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ADDRESSES IN BILLING INFORMATION IN EVOUCHER

= Use USPS standardized abbreviations
= Omit punctuation

= Suite or room numbers should be entered on the line above the street address for
long addresses (i.e., line address will exceed 35 characters)

= May be entered in all-caps

10/20/2023

BILLING ADDRESS IN EVOUCHER

Street address without abbreviations and Street address with abbreviations and
with punctuation omitting punctuation
ABC Law Firm ABC LAW FIRM
12345 Northeast Meeting Boulevard, Suite #321 12345 NE MEETING BLVD STE 321
Raleigh, NC 27601 RALEIGH NC 27601-1441

CHECKING AND MODIFYING BILLING ADDRESS

Court Profile
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10/20/2023

=Verify that your billing address in
eVoucher is correct

=Wait 30 days after the check was
issued, then email April Bunn, ssa
MISSING OR d, th | April Bunn, Aly:
Hockaday, and John Patterson with the
LOST voucher number and payee’s name, and
CHECK? confirm that billing address is correct
=April_Bunn@fd.org,
Alyssa_Hockaday@nced.uscourts.gov,
John_Patterson@nced.uscourts.gov

Provisions in both the House and Senate
versions of appropriations bills to amend
18 U.S.C. § 3006A(d)(I) to add language

RELIEF IN SIGHT? aimed at allowing payments to law firms
ELECTRONIC

FUNDS TRANSFER
UPDATE

has been referred to the House Judiciary
Committee

AUTHS

Almost all requests for expert/investigative services must be filed in
eVoucher

The EDNC Ex Parte Request for Services Form must be attached to
the AUTH

If the AUTH is denied or approved for an amount less than requested,

to preserve the issue for the record file a motion to recol
the Ex Parte Motion for Expert, Investigative or Other Se




CJA-21 VOUCHERS

Link to any approved AUTHs

Enter services/expenses on behalf of expert

After an attorney submits a CJA-21 voucher on behalf of an expert, the voucher appears in the attorney’s My
Submitted Documents section as “submitted to attorney”” The attorney must open the CJA-21 voucher and
perform the second level approval/submission on the Confirmation page.

10/20/2023
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CJA 20 VOUCHERS

Link to CM/ECF

Voucher
art Dat
Save your work often! End Date:

Use the quick review panel on @ services: $34.336.50 %
vouchers total i
e

Budget Reports

Fee Amount Remaining After
Approved and Pending:
(521,536.50)

11

IMPORTING SERVICE ENTRIES ON CJA-20 VOUCHERS

’— Best to start on a new or empty CJA-20 voucher —‘

’— Requires a Comma Separated Values (CSV) file with a header row —‘
Header row must contain four mandatory column headings:

« Date
« Hours

« Description

« Service Type (e.g.16b) or *16b. Obtaining and Reviewing Records”)
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TRANSCRIPTS

If submitting a CJA-24 voucher
u Wait to create the CJA-24 for a contract court reporter,
approved, even if the br the attorney also must
Pt voucher until after the AUTH
transcript is ordered for an perform the second level
appeal at the Fourth Circuit approval for the voucher to be
submitted to the court

An AUTH 24 must be

24 is approved

10/20/2023
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= Alyssa Hockaday
® Alyssa_Hockaday@nced.uscourts.gov

= (919)645-1749

QUESTIONS?

14




Panel Attomey submits CJA20 Voucher

QerKs Office Review QerKs Office Reviewand Transfer to Fourth Gircuit

QerK's Ofice Certification Fourth Gircuit review, including Chief Judge approval

Payment Management Branch Certification/US Treasury Issues Check
(ordinarily a 3-day tumaround)

Oerk's Office Review

QerKs Office Certification

Payment Management Branch Certification/US Treasury Issues Check
(ordinarily a 3-day tumaround)




Expert submits invoice to panel attomey

Panel attomey creates CJA-21 voucher, enters
service and expenses, and submits voucher

Panel attorney opens CJA-21 voucher and gives
attorney approval of voucher

Qerk's Office Review (erk's Office Reviewand Transfer to the Fourth Circuit

Qerk's Oifice Certification Fourth Gircuit Review; including Chief Judge approval

Payment Managerment Branch Certification/US Treasury (erks Office Review
issues check (ordinarily a 3-day tumaround)

Cerk's Office Certification

Payment Management Branch Certification/US Treasury
issues check (ordinarily a 3-day tumaround)




eVoucher 6.9 Service Provider Authorizations

NOTE: With the exception of capital habeas cases, all requests for authorization of funds for
investigative, expert, or other services must first be submitted via eVoucher, and not by intially filing a
motion in CM/ECF. The AUTH must include a completed EDNC Ex Parte Request for Services Form
attached to the Documents tab. If the AUTH is denied or approved for an amount less than requested
by the attorney, the attorney must then file a Motion to Reconsider in CM/ECF using the Ex Parte
Motion for Investigative, Expert, or Other Services event to preserve the issue in the record.

In habeas cases challenging the death penalty, the attorney should first file a motion for authorization
of funds in CM/ECF. See 18 U.S.C. § 3599(f). If the motion is granted, the attorney should attached the
order granting the motion to the AUTH in the Documents tab in eVoucher.

Requesting an Authorization for a Service Provider

In the Appointments’ List section of your Home page, click the case number link.

Home Operations Reports Links Help Sign out

Appointments Defendant
I Case: 1:14-CR-08805-A4 I Defendant: Jebediah Branson

= Representation Type: Criminal Case
Case Title: USA v. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Represzentation ID: 2 Pres. Judge: Albert Albertson
Appointment ID: 4 Adm.[Mag Judge:
Case: 1:14-CR-08806-AA Defendant: Thomas Watson
Defendant #: 1 Representation Type: Criminal Case
Case Title: USA v. Watson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation ID: 4 Pres. Judge: Albert Albertson
Appointment ID: 2 Adm.[Mag Judge:

In the Appointment section, click the AUTH Create link

Home Operations Reports Links Help Sign out

bR _ Appointment Info
- T CIR DIST/DIV CODE T PERSON I
101 Pebediah Br:
tment, including st of 3 MAG. DET/DEF NUMBER. 1 DIST DET/
1:14-CR-08!
7 IN CASEMATTER OF(Case Name) T FAVMENT
[USA v. Branson fFelony (incl

f alleged fe
11 OFFENSE(S) CHARGED

15:1823 F INSPECTION VIOLATION PENALT
[1Z ATTORNEY S NAME AND MAILING ADDRESS
Andrew Anders

Create New Voucher 110 Main Street

San Antonio TX 78210

[Phone: 210-833-3623

Authorization for Expert a |Cell phone: 210-533-1234

Services [Email- lisa_omelas@aotx uscourts gov

AUTH-24 Create
Authorization for payment of
transcript

BUDGETAUTH Create
Authorization for Excess Attomey
Fees andfor Expert and other Services
on Budgeted Case

14, LAW FIRM NAME AND MAILING ADDRESS

A Administrative Office
of the United States Courts


https://www.nced.uscourts.gov/pdfs/EDNCServiceProviderAdvanceAuthForm.pdf

eVoucher 6.9 Service Provider Authorizations

Click the Create New Authorization link.

