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

Open the email you
received from the
eVoucher application and
click the account activation
link.

Dear Inspector Gadget,
You have been set up as a new user of the District of New Hampshire's eVoucher system.
The following Username and Email Address have been associated with your account:

Username: GadgetI1
Email: eVoucher@nhd.uscourts.gov

You must login to set your password and activate your login information.

Also, make sure sisit your profile page (on the menu click on "\Help\My Profile") in order to provide your billing and contact information.
Click here to active the account.

Service Provider Users: Click here for more information regarding account activation.

Appointed Attorneys and their Associates/Partners: Click here for more information regarding account activation.

Regards,
District of New Hampshire
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Step

Screen

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

Password Requirements:

Minimum 8 characters

One lower-case
character

One upper case-case
character

One number

One special character.

& CJA eVoucher

PASSWORD CREATION

CREATE your password

Username: |Gadgetll

Mew Password: (eesssssss

Confirm Password: |sesssssss

Email: |eVoucher@nhd.uscourts.gov "

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

CJA eVoucher

Electronic Youcher Management System

USER LOGIN Release District

of New Hampshire Test 4.2.1

Existing user? Flzase log in.
Your password wes successfully updated

Usemame: |Gadgetl1] *
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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 personal info

Expert Info

Your personal info

S5N Instructions:

If you are a self-employed service
provider, you are required to enter
your Social Security Number in the
SSN field.

If you are company-employed service
provider only, do not enter your Social
Security Mumber in the SSM figld,

Payee Certification:

This message informs you that the
Name and TIN entered are collected
pursuant to IRS Guidelines that
govern what information must be
collected by the judidary for
payments mads to non-employess
and other entities for services
provided and for purposss of issuing a
Form 1093-MISC. You have provided
this infermation under penalties of
perjury and certify that:

Screen
Your Name: Inspector Gadget
Your Comtact Infor
Phmnne £ra cEe 121m
First Name Middle  Last Name
[Inspector i |[Gadget | O tnactive
Tax Identification Number:
55N | 000-00-0000

cont
Main Email
‘e\fuucher@nhd‘uscour‘s.gw ‘
2nd Email

|
3rd Email

|
Phane Gell Phane Fax
[603-555-1212 | [
Address 1 Gity
[One Secret way | [concord |
Address 2 State Zip

| [MewrampsHiRe V] [03301
Address 3 Country
| [unTep sTates v

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 (0 sefiEmployed

EIN Instructions:

If this billing infarmation line is for
wiork performed as an employes of a
company, pleass enter the Company's
Name and Employer Identification
Number (EIN).

Payee Certification:

This message informs you that the
Mame and TIN entered are collected
pursuant to IRS Guidelines that
govern what information must be
collacted by the judiciary for
payments made to non-employees
and other entities for services
provided and for purposes of issuing a
Form 1099-MISC. You have provided
this information under penalties of
perjury and certify that:

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

2-Tama .5, citizen, U.5. resident
alien, or other U.5. person (a
partnership, corporation, company, or
association created or organizad in
the LS. or under the laws in the U.

® Company

Tax Identification Number:
EIN/TING | 11-1111111

Confirm: |11-1111111

O Copy Address from Profile

Name:

|Irwestigat\0ns RUs ‘

Phone: Fax:
[eo3-s55-1202 Il \

Address 1
|Tw0 Secret Way ‘
Address 2:

Address 3
| \

State:

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

Zip Code:

City:
Concord | NEW HAMPSHIRE

v| ozt
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Step

Screen

Click Edit to open Expert
Specialties.

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 Specialties
exinnad enacisltise

lick wrair =

Expert Specialties

List your assigned specialties

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

Please, select what specialties apply to you: Save
General
[ Accountant
[ Ballistics Expert /
[ caLR{westlaw, Lexis, etch
[ chemist, Toxicologist
[] computer (Hardware, Software, Systams)
[] computer Farsnsics Expert
[ bocuments Examiner
[ buplication Services
[ Fingerprint Anatyst
O Hair, Fiber Expert
[ interpreter Translator
Investigator

[ 3ury Consultant

11 anal Anahet!Caneiltant

Logout of eVoucher

Welcome Inspector Gadget (Expert)

Account Updates

To update your profile or billing contact information, login to eVoucher and follow
the steps in account set-up.

To update you 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
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