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Voucher Tips

e Enter the correct “start” and “end” dates on Claim Status page. Do not use the default
date as ending date for your voucher.

e Be specific with travel, include start and stop addresses.

e Submit authorization requests for service providers BEFORE work begins; don’t wait
until you receive the invoice.

e List the docket entry number and corresponding number of pages for court documents.

e Attach supporting documentation.
o All relevant financial documentation (attach copies of receipts for expenses over $50)
o Supporting memorandum order for interim payments

o Case budget motions and orders (including supplemental orders)

e Include the name of the court reporter on the AUTH24 in the Proceeding to be
Transcribed box.

e Enter the Disposition Code in the Public/Attorney Notes section on the confirmation
page of final vouchers.

Type of Disposition Code
Acquitted by court, or government motion for judgment of acquittal granted ......... 2
ACQUITEEA DY JUTY ettt ettt ettt et e e e e eseesneeenne 3
Convicted/CoUrt trIAl .........ooouiiiiiiiieie e 8
Convicted/final plea GUILLY ......c.coooiiiiiiiiiiiiee e 4
Convicted/final plea NOLO .....cccvveeiiieeiieceeee e 5
Convicted/JUI 1Al ...c.eeeiiiiiieiiece et 9
DISIMISSEA ...ttt ettt ettt st e 1
Guilty/inSane/Court trial .........c.cooeuieiiiiiiieieeie ettt F
Guilty/INSANE/JUTY 1Al ..ocvviiiiiieeii e H
Habeas/Petitions/Writs — Denied ..........ccceeviiiiieiieiiieiiecieeeeee e DE
Habeas/Petitions/Writs — Granted.............coooueeiieiiiiiiiiieiieeeeee e GR
IMIISEEIAL .ottt sttt ettt C
Not Guilty/insane/court trial ..........cccoeoviieriiieiiiceie e e E
Not guilty/insane/Jury trial .........cccocceeiiiiiiiiieie e G
Other (PTD matters, other reps. Transfers) ......cccceveeeeviieeiiieeiieeeie e X
Probation/Parole/Supervised Release - Revoked..........cccoooveiiiiiiiniiiiniiiiiieeee RV
Probation/Parole/Supervised Release -Restored...........ccoovveeeiiiiiiieniiiiieeeeee RS
eVoucher Attorney Manual 1

ILND.05.16.2017 —revI0



Representation Types

| [Description. |

CC | A defendant charged in a criminal case with an offense(s) that is a felony, misdemeanor, or
petty offense under the United States Code, or an assimilated crime under a state code
including ancillary matters.

NT A new trial either directed from the court of appeals on remand or as a result of a mistrial.

MA  Motion attaching a sentence (28 U.S.C. § 2255).

MC  Motion to correct or reduce sentence (Fed. R. Crim. P. 35)

HC  Habeas corpus, non-capital (28 U.S.C. § 2254)

BP Bail Presentment

WI | Material Witness (in custody)

WW  Witnesses (Grand Jury, a Court, the Congress, a Federal Agency, etc.)

PR  Probation Revocation

PA  Parole Revocation

SR Supervised Release Hearing

EW  Extraordinary Writs (Prohibition, Mandamus)

CH  Mental Competency Hearings (See Chapter 313 of Title 18 U.S. Code)

PT Pretrial Diversion

EX | Extradition Cases (See Chapter 209 of Title 18 U.S. Code)

OT | Other Types (e.g., line ups, consultants, prisoner transfer, etc.)

TD | Appeal of a Trial Disposition

CA  Other Types of Appeals

AP Appeal from Magistrate's Decision

CF  Civil Asset Forfeiture (18 U.S.C. § 983(b)(1))

AF | Appeal of Civil Asset Forfeiture (18 U.S.C. § (b)(1))

HA  Habeas Appeal (28 U.S.C. § 2254)

JU Juror Employment Issue (28 U.S.C. § 1875(d)(1))

ML  Malpractice Representation (18 U.S.C. § 3006A(d)(1))

PL Parole Appeal (18 U.S.C. § 4106A)

SC Supreme Court

CK | Crack Cocaine Retroactive Sentencing Guidelines Amendment (effective 2008)

AA | Appeal of CK

CK2 | Crack Cocaine Retroactive Sentencing Guidelines Amendment (effective 2011)

AA2  Appeal of CK2

DR1  Retroactive 2-Level Reduction to Sentencing Guidelines for Drug Cases

DRA  Appeal of DR1

JRV | Review for Johnson Eligibility

JHB  Johnson Representation for a § 2255 Motion or § 2241 Petition

JHP | Appeal of JHB
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Introduction

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

The eVoucher program allows you to
e submit Authorization requests for expert service providers;
e upload supporting documents to claims or Authorization requests;
e submit your claims electronically to the court; and
e take an active part in monitoring costs through reports.

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

eVoucher Attorney Manual 3
ILND.05.16.2017 —revi0



Browser Compatibility
e Windows: Internet Explorer 8 or newer
e Apple Macintosh: Safari 5.1
e Apple Mobile: Safari.

CJA eVoucher will not work with Chrome, Firefox, Microsoft Edge, or any other browser not
listed above. Additionally, you may need to reset the browser’s cache for the program to work
correctly.