Authorization Type Selection
You can dick the Create New Authorization button to create a new authorization request, or click the Request Additional Funds button to select
from a list of approved authorizations that you would like to request additional funds for.

Create New Authorization
Use this button to create a new
authorization.

Request Additional Funds
Use this button to select an approved
authorization that you would like to
request additional funds for.

On the Basic Info page, enter the information requested for the authorization.

In the Estimated Amount, Basis of Estimate, and Description fields, enter the appropriate
information; the Authorized Amount field is not editable. Then click the Service Type drop-
down arrow and select the applicable service type.

| Basic Info Documents Confirmation

Basic Info

1 CIR/DISTDIV.CODE 1 PERSON REPRESENTED 'OUCHER NUMBER
101 ebedia Branson
3 MAG. DKTDEENUMBER 4. DIST. DKT DEENUMBER £ APPEALS. DKT'DEENUMBER 6. OTHER. DKT/'DEFNUMBER
1114 CR08803 1A
7. IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYFE PERSON REFRESENTED 10. REPRESENTATION TYFE
JSA v Branson [Felory (icluding pre-trial diversion |, iy eordant Criminal Case
of alleged folony)

T OFFENSE(S) CHARGED.
13:1823.F INSPECTION VIOLATION PENALTIES
17 ATTORNEY S NAME AND MAILING ADDRESS 13 COURT ORDER

ndrew Anders [IDFederal  [JF subs for Federsl
110 Main Street D sscine Do cocomsd 500 Defender
[San Antonio TX 78210 )L Learned Counsel B0 Appointing [ P Subs for Panel | R Subs for Retsined
IPhone: 210.833.5623 (Capital Ouly) Comsal Atorney Attorney
Cell phone: 2 UtReined  usubsorbre [y

P Oskrose T = [ dmingstrative

[Email: lisa_ome txuscourts. gou

O Standby Connsel

[Prior Attorney’s Name
|Appointment Dates
fSizuature of Presiding Judze or By Order of the Court
Albert Albertson

ate of Order Nunc Pro Tunc Date
14 LAW FIRM NAME AND MAILING ADDRESS 3/3/2014

Repayment [ yrs @ xo

Master Authorization Information

Order Date %
&

Nunc Pro Tunc Date

Repayment ()
Estmoted Amount S
Authorized Amount $ Deactivated

Basis of Estimate | |

Description
Service Type [ v
Notes [
« First | [ < Previous | [ Next > Last = Save

Note: To attach multiple supporting documents, click the Documents tab. You MUST attach the
EDNC Ex Parte Request for Services Form in the Documents tab. You may attach additional
supporting documents, if necessary. Include a description for each document as you load it.

A Administrative Office
of the United States Courts



eVoucher 6.9 Service Provider Authorizations

Click the Confirmation tab. Add any notes to your submission, select the | swear and affirm...
check box, and then click Submit. Upon submission, the authorization date automatically
updates to the current date.

Basic Info  l Documents Confirmation

Supporting Documents »

File Upload (Only Pdf files of 10MB size or less!)
File No file chosen

Description ‘

Segrature of Presidng Jodge Date Sigmed Tudge Code Approved Amcunt

Samanure of Chosf Judps, Count o

s (o1 Delegate) Diate Sigeed Judge Code Apgaovnd Amcunt

Astention: Thar notes you enter wall be avalabie to the next approval level.
Publc/Attormey
Notes

| 1 swear and affiem the truth of
Date: 0 Submit

Requesting Additional Funds

If additional new amounts are requested, you can request to increase the amount approved on
an existing authorization. Complete the first two steps as if you were creating a new
authorization—but this time, click the Request Additional Funds link.

Authorization Type Selection

You can click the Create New Authorization button to create a new authorization request, or click the Request Additional Funds button to select
from a list of approved authorizations that you would like to request additional funds for.

Create New Authorization
Use this button to create a new
authorization.

Request Additional Funds
Use this button to select an approved
authorization that you would like to
request additional funds for.

A Administrative Office
of the United States Courts



eVoucher 6.9 Service Provider Authorizations

A list of all closed authorizations appears for this representation and appointment. Select the
authorization you want to increase.

Authorization Type Selection

You can click the Create New Authorization button to create a new authorization request, or click the Request Additional Funds button to select
from a list of approved authorizations that you would like to request additional funds for.

Create New Authorization Please Select the Authorization to request additional funds for:
Use this button to create a new
authorization. ID Number: 932

Service Type: Psychologist

Order Date: 12/15/2021 ! N
Request Additional Funds Authorized Amount: $750.00 Est\mf.ated Amount: $750.00
Red ) otes:
Use this button to select an approved Grand Total Amount: $1,100.00

authorization that you would like to
request additional funds for.

Request for Additional Funds on existing Authorization

Order Date ;:g

Nunc Pro Tunc Date Eg

Repayment

Current Total Authorized $ 1100.00

Estimated Additional Amount $ :] i

Authorized Additional Amount $ Deactivated

Basis of Estimate [

Then, create the authorization requesting an increase, as described in steps 1-5.

Click the existing authorization link to view the original authorization in a separate tab. You
should remember to close the newly opened tab after viewing the authorization, as having
multiple tabs open in CJA eVoucher can lead to unintended results.

Request for Additional Funds on existing Authorization
Order Date %

Nunc Pro Tunc Date %

Repayment 0

Current Total Authorized $ 1,100.00

Estimated Additional Amount $ 750.00 | %

Authorized Additional Amount $ Deactivated

Note: When increasing funds on an existing authorization, the approved amount is added to
the amount of the original authorization to which it is attached, and a link is established
between the two documents. The original authorization is the one that holds the approved
funds and is the only authorization presented when CJA21/31s are generated. These
authorizations are also used for the various calculations regarding authorization amounts.

