)

Welcome, David Attorney 9
Single Login Profile

Court Profile

Hom Operations Reports Links Accounts Help Sign out Sign out

Sinale Login Profile Circuit - Attorney

District - Attorney

Attorney/Expert court

account username List of linked accounts to which you have access

1. Court account — This is the court account you selected from the Accounts menu, showing the
account to which you are signed in.

2. Single Login Profile (SLP) — This profile is attached to a person. It connects multiple eVoucher
accounts a user may have.

3. Profile icon — You can access your Single Login Profile (SLP) or court profile, or sign out from
here. You can also access these options from the Help menu.

4. Court account username — This displays the court user you are signed in as, and your full
name and user role as they appear for that court profile.

5. Accounts menu — From this menu, you can access all of the court accounts to which you are
linked.
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Menu and Home Page

Use the menu bar to navigate to the different areas of the application.

CJA eVoucher - Train District Court
SDSO Training - Release 6.4.0.0

David D Attorney {(Expert’)

Welcome, David Attorneyg

Home Operations Reports Links Accounts Help Sign out _n

Menu Bar ltem \ Description
Home Click to access the eVoucher home page.
Operations Click to search for specific appointments.
Reports Click to view selected reports you can run on your appointments.
Links Click to access links to CJA resources such as forms, guides, publications, etc.
Accounts Click to access your different court accounts.

Click to access:
e Another link to your Single Login Profile (SLP).
e Another link to your court profile.

Help e The Contact Us email address.
e The privacy notice.
e eVoucher help documentation for attorneys and experts.
Sign out Click to sign out of the eVoucher program.
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The home page provides access to information about your cases and billing information that
you submit, or the billing information the attorney submits on their behalf.

* Hame
= My Ui
To greup by & particular Fesder, disg tha celemn to tis area, 5'*l5|i| To geoup by & partstular Meader, drag the column 1o this wea,
Case efendant Type et Date Entered Cake Delendant Type
Nelfray Gardner (< 1 Clac2L Vaucher Eatey s | LGRS Jebedeh Bransen ¢ | ClA-21 - (RETURNED)
m Clasmed Amount: 1000 Back Adtey ‘iﬂ fon AT Clmmied Amount 1,100.0 Rick Astley
e Tskakgat " FINAL PAYMENT L Chemist/Tooaolagist
- debedah Bransan (¢ |1 CM-ZL - (RETURNED) Vaucher Babry [ R LLT-CRAR. .  Chan Bviss (0 1) Cl-21
&w Clasmed Amownk: 1500 Bk Aty } . i IINET Clasmed Amount: 1,000.0 Rick Astiey
e o e e Ehemist/Toscolagiet
115 CR-4TE54 (#3)  CMe2l Vaucher Eatry ARETNE LATERAL. By Eaight (7 1) CIA-Z1
Clasrred demounls S.00  Bck Sathey F S s IHRE? Clamed Amownls 3,000.0 Rick Astley
bewt Chamisy)Taxcalegat 4 e T Chermist, T wacolagiet
LATCRRIIN4:. . Makery Conamy (4 1) W21 Voudsat Q5TLET FIFC: Bih 21
s Chairved Amowal: 8,00 Ruck Astbey - e L St AN anrved Smdunl: 30000 Rick Astey
i Chemisy T 4 otk S Chermist/Tasscolagt
LAA-CR-00805- lebedah Branian (7 1) CM-21 Vaucher Babry Gaaam LilA(R g . Thomsad Howsll (8 1] [P 11
Claimed Amownl: 8,00 Buck fatley 5 St GWHLORN Claimad Amount: 1,517.5 Rick Astley
irsd Chmiat Tomboalssget i sl BAAILTE Chemmit, T o kst
LUA-CR-G080%- . Mebediah Bransan (1) CM-1 her LN 1154 . | el
‘ran Clabmad dmount: §.00 Bk Aadey ‘ m Eabry gﬁ;ﬂu Clwmed Amownt: .00 Rick Astley
ChummitTicolegist ) [t . 4
LlCH-Gams  Debedih Bransan (¢ 1) CM-21 Vaucher Eabry AL LUACR00 . Debediah Bransen (¢ 1} CIA-21
e Chamed Amount: 800 Bk Rty ‘ (7] e AN Oemed Amount: 8.00 Rick Agtley
ek Chawmsin Toxicalegeat [T ChemistT e odogist
LAA-CR-GARIE  debedah Bransen (= 1) CM-21 ke BT L Sebeclish Bransen (7 1) GIA-21
— Camed Amount: .00 Bk Aatey ‘ L -y "'_'m“ﬂnudmm-ﬁ Rick Astiey
- ] e BV ChvemistTeomnbonist
LLECR-GRENS. Debedah Bransan (2 1) CM-11 Vaucher Eatry CATLIHIBE
Claimed Amounts 9.00 Bk hatley L S !
sl i) T osicalaget .
LalA-CA-G0805: . Mebediah Bransan (7 1) Ce21 Vauch LR
o Clamed Amounts .00  Bick Aithey S A Badey
. - 4 ——— e
Ta geessp by & particular Header, drag the colusin 1o this aea,
123 Page 4 of 3 (2 toma) Cane Defendant Type