USER LOGIN Illinois Northern District Court Test Release 5.0

You may only login to CJA using one of the approved browsers listed below..On Windows 8 or IE 11 you
must set the browser to Compatibilty mode to log in.

. m Help
1' CIICk the TOOls menu) a'nd Delete browsing history... Ctrl+Shift+Del

then select Compatibility View yoa ey SRR

Tum on Tracking Protection

1 Activel
settings. s

Reoy E ¥ g

Add site to Start menu

View downloads Ctrie)
Pop-up Blocker

SmartScraen Filter

Manage add-ons

Compatibility View settings

Subscribe to this feed

2. Type uscourts.gov in the Add

thlS Web51te ﬁeld- m Change Compatibility View Settings
3 . CIICk Add- Add this website:
| uscourts.gov |

| ‘Websites you've added to Compatibility View:

Remove

4. Check the box next to Display

intranet sites in Compatibility e e
View.
Add this website:
Add
5 . Clle Close. Websites you've added to Compatibility View:
ada.den T

uscourts.gov

Display intranet sites in Compatibility View I
Use Microsoft compatibility lists
Learn more by reading the Internet Explorer privacy statement

eVoucher Attorney Manual 4
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Login

e Passwords must be a minimum of eight characters, and include uppercase, lower case,
number, and symbol.

e Passwords expire every 180 days.

e If you enter an incorrect password more than three times, you will be locked out. Please
email cja_ilnd@ilnd.uscourts.gov to have your password reset.

L Entr your court sued ogin nd
password. —
2. Click Log In. ———

Forgotten Login

login ID, click Forgot your login?

Existing wser? Pesse g n.

Pageword:

Fart yous logi? é

2. Enter your user name or email
address and click Recover.

3. Follow the instructions in the
email that you will receive.

Security Enhancement to Expired Password Reset Functionality
Users clicking on the “Forgot your login?" link on the eVoucher home page receive an email with
instructions and a link to reset their password.

e In CJA eVoucher v5.0, this link now expires if it is not used within 24 hours.
e The user may only click on the link once, after which the link becomes invalid.

eVoucher Attorney Manual 5
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Home Page
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Folder | Contents
My Active Documents e Documents you are on which you are currently working.
e Documents created by an expert service provider.
Appointments List For a complete list of all your appointments click Operations,

and then select My Appointments.

Home Operations Reports

pintments

My Submitted Documents | Vouchers that you have submitted to the court for payment.

My Service Provider’s e Vouchers for all service providers.
Documents e Vouchers submitted to attorney for approval and submission.
e Vouchers approved by attorney and submitted for payment.

Closed Documents e  Documents/Vouchers paid or approved by the court.

e  Documents/Vouchers appear until archived by Fiscal. Fiscal
archives at the start of each month.

eVoucher Attorney Manual 6
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My Profile

1. Click My Profile.

Welcome Test Attorney:

My Appointments:  View

Search Existing Appointments:  Search
Login Info Login Info semame| | change
e Edit your username. Your Login information Password === reset
¢ Edit your password.
CM/ECF Password |:|

Attorney Info

¢ Add your Bar number.

e Change your contact
information.

e Change your email address.

Billing Info

To change your billing
information email your current
WO to
cja_ilnd@ilnd.uscourts.gov

Continuing Legal Education
This tab is not used by ILND.

eVoucher Attorney Manual
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Attorney Info
Your personal info

Billing Info
List all available billing info records

Continuing Legal
Education

CM/ECF Access is linked

Bar Number:
Your Name: Test Attorney

Your Contact Info:

Phone: 312-435-5670

Fax:
ga_iind@ilnd.uscourts.gov

Your Address:
219 5 Dearborn 5t
Chicago, IL 60604
usa

Your default billing info is:
Test Attorney
SSMN/EIN:***+¥9999
219 S Dearborn St
Chicago, IL
60604 - USA
Phone: 312-435-5670
Fax:

Mo fifo has been stored.
click VIEW to type your info.

This tab is not used by ILND




Online Help

A Help feature is now imbedded in eVoucher. Help content is tailored to each user type. When
the user accesses the links, a new window opens to display the help content.

Home Operations Reports Li Help  logout
L, T file

Contact Us
Privacy

Contents Index Searc ossary

eVoucher | Home > Welcome to eVoucher

ffi Geting Started
[l Document Types Welcome
@ Attoney Topics

[l Expert Topics

@ Payment Information

eVoucher is an automated solution for the paper-based Criminal Justice Act (CJA) vouchering system to prepare, submit, review, and
certify CJA vouchers for payment. It is designed with built-in features to support other CJA-related business functions from case
budgeting to reporting.

The purpose of this help system is to provide guidance and explain various features and concepts of CJA eVoucher. It is intended for
attorneys, expert service providers. The information contained in this document is meant to supplement training materials created by
individual courts.

