Under My Appointment's List on your eVoucher desktop , locate the case you want to create a voucher for. Click
on the blue hyperlink case number and the case will open up. On the left side of the page are options for creating
various vouchers, Choose CJA 21 by clicking create. Then follow the instructions below.

Creating a CJA 21 Voucher or CJA31

From the Appointment page click Create from
the CJA 21 Voucher template.

The voucher opens to the Basic Info page.

Note:
There is NOT AN AUTOSAVE function on this program. You must click
SAVE periodically in order to save your work.
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When submitting a CIA 21 voucher you’ll have two options to choose from under the Authorization Selection.
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If the request does not require advance
authorization ($800 or less), click on the No TFy
Authorization Required option. :
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If you have a previous authorization received
through an order from the Court, click on the
Use Previous Authorization option.

Use Previous Authorizat
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Under My Appointment's List on your eVoucher desktop , locate the case you want to create a voucher for. Click   on the blue hyperlink case number and the case will open up. On the left side of the page are options for creating various vouchers, Choose CJA 21 by clicking create. Then follow the instructions below.
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Creating a CJA 21 Voucher (cont’d)

If you click “Use Previous Authorization” a list of Existing Requests for Authorization will appear.

Select the authorization you wish to
use by clicking it. The selected
authorization will highlight in yellow.
You will not be able to continue until
it is highlighted.

The service type will rollover from the
authorization selected. If no authorization
is being used, use the drop-down box to
select the service type.

Existing Requests for Authorization

ID Number: 155
Order Date: 05/27/2014
Authorized Amount: 0

Service Type: Weapons Firearms
Explosive Expert

Estimated Amount: 1000
Requested Provider: Robert Arms

[ New \mucié;' Information

Service Type ,‘ : f |

Description

Enter a description of the service to be
provided.

\ VoucinaA-ss‘gmt )y i
\ This indicates who wil be responsibie for filing the voucher daim part |

. - P s
You can search one of the service providers akready in the system
OR you can enter the required information for another provider

expert  [EETRENI
e =S T _.  — — =]

Expert Info Gina Gabriel

Details 110 Main Street

San Antonio TX 78210 USA
Phone: 210-593-3340

a few interpreters

As the attorney  you will
Select the Expert.
If the Expert you selected is not authorized
to use eVoucher, the Voucher Assignment
field will remain locked indicating the
Attorney will be responsible for filling the
voucher claim part.

be responsible for

If the Expert you selected is authorized to
use eVoucher, the Voucher Assignment field
will unlock for you indicating the Expert will
be responsible for filling in the voucher claim
part.

Note:
Only experts registered with the service type selected will appear in the drop-down box. If you wish to submit a
person for approval, steps on how to add an Expert are on page36.

l Crea;é V‘Juucihef 7'1
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have eVoucher access all
filing

other expert service providers do not.
the CJA 21/31 voucher.

Voucher Assignment ¢
This indicates who will be responsible for filling the voucher daim part

Voucher Assignment Attomey @ Expert
This indicates who will be responsible for filing the voucher claim part
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   As the attorney you will be responsible for filing the CJA 21/31 voucher.


Creating a CJA 21 Voucher (cont’d)

p Click Create Voucher.

Notes:

If all information is not entered you cannot advance to the next screen.

If the Expert you selected is authorized to use eVoucher you are done at this point and you may click
Home or logout.

If the Expert you selected is not authorized to use eVoucher you will file the voucher on behalf of the
expert. The voucher will appear in the “My Active Documents” section as submitted to attorney. You
will perform the second level of approval/submission by clicking on the voucher, navigating to the
“Confirmation” page and approving the voucher. The voucher will then move to the “My Submitted
Documents” section. Outlined steps are on pages 36-39.
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**This is only for a limited number of interpreters
Creating a CJA 21 Voucher (Cont'd) designated to have eVoucher access. You must
submit a W-9 to the court to add a new expert.
If you wish to submit a person as an Expert, follow steps 3 through 5 on page 34.

From the Expert drop-down list, select

the empty (null) value. Voucher Existing Requests for Authorization
Assignment should be on the Attorney ID Number: 155 Service Type: Weapons Firearms
ootion Order Date: 05/27/2014 Explosive Expert
ption. Authorized Amount: 0 Estimated Amount: 1000
Requested Provider: Robert Arms
New Voucher Information
Fill in all required information on the Service Type apc ' s
person you wish to submit for
approval. Description
‘ ‘Voucher Assignment ¢ |
Click Create Voucher. | This indicates who will be responsibie for filing the voudher claim part
Caile T
You can search one of the service providers already in the system
OR you can enter the required information for another provider
[ 1
Expet |
|
First Name Middle Name  Last Name = |
Note: gty | | | | | ]
e The person you submitted will go through SSN/EIN: ©  Email *
an approval process. Once that person has Il |
been approved, an email will be sent to you. ' Phone * Fax

¢ You'll now be able to select the person from

p y Address 1 - City -
the Expert drop-down list and all their | g
information will automatically populate. Address 2 _ State - Zip *
, | ]
Address 3 Country

Il
i I Create Voucher I i
| 1
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Creating a CJA 21 Voucher (cont’d)

After Create Voucher has been selected, you'll proceed with similar steps mentioned on the CIA 20 Voucher adding
Services, Expenses, Claim Status, and Documents.