Section Name Contents

My Documents This section contains documents that you are currently working on or that
have been created on your behalf by the attorneys. These documents are
waiting for you to take action.

My Submitted This section contains vouchers for you that have been submitted to the
Documents court for payment.

Closed Documents This section contains documents that have been paid or approved by the
court. Closed documents display only for open cases. Closed documents
display until they are archived and/or for 60 days after the appointment is
terminated. They are still accessible through the Appointment page.
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Expert vs. Expert Enter

CJA eVoucher allows two designations for experts to complete the voucher: Expert and Expert
Enter. When the service provider signs in, he or she will see a list of all of his or her documents
on the home page. The Expert role allows the service provider to sign in to eVoucher, view any
documents the attorney is creating on his or her behalf, verify the information is correct, and
run reports or copies of the CJA-21 or CJA-31.

The Expert Enter role allows the expert to complete his or her voucher after the attorney has
created it. If the attorney selects an expert who has these privileges, he or she is able to choose
if the attorney or the expert will complete the voucher. The expert can then enter the correct
information and submit the voucher back to the attorney for approval.

Voucher Assignment '® Attomey () Expert —

This indicates who wil be responsible for filling the voucher daim part

CJA-21/31 Entry

The attorney creates the CJA-21 or CJA-31 voucher. If you have Expert Enter rights, the attorney
can choose to let you enter the services and expenses. You will receive an email informing you
that a voucher has been created on your behalf and that you can enter your information on the
voucher.

Sign in to the eVoucher application. The voucher should appear in the My Documents section of
your home page.

To group by a particular Header, drag the column to this area. Search: [
Case Defendant Type Status Date Entere
1:14-CR-08805... Jebediah Branson (... CJA-21 Voucher Entry 04/28/2020
Start: Claimed Amount: 0.... Charlene Campos x Edit
End: Interpreter/Translator

5 - T GR2T \oucher Entry UIf2072016 |

StidT‘ Claimed Amount: 0.... Charlene Campos x Edit
En Interpreter/Translator T
1:13-CR-08810... Jeffrey Gardner (# 1) CIA-21 Voucher Entry 11/24/2015
Start: 11/23/2015  Claimed Amount: 2...  Charlene Campos ‘ Edit
End: 11/24/2015 Interpreter/Translator FINAL PAYMENT
1:14-CR-08809... Al Perez (# 1) CIA21 Voucher Entry 11/04/2015
Sfij"“ Claimed Amount: 0.... Charlene Campos ‘ Edit
En Interpreter/Translator o

1 Page 1 of 1 (4 items)
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To enter your fees and expenses, in the Status column, click the Edit link.