Some features of eVoucher may not be available. Contact the appropriate federal defender organizatio
“ with questions.

n#, district or appeals court

Online Help Topics

o Get Started

o Change Username and Password

o Reset Forgotten or Expired Password

o Browser Tips

o fication Reg

o Document Types o Attorney Topics o Expert Topics

o AUTH o Attorney Home Page o Expert Home Page
o AUTH 24 o Attorney Profile o Expert Profile

o G GrEredisan Al IO TER RO St Bhag
o CJA 21131 o Create CJA 20/30 o Expert Reports

o CJA24 o E Speci

o CJA 26 a

o 5

aBeproseiitian Ipes
o Payment Information

o CJA Resources

Criminal Justice Act (CJA) Guidelines &
GSA Travel Resources

ounsel ¢

rvices - App‘t‘:
Federal Defender Services &

oo o oo

eVoucher Attorney Manual 8
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Court Appointment

When the Court makes an appointment, CJA eVoucher generates and sends an email notifying the
appointed attorney. This email confirms the appointment and includes a link to CJA eVoucher.

A complete list of your appointments can be found
by clicking Operations, then My Appointments.

If you want to

Create an authorization
for expert and other
services

Home Operations Reports

My Appointments

Then click the Appointments List on the home page and
Click Create AUTH under Create New Voucher.

AUTH Create [

Authorization for Expert and other

SENICES

Create an authorization
to obtain a transcript

Click Create AUTH-24 under Create New Voucher.
Create | €

AUTH-24

Authorization for payment of transonpt

Create a voucher to
pay court-appointed
counsel

Click Create CJA-20 under Create New Voucher.

CJA-20 Creale | om

Appointment of and Authority to Pay

Court-Appointed Counsel

Create a voucher for
expert and other
services

Click Create CJA-21 under Create New Voucher.
CIA-21

Create
Authorization and Voucher for Expest
and other Sarvices

eVoucher Attorney Manual
ILND.05.16.2017 —revi0




Audit Assist

Audit Assist helps you to identify errors and issues with your vouchers BEFORE you submit
them to the Clerk’s Office for processing. We strongly encourage you to use this tool, as it will
reduce the amount of time that it takes to process your voucher and send your payment.

|+ Basic Info Services Expenses Claim Status Documents Confirmation
Basic Info
T CIFLDIST DIV CODE 7. FERSON REFRESENTED [FOUCHER NUMBER
752 Sam Jones
3.MAG. DET/DEF NUMEER 1 DI5T. DRIDEF NUMBER T APPEALS. DRTDEF NUMEER 6. OTHER DK /DEF NUMBER
1:44-CR-00099-100-RC
7.1V CASEMATTER OF (Case Name) 5. PAYMENT CATEGORY U TVFE FERSON REPRESENTED T0. REPRESENTATION TYFE
US V Sam Jones Felony (ncluding pre-trial diversion | 4, b gendant |Criminal Case
jof alleged felony)
11 OFFENGE(S) CHARGED
T2 ATTORNEY'S NAME AND MAILING ADDRESS T3, COURT ORDER
[FEDERAL DEFENDER. - Bar Number: 123436 [ A Associate []€ Co-Counsel [T Subs for Federal Defender
é EECN;%:(\)—RIEE%M 0 Appainting Counsel || P Subs for Panel Attorney || R Subs for Retsined Attorner
e SFraSe T Retained Attorzey ¥ Standby Counsel
[Phone: 5124356066 O O ¥ O 7
[Prior Attormex's Name
|Appointment Dates
Jsiznature of Presiding Judge or By Order of the Court
[Ruben Castillo
14, LAW FIRM NAME AND MAILING ADDRESS [Date of Order Nuuc Pro Tunc Date
1/172017
Repayment || YES []|NO
Payment Info
Preferrad Payee

[Crrst [ <Previous |[ mext> |[ Last» | [ sae | [ Delet=Draft | || Audit Assist_| I

In this example, an attorney user would be required to resolve the error before submitting the
document to the court. Warnings are for informational purposes. However, we recommend that
you resolve any issues before submitting your voucher.

| Basic Info Services Expenses Claim Status Documents Confirmation
i 2 hitps://sdso-testeva ada.den/CIA_tsd_S0district/ ClaeVoucher/Pages/Vouchenng/dudi.. | = | E || &
P PP L) 9.
1 CTR/TIST/DI| E f—
loo7s rrors
3.MAG. DKT/TY 9 There are in-court services dates that exist on weekend days.
T.IN CASEMA]
Warnings
fin Re:Reginall | 8 he date of the voucher is before the appointment or nune pro tunc date. pr. 2te.)
A Service and/or Expenses are out of the Voucher Start and End Dates.
11 OFFENSE(S)
12 ATTORNEY|
Smith Atty
123 Elm St.
Sprinefield VA4

Red errors must be corrected prior to submitting your voucher.
warnings are information and items that you should double check before submitting your
voucher.

eVoucher Attorney Manual 10
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Create a Voucher for Expert and Other Services (Auth)

All AUTH S in excess of $2,500 must be approved by the presiding judge on the case and the

Chief Judge of the 7" Circuit. Clerk’s Office staff will submit these completed AUTHs for
approval.

1. Select the case from the Appointments

. Create New Voucher
List on the Home page.

