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INTRODUCTION

The CJA eVoucher System is a web-based solution for completing, submitting,
monitoring and managing all Criminal Justice Act (CJA) functions. The eVoucher
program will allow for:

e Online submission of authorization requests (Auth) by attorneys for expert
services.

e Online submission of CJA 20 and CJA 21 vouchers.

e Online submission of authorization requests for transcripts (Auth-24) and
submission of CJA 24 vouchers.

e Entering and saving your time and expenses as they are incurred on an
ongoing basis.

e Generating reports to monitor expenses and costs in CJA cases.

The program includes the follow modules:
User Profile Management

e Allows attorneys to manage their own account information, including address,
phone, firm associations and billing information.

e Allows attorneys to add up to three email addresses for notification from
eVoucher.

Voucher & Authorization Request Submission

e Authorization requests by attorneys for expert services above the statutory
limit.

Preparation and submission of vouchers for attorney and expert services.
Requests by attorneys for interim payments.

Upload of supporting documents to vouchers or authorization requests.
Reports allowing attorneys to monitor costs.

Automatic email notification to attorneys of approval or rejection of vouchers
and authorization requests.

BROWSER COMPATABILITY

e Windows: Internet Explorer 8 or newer is approved.
e Apple Macintosh: Safari 5.1 or newer is approved.

Chrome, Firefox and other browsers may not be used with eVoucher.
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COURT APPOINTMENT

There will be no change to the court’s process for appointing attorneys to cases.

Attorneys will be selected for new cases using the random selection function in
eVoucher. After an appointment has been confirmed with an attorney’s office, an
email will be sent to the appointed attorney via eVoucher, confirming the
appointment.

Associate/Partner Attorney

If an appointed attorney wants an associate/partner to perform work for the
appointed attorney, the attorney must contact one of the court’s panel managers
to have the associate/partner added to the existing case representation in
eVoucher. Requests to add an associate/partner to a case should include the
case name/number and the associate/partner's name and email address.

Appointed attorneys must review and approve of all services and expenses
included on the associate/partner CJA 20. The appointed attorney’s statement
approving of associate/partner CJA 20s must be attached to the
associate/partner CJA 20.

Co-Counsel Appointment

In extremely difficult cases, the attorney may request and the court may find it in
the interest of justice to appoint an additional attorney as co-counsel. The
request for the appointment of co-counsel must be done by motion filed in the
case either conventionally, if ex parte, or in CM/ECF (not eVoucher). If the
motion is granted, the court will create a new representation/appointment for co-
counsel in eVoucher and an email will automatically be sent to co-counsel
confirming the appointment.

ACCESSING THE CJA EVOUCHER PROGRAM

The court will provide you with information on how to access eVoucher. Itis
suggested that you book mark it for easier access.

Forgot Your Login?

e Click Forgot you login? on the eVoucher login screen.

e Enter your Username or Email address.

e Click Recover Logon, and you will receive an email with your login
information.
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HOME PAGE

Your home page provides access to all of your appointments, authorizations and

vouchers.

Security has been put into place that prohibits you from viewing information for
any other attorney. Likewise, no-other attorney will have access to your

information.

Folder Descriptions

Folder Descriptions | |

My Active Documents

Appointments’ List

My Proposed
Assignments

My Submitted
Documents

My Service Provider’s
Documents

Closed Documents

MY PROFILE

Contains documents that you are currently working on, have been
submitted to you by an expert service provider, or returned to you from
the court. These documents are waiting for action by you.

Quick reference to all your appointments.

The District of NH will not be using this function of eVoucher so your
folder should remain empty.

Contains vouchers for yourself or for your service provider, which
have been submitted to the court for payment. Authorizations
submitted to the court requesting expert services or transcripts
also will appear in this folder.
Contains all the vouchers you have prepared for your service providers.
This will include:
e Vouchers in progress if you are maintaining them during case
e Vouchers you have completed for your service providers that are
pending your final approval and submission to the court
e Vouchers you have approved and submitted to the court for
payment.

Contains documents that have been paid or have been approved
by the court.

Closed documents will only be displayed for open cases. When
the appointment is completed, the closed documents will no
longer be displayed on your homepage. They are still accessible
through the appointment page.