‘—I.nll'l_lnl‘- III'—I L_

To group by a particular Header, drag the column to this area. Search: [
Case Defendant Type Status Date Entere
1:14-CR-08805... Jebediah Branson (... CJA-21 _ Voucher Entry 04/28/2020
Start: Claimed Amount: 0.... Charlene Campos . Edit
End: Interpreter/Translator _

The voucher opens to the Basic Info page, which displays the information in the paper voucher

format.
g SJA_%]' Ent  Basic Info Services Expenses Claim Status Documents Confirmation
L foucher Entry —_—
Basic Info
ah Branso T CIL DIST DIV.CODE 7. PERSON REPRESENTED [TOUCHER NUASER
0101 Jebediah Branson
) 3. AAG. DET/DEF NUMEBER 7 DIST. DET DEFNUABER T APPEALS. DRTDEF NUABER ¥ OTHER DET/DEFNUMEER
ink to CM/ECF 1:14-CR-03805-1-A4
7.IN CASEMATTER OF{Case Name) 8. PAYMENT CATEGORY L i B 10. REFRESENTATION TYFE
P i 2] diversi
Voucher #: USA Bransen Felony (including pre-trial diversion |y gult Defendant Criminal Case
Start Date: T OFFENSE(S) CHARGED
N 15:1825 F INSPECTION VIOLATION PENALTIES
o 3

@ summary: $0.00 v v
Services O
Totals 30.00
Travel Siznature of Artorney
Expense Type Amount || |Andraw Anders
Travel Miles 30.00
Travel Misc 30.00
Totals 30.00
Expenses
Expense Type Amount
FAX 30.00 || T3 DESCRIPTION AND JUSTIFICATION FOR SERVICES(See mutructions) | 14. TYPE OF SERVICE PROVIDER
Lang Diszancz Changes 30,00
Photocopies 30,00 || [1= COURT ORDIR
Postage 50,00 Jished by the court's suisfaction, th
Other Expanses 30,00
Totals s0.00 12 Taterpreter Trauslatsr

Authorization Number: 01010000185
Spedialty: Intzrprater Trans'ator
Total Approved Amount: 5100.00

02 11
Repayment [ yps @ wo
NOTES

Fea Amount Remaining
After Approved and Pending:
£100.00

FTG\‘.'{] Approved Amount

Signaturs of Preziding Judze Date Signed Tudge Code Approved Amount $100.00

Signature of Chief Tudze, Court of

Tashs Appeals (or Delagata) Data Sizned Judze Code Approved Amount
Link To Appointment
Link To Reprasentation
Link to Authorization Paym ent Info
Preferred Payse | Charlzne Campos W
Charlene Campos
Billing Code:0101-000003
=25 110 Main Strest
Eorm CIAZ1 San Antonio, TX
78210 - US
Phone: 210-477-2344
Fax:
« First < Previous Next > Last Save Delet= Draft Audit Assist

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

e To delete a voucher, click Delete Draft at any time prior to submitting it.

e To check for warnings or errors in the document, click Audit Assist at any time.
e To navigate, click the tabs or the navigation buttons in the progress bar.
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Entering Services

Line-item time entries should be entered on the Services page. Both in-court and out-of-court
time should be recorded here.

To enter your service fees and expenses, on the Basic Info page, click the Services tab, or click
Next on the progress bar. Required fields are marked with a red asterisk.

Basic Info | Services | Expenses Claim Status Documents Confirmation
Services
Date 4/17/2020 | * :ﬁ Description -
Service Type | hd | =
Doc.# (ECF) Pages T =
* Reuired Fiekds
To group by a particular Header, drag the column to this area.
Service Type | Date « | Description | Hrs| Rate | Amt
(Empty)
Mo data to paginate Go to page: \:\ View items per page: 10 25 50 100
| « First || < Previous I| Next > ||| Last » Delete Draft Audit Assist

Enter the date of the service, the number of hours billed, the rate, and a description of the

service.
Basic Info ) Services Expenses Claim Status Documents Confirmation
Services
Date 11/22/2023 | * E Description PC analysis -
. *
we | )"
* Reguired Fields

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

Date = Description ‘Units‘ Rate ‘Amt

Page 1 of 1 (1 items) [1] Go to page: H ] View items per page: 10 25 50 100
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Click Add.