2. Click Create next to AUTH on the

Appointment Info page. Create
Authorization for payment of transcript
Create
Appointment of and Authority to Pay
Court-Appointed Counsel
CIA-21 Create
Authorization and Voucher for Expert
and other Services
3. Enter the Estimated Amount. b Basicinfo ) Documents | Confimation
Basic Info
4. Enter the hourly rate in the Basis of e Bt o
Estimate field. R LY ST " SS——
[USA V. Sample Defendant | Fﬁm f:fé‘l'd‘"% pre-trial diversion |, & 1. Dyfendant |Criminal Case
e
5. Enter a brief description of and Fommer o E Y Cccutmms
. . . . . %ﬁggeﬁbggnil [C]F Subs for Feders] Defender OAppdmmng:unnul
_]UStlﬁCatlon fOI‘ SErvices 1 the [Phone- 312-435.5670 Eymmc“:"‘”—‘ O Afforney
Description field. frere
14 LAW FIRM NAME AND MAILING ADDRESS ﬁ':f;:ﬁ‘ﬂ%‘éﬁmﬂ e et
o e Tete
6. Select the Service Type. s
Order Date
7. If you know the name of your provider, — weemen O
. . Estmated Amount [ ]«
enter the name in the Requested Provider — msoeiamm
field. s
Description
8. Click Save. S ‘ V-
«First | [ <Previous || Net> |[ Last> | [[save | [ Delete Draft
eVoucher Attorney Manual 11
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Optional: Upload documents (steps 9-
12.)

9. Click the Documents tab.

10. Browse and select the document to be
attached.

11. Add the title of the document in the

Supporting Documents

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

File CAUsers\rogerspT\Deski
‘Rﬁume of Joe Doe Expert

Description

=l

Examples of documents that may be attached

description field. * Resumes of experts
e References for experts
12. Click Upload, and then click Save. e Justification of services
14. Click the Confirmation tab. -
Basic Info Documents | F Confirmation
|
1 5 . Add any brlef IlOteS I— Altention: The notes you enter will be available to the next approval level,
= Notes are viewable by all Court users.
16. Check the affirmation box. X
1 swear and affirm the truth or of the
Date: 11/7/2014 7:43:16 @ Submit

17. Click Submit.
}8. ‘A qonﬁrmatlon screen filsplays T
indicating successful submission. e —

Please keep the following decument number for your own records:

0752.0413771

Back to:

Home Page

Appointment Page

eVoucher Attorney Manual 12
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Create a Voucher to Obtain a Transcript (AUTH 24)

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

page.

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

Create New Voucher
AUTH Create

Authorization for Expert and other
Senvices

AUTH-24 Create
Authorization for payment of transcript

CIA-20 LCreate
Appointment of and Authority to Pay
Coirt-Appointed Counsel

CIA-21 Create
Authorization and Voucher for Expert
and other Services

3. Complete the Processing Transcript | proceedng
to Be Used, Proceeding to be A
Transcribed, and Special Transcript Transcribed
. Appartioned Cost (%)
Handling fields. s i_l
Special Transcript i wil
4. Click Save. I bz ["7 | : -
__| Prosecution Opening Statement || Prosecution Argument || Prosecution Rebu
|| Defense Opening Statement [] Defense Agument [ Jury Instructions |
Order Date
Nunc Pro Tunc Date
5. Click the Confirmation tab.
Basic Info Documents | [ Confirmation

6. Review the information on the form.

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

9. Click Submit.

‘Attention: The notes you enter will De avaial

e to the next approv;

Public/Attomney

flotes Notes are viewable by all Court users.

1 swear and affirm the truth or
Date: 11/7/2014 9:37:8

() Submit

10. A confirmation screen displays
indicating successful submission.

Success

Your for payment.

0101.0000150

Back to:
Home Page
Appointment Page

eVoucher Attorney Manual
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Create a CJA20 Voucher

1. Select the case from the

Appointments List on the home page.

2. Click Create next to CJA-20 on the

Appointment Info page.

“reate New Voucher

AUTH Crea
Authorizabon for Expert and other
Servoe

L]

AUTH-24 Create
Authorzateon for pryment of Eranscngt

CIA-20
Apperi

CiA-21 Create
Aithoriratesn and Voucher for Expert

3. Click the Services tab to

b Basic Info Services Expenses Claim Status Documents Confirmation
enter services. Basic Info
: oS

4. Enter the required fields; Basic Info ID Services I Expenses Claim Status Documents Confirmation
including the service type from Services -

Date 4/14/2017 * 3 Description
the drop down menu. soke e | -

Doc.# (ECF) Pages

. . Hours = at$§129.00 per hour. Add Remove

5. Click Add and then click s

Save.

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

Service Type ‘Dabe |Dscripﬁn|| |Hrs|kzte ‘Amt ‘Amitl\lobs

| Audit Hrs‘ Audit Amt

3. Interviews and Conferences 04/24/2009 CONV2013 03 $110.00 $33.00

b. Obtaining and Reviewing

04/22/2009 CONV2013 o
Records 122!

511000 $11.00
3. Interviews and Conferences 04/22/2009 CONVZ013 0z $110.00 $22.00

04/22/2009 CONV2013 o

n

$110.00 $66.00

04/22/2009 CONV2013 0.