Accessing your profile will allow you to change your username, password and

billing information.
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STEP ACTION

1 Select the My Profile link on the Home screen or the Help menu bar.

Home Operations Reports CMECF Links Dot

Welcome Andrew Anders: My Profile

” EETIRNIT My Sppointments: | View

Search Existing Appointments:  Search

2 Click Edit for the appropriate section to update or modify.

Change/Reset Your Password

You will be required to change your password within 30 days of the first time you
log in to eVoucher.

STEP ACTION
1 In the Login section of your Profile, click reset next to your current
password.
Usermame [Jonesil] ®| change
Pasgword ===

2 Enter your new password in both the Password field and the Confirm
field and click Reset.

Note: Passwords must be at least eight characters in length and

contain:

e One lower-case character.
e One upper-case character.
e One number.

e One special character.

You will be required to periodically change your password. You may reuse
passwords, but only after 365 days have elapsed.

Attorney Info

The Attorney Info section includes your email address(es), phone, and address.
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If you are an appointed panel attorney, you are required to enter your Social
Security Number in the SSN field. Once you SSN is entered, it becomes read-
only. If you need to change your SSN information, contact

e Matt Pennington at 225-1437 or
e Laura Michalski at 225-1496

Billing Info

You must have billing information entered in your Profile before any payments
can be made, including indicating whether you are billing as self-employed using
your SSN or using a law firm’s EIN.

Once your SSN and your firm’s EIN is entered (if applicable), it becomes read-
only. If you need to change the SSN or EIN information, contact Matt Pennington
or Laura Michalski.

Associate/Partner Billing

Associates/Partners performing work on behalf of an appointed attorney must bill
using a Billing Code assigned to the appointed attorney. The Associate/Partner
must add this code/billing information to the Billing Info section on the
Associate/Partner’'s My Profile page. When later creating a CJA 20 for work on
the case, the associate/partner must select the appointed attorney’s payee
(billing code) information so that the payment is properly processed.

Adding the Appointed Attorney billing information to the Associate/Partner's My
Profile page involves several steps:

STEP ACTION

1 Obtain appointed attorney’s billing code which is displayed in the
appointed attorney’s Billing Info section of his/her My Profile page.

Billing Infa

Marchanber, HH

2 In the Associate/Parnter's My Profile page, click "Add” next to the
Billing Info section.

Billlimg Info 53\_;;;;5» T
o i | B |
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STEP

ACTION

Select Associate for the Billing Type and a box will display for you to
enter the appointed attorney’s billing code. Enter the billing code and
select Verify.

Billinsg Info Bl Trpe
e r 4 /

The appointed attorney’s billing information will display. Click Save.

If you are a CJA Panel Attorney with your own appointed cases and
also are an associate/partner on another CJA Panel Attorney’s case,
you will be prompted to select your default billing information.

Pleaae palact your Dafuult Bdling [nfa:
® Brennan, Caron, Lesshan & Tecoping
Biknegy CodesD L0T-DO0DEL
ES Brook Shreet
Minchastir, kH
Sa104 - s
Fhane: 035 6688500
Fax

Brennan, Caron, Lebehan & Tecoping
Bdlng Codw:0 102000010
E5 Brook Strewl
Hanchegisr, s
0104 - S
Prons: 6036551300
Fax

We recommend that you select your own Billing Code as your default
so it is the default payee information that initially will appear on any
CJA 20 you create. When creating a CJA 20, you will see a drop
down menu from which to select another panel attorney’s payee
information/Billing Code when you are billing as an associate/partner.
Payment Info

Bemnnan, Ceron, Lanahan & Lacegns
Bilng Condaf103-300011

B8 Besoh Streat

Hasidie, Hk

BI04 - LS

Phane: $53-65E-3300

Faal

Note: All associate/partner CJA20s must be filed with a statement

from the appointed attorney approving of associate/partner services
and expenses.

Holding Period and Continuing Legal Education
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The District of NH is not utilizing these functions in eVoucher so there is no need
for your to enter any information in these sections.
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CUSTOMIZING THE HOME PAGE
Expand/Collapse a folder by clicking the plus =1 or minus = sign.

Move a folder by placing your mouse pointer on the top edge of the folder until a
crosshair icon ™# appears. Drag the folder to the new location and release the
mouse.