A Administrative Office
of the United States Courts



Job Aid

eVoucher 6.8 CJA-21 Voucher

Creating a CJA-21 Voucher

Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to
save your work.

To create a CJA-21 voucher and link it to the authorization, you must first select your
appointment. On the Home page, in the Appointments’ List section, click the defendant case

number link.

Appointments

Defendant

Search:

Case: 1:14-CR-08805-A4
Defendant =: 1

Case Title: USA v. Branson
Attorney: Andrew Anders
Representation ID: 2
Appointment ID: 4

Case: 1:14-CR-08806-AA
Defendant #: 1

Case Title: USA v. Watson
Attorney: Andrew Anders
Representation ID: 4
Appointment ID: 2

To create the CJA-21 voucher, in the Appointment section, click the CJA-21 Create link.

Defendant: Jebediah Branson
Representation Type: Criminal Case
Order Type: Appointing Counsel
Order Date: 03/03/14

Pres. Judge: Albert Albertson
Adm./Mag Judge:

Defendant: Thomas Watson
Representation Type: Criminal Case
QOrder Type: Appointing Counsel
Order Date: 03/03/14

Pres. Judge: Albert Albertson
Adm./Mag Judge:

Home Operations Reports ks Help Sign out

Appointment Info

1 CIR/DIST/DIV.CODE 7 PERSON REFRESENTI
101 Pebediah Branson

T DIST DETDEF NUME
[1:14-CR-08803-1-AA

find a

[RS8 [TAAC DRT/DET NUMBER

7T CASENATTER OF (Case Name] TP
) [Felony Gncluding pre-
[USA v Branson alleged felony)
1 OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
11 ATTORNEY'S NAME AND MAILING ADDRESS
ers

FAVMENT CATEGOR

110 Main Street
[San Antonio TX 78210
[Phone: 210-833-3623

Create New Voucher
AUTH Create

Authorization for Expert and other ICell phone: 210-355-1234

Services [Emanl: lisa uscourts.gov
AUTH-24 Create

Authorization for payment of

transcript

BUDGETAUTH Create

Authorization for Excess Attorney i ¥AME AND MAILING ADDRESS

Fees and/or Expert and other Services
on Budgeted Case

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

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

=T Create Case Defendant
Authorization and Voucher for Expert L:14-CR-08B05-AA-  Jebediah Branson (% 1)
and other Services 09/23/2015 Claimed Amount: §,350.00

Enc: 0372312015 Approved Amount: 6,350.00
1:14-CR-08B05-A4-  Jebediah Branson (# 1)

CIA-24 Create
Authorization and Voucher for

A Administrative Office
of the United States Courts




Job Aid
eVoucher 6.8 CJA-21 Voucher

When submitting a CJA-21 voucher, the Authorization Selection section displays in one of two
ways, depending on the availability of associated authorizations.

Associated Authorizations Available
If associated authorizations are available, they display in ascending order by ID Number

Basic Info

[LCIEDISTDOVCODE |2 PERSON REFRESENIED [FOUCHER NUABER
0101 Tebedizh Branson
|TAAG.DEIDEENUMBER |4 DISL DEIDEENUMEER [ AFFEALS DETDEENUMBER | 0. OTHER DEIDEENUMBER
1:14-CR-08303-1-A4
|TIN CASEMATIER OF(Case Mame) |5 PAUMENT CATEGURY | 9. LUPE FERSON REFRESENTED | 10. REFRESENTATION TTFE
[USA v+ Branson [ elony (including pre-trial dwersion |, ¢ e pego o Criminal Case
of alleged felony)
T OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
|EXCESSFEELDMIT  |PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
511,500.00 Albert Albertson
DESIGNEE 2

Authorization Selection
Select the Associated Authorization, or click Mo Authorization Required.

Please Select the Associated Authorization

1D Number: 917

Order Date: 12{14/2021
Authorized Amount: $1,000.00
Grand Total Amount: $2,200.00

1D Number: 920

Order Date: 12/14/2021
Authorized Amount: $10,000.00
Grand Total Amount: $10,000.00

1D Number: 955

Order Date: 01/25/2022
Authorized Amount: $900.00
Grand Total Amount: $1,300.00

Service Type: Chemist/Toxicolegist
Estimated Amount: $1,000.00
Notes:

Service Type: Psychologist
Estimated Amount: $10,500.00
Notes:

Service Type: Chemist Texicologist
Estimated Amount: $300.00
Notes:

No Authorization Required

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

Note: The No Authorization Required link is located below the authorization choices.

Associated Authorizations Unavailable

If there are no associated authorizations available, a “No Authorization Requests Found
message displays, and you must click the No Authorization Required link to proceed.

Basic Info

1 CIRDIST/DIV.CODE 2 PERSON REFRESENTED 'OUCHER NUMBER
o101 [Catherine Brown
T A, DETDET NUMBER T DI DETDET FUMEER T APPEALS. DI DE NUMBER ¥ OTHER DRTDEFNUMBER
1:14-M11-07020-2-BB
7. IN CASE'MATTER OF(Case Name) 8 PAYMENT CATEGORY 9. TYPE PERSON REPRESENTED 10. REPRESENTATION TYPE
JSA v Roberts etal [Feton (imcluding pre-tial SIVErSion |, 1 efonant Criminal Case

of elleged felony)
TL OFFENGE() CHARGED
[CIMIP 18:13-3400 F THEFT OF US. PROPERTY
EXCESS TEE LINIT TPRESIDING JUDGE TAGISTRATE JUDGE [PESTGREE 1
[5100,000.00 [Barney Ball

DESIGNEE 2

Authorization Selection
Select the Asseciated Authorization, or dick No Authorization Required.

Please Select the Associated Authorization

Mo Authorizafion Requests Found

No Authorization Required

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

A Administrative Office
of the United States Courts



Job Aid

eVoucher 6.8 CJA-21 Voucher

If using an approved authorization, you must select the appropriate authorization from the list
before you can enter the new voucher information. When an authorization is selected, the cell

turns light blue.