Note:

If you have submitted the voucher for the expert, you'll need to approve the voucher
twice, once while sending it for the expert, and a second time after it appears in the “My
Active Documents” section.

Click the Services tab or click the Basic Info b Services Expenses Claim Status Documents Confirmation
Next option located on the [ S TN
Progress bar. I s [e/s9ra01 }ji ‘D.,,m IS . fam .l J
Enter the Date, Hours, Rate, and | [ome Lk ’ e B TR ’_' :] R_ T
= ~ —_— - _ Add emove
Description. ey '
1 ‘ Date Description Hrs Rate Amt !
Click Add. (1] 4 |
- s
|
The item will appear in the bottom of the |
Services list section.
, e k o
C“Ck Save. st ][ <mevous |[ tewt> |[ Last= | [ [seve ] ‘ [ el Draft_|
CIiCk the Expenses tab or CIiCk the Basic Infe Services » Expenses Claim Status Documents Confirmation
Next option located on the P e 3 .
Progress bar. pete s 12 [l 0 |
Expense Type » | - e — }
Enter the Date, Expense Type, o o VY T = ]
B Description and Miles. —— L [ fanos f
B Cllck Add, ‘ | Travel Mias CE/1/2044 Trave! tz/from mastag otk defendant ER ‘“”E [
4 11} [ - - s
(|
\

The item will appear in the bottom of the
Expense Type section.

1 Pageloﬂ(nm)_‘

Click Save. [ ][ <roes Lweas [ e | =1 | [ ]
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Creating a CJA 21 Voucher (cont’d)

Click the Claim Status tab or click

Basic Info Services Expenses F Claim Status Documents Confirmation
the Next option located on the
Progress bar. Claim Status
; StartDate  [06/12/2014 |+ 5| J {endDate  [s/192015 |- )

Enter the Start and End Date, I S 3 v
making sure to select the R =
earliest date of services and | Fshant Chine l

@ Final Payment {
expenses as the Start Date. | imempomer (payment =

Supplemental P
Select an option under the | D _mm‘ =
Payment Claims section.
Click Save.
[ «Frst ][ <Previous [ mext> [ Last~ ] [ Save | [ peletepraft |

Note:

e Final Payment is requested after all services have been completed.

e Interim Payment allows for payment in segments, but each Court’s practice may differ. If using this type of
payment indicate the number of this request payment.

e After Final Payment number has been submitted, Supplemental Payment may be requested due to a missed
or forgotten receipt.

Click the Documents tab or click BBl b Bopvkies - Ewpemaes. ek Stutux: 3 Doowments: -/ Confimation
the Next option located on the

Progress bar. Supporting Documents

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

Browse to select a PDF file to Fia Browse
attach. bl el E g = < — - ]

=) |
C|IC|< Upload l invoice from Expert D:: v.:_-

Note:
All documents must be submitted in PDF
format and must be 10 MB or less. [ | [<reves (R [ | | [ ]| |

The document will appear in the bottom of the Description section.

Click Save.




Creating a CJA 21 Voucher (cont’d)

A confirmation page will appear.

. . . . Publc/Attomey |
Verify all information is Nates
correct.
. S T S = =1
] I swear and affirm the truth or correctness of the above statements | |

Check the affirmation box.

. " . Date: 6/19/2014 9:28:36
This will automatically e —
time stamp the voucher.

o
=
| &
3

[Corest ][ <Previous |[ hext> |[ Lests ] [ save ] [ DeleteDraft |

Click Submit.

A confirmation screen will appear indicating the previous action was successful and the voucher has been submitted.

Click Home Page to return to the
home page. Click Appointment
Page if you wish to create
additional document for this
appointment.

| Success |
Your voucher has been submtted for payment. You wil recerve a notification if we need more detals,
Please keep the following voucher number for your own records:

0101.0000154

Back ta:
H e
Appointment Page

The case file will appear in the “My Active Documents” section.

SEIeCt the flle To growp by a parbadar Header, drag the column to this area Search: |
Case Defendant Type Status
L14-CRO3502-44 Wendy Wison Cla-21 ) Submitted to At ey
06/1272014 Clamed Amount: 166.80 Gna Gabred F o "r-fna oy
06152014 ‘Weapons Frearms Explosi. ..

Navigate to the Confirmation tab.

Verify all information is

correct. Publc/Attomey
Kotes

Certify the information by

checking the box. This will . Lcertiy that  have reviewed the sbove | | / 0 e 1)
automatically time stamp Date: 6/19/2014 9:43:24 ’ \ Approve Reject

the voucher. B — = — - e
[n [ creme ][ | [me] [E=1 |

Click Approve.