Basic Info ) Services Expenses

Claim Status

Documents Confirmation

Services
e [1zzpons |

Units *
Rate 25.00|*

* Required Fields

Description PC Analysis &

e

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

Date « Description

‘ Units‘ Rate ‘ Amt

No data to paginate

(Empty)
|:| View items per page: 10 25 50 100

‘ « First H<Previ0u5|| Next > || Last »

[ save |

Delete Draft Audit Assist

There is no auto-save feature in eVoucher, so click Save after every few additions. If you try to
navigate to another section without saving, a dialog box appears, prompting you to save.

Leave site?

Changes you made may not be saved.

Leave Cancel

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



Service Provider Expert Manual | 51

Entering Expenses

Click the Expenses tab, or click Next on the progress bar.

" Basic Info | Services P Expenses Claim Status " Documents I Confirmation

Expenses
Date ¥ E Description &
Expense Type | - M

Miles | * ats$0.535 permile.
Amount

* Required Fields

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

Expense Type ‘ Date = ‘ Description ‘ Mil«% Rate ‘ Amt
(Empty)

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

<First ] [< previous

Enter the expenses, click Add, and then click Save.

" Basic Info " Services > Expenses - Claim Status " Documents |~ Confirmation
Expenses
Date 11/22/2021 | * % Description Travel =
Expense Type |Trave| Miles v | % -

Miles ¥ at $0.535 per mile.
Amount 11.77 | Add |} Remove

* Required Fields

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

Expense Type ‘ Date = ‘ Description ‘ Milt% Rate ‘ Amt

Travel Miles 11/22/2021 Travel 22 $0.535 $11.77

Page 1 of 1 (1 items) [1] [ Go to page: H ] View items per page: 10 25 50 100
<First_] [<previous ] [ ext> | [ Lt Coave |

CJA eVoucher | Version 6.10 | AO-SDSO-Training Division | April 2024



Service Provider Expert Manual | 52

Claim Status

Click the Claim Status tab, or click Next on the progress bar.

Basic Info Services Expenses p Claim Status Documents Confirmation

Claim Status
Swtoate |7 edvate |+

Payment Claims *
O Final Payment
O Interim Payment

(payment #)

O Supplemental Payment
O Withholding Return Payment

#% Reminder: Please select the appropriate claim status.

* Required Fields

r—
«First | [ < Previous || Next> || last» Save

In the Start Date field, enter the start date from the services or the expenses entry, whichever

is earliest. If necessary, go back to the Expenses and Services sections and click the Date header
to sort by the earliest date of services.

Basic Info Services Expenses b Claim Status Documents Confirmation

(;Iaim Status
StartDate | 11/22/2021 |- | | EndDate | |«

Payment Claims *
@ Final Payment
O Interim Payment

(payment #)

O Supplemental Payment
@] Withholding Return Payment

*## Reminder: Please select the appropriate claim status.

* Required Figlds

«First ][ <Previous | [ Next> ][ Last>
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Select the appropriate claim status, and then click Save.

Basic Info Services Expenses ) Claim Status Documents Confirmation

Claim Status
StartDate  [1y/2212001 | Endoate | 1/z20 |+

Payment Claims *

® Final Payment (payment #)
O Interim Payment

O Supplemental Payment

@) Withholding Return Payment

*#* Reminder: Please select the appropriate claim status.

* Required Figlds

« First ||<Previ0us|‘ Next > || Last »

Radio Button Payment Claims Description

. Request payment after all services have been
Final Payment d pay

completed.
Request payment throughout the appointment, but
Interim Payment each court’s practice may differ. If using this type of

payment, indicate the number of interim payments.
Request payment due to a missed or forgotten receipt
after the final payment has been submitted.

Request return payment of withheld funds. The attorney
can submit a blank (no services or expenses) CJA-
20/30/21/31 at the end of the case.

Supplemental Payment

Withholding Return
Payment
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Documents

Click the Documents tab, or click Next on the progress bar.

Basic Info Services Expenses Claim Status  Documents - Confirmation
Supporting Documents
File Upload (Only Pdf files of 10MB size or less!)
File Choose File | No file chosen
Description I l
Upload
Description Delete View
No Attachments
st ] [Sprevous | noes> | > ]

Click Choose File to attach any receipts, invoices, or documents as PDF documents. In the
Description field, optionally label and describe the attachment, and then click Upload to attach
the PDF document. Click Save.