Authorization Selection
Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

(I)de:}mtbeg‘,i% 4/2014 Service Type: Chemist/Toxicologist

rder ate: / "_ Estimated Amount: $1,000.00

Authorized Amount: $1,000.00 Notes: Abraham Astley

Grand Total Amount: $1,500.00 ’

g%g%';bfzg:z IID?FZ 017 Service Type: Interpreter/Translator
Date: ‘ Estimated Amount: $5,000,000.00

Authorized Amount: $100.00 Notes:

Grand Total Amount: $100.00 =

g‘:j""g'}begl ngsmzz Service Type: Chemist/Toxicologist

rder Date: 01/25/% Estimated Amount: $900.00
Authorized Amount: $900.00 Notes:

Grand Total Amount: $1,300.00

No Authorization Required

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

The service type auto-populates based on the authorization selected. If no authorization is
being used, click the Service Type drop-down arrow and select the service type. In the
Description field, enter a description of the service to provided.

New Voucher Information

Service Type Chemist/ Toxicologist

Toxicology report.
Description

A Administrative Office
of the United States Courts



Job Aid
eVoucher 6.8 CJA-21 Voucher

Complete the New Voucher Information section either by searching for an existing expert or
entering the information for another provider that is not currently in the system.

New Voucher Information e e———

. . . _ You can search one of the service providers already in the system
Service Type Chemist/Toxicologist ~ I OR you can enter the required information for another provider

Description

First Name Middle Name Last Name =

Email =

Service Provider

You can search one of the _serv'!ce providers already in the system

Phone =
OR you cangs mation for another provider

Address 1 +

Last Name =
—| ‘ Address 2 State (U.5. Only=)

Address 3 Country *
| [ | [UNITED STATES

I Expert, Morales

_I user, pending \:I Voucher Assignment =+ ® Attorney  Expert

Step 7

Fax

If the service providers or experts have rights to enter their own expenses, the Voucher
Assignment radio buttons become available. Assign the voucher by clicking the appropriate
radio button to indicate whether you or the expert will enter the service fees on the voucher.

New Voucher Information

Service Type Chemist/ Toxicologist v+

Description

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 Astley, Abraham w

Expert Info Abraham Astley
Details

110 Main Street
San Antonio TX 78210 US
Phone: 210-555-3434

'oucher Assignment * OAttorney@ Expert
This indicates who will be responsible for filling the voucher daim part

Create Voucher

A Administrative Office
of the United States Courts



Job Aid

eVoucher 6.8 CJA-21 Voucher

Once you have made your selection, click Create Voucher.

Details 110 Main Street

San Antonio TX 78210 US
Phone: 210-555-3434

Voucher Assignment = | Attorney ® Expert
Thiz imeieafes ot wall be resng mﬁrﬁwmﬂ Lﬂiﬂ'r&rdi'ﬂﬂm

If you indicated that the voucher is to be completed by the expert, a message appears stating
that the voucher has been created and is on the expert’s Home page. If you indicated that the
voucher is to be completed by the attorney, the voucher opens for you to complete and submit

on the expert’s behalf.

Home Operations Reports Links Help Sign out

/ Success
The document has been created

Back to:

Home Page
Appointment Page

Note: All CJA-21 vouchers, whether created and submitted by you or by the expert, are then
returned to the My Service Providers’ Voucher folder on your Home page. When an attorney
creates and submits a CJA-21 voucher on behalf of the expert, the submitted voucher will
appear in the attorney’s My Active Documents section as submitted to the attorney. The
attorney must then perform the second-level approval/submission by clicking the voucher,
navigating the Confirmation page, and approving the voucher, which then moves the voucher
to the My Submitted Documents Section.

A Administrative Office
of the United States Courts



eVoucher 6.9 Importing Service Entries

Import Your Service Entries

Starting with eVoucher release version 6.6, attorneys can import service entries to a CJA-20/30
voucher from a file saved in comma-separated value (.csv) format. This allows attorneys using
commercially available timekeeping and billing systems to create an output file from that
system that can then be imported into the Services tab of a CJA-20/30 voucher—so attorneys
don’t have to manually enter each service line.

Exporting a .csv file from a timekeeping or billing system may not export to a correct format
and may need to be customized to match the required format as illustrated in the sample
spreadsheets provided. You can enter data directly into the sample templates manually or using

copy/paste.

IMPORTANT NOTES:

e Court staff are not responsible for helping attorneys create or download .csv files.

e As a best practice, the Import Service Entries feature should be started on a new or
empty CJA-20 voucher. If you have service lines already entered on a voucher, they will
be overwritten with the data imported from the .csv file.

On the Home page, expand the Appointments’ List section and locate the appropriate
appointment. Click the case link.

Search: ‘
Appointments Defendant
Case: 1:14-CR-03805-A% Defendant: Jebediah Branson
Defendant #: 1 Representation Type: Criminal Case
Case Title: USA w. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation ID: 2 Pres. Judge: Albert Albertzon
Appointment ID: 4 Adm./Mag Judge:

Defendant: Thomas Watson

Case: 1:14-CR-08806-A8

DEFEng .44 Representation Type: Criminal Case
Case Title: USA v. Watson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation 1D: 4 Pres. Judge: Albert Albertson
Appointment 10: 2 Adm./Mag Judge:

Case: 1:14-CR-03808-AA Defendant: Thomas Howell
Defendant #: 1 Representation Type: Criminal Case
Case Title: USA v Howell Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation ID: 10 Pres. Judge: Albert Albertson
Appointment ID: 8 Adm./Mag Judge:

Case: 1:14-CR-03808-AA Defendant: Thomas Howell
Defendant =: 1 Representation Type: Criminal Case
Case Title: USA v Howell Order Type: Associate

Attorney: Andrew Anders Order Date: 08/21/18
FRepresentation 1D: 10 Pres. Judge: Albert Albertson
Appointment ID: 103 Adm./Mag Judge:

A Administrative Office
of the United States Courts



eVoucher 6.9 Importing Service Entries

The Appointment Info page displays any vouchers that were created for this appointment. In the
Create New Voucher section on the left side of the page, click the Create link for CJA-20.

Note: If you have a previously created CJA-20, review the Import Service Entries on Previously
Created CJA-20s section below.