£110.00 $11.00

04/24/2009 CONVZ013 0.1 11000 $1L.00

naiza008. cONVINIR 1.1 ertonn <191.00

* indicates a required field.

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

7. Click Add and then click
Save.

s _.m row——

Confirmation
Expenses
pate [enzraons ]2 oescrption
all L | |
hiles [ 1 ats0.5600 per mite.
Amount I ~Add | [JRemove |

= Raqueed Fiakds

Expense Type Date

Description

Ho data

If you see an error message indicating that the service and/or expenses are out of the voucher start
and end dates, correct the date(s) so that all services and expenses are within that date range you

set on the Claim Status tab.

eVoucher Attorney Manual
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CJA20 - Claim Status

e Final payment - after all of your services have been completed.

e Interim payment- allows for payments in segments. A court order is required when
requesting an interim payment. The court order must be signed by the presiding judge and the
Chief Judge of the 7" Circuit.

e Supplemental payment may be requested due to a missed or forgotten receipt after final
payment number has been submitted.

e Withholding Return Payment - amounts previously withheld can be requested.

1' CIICk the Claim Status tab' Basic Info Services Expenses I Claim Status I | Documents Confirmation
[
2. Enter the VOUCher start and end Basic Infa Services Expenses [ Claim Status Documents Confirmation
dates. Claim Status
startpate | |« A End Date 1= A

3. Select the claim type.

Payment Claims

) Final Payment

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

() Interim Payment (payment #)
() Supplemental Payment
() withholding Return Payment

** Reminder: Please select the appropriate claim status.

5. Click Save.

1. Have you previously applied to the court for compensation and/or reimbursement for this case? Oves Cito
If Yes, were you paid? Oves TN
2. Other than from the Court, have you, or to your knowledge has anyone else, received payment Clves Cino

(compensation or anything of valug) from any other source in connection with this representation?

= Required Fields

[eFirst ][ <Previous |[ Net> |[ Last» | [ sae | | Delete Draft | [ Audit Assist

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

eVoucher Attorney Manual 15
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CJA20 - Attach Documents to a Claim
Attorneys and court staff may attach documents that support the claim.

Claims in excess memo to presiding district judge

Court orders, including orders for interim payments

Travel receipts

Receipts for other single item expenses greater than $50.00
Memo indicating reason for delay in submission

e Memos to the judge

1. Click the Documents tab. Eamtarsl s st ) Eminaee ) Cun e | »m....,..tsl B

2. Click Browse and select the Supporting Documents

document to be attached. U Uplotes (Oly Pl s oF X0V 0 0t o)
Fie G \AOVeVouchenCJA eVoi | Browse. .

Descrption [copies of receiptd x

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

4. Click Upload and then click Save.

eVoucher Attorney Manual 16
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CJA20 - Sign and Submit Voucher to Court

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

1 . Clle the Conﬁrmation tab. Basic Info Services Expenses Claim Status Documents | ) Confirmation
2. Review the VOUCher. ik Attention: The notes you enter will be avaiable to the next approval level.
lotes Notes  Notes are viewable by all Court users.

3. Add any brief notes.

[v] 1 swear and affirm the truth or correctness of the above statements
¢ Submit
4. Scroll to the bottom of the screen
and check the affirmation box. EECT | | | T L e [ WP

5. Click Submit.

Success

‘payment. Yourd i detais.
Please keep the folowing voucher number for your omn records:

6. A confirmation screen displays 0101.0000150
indicating successful submission.

Back to:
Home Page
Appointment Page

eVoucher Attorney Manual 17
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CJA21 - Create a Voucher for Expert and Other Services

1. Select the case from the

Appointments List on the Home page.

2. Click Create next to CJA-21 on the

Appointment Info page.

ALITH-24 Croato

Authargatons fw payment of Fansngt

Cla-20
Appomiment of and Actterty to Py
Court-Appadntied Cousned

Create

3. Select authorization type.

A.

Select No Authorization
Required if

services do not exceed
$800, or

prior authorization
obtained outside of
eVoucher, or

timely procurement of
services cannot await
prior authorization.
Go to Step 4.

Select Use Existing

authorization if authorization

has been obtained through
eVoucher. Go to Step 9.

Authorization Selection

You can click the Use Existing Authorization button to select frot

if under the statutory limit.

No Authorization Required

If your voucher compensation is under
the statutory limit and does not reguire
prior authorization.

Use Existing Authorization
Select this option to display and select
from a list of approved authorizations
for this appointment.

eVoucher Attorney Manual
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4. Select the Service Type.

5. Enter the description.

6. Select the Expert.

7. Click Create Voucher. DO NOT
ENTER INFORMATION IN THE
DATA FIELDS.

8. Click the Services tab to enter

services or the Expenses tab to enter
expenses.

Authorization Selection

You can click the Use Existing Authorization button to select from a list of approved authorizations, or click the No Authorization Required buth
f under the statutory limit.