Basic Info Services Expenses Claim Status ) Documents Confirmation

Supporting Documents

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

File | Choose File |[February R... - Parking.pdf
Description February Receipts for Parking/Travel Expenses ]

» Upload
Description Delete View
[crist ] [< Previous ] [ Next> [ Last> Save
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Signing and Submitting to Court

When you have added all voucher entries, you are ready to sign and submit your voucher to the
court.

Click the Confirmation tab, or click Next on the progress bar. The Confirmation page appears,
reflecting all entries from the previous screens. Verify the information is correct, and then scroll
to the bottom of the screen.

Basic Info Services Expenses Claim Status Documents

Confirmation

1 CIRDISTDIV.CODE
0101

T MG DETDEF NUABER

CASEMATTER OF(Case Name)
Vaverly vs USA

2 PERSON REPRESENTED
[Elizabeth Waverly

T DIST DET DEFRCAMBER.
1:81-CR-00419-19-AA

APPEALS DRI DEFNUMBER

‘OUCHER NUMBER

T OTHER DK DEFNUMBEER

5. PAYALENT CATEGORY
[Felony

cluding pre-trial diversion

0. TVFE FERSON REFRESENTED
A dult Defendant

T0 REPRESENTATION TYFE

Criminal Caze

Jof alleged felony)

1 OFFENSE(5) CHARGED.
-4100.P BANK EMBEZZLEMENT

requasted 2z necy

sented above. I hereby affiom that the
stmated

L awthorizzsion 1o cbtzin ths

spasation §

[ 2 pproval of services slrsady abraimed ta b paid far by 1 States from the Defendar Services Apgropriation.

Siguature of Attorney
Jorales Attorney - Bar Number: 2222222

1234 Main Streat

San Antonio TX 78221

[Phone: 21 1234 -Fax: 210

[Email: me Gem

T3 DESCRIFIION AND JUSTIFICATION FOR SERVICES{See IStuctons) TLTVPE OF SERVICE PROVIDER

()15 Other Medical

() 01 Iuvestigator
[ 02 ruterpreter Trandator [ 16 Voice/ Audio Amalyst
1% COURT ORDER. [ 03 Pychalogist [T 17 Hsir Fiber Expert
[ 04 Prvchiatrist [ 13 Computer
- (Hardware Software/Systems)
[l 05 Patyeraph — -
(L] 19 Paralezal Services

[ 0 Document: Examiner -
() 20 Legal AnalvstConsultant

[Date of Order [ 07 Fingerprint Ansivst 2 urs Comsatnt
— |:|W:\E(w\mtinl = e
Repayment [ ves B xo — X . [_J 22 Mitigation Specialist
|_| 09 CALR (Westlam/Lexis, etc.) O
— | 23 Duplicativn Services
(710 Chemist Toxicalogist 0 ?
) 24 Other (Specify)

11 Bametics =
D, 5 . [ 25 Litization Support Services
13 Wespous Firesrms Explosive

Expert 26 Computer Forensics Expert
[7) 14 Pathelogist Medics! Exsminer

NOTES
FOR 5] CES AND EXPENSES FOR COI

16. SERVICES AND EXPENSES AMOUNT CLAIMED| ADJUSTED AMOUNT [REVIEW
& i $100.00 50.00

el Expenses (lodgiig parking meds . 500
<. Other Expenze:s 30.00 30.00
GRAND TOTALS
(CLAIMED AND ADJUSTED) LB o
17.PAYEE'S NAME
ulic Jennings TIN: XX- XXX I

110 Main Street |_| Interim Payment (=)
[T Supplements] Pavment

[T withholding Payment () (Total --)

T8 CERTIFICATION OF ATTORNEY 1 Bereby certiy (Eat the services mere rendered for (hE caze
[Sigmature of Attomey:
[Date Signed

APPROVED FOR PAYMENT - COURT USE ONLY
20 TEAVEL EXPENSES |.z]. OTHER EXPENSES

15. TOTAL COME. |21. TOTAL AMT. AFFR. CERL.

£ thase iaes 10t &5
imed, but in
reeds the SIOrY maRmEL.