Links Help Signo

Lo Appointment Info
In this page you will find Lidd

TCICDET DN CODE TPERSON RIFRESINTED GUCRERNUAEER
a summary about this 1ot |Thomas Watson _

: . . TG DETDEFFUNEER TDST DETDEFNTIBER < APPEATS DRTDEFFUIBER T OTRER DRTDEFN U BER
appointment, including a 1:14-CR-08806-1-AA
5 TEDE OF T Nams |3 EAVMEST CATEGORY T TYPL PERSON REFRISENTED T TRTION TIFE
list of vouchers related to e e (g poe i divenios [ —
this appointment and links | i o alleged lony) efens riminal Case

11 OFFENSE(S) CHARGED
to create new vouchers 12:1733 P MORTGAGE DISCRIMINATION

T T TORNEY TN A0 STATING ADURESS T ORI GROTR
Andrew Anders O

) ornt () peumstrpen
..... | T e  rso

r Defender
Create New Voucher [Sen Antoma T
AUTH Create

Authorization for Expert and
other Services

0 appointing ) psubstor () Rsabs for
Counsel (Capital Oul) Couesel PamelAtorazy  Retsined Atiorner
ICell phone: 210-

[Ecual: isa,_ ommelas@aote uscouts gov O sense JoR O R Pave—

(0 ¥ stanaey
Counsel

AUTH-24 Create ) .
Authorization for payment of #j:;—:x:fr‘b;‘!:m
transcript fsizuature of Presiding Judge or By Order of the Court
A Tbert Albertson
BUDGETAUTH Create 14, LAW FIRM NAME A3 ING ADDRESS g'é‘ga‘l);“" NamcPro Tune Dite

Authorization for Excess
Attorney Fees and/or Expert
and other Services on
Budgeted Case

Reparment [ ] ves @ o

ichers on File

To group by a particular Header, drag the column to this area. Search: ||
Case Defendant Type Status Date Entered

L -08806-AA Thomas Watsen (¥ 1) AUTH Submitted to Court 01/23/2020
Start: 01/23/2020 Claimed Amount: 5,000.00 Computer Forensics Expert. v
= /01010000034

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

Create
Authorization and Voucher for

L:14-CR-08806-AA-  Thomas Watson (+ 1) CIA-20 Ciihmitrad ta S 01/26/2017

When the document opens, in the Actions menu on the left side of the page, click the Import
Service Entries (.csv) link.

ClA-20 ) Basic Info Services Expenses Claim Status Documents Confirmation

Basic Info

Lo CoDE 7 PERSON REFRESENTED [FOUCHER NOMBER
101 [Tebediats Branson
TG DRTDEFNUIEER T DIST. DT DEF SR TAFFEALS DRTDEFNUAEER T GTAER DKTDEFNGIBER
1:14-CR-08803-1-A4
T IR CASEAIATIER OF o Namey |3 FAT ENT CATEGORY TP eGSO ™ T
[USA v Bransen [Fetony (inctading pre-tual diversion {, o1 b ogengant Criminal Case
for allesed felony)

11 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
13 NAME AND MAILING ADDRESS 13. COURT ORDER

@ Sservices: $0.00 - pndrew Anders O pregerst 0 £ 5ubs forFecerat
o S Dstmise Dot s

efender

San Antonio TX 78210 1 Learned Counsel BB 0 Appointing ) P Subs for Panel (J R Subs for Retained
@ Expenses: $0.00 - [Phone: 210- (Capital Oxly) Counsel Aftorney Attorney
5
Eeu ,;h;ms 210 A ) O 'serose ‘D'“;lr‘;l;}:med E USsbs orPro [y 3 g rative
Rep rom Fee Limit: mail: lisa_ornelas(@aotx uscourts, gov

(0 ¥ stanaby Coumsel

$11,50000
e ior Attorney's Name

Fee Amount Remaining After Approved e e o o T o B e of e Coure
and Pending: [ vert Albertson

$11,500.00 ate of Ol anc Bro TuncDate

L& LW FIRM N AME ANDVATLING ADDRESS e

Tasks Repayment [ yes @ xo

Link To Appointment

Link To Representation Payment Info

preferred 2 | Andrew Anders - Andrew Anders v
Actions Andrew Anders - Andraw Anders

Billng Code:0101-00002
110 Main Street
San Antonio, TX

Import Service Enries (.csv)

Reports 78210 - US
Form CIAZ0 I;::lne‘ 210-833-5622

Defendant Detail Budget Report
Detail budget info for defendant

«First ] [ < Previous | [ Next> |[ Lest» Save

A Administrative Office
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eVoucher 6.9 Importing Service Entries

The Services page appears. To view or download a sample .csv file, click the sample
spreadsheet link. Click Additional Information to view instructions for importing time from a
.csv file.

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported from a law firm billing s i a Separated Values {C5V)
format. The C5V file must contain all required column headings and data types. Please download offr sample spreadshest fir the correct column headings

and service type values.

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the

contents of the imgorted C5V file.

- Additional Information

Each service line entry must have data in the following columns:

= Date

= Hours

= Descripticn

w Service Type (EXAMPLES: "16b" or "18b. Obtaining and Reviewing Records")

The following columns do not require data, but should be included in the header row:

= DocZ
= Pages

For additional information refer to the eVoucher Online Help.

CsV file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc¥, Pages
1/4/2021,1.0,Met with dient,16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment,16b,4,25

1/%/2021,1.2,"Hearing en Motion to Dismiss, induding wait time", 15¢,,

Import Service Entries (.csv) |

Date < Description "

Service Type S

Doc.# (ECF) \:I Pages : -,
Hours \:I *  at $155.00 per hour.

Note: The sample spreadsheet is in Excel format. Once the file is populated with data, it must
be saved in .csv format. View the appendix to see the required columns and information for the
.csv file.
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eVoucher 6.9 Importing Service Entries

Before you can import your .csv file, you must create and save it on your computer. The Date,
Hours, Description, and Service Type fields are required for import. The Doc. # and Pages fields
are optional for import, but may be required by your court.

When the .csv file is ready for import, click Import Service Entries (.csv).

Basic Info b Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import service time entries exported fram 2 law firm billing system and saved in Comma Separated Values (CSV)
format. The CSV file must contain zll required column headings and data types. Please download our sample spreadsheet for the correct column headings
and service type values.

IMPORTANT: It is recommended to start with 2 blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the contents
of the imported CSV file.