No Authorization Reauired New Voucher Information
If your voucher compensation is under N -
the statutory limit and does not require |  Service Type Investigator V=
prior authorization.
Use Existing Authorization Description
Select this option to display and select
from a list of approved authorizations
for this appointment.
Voucher Assignment ~ ® “Tomes Boet
This indlicates who will be responsible for fillng the voucher claim part
Service Provider

You can search one of the service providers already in the system
OR you can enter the required information for another provider

Expert

First Name Middle Name: Last Name =

| | I

Email =

| \

Phane = Fax

| \ | \

Address 1= City =

| | | |
Address 2 State (U.S. Only=) Zip
| | v |
Address 3 Country*

[ | [UNITED STATES v|

If the name of the service provider does not display in the
drop down list, STOP. You will not be able to submit
the voucher for payment until the Fiscal Department has
added the provider to the system. Please email

cja_ilnd.uscourts.gov for an expert registration
packet.

9. Select the authorization (Use
Preauthorization, only).

10. Click Create Voucher.

.luﬂ'lfrizal:ion Selection .
. These options
B e F display only if Use
56 Previous Authorization ] | ‘m. PreViOUS
e e Ml s ) Authorization is
o
Wew Voucher Information selected.

Servior Provider

Yo can search one of the service providers sbeady in thg syter
R ou can ester the requred information fer

(23S i vostgaior, Export R

Expert Info Esepert Imvestigator

Dt 215 5 Dearborn
Chicago IL G604 LISA
Phere! 1134355570

| Craaln Veuchar
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CJA21 - Enter Services or Expenses

e Services may be entered as one lump sum.
e Travel expenses may be entered as one lump sum.
e Other expenses may be entered as one lump sum.

1. Click the Services tab to .D Basic Info || = Services | - Expenses . Claim Status .~ Documents  Confirmation

enter services. Basic Info

FoAEoRre S

2. Enter the required fields.

Basic Info ) Services Expenses

. . Services
3. Click Add and then click ows  [semu |-
Save ]
: S —
Date Description :
An * indicates a required field.
Date Use the last service date on the expert’s invoice.
Hour Enter the number 1 in the units field.
Rate Enter the lump sum dollar amount for all services
from the expert’s invoice.
4. Click the Expenses tab and cocite  :sveey topws fowmzwws o cxrmews
enter the required fields. %"“ﬁ:’@m.ﬁ . ‘
. [ | wsosompermic S f
5. Click Add and then click il s o
Save.
‘4ﬁrsi < Previous Lact = Save Delete Draft
Date Use the last service date on the expert’s invoice.
Hour Enter the number 1.
Rate Enter the lump sum dollar amount for all services
from the expert’s invoice.
eVoucher Attorney Manual 20
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CJA21 - Claim Status

e This screen is used to set the terms of the voucher. You must accurately enter your

o start and end dates;
o payment status; and
o required disclosures

e Final payment is requested after all services have been completed.
e Interim payment allows for payments in segments. A court order is required when requesting
an interim payment. The court order must be signed by the presiding judge and the Chief

Judge of the 7" Circuit

e Supplemental payment may be requested due to a missed or forgotten receipt after final

payment number has been submitted.

1. Click the Claim Status tab.

Basic Info

Services

Expenses I Claim SIzI:usI  Documents

Confirmation

2. Enter the voucher start and end
dates. Do not accept the default
dates!

3. Select the payment claim type.

4. Answer the questions regarding
previous payments in this case.
(Provide the documentation on the
Documents tab.)

5. Click Save.

Claim Status
StartDate (051172014 | = 2

* Requred Fieids

EndDate 51272014 |* =3

Payment Claims
_) Final Payment
) Interim Payment [ 2]tomment =)~

- Supplemental Payment

1. Have you previously applied to the court for compensation and/or rembursement for this? (®Yes
If Yes, were you paid? (W yeg

2, Other than from the Court, have you, or to your knowledge has anyone else, received payment O ves
(compensation or anything of value) from any other source in connection with this representation?

« First | [ < Previous |[ Mext> |[ Lasts | L save | | Delete Draft |

O
One
-

If an error message displays, make sure that the start
and end dates on this screen include all services and

expense dates.
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CJA21 - Attach Documents to a Claim

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

Court orders

Detailed invoice from expert

Expense receipts for single item expenses greater than $50

Explanation if prior authorization was not obtained for services in excess of $800.00
Memo indicating reason for delay in submission

Memos to the judge

Proof of prior authorization if obtained outside of eVoucher

Travel receipts

1' CIICk the Documents tab' Basic Info Services Expenses Claim Status I [» Documents I Confirmation

2. Click Browse and select the Supporting Documents

File Upload (Only Pdf files of 10MB size or less?)
document to be attached. = e

Description [copies of receiptd x

3. Add the title of the document in the =

description field.

4. Click Upload and then click Save.

eVoucher Attorney Manual 22
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CJA21 - Sign and Submit Voucher on Behalf of Expert

This is a two-step process. First, the attorney prepares the voucher on behalf of the expert.
Second, once prepared, the attorney must then sign and submit the voucher through eVoucher to

the court.

- A correctly submitted voucher will have a status of
“Submitted to the court.”

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

1. Click the Confirmation tab.

Basic Info

Services Expenses Claim Status Documents [ Confirmation

2. Review the voucher.

3. Scroll to the bottom of the

Public/Attorney

Notes

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

Notes  Notes are viewable by all Court users.