Resize a Column by placing your cursor on the line between the columns until a
double arrow <= appears. Drag the line in the desired direction to enlarge or
reduce the column size.

Note: The foldersize does not increase; therefore, some columns may move
off the screen.

Group by Column Heading(Some sections allow you to group by a particular
heading and will be displayed with a “To group by . . .” header bar):

e Click the header for the column you wish to group.

e Hold the cursor and drag the header up to the “group by” header bar.

e Release the cursor and all of the information in that folder will be grouped and
sorted by that selection.

e Return to the original settings by clicking the [=] symbol then the = symbol
before the appropriate folder heading.

AUTH and AUTH-24

An AUTH is filed by an attorney when seeking approval for services other than
counsel above the $800 case maximum.

An AUTH-24 is filed by an attorney for approval to obtain transcripts during the
pendency of the case in this court. Transcripts for an appeal must be requested
and processed through the First Circuit and should not be filed in the District of
New Hampshire’s eVoucher system.

Any motions or other documents submitted in support of an AUTH or an
AUTH-24 should be attached to the AUTH or AUTH-24 in eVoucher.

When you receive notice of an AUTH being approved or rejected, be sure to look
for any CJA orders in the documents tab.
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Authorization Request for Expert Services (AUTH)

STEP ACTION
1 Open the appointment for the case in which you are filing the AUTH by
clicking the case number in the Appointments’ List on your Home
page.
Appointments
Cagmr 1110-CR-00530=11
Case Tither US v. Galeano
Abtornay: Jays Rancourt
2 On the Appointment page, click Create next to AUTH.
Note:
« SAVE any entries often to avoid data loss.
"”“‘-“"’ ¢ At anytime prior to submitting the AUTH
oy : the usermay delete the AUTH by clicking
porlif Py the Delete Draft button.
3 Open the Basic Info tab and complete the required information and
click Save:
e Estimated Amount — amount you are requesting.
Estimated Amount | 200.00 =
e Service Type — type of expert service.
Service Type fathokogrst, Meckeal Exsrmare -
e Provide Basis of Estimate and/or Description of services if
appropriate.
Basis of Estimate |
Description
4 Open the Documents tab to attach any related motions or other
documentation using the browse/upload buttons. Add a Description
for any document uploaded.
Supporting Documents
(o]
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STEP ACTION

5 Open the Confirmation tab, review the AUTH and if ready to submit,
check the swear/affirm box and click Submit.

I swear and affirm the truth or correctness of the above statements o

Dabe L | g

6 A Success message indicates the AUTH was submitted to the court,
and the AUTH will appear in your My Submitted Documents section
on your Home page.

i by it b 1t i e e metdeporn s e s

Pomas lams P bfas g demwed ok b e eee o

01020000205

Authorization 24 (AUTH-24)

STEP ACTION

1 Open the case appointment by clicking the case number in the
Appointments’ List on your Home page.

2 On the Appointment page, click Create next to AUTH-24.

ate New Voucher
Cren

ALITH

| B ) Create

3 Complete the Basic Info tab and click Save.

Proceeding Transcript To Be Used.

Proceeding To Be Transcribed.

Special Transcript Handling information.

Provide Apportioned Cost, Apportioned Case/Defendant, and
type of Transcript, if applicable.

4 Open the Documents tab to attach any related motions or other
documentation using the browse/upload buttons. Add a Description
for any document uploaded.

5 Open the Confirmation tab to review the AUTH-24 and if ready to
submit, check the swear/affirm box and click Submit.

6 A Success message indicates the AUTH-24 was submitted to the
court, and the AUTH-24 will appear in your My Submitted
Documents section on your Home page.
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CJA-20/CIA-21/CIA-24

As with AUTH/AUTH-24s, motions or other documents submitted in support of a
CJA 20/21/24 should be attached to the submission in eVoucher. Court staff
will docket any attached motions in CM/ECF.

When you receive notice of a voucher being approved or rejected, be sure to
look for any CJA orders in the documents tab.