+ Additionzl Information

Import Service Entries (.csv)
Date B/6/2021 = E Description -

Service Type > =

Doct(ECH [ | Paes L] o
Hours E * at $155.00 per hour

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

Service Type | Date = | Description ‘ Hrs‘ Rate | Amt
N (Empty)
No data to paginate Go to page: I: View items per page: 10 25 50 100

Note: The service types for the CJA-30 sample spreadsheet differ slightly to match the
information needed for that document type.

Your file directory browser opens. Click the correct .csv file, and then click Open.

Qi | A20Detail.aspx?DocumentlD=m/Z0tF82LqPbSs6BnFSEOg==

4 [ < External Users » time import v o O Search time import UENIELOGOUT B Stock Photos, Stock.. 65internal @ G.5ext
Confirmation
Organize ~ New folder = M @

[ Desktop A Neme Date modified Type

Documents B3] CJA-20 Service Time Import.csv 8/9/2021 10:01 AM Microsoft Bxcel

& Downloads [svstem and saved in Comma Separated Values (CSV) format. The CSV file must ¢
le type values.

D Music ) 3
ntries on the voucher will be overwritten with the contents of the imported C5V fil

[&] Pictures

B Videos

5 Lacal Disk () mport Service Entries (.csv)

= TempShare (\Viac

= common (Wlynx B

= work (\Wjungle\a

== software (V\jung -
e .
File name: | Microscft Excel Comma Separa
T ‘ HIS‘ Rate ‘Anlt
(Empty)
To Appointment
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Job Aid
eVoucher 6.9 Importing Service Entries

Step 7

A success message appears, indicating the number of entries that were imported and saved to
the services table.

Basic Info | Services Expenses Claim Status Documents Confirmation

Service entries have been updated!

13 entries have been successfully added from (J4-20 Service Time Import_correct.csvand saved to the services table below. Click here to view a report for the entries imported.

Services
Date 9/2/2021 |+ ZH rigtion -
Service Type | =

2
Doc.# (ECF) Pages - [+
Wowr [ |* sks15500 perbour,

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

Service Type ‘ Date ‘ Description | Hl§| Rate ‘ Amt
=. Investigative or Cther Work 07/01/2021 Test 0.1 $15500 $15.50
a. Arraignment and/or Plea 07/02/2021 Test 02 §15500 $3L00
d. Travel Time. 07/02/2021 Test

03 515500 $46.50
b. Cbtaining and Reviewing

Import Service Entries with Associates

To use the Import Service Entries feature on vouchers with associates, the lead attorney MUST
import their entries first or they will overwrite the associate attorney's entries.

The lead attorney imports their service entries to the voucher, leaving the Associate Info field
set to the default Not on Voucher by following the steps above.

CJA-20

E F Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters —_—

Basic Info

" " TcRomToNCan e CECRER FORBER
. - 0101 [Thomas Watson

S YE DRTDEEST e S Bt T s (e
Link to CM/ECE 114.CR05806.1-44

T IN CASEMAT Name) §. PAYMENT CATEGORY ¥. w TYPE

Felony aldn
USA « Watsen [riomy (nctoding pre-tral dversion |y g Defandant Joriminal Case
11 COURT ORDER
rew Anders. - r 0O 0
s ) - D Federal ) F Subs for Federal
1102 63in Street It Cetecoma gl Ditester

[San Antonio TX 0
[Phone: 2

()1 Learsed Coenset B0 Appeinting [ ) P5ube for Pasel (IR Subs for Reusined
(Gagiest Ozl Conzel Arorsey Avoraey

@ Expenses: $0.00 -

Representation Fee Limit:
§11,500.00

e A = MV

O ¥ Sendby Commzel

Fee Amount Remaining After Approved

B::m;: 14. LW FIRM NAME AND MAILING ADDRESS o e Nase Pre Tuuc Dase
Reparmest [ yzs B xo
Tasks
Ink To Apgointment Payment Info Associate Info

Link To Representation

d Payee | Andrew Anders - Andrew Anders ¥ | | Kerry Kriger Not on Voucher -

Actions Andrew Anders - Andrew Anders
Import Service Entries (.csv) Billing Code:0101-00002
110 Main Street

Reports. San Antonio, TX
78210 - US

Form 2420 Phone: 210-833-5623

Fax:

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Resort ll « First || < Previous || Next > || Last» Save Delete Draft Audit Assist
Table amls af hasinnt infn far
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eVoucher 6.9 Importing Service Entries

On successful import, in the Associate Info section, the lead attorney must select On Voucher,
Can Edit from the drop-down list next to the associate’s name.

Payment Info Associate IFifG ™
Preferred Payee |Andrew Anders - Andrew Anders v | Kerry Kriger On Voucher, Can Edit~ I
Andrew Anders - Andrew Anders

Billing Code:0101-00002
110 Main Street

San Antonio, TX

78210 - Us

Phone: 210-833-5623
Fax:

« First | [ < Previous | [ Next = | [ Last » |

The associate can then sign in to eVoucher and import their service entries as shown above, or
add them manually.

[(save ]

Kerry Kriger (Attorney)

Home Operations Reports Links Help Sign out

Basic Info |} Services Expenses Claim Status

Services

Date 8f26/2022 | =2 Description A
Service Type v |*

Doc.# (ECF) Pages

Hours *  at $100.00 per hour. Add  Remove

C te 11/15/
&% Services: $300.00 v

€ Expenses: $8.03 -

Representation Fee Limit:
$11,500.00

Fee Amount Remaining After Approved
and Pending:

$11,500.00

Tasks
ink To Appointment

Actions

Import Service Entries (.csv)

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

Service Type | Date « | Description Hrs Rate Amt

b. Bail and Detention Hearings 3.0 $100.00 $300.00

11/15/2018 Bail

(et £ 67 5 0 Trey) [ Go to page: I:I View items per page: 10 25 50 100
++‘R+?
[ «rrst | [ < Previous |[ Next> |[ Last»
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eVoucher 6.9

Importing Service Entries

Import Services Entries on Previously Created CJA-20s

If you already have a CJA-20 created and are adding time to your services, on the Home page, in

the My Active Documents section, click the Edit link for the appropriate CJA-20.