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

screen and check the affirmation ¢ Submit
box. .

«Frst | [ <Previous |[ Mext> [ Lests | [ save ] [ Delete oraft |
4. Click Submit.

. . 1:44-CR-00999-... Sam Jones (# 100)  CIA-21  Benitied] tor Ao 05/17/2017

5. A confirmation screen dlSplayS S 0401207 Claimed Amount: ... John D. Rea yd e

Enc: 01/10/2017 Investigator FINAL PAYMENT

indicating successfully submitted to
attorney.

6. Click on the Home page.

7. Select the CJA-21.

8. Click the Confirmation tab.
9. Review the voucher.

10. Scroll to the bottom of the screen
and check the certification box.

11. Click Approve. The voucher
status reads, “Submitted to Court.”

information

ﬂ[mmmm I / Approve OReject

Date: 11/18/2014 14:43:12
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18. A confirmation screen displays
indicating successful submission.

eVoucher Attorney Manual
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Success
This document has been submitted.

Please keep the following document number for your own records:

0752.0413771

Back to:

Home Page
Appointment Page



CJA20/CJA21 - Modify Services or Expenses

If you receive an email that a voucher was returned, you must modify the services or expenses as
directed. The returned voucher will also be highlighted in gold in the My Active Documents

section of your home page.

Y ACLIVE LoCuiment

1. Click the rejected

voucher.

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
1:14-CR-71111-V]- Sample Defendant4 (# 1) CJA-20 Voucher Entry
Start 11/07/2014 Claimed Amount: 885.00  Test Attorney _s_.l 0752.0003871 é
Enc: 11/17/2014 —" FINAL PAYMENT
1:14-CR-71111-V]- Sample Defendant 4 (# 1) CIA-21 -, Voucher Entry
Start: 11/07/2014 Claimed Amount: 388.00  Test Interpreter it
End: 11/20/2014 Interpreter Translator = INTERIM PAYMENT 1

2. Click the tab of the that
needs to be corrected.

3. Click the entry to be
modified.

4. Modify the entry as
needed.

5. Click Add, and then click
Save.

Basic Info I I Services I Expenses Claim Status Documents Confirmation

Services

Date 13/10/2014 | = 5] Description [ o Jai

Service Type ‘u Travel Time - ‘ s

N S —

Hours - at$126.00 per hour.

= Required Fislds

v & particular Header, drag the colu

Service Type Date Description Hrs
=. Sentencing Hearings 11/17/2014  Sentencing of Def 0.4
a. Arraignment andjor Plea 11/12/2014 Plea 0.3
2. Interviews and Confarences 11/10/2014  Interview with Def at Jail 15
d. Travel Time 11/10/2014 _ Office toffrom Jail 16

b. Obtaining and Reviewing Records  11/09/2014  Review Plea Agresment 10

Rate Amt Audit Notes  Audit Hrs  Audit Amt
512600  $50.40
512600  £37.80

$126.00  $185.00
$126.00 530160

512600  $125.00

In this example, travel time under the Services tab is

being modified.

If the Claim Status Dates HAVE Changed

1. Click the Claim Status tab.

Basic Info Services Expenses I Claim Status I

[F Documents Confirmation
[
2. Enter the start and end dates. Claim Status
3. Select the claim type.
Payment Claims
, Sl

4. Answer the questions  Soment somen
regarding previous payments in o heray i e P T SO
thlS CaSC. 1f Yes, were you paid? @ve Cna

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

(compensation or anything of value) from any other source in connection with this representation?
5. Click Save. ot L @ e
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6. Click the Confirmation tab.

Basic Info Services Expenses Claim Status Documents

J Confirmation

7. Review the voucher.

8. Add any brief notes.

Attention: The notes you enter will be avaiable to the next approval level,

Public/Attomey |

Notes Notes  Notes are viewable by all Court users.

[¥] 1 swear and affirm the truth or correctness of the above statements
© Submit
9. Scroll to the bottom of the
screen and check the affirmation e | T | T i e [ = T
box.
10. Click Submit.
11. A confirmation screen S .
displays indicating successful P 0 nes e s s
. . 0101.0000150
submission.
Back to:
Appointment Page
If the Claim Status Dates Have NOT Changed
1. CliCk the Conﬁl‘matiOIl tab. Basic Info Services Expenses Claim Status Documents [ Confirmation

2. Review the voucher.

3. Add any brief notes.

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

Public/Attomey

Notes Notes  Notes are viewable by all Court users.

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

© Submit
4. Scroll to the bottom of the screen
and check the affirmation box. s | || || RLAE 8 || | s el i
5. Click Submit.
Success

6. A confirmation screen displays
indicating successful submission.

Your poyment.

Please keep the folowing vouches number for your onn records:
0101.0000150

Back to;
Home Page
Appointment Page
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CJA24 - Voucher for Payment of Transcript

e The CJA-24 is created by the Court Reporter Coordinator.
e The court reporter then enters their services and expense onto the CJA-24.
e The attorney approves the CJA-24.