4 tha siatutary M,
Court finds that tmsly

for zuthorizetion wes obtained.
st cessary services could not await prior autherization. even though the cost

Sizeaturs of Presiding Judze Date Tudze Code
[ ToTAL Conrr. T TRAVEL EXPENGES FG. OTHER EXPENGES |z?. TOTAL AMOUNT
T FAVMENT AFPROVED [N EXCESS OF 1HE STATUTORY THRESHOLD
Sigusture of Chief Judze, Court of Appeaks {or Delegate) Date Judge Code Total Ami. Cersified For Payment
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In the Public/Attorney Notes field, you can include any notes to the court. Select the check box
to swear to and affirm the accuracy of the authorization, which automatically time stamps it.

Click Submit.

CLATMS FOE. SERVICES AND EXPENSES FOR COURT USE ONLY

16. SERVICES AND EXPENSES AMOUNT CLAIMED ADJUSTED AMOUNT | REVIEW
5. Companzstion $100.00 30.00
T, Travel E.:q:enan:—.. (Todeing, parking, meals, R ;

isaze, a5.) SIL $0.00
. Other Expenses 20.00 000
GEAND TOTALS

§111.77 00

(CLAIMED AND ADJUSTED)
17. PAYEE'S NAME
Tulie Jemmngs TIN: J-XX00000 W Final Pavment
110 Main Strest | | Interim Payment (=}
San Antonio TX 78210 US | | Supplemental Fayment

[Phone: 210-452-3512 |_| Withbolding Payment () (Tatal -—)

JCLAIMANT'S C[RT]IFIC ATION POR P[RIGD OF S}'_‘RT[CE FROM 11 2'-' 2021 TO 11
1 c ai

S1é;15tu.re of Clam:la.ut 'PE\ ee

2l |

o, mned that | Rave pot somght or received payment {compensatic

Date:

15, CERTIFICATION OF ATTORNEY I hereby certifv that the services were rendered for this caze.
Signature of Attomney:
[Date Signed:

APPROVED FOR PAYMENT - COURT USE ONLY
18. TOTAL COMF. 0. TRAVEL EXFENSES |21. OTHEFE. EXPENSES |n. TOTAL AMT. APFE CERT.

Sigmature of Prezsiding Judge Diate Judge Code

24. TOTAL COMEP. = TRAVEL EXPENGES |ZIS. OTHER EXPENSES |2' TOTAL AMOUNT

25 PAYMENT APPROVED IN EXCESS OF THE STATUTORY THRESHOLD

Totsl Amt. Certified For Payment

Signature of Chief Judze, Court of Appeaks {or Delegate) Date Judge Code

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

Public/Attorney .
Notes

[_| I swear and affirm the truth or correctness of the above statements

Date: @ Smeit

< First | [< Previous ] [ Mot > ][ Last>
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Returned Vouchers

The attorney can return the voucher to the service provider for correction or additional
documentation. Any returned vouchers appear highlighted in gold.

Ta group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
1:14-CR -03805-AA- Jebediah Branson [+ 1) CIA-21 - Voucher Entry
Start: 0L/20/2009 Claimed Amount: 215,00 Abraham Astley S| 0101.0000030
End: 05/26/2010 Interpreter Translator = FINAL PAYMENT
1:14-CR -03808-AA- Thomas Howell (= 1) CJA-21 .. Voucher Entr
Start: 05082014 Claimed Amount: 0.00 Abraham Astley - it !
Enc: 05/08/2014 Chemist, Toxicologist d T
1 Page 1of 1 (2 items)

Printing a CJA-21 Form

From the left side panel, click the Form CJA21 link to print a standard version of the voucher.

Reports

Form CJAZ1

Reports

Any reports to which you may have access display on the Reports page. From the menu bar at
the top of the screen, click Reports to see which reports are accessible.

CJA eVoucher - Train District
SDSO Training - Release 6.3.0.0

Home Operations Reports Links Help Sign out

> Reports

Experts

Appointments
Dizplays the appointments for which the expert is working
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