CJA-20

Note:

Cases filed on or after August 2, 2012: If, before the conclusion of the case, the total
unpaid attorney compensation reaches the statutory maximum, counsel must
immediately submit a CJA 20 eVoucher together with a motion per LR 44 1(c) and a
budget for the amount in excess of the case maximum that the attorney anticipates will
be needed for remainder of the case. Thereafter, counsel must submit CJA 20 voucher
whenever the accumulated (not previously paid) attorney compensation exceeds
$5,000, until the case concludes.

Cases filed before August 2, 2012: Although counsel may wait until the conclusion of
the case to request to exceed the case maximum, the motion to exceed pursuant to LR

44 1(c) must be filed conventionally and granted by the court, before counsel will be
able to submit a CJA 20 via eVoucher.

STEP ACTION

1 Open the case appointment by clicking the case number in the
Appointments’ List on your Home page.

2 On the Appointment page, click Create next to CJA-20.

_
'f\UTH. p— Create N Ot'E. - -
el i » SAVE any entries often to avoid data loss.

AUTH24 \M e Atanytime prior to submitting the AUTH
— Create the user may delete the AUTH by clicking
ent of and Authority to Pay the Delete Draft button.

Court-Aonointed Counsel

CIA-20
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STEP ACTION
3 Check/complete the Basic Info tab and click Save.

e If you are appointed counsel on the case, no info needs to be
added.

e If you are an associate/partner on the case, use the drop down
menu to select the correct Preferred Payee info to correspond
with the billing code assigned to the appointed attorney.

Payment Info
rragd Paves Bi:xr{:‘:nu_ll _|_-:|_-':.'|."|..§, |,-F-_-_-,_. A W
Bilng Code:0102-000011
4 Open the Services tab to add your in-court/out-of-court time. For
each task, enter the following information and click Add.
e Date.
e Service Type.
e Hours.
e Description of work note.
Note: To avoid common errors, see Attachment A for instructions on
entering services and expenses information.
5 Open the Expenses tab and enter each of your expense. Click Add.
6 Complete Claim Status tab.
e Start Date — beginning date of services/expenses claimed in
voucher.
e End Date - last date of services/expenses claimed in voucher.
e Payment Claims — indicate whether voucher is for final, interim or
supplemental payment.
e Confirm no previous payments for same services/expenses.

Note:

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

» Interim Payment allows for payment in segments, but each Court's practice may

differ. If using this type of payment indicate the number of this request payment.

» Supplemental Payment may be requested due to a missed or forgotten

payment after final payment has been submitted.
CJA eVoucher Attorney Manual CJA Attorney Updated 6-28-16.docx
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STEP ACTION

7 Open the Documents tab to attach any related motions or other
documentation supporting the voucher using the browse/upload
buttons. Add a Description for each document uploaded.

Note: If a motion to exceed was previously granted, attach a copy of
the CJA 20 Interim Memorandum Order and/or the order granting the
motion to exceed as appropriate.

If you are billing as an Associate/Partner on another attorney’s case,
you must attach a statement signed by the appointed attorney that
confirms the appointed attorney has reviewed and approved all
services and expenses shown on your CJA-20.

8 Open the Confirmation tab to review the voucher.

e Add a Public/Attorney Note to court clerk if necessary (for
example, if you are pro-rating your time between cases, provide
case #, client name, and dates in common for all cases).

Attention: The notes you enter will be available to the next approval level.
Public/Attorney
Notes

e If you are ready to submit voucher, check the swear/affirm box
and click Submit.

I swear and affirm the truth or correctness of the above statements
e If you are not ready to submit voucher to the court, click Save and

you can close out of the voucher and reopen it later to add
additional information and/or submit it to the court.

Save

9 If you submitted the voucher, the Success message indicates the
CJA-20 was submitted to the court, and now will appear in your My
Submitted Documents section of your Home page.

CJA-21

Note: Attorneys must Submit a CJA-21 twice before it is submitted to the court.
First, you complete the CJA-21 for the expert and submit it to yourself as the
attorney. Next, you reopen the CJA-21 and submit it to the court.
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STEP

ACTION

Open the appointment by clicking the case number in the
Appointments’ List on your Home page.

On the Appointment page, click Create next to CJA-21.

Complete the Authorization Selection section.

e If the request does not require advance authorization ($800 or
less), click No Authorization Required.

No Authorization Re:

uired
il
Wl.i’i
prio

e If you have a previous authorization from the court, click Use
Previous Authorization and a list of existing authorizations that
have been approved will appear.