1:14-CR-70001-V)- Sample Defendant 1 (# 1) CIA-21 . Voucher Entry
1 . GO to your Home page Start: 11/17/2014 Claimed Amount: 65.00 Michael McHenry ‘_‘_‘:' Edit
End: 11/17/2014 Investigator —  FINAL PAYMENT
1:14-CR-70001-V)- Sample Defendant 1 (# 1) CIA-21 Submitted to Attomey
. . Swrt 11/16/2014  Claimed Amount: 10140 Expert Investigator 4
2. Click the CJA-24 on the Active . T 0752.0003860
. End: 11/18/2014 Investigator 4 FINAL PAYMENT
Documents list. 1:14-CR-70001-v)- Sample Defendant 1 (# 1)f C1a-24 _ Submitted to Attorney
Start: 11/14/2014 Claimed Amount: 182.50 § Court Reporter / 0752.0003845
End: 11/14/2014
1:14-CR-70001V1- Sample Defendant 1 (# 1) CIA-24 - Voucher E
St 04041901 Claimed Amount: 0.00 Mary M. Hacker | Edr i
i it

3 . Clle the Conﬁl‘matiOIl tab. Basic Info Services Expenses Claim Status Documents | Confirmation
4 . RCVICW the Voucher T Attention: The notes yo.:enm will be avaishle to the next approval level.
Notes Notes  Notes are viewable by all Court users.

5. Add any brief notes.

[¥| I swear and affirm the truth or correctness of the above statements
© Submit
6. Scroll to the bottom of the screen
and check the affirmation box. R | T | T W R ==Y
7. Click Submit. The notes field may be used to provide brief statements to

the Finance Department. However, any information of
substance needs to be in a memo and attached to the

voucher.
6. A confirmation screen displays Pl ) »
indicating successful submission. Pt 8 s s oy s
0101.0000150
Back to:
Home Page
Appointment Page
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Voucher Status

Vouchers Pending

Approval by the Court

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

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
1:14-CR-70001-... Sample Defendant 1 (#... ClA-24 Submitted to Court
Start: 11/05/2014 Claimed Amount: 54.75  Court Reporter ”’ 0752.0003805
End: 11/05/2014
1:14-CR-70001-... Sample Defendant 1 (#... ClA-21 Submitted to Court
Sart: 10/242014  Claimed Amount: 2,000... Expert Investigator # 0752.0003810
End: 10/24/2014 Investigator FINAL PAYMENT = S
1:14-CR-70022-... Sample Defendant 2 (#... ClA-21 Submitted to Court
Start: 10/01/2014 Claimed Amount: 2,037... Expert Investigator / 0752.0003826
End: 10/28/2014 Investigator FINAL PAYMENT
1:14-CR-70022-... Sample Defendant 2 (#... AUTH-24 . Submitted to Court
S 10/28/2004  Claimed Amount: 0.00 # 1752.0003819
End: 01/01/1900 2 —

Reduced Vouchers
Vouchers reduced by the court
have notes on a specific entry.

To view audit notes for
specific services

1. Click the Services tab.
2. Click on Audit notes.

Basic Info Il> Services I Expenses

Hours at §129.00 per hour.

= Rauirez Feics

Claim Status Documents Confirmation
Services
Date 4/14/2017 |= % Description
Service Type ‘ -
Doc.# (ECF) Pages -

To group by 2 particular Header, drag the column to this area.

Service Type | Date | Description

|Hl's‘Rahe ‘Mrlt IMlitNuhs I

‘ Audit Hrs‘ Audit Amt

. Interviews and Confersnces 04/24/2009 CONVI013 0.3 $110.00 $33.00

b. Obtaining and Reviewing

04/22/2009 CONV2013 0.1 $110.00 $11.00
Recards 22l
2. Interviews and Conferences 04/22/2009 CONV2013 0.2 $110.00 $22.00
b, Obtaining and Reviewing

04/22{2009 CONV2013 0.6 £110.00 $66.00
Records
a. Interviews and Conferences 04/22{2009 CONVZ013 0.1 $110.00 $11.00
b. Obtaining and Reviswing

04/24/2009 CONV2013 0.1 $110.00 $11.00
Recards
a. Tnkarviews and Canferences na/24/7009 CONVIN13 1.1 <110.000 <171.00

Approved Vouchers

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

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

Case Defendant Type Status
—

1:14-CR-70001-... Sample Defendant1 (# 1) AUTH Voucher Closed
Start: 10/23/2014 Claimed Amount: 2,000.00 Investigator L"Eu 0752.0003795
End: 10/23/2014 Approved Amount: 2,000...
1:14-CR-70001-... Sample Defendant 1 (# 1) AUTH-24 Voucher Closed
5o /232014 Claimed Amount: 0.00 1€ wso.0003804
End: 012312014 Approved Amount: 0.00 e
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Returned Vouchers

Vouchers rejected by the court
display in the My Documents
section and are highlighted in
gold.

Ty Lotumenis

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

Case

5;:".: 4
B BI04

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

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

Voucher Submission Date and Time Now Based on eVoucher Server
Documents submitted by attorneys and experts now use the date on the CJA eVoucher server
rather than the date on the users' local computer.

eVoucher Attorney Manual
ILND.05.16.2017 —revi0

29





