CJA eVoucher
Service Provider Information Sheet

Approved Browsers

Windows: Internet Explorer 8 or newer

Apple Macintosh: Safari 5.1or newer

Account Set-Up

You will receive an email from the eVoucher application asking you to create
your account.

Step Screen

een set Up as a new user of the District of New Hampshire's eVoucher system

Open the email you
received from the

eVoucher application and | -
click the account activation

1. Click this fink- Activate Account to login and update your profle:

and Email Address have been associated with your account:

Username: Investigator3
Email: evoucher@nhd.uscourts.gov

information. You access your Profile through the dropdown menu under the Help tab.

2. Click this link: http-//www nhd uscourts gov/pdf/Service%620Provider%20Info

f for more information regarding account activation; and

3. Click this link- W-9 Form to complete the required CJA Service Provider Payee Form. Print and mail the completed form to the court at the address below.

ourts.qov or 603-225-1437 or Erin Callahan at Erin_Callahan@nhd.usct

ourts.qov or 603-226-7781.
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Step

Screen

Enter your Username and
email address as shown in
the email, create and
confirm your password,
and click Reset.

e Minimum 8 characters

e Onelower-case
character

e One upper case-case
character

e One number

Password Requirements:

e One special character.

w CJA eVoucher

PASSWORD CREATION

CREATE your password

Username: |(Investigators

Mew Password: |(sesssssse

Confirm Password: (essssssse
Email: |evoucher@nhd.uscourts. goy,

This site is best viewed with Internet Explorer & or
LS| newer. Please dick here to download the software.

Mlgresoft® N
Internet G
=

Log in to eVoucher with
your Username and newly
created password.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN

New Hampshire District Court
Test Release 5.1.5

Existing user? Please log in.
Your password was successfully updated

Username:|Investigator3

Password: nuuou| - %
Log In
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Step

Click Edit to open Expert
Info section.

If you are Self-Employed
enter and confirm your
SSN in the Tax
Identification Number
fields, and update your
contact information as
needed.

Click Save.

Expert Info Your Name: Inspector Gadget
Your personal info Your Contact Info:
Plmmns €72 €EC 1917
Expert Info First Name Middle  Last Name
Your personal info Inspector Gadget [ mnactiv
Tax Identification Number:
55N Instructions: S5N: | 000-00-0000
If you are a self-employed service _
: | 000-00-0000
provider, you are required to enter Confirm:
your Social Security Number in the Main Email
SSN field. eVoucher@nhd.uscourts.gov ‘
f you are company-smployed service || 2nd Email
provider only, do not enter your Social ‘
Security Number in the SSN field. 3rd Email
_lF:_vEe Ceﬂiﬁﬂ;;iﬂm ot th Phone Cell Phone Fax
iis message informs you that the g
Name and TIN entered are collected |EM 5551212 ‘ |
pursuant to IRS Guidslines that
govern what information must be Address 1 City
collected by the judiciary for [one secret way | [concord |
payments made to non-employees Address 2 State Zip
and other entities for services
provided and for purposes of issuing a ‘ | NEW HAMPSHIRE V‘ |D33D1
Form 1093-MISC. You have provided Address 3 Country
this information under penalties of | [unTED STATES <]

perjury and certify that:

Click Add to open Billing
Info section.

Choose the correct Billing
Type. If you did not enter
your SSN in the Expert
Info section, you will only
be able to select
Company.

If you work for or contract
through another business,
enter and confirm the
company’s EIN in the Tax
Identification Number
fields.

Add a billing name,
address and phone
number (or check box to
copy address from profile).

Click Save.

Billing Info

List all available billing info records

Billing Info

\ illing Type:
List all available billing info records (O seffEmployed

EIN Instructions:

If this billing information line is for
wiork performed as an employez of 2
company, pleass enter the Company's
Name and Emplayer Identification
Number (EIN).

Payee Certification:

This message informs you that the
Name and TIN entered are collected
pursuant to IRS Guidelines that
govern what information must be
collectzd by the judiciary for
payments made to non-employess
and other entities for services
provided and for purposas of issuing &
Form 1099-MI5C. You have provided
this infermation under penalties of
perjury and certify that:

1 - The number entered as my 55N or
EIN is my correct taxpayer
identification number: and

2-1ama V.S, ditizen, U5, resident
alien, or other U5, person (a
partnership, corporation, company, or
association created or organized in
the LS. or under the laws in the U.

®) Company

Tax Identification Number:
EIN/TIN: |11-1111111

Confirm: |11-1111111

O Copy Address from Profile

Name:
|Invest\gatmns RUs ‘

Phone: Fax:
[0z 5551212 || |

Address 1
|Tw0 Secret Way ‘
Address 2t

Address 3t
| \

States

In order to get paid you need to setup at least one Billing entry.

Zip Code:

City:
Concord ‘ NEW HAMPSHIRE

v/ |os301
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Step

Screen

Click Edit to open Expert
Specialties. S

Check the box next to one
or more specialties that
describe the type of
services you may render in
any CJA case.

Click Save.

Expert Spedialties
winned cnecialtise

Expert Specialties
List your assigned specialties

In order to use the Portal, please choose at least one spedialty. Edit

Please, select what specialties apply to you: -
General
[ Accountant
[ allistics Expert /

[ caLr{westlaw, Lexis, etc)

[ chemist, Taxicologist
[[] computer (Hardware, Software, Systems)
[[] computer Faransics Expert

[ bocuments Examiner

[ puplication Services

[ Fingerprint Analyst

[[1 Hair, Fiber Expert

[l tnterpreter Translator

Investigator

[ 3ury Consultant

[T eaal anahucticans itz

Logout of eVoucher

Welcome Inspector Gadget (Expert)

Account Updates

You are also required to complete a form W-9 and mail it to:

Office of the Clerk

United States District Court
55 Pleasant Street, Room 110
Concord, NH 03301.

A fillable form W-9 can be found at https://www.irs.gov/pub/irs-pdf/fw9.pdf.

To update your profile or billing contact information, login to eVoucher and follow

the steps in account set-up.

To update your SSN and/or EIN tax identification number, contact one of the

following eVoucher team members:

Laura Michalski, Laura Michalski@nhd.uscourts.gov, 603-225-1496

Matt Pennington, Matt_Pennington@nhd.uscourts.gov, 603-225-1437

CJA eVoucher Service Provider Information Sheet
Revised on July 17, 2018

Service Provider Information Sheet
Page 4 of 4