Use Previous Authorization
Select th tion to dis a list of
prev abons
s appaint

e If you select Previous Authorization, select the correct
authorization for the CJA-21 you are preparing to highlight it in
yellow. You will not be able to continue until it is highlighted.

| Emistinng Feguesis Tor Aathorz st

Dy pumbser: 155 Ser
Ovdder Date: 05,27 1014
dastiaorised demodanit: O

the

Select your Expert from the drop-down box.

Note: Only experts who have been added by the court into the
eVoucher database will appear. If your expert does not appear in the
list, add your expert information and click Create Voucher. This
sends a message to the court to add the expert to the database.
Although you can continue to complete the voucher and Save it to the
My Service Provider’'s Documents section of your Home page, you
will not be able to submit the voucher to the court until the expert has
been added to the database. This process may take a couple of days.

Once the process is complete, when you reopen the CJA-21, the
expert’s name and billing info will appear in the Basic Info page of the
CJA-21, and you can complete and submit it to the court.

Payment Info

Preferred Payee | Larry Liedector v

Larry Liedector

Billing Code:0102-000067
55 Pleasant St.

Rm. 110

Concord, NH

03301 - Us

Phone: 603-555-1212

Fax:

CJA eVoucher Attorney Manual
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STEP ACTION

5 Enter the required information for the expert’'s Services and
Expenses, and attach all necessary Documents as you would on a
CJA-20 voucher.

See Attachment A for instructions on how to avoid common errors
when entering service and expense information on vouchers.

6 Open the Claim Status tab and enter the correct start and end dates
for services and expenses included in the voucher, and select the type
of payment requested.

7 Open the Confirmation tab to review the voucher.

e Add a Public/Attorney Note to court clerk, if necessary.

e If you are ready to submit voucher, check the swear/affirm box
and click Submit.
**This will return the CJA-21 to YOU to review again and submit to
the court.

8 If you clicked Submit, the CJA-21 will reappear in the My Active
Documents section of your Home page.

e Click the case number to open and review it.

e Ifitisready to be submitted to the court, open the Confirmation
tab, check the swear/affirm box and click Submit. You may add a
Public/Attorney Note to the court clerk, if necessary.

9 The Success message indicates the CJA-21 was submitted to the
court, and it will now appear in your My Submitted Documents and
My Service Provider’'s Documents sections on your Home page.

CJA-24

The CJA-24 voucher is created by court staff after an AUTH-24 has been
approved by the court, after which it is available for the court reporter to
complete, and then the attorney to review and submit to the court.

STEP ACTION

1 You will receive an email notification when a CJA-24 is ready for your
review. It also will appear in your My Active Documents section of
your Home page.
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STEP

ACTION

Click the case number to open the CJA-24.

To group by a particular Header. drag hurn B0 this area.
Case Delendant Typs

12-CR-D0012-58- Al CREmpry CA-MH

inirrad & b .00 3

Verify all information is correct in each tab of the CJA-24.

Open the Confirmation tab to review and submit the voucher.

e Add a Public/Attorney Note to the court clerk, if necessary.
e Check the swear/affirm box and click Submit.

The Success message indicates the CJA-24 was submitted to the
court, and now will appear in your My Submitted Documents and My
Service Provider’s Documents sections on your Home page.

REJECTED AUTHORIZATIONS AND VOUCHERS

STEP

ACTION

1

If the court rejects an authorization or voucher you submit, you will
receive an email notification and the document will reappear in your
My Active Documents section of your Home page highlighted in
yellow.

1:15-M5-00...  Melissa Boucher (£ 3) CIa-21
Start: 06/16/2015  Claimed Amount: 0.00 Judgs Whopner é

Enc: D6/16/2015 Legal Analyst

1:14-CR-000... Charles 1. Jones (# 1) CIA-20
Start: 08042015 Claimed Amount: 254.00  Jonathan Cohen
Enc: 05/08/2015

Click the case number to open the rejected document, and open the
Confirmation tab. An explanation for the rejection should be in the
Public/Attorney Notes box.

dbenlbon: Tha rodied wou aiiar el be svadabls to the neel spproval lesal.