Andrew Anders (Attorney)

Home Operations

> Home

Reports

Links Help Signout

Sart:

Claimed Amount: 0.00

_ Voucher Entry

[T

To group by a particular Header, drag the column to this arsa. Search: |
Case Defendant Type Status Date Entered v
2:18-M31-07088—- Person201853 (# 1) CIA-20 Vou ntry 09/03/2021
= Claimed Amount: 852,50 Andrew Anders | Edit
End: & -
2:18-M31-07088— Person201853 (# 1) CIA-20 09/02/2021
Stare Claimed Amount: 1,441.50 Andrew Anders =] Vo_ucher Enny
End: ‘ Edit
2:18-M1-07088—- Person201853 (£ 1) BUDGETAUTH 09/02/2021

When the document opens, in the Actions menu on the left side of the page, click the Import
Service Entries (.csv) link.

CJA-20
y Enters

@ Services: 50.00 -
@ Expenses: $0.00 -

Representation Fee Limit:
$11,500.00

Fee Amount Remaining After Approved
and Pending:

$11,500.00

Tasks
Link To Appointment

Link To Representation

Actions

) Basic Info Services Expenses Claim Status

Documents Confirmation

Import Service Enfries (.csv)

Reports
Form CJA20

Defendant Detail Budget Report
Detail budget info for defendant

Basic Info

1. CIR/DIST/DIV.CODE 2. PERSON REPRESENTED
101 [ebediah Branzon

3 MAG DKTDEFNUMBER 4 DIST DKT/DEF NUMBER

1:14-CR-08805-1-AA

[VOUCHER NUMBER

5 APFEALS DKIDEFNUMBER

7IN CASEAIATIER OF(Case Name) 3. FAYMENT CATEGORY

[Felony (including pre-trial diversion

G OTHER DKI/DEFNUMBER

9. TYFE FERSON REFRESENTED,

10 REFRESENTATION TYFE

[Email: lisa_ornelas@aots.uscourts gov

[USA + Bransen £ eed flomm, Adult Defendant Criminal Case
11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
T2 ATTORNEY S NAME AND MAILING ADDRESS T3, COURT ORDER
asdrew Anders Opreent Orsuts oretent
110 Main Street D associne Uecocoma b oiee Defender
San Antonio TX 78210 () L tearmed Counset B 0 Appointing [ 7 Subs for Panel [ R Subs for Retained
[Phone: 210-833-5623 (Capital Ozly) Comnsel ¢ s

ell phone: 210-555-1234 Dsprose Drm_nmu D vsum: forpr [0y ygministrative

Attorney se

'y Standby Counsel

Prior Attorney's Name
| sppointment Dates

Sicnature of Presiding Judze or By Order of the Court
Albert Albertson

14. LAW FIRM NAME AND MAILING ADDRESS

Date of Order
3/32014

Nunc Pre Tunc Date

Reparment [ ves & no

Payment Info

Preferred e | Andrew Anders - Andrew Anders v
Andrew Anders - Andrew Anders
Billing Code:0101-00002
110 Main Street
San Antonio, TX

78210 - US
Phone: 210-833-5623
Fax:
« First_| [ < Previous | [ Next> |[ Last» Save Delete Draft Audit Assist

A
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Job Aid
eVoucher 6.9 Importing Service Entries

The Services page appears. To view or download a sample .csv file, click the sample
spreadsheet link. Click Additional Information to view instructions for importing time from a

.csv file.
Basic Info |- Services Expenses Claim Status Documents Confirmation
Services
eVoucher now provides the ability to import service time entries exported from a law firm billing sy e WMa Separated Values (C5V)

format. The C5V file must contain all required column headings and data types. Pleass download o
and service type values.

sample spreadsheet fir the correct column headings

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the

contents of the imgorled 5V file.

- Additicnal Information

Each service line entry must have data in the following columns:

Date

Hours

Description

Service Type (EXAMPLES: "16b" or "16b. Obtaining and Reviewing Records”)

The following columns do not require data, but should be included in the header row:

s Docz
= Pages

For additional information refer to the eVoucher Online Help.

CsV file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc#, Pages
1/4/2021,1.0,Met with dlient,16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment,16b,4,25

1/5/2021,1.2,"Hearing on Motion to Dismiss, including wait time", 15¢,,

Import Service Entries (.csv) |

Date 9/3/2021 | =28 Description -

=

Service Type | =

Doc# (ECF) | | Pages ] ~ I
Hours : *  at §155.00 per hour.

* Recuired Fieks

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

Service Type Date | Description | Hrs ‘ Rate ‘ Amt
a. Arraignment and/er Plea 09/03/2021 Plea in court 0.5 515500 S77.50
<. Motion 0%/03/2021 in court 1.0 515500 %5155.00

A Administrative Office
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eVoucher 6.9 Importing Service Entries

Job Aid

Before you can import your .csv file, you must create and save it on your computer. The Date,

Hours, Description, and Service Type fields are required for import. The Doc. # and Pages fields

are optional for import, but may be required by your court.
When the .csv file is ready for import, click Import Service Entries (.csv).

| Basic Info | Services © Expenses | Claim Status * Documents |» Confirmation

Services

eVioucher new provides the ability to import service time entries experted from a law firm billing system and saved in Comma Separated Values {C5V)
format. The C5V file must contain all required column headings and data types. Please download our sample spreadshest for the correct column headings
and service type values.

IMPORTANT: It is recommended te start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the

contents of the imported CSV file.
| Import Service Entries (.csv) |

Date 9/3/2021 | = 24| Description ‘ -

+ Additional Information

Service Type | =

Doc.# (ECF) Pages =
Hours l:l *  at£155.00 per hour.

* Rezuired Fsics

-

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

Service Type Date |D45c.|1|)hon ‘HIs|Ra‘le |Amt
2. Arraignment and/or Flea 09/03/2021 Plea in court 0.5 | 515500 577.50
. Maotion 09/03/2021 in court 1.0 515500 s$155.00
a. Interviews and Conferances 09/03/2021 | interview with client 4.0 | 515500 $620.00

A dialog box appears, stating that the existing time entries on your current voucher will be

overwritten when you upload your .csv file.

Note: To include any existing entries, you must manually enter them in your .csv file.

Click Proceed and continue by following steps 5—7 in the Import Your Service Entries section

above.

Upload Spreadsheet

Warning Message

Uploading a new .csv file will
overwrite your existing time entries

on this voucher.
Are you sure you want to proceed?

A Administrative Office
of the United States Courts



eVoucher 6.9

Importing Service Entries

Fix Errors in Your .csv File

Errors in the .csv file must be corrected and saved in the original .csv file before attempting

another import. If there are problems with the .csv file, the error report displays errors.

If your import fails, a message appears at the top of the page, indicating the number of errors

found.
Basic Info | Services Expenses Claim Status Documents Confirmation
o Import failed.
5 errors were found in CJA-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors and try_again.
Services
Date 9/27/2021 = = Description "
Sarvicz Type - |
Doc.# (ECF} Panes ad -

Click the View Report link to view errors.

Basic Info I Services Expenses Claim Status Documents Confirmation
o Import failed.
5 errors were found in CJ4-20 Service Time Import. csv during import process. No data was updated, View Report. Forrect errors and try again.
Services

The error report opens, highlighting the errors in the file. Review the error report and correct

the .csv file.

@® Errors Only O Full Report

.- T d- Jebediah
% ep
Row Errors te Hours Description Service Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arrzignment and/or Plea
Row 9 Hours is missing; 1172021 Test 16¢. Legal research and brief writing
Doc# (ECF) must be numeric value only; Pages
Row 10 must be numeric value only; 12/2021 0.9 [ Test 15¢. Motion Hearings o
Row 11 | |Date is missing; 1 Test; 16d. Travel time
Row 12 | |Description has invalid character(s); 14/2021 1.1 Test<> 16a. Interviews and Conferences

A Administrative Office
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eVoucher 6.9 Importing Service Entries

Return to the Services page, click the try again link, and then follow steps 4-5 in the Import
Service Entries on Previously Created CJA-20s section above.

Basic Info | Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in CJ4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors ang

Services

Attorneys should still review the voucher to ensure that entries are correct prior to submission
to the court. For the remaining tabs of the CJA-20 or CJA-30, please see instructions for those
documents.
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eVoucher 6.9 Importing Service Entries

Appendix
Excel File

For the .csv file to be successfully uploaded to and accepted by eVoucher, it must contain a
header row. If the first row contains data rather than headings, the data in row 1 is ignored.
Sample spreadsheets containing the correct column headings and service type values for each
voucher type are available in the online help.

Your Excel file should look similar to the image below, containing all four mandatory column
headings: Date, Hours, Description, and Service Type. The Doc. # and Pages fields can be
included as header rows; however, they are not required unless data is provided.

Note: Time entries containing values greater than a single decimal place are automatically
rounded up or down to the nearest tenth. For example, 0.125 is rounded down to 0.1 and 0.75
is rounded up to 0.8.

A Z D E F
1ﬂDate Description Service Type Doc.# Pages J
2 97272021 0.1"Emailto/from co-deflayer re:vist T
3 9/3/2021 0.2 Attend Arraignment, etc via Zoom 15a. Arraignment and/or Plea
4 9/4/2021 0.3 Travel time from Other to Newtown to SA for initial appearance and conference 16d. Travel time 3 10
5 9/5/2021 0.4 Review of court filings as a result of prelim hearing; Copy to Client 16b. Obtaining and reviewing records 6 12
6 9/6/2021 0.5 Receiving, reviewing and copying to client all paperwork as a result of arraignme 16b. Obtaining and reviewing records 5
7 9/7/2021 0.6 Receive & review order scheduling preliminary hearing; Copy to Client 16e. Investigative and other work
8 9/8/2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16c. Legal research and brief writing
9 9/5/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.S.C. §2251, 2252, 16c. Legal research and brief writing
10 9/11/2021 1 Travel from Pgh to S5 (no return travel due to travel to IC) on CJA ) 16d. Travel time
1 9/12/2021 1.1 Call to codef lawyer X and AUSA re: status of cases and plea deal 16a. Interviews and Conferences
12 9/14/2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1
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eVoucher 6.9 Importing Service Entries

Save as a .csv File

To convert your Excel file into a .csv format, follow the steps below.

Note: Most commercially available spreadsheet applications allow users to save in .csv format.

On your Excel file, click the File tab.

AutoSave (@ off) 3~ Copy of CIA-20_Service_Time_|mportxlsx - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

X% Cut Calibri 1 YA A E== # BwaepTet Text
Past Copy ~
aste = —— = 3= | Sl - [
B I U~ DAL | === =5= v ~ 9 G
v Format Painter = — = Merge & Center $ % 9 S
Clipboard ] Font ] Alignment ] Mumber
F14 & Fe
A 1 B 1 C 1
1 |Date Hours Description Service Tyg
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
- Afa fanaa M At Arrnimmimn mmd mdm s T e AEm Aermims

From the panel on the left, click Save As.

Good morning

~ New
D New
A B
S
= Open 2
a
Info 7
Blank workbook
Save
Save As
Save as Adobe £ Search

PDF

Print Recent Pinned Shared wi

Share D MName
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eVoucher 6.9

Importing Service Entries

Job Aid

On the Save As page, click the drop-down arrow, select CSV (Comma delimited) (*.csv), and

then click Save.

T B2 T:>FS > CIA > 66 > Job Aids > External Users > time import

| CJA-20 Service Time Import
Excel Workbook (*.xlsx)

Excel Workbook

Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*xlsb)

Excel 97-2003 Workboek (".xls)

CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*xml)

Single File Web Page (".mht, *.mhtml}
Web Page (*htm, * html)

Excel Template {*xlix)

Excel Macro-Enabled Template (*.xitm)
Excel 97-2003 Template (" xIt)

Text (Tab delimited) (*txt)

Unicode Text (".txt)

XML Spreadsheet 2003 (*xml)

L £t Excal S 0/85 Wogkhook (* «lc)

—

€SV (Comma delimited) (*.csv)

Text (Macintosh) (% txt)

Text (MS-DOS) (*txt)

CSV (Macintesh) (*.csv)

CSV (MS-DOS) (*.esv)

DIF (Data Interchange Format) (".dif)
SYLK (Symbolic Link) (*.slk)

Excel Add-in (*xlam)

Excel 97-2002 Add-in (*xla)

PDF (*.pdf)

XPS Document {*xps)

Strict Open XML Spreadsheet (*.xlsx)
OpenDocument Spreadsheet (*.ods)

Your document has now been converted to a .csv file.

s CQuick access
Documents
& Downloads .

) MName ’ Date modified
@ CJA-20 Service Time Import.csv

@ CJA-20 Service Time Importxlsx
b4 [ .

/9/2021 10:01 AM
/6/2021 2:27 PM

M

Type Size
Microsoft Excel C... 1KB
Microsoft Excel W... 12 KB
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