Fublicfattomey B an adssciate, your bilahg mudk be sccube with sppoinbed sbterney’s Baling infe fne. Masis corec
Notes

When you are ready to resubmit the document, open the
Confirmation tab.

e Add a Public/Attorney Note to court clerk if necessary.
e Check the swear/affirm box and click Submit.

The Success message indicates the document was resubmitted to
the court.
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REPORTS AND CASE MANAGEMENT

You have access to a variety of reports in eVoucher to monitor fees and
expenses in a case or all your cases.

Click Reports on the top menu bar to access the following reports:

Home Operation;: AReports MWECF L

Appointment Report.

Defender Detail Budget Report.
Defendant Summary Budget Report.
Attorney Time Report.

Appointment Report

This report displays for each appointment the amounts of all CJA-20/21/24
vouchers you have submitted and the status of those vouchers.

Case: 1:11-CR-00155 Defendant: Comilus Earl Pope

Defendart=: 1 Order Type: Appainting Coumsel

Case T IS v, Pops Crger [uvie: 1R

Cana Typas Criminal s Poibdiing Poiige:  Joseph AL Laplaine

Sisame At At Mag Judge:
20 HIII0OMO MWL 1NIMCOIE RO 12meoM ipucher Submined 535115 516
a2 HIOZO00OENT  RAOOH4- INONNNA | GNNH4 | 2A00DI5 ot TS 853000 $1,500.00

Tortad Sulbametied o Appecirviment: HIEED HE5L1E

Defendant Detail Budget Report

This report displays the total attorney and expert services amounts authorized for
a case representation, the vouchers submitted against those authorizations, and
the amounts remaining on those authorizations.

Budget Datall Report For Defendant
114-CR-08805-1-A/

Crmmamyrarid Disn sormmnt Wosrmismr | Aormearns Chsarmme | dommmersd sk hest

&

&

E

H

BiE g
& EBR B Z
FEETEIER
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Vwmaken s Bt {Hais, Films B g} Appimeed Arvsd 524 B2 Al ey A Ridess

DNRTONE Te 281000 L wm Lo wm L o L L 30 09 0D 0%
Fulal Fending 10 Tulad Appraswi e
SoRe | o I
S L e
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Defendant Summary Budget Report

This report displays pending and approved CJA-20/21/24 vouchers submitted to
the court.
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Attorney Time Report

This report displays for each case representation all attorney time that has been
billed and submitted to the court by type of service performed.

et Qlads - AS Dadwa Oeptmd Coemigabti D

End Diwde Al Catwa Aoty T cabouiations

1:11-CR-10156
Defendant: Comilus Earl Pope

Beprviian g Qats Dbt ity Rate Hoai s e
Trirvteirs 1R Wi 1 B0

Fgian bt VLI | P Bl Fvitrail DT M

e 12 read e o shae s ol 3145 258 1343 D
ressach Sad. ma weh 0 n lockug
T
3nd ibad with [ and protaton and LEGS, prior
[

D204 aragrrment and indisd sppearances ond el $12800 100 s1am
Fearng

12014 | rewsarcihing bagal naus $12200 200 s 0

Toral [ L= 51,0800 B

CM/ECF

You may search for and access the public docket sheet for a case clicking on the
CMECEF link on the menu bar.

EVOUCHER CONTACT INFORMATION

Panel Managers

Panel Managers create representations, process appointments of counsel, and
add new expert vendors to the eVoucher database.

e Kathy Dupont: Kathy Dupont@nhd.uscourts.gov; 225-1441
e Jen Sackos: Jennifer Sackos@nhd.uscourts.gov; 225-1475
e Vincent Negron: Vincent Negron@nhd.uscourts.gov; 226-7733
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Auditors

Auditors review, process and/or audit AUTHs, AUTH-24s, CJA-20s, CJA-21s,
and CJA-24s.

e Cases Assigned to Chief Judge Laplante, Judge DiClerico & McCaffery — Erin
Callahan: Erin_Callahan@nhd.uscourts.gov; 226-7781

e Cases Assigned to Judges Barbadoro, McAuliffe & Johnstone — Matt
Pennington: Matt Pennington@nhd.uscourts.gov; 225-1437

Other Resources

To link to the court’s CJA Voucher Reference Sheet, click here.
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