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United States District Court
Southern District of New York

Contact Information

CJA Clerks

United States District Court

Southern District of New York

500 Pearl Street, Room 120

New York, NY 10007

(212) 805-0640

Email: nysd_cja_office@nysd.uscourts.gov

Circuit Case Budgeting Attorney
United States Court of Appeals
For the Second Circuit

40 Foley Square

New York, NY 10007

(212) 857-8726

Web Resources

CJA website for the Southern District of New York
http://nysd.uscourts.gov/cja.php

CJA website for the Second Circuit
http://www.ca2.uscourts.gov/clerk/attorneys/cja.html

Guide to Judiciary Policy- Volume 7: Defender Services
http://www.uscourts.gov/FederalCourts/AppointmentOfCounsel/CJAGuidelinesForms/GuideToJudiciaryPolicyVolume7.aspx

National CJA Voucher Reference Tool
http://www.uscourts.gov/uscourts/cjaort/index.html

eVoucher Expert Manual
NYSD 121415


http://nysd.uscourts.gov/cja.php
http://www.ca2.uscourts.gov/clerk/attorneys/cja.html
http://www.uscourts.gov/FederalCourts/AppointmentOfCounsel/CJAGuidelinesForms/GuideToJudiciaryPolicyVolume7.aspx
http://www.uscourts.gov/uscourts/cjaort/index.html

Contents
Introduction

Browser Compatibility
Payment VVoucher
Accessing the CJA eVoucher Program
Home Page
My Profile
Voucher Reference Chart
CJA-21/CJA-31 (Expert Vouchers)
CJA-21/CJA-31 Check claim status
CJA-21/CJA-31 Attach documents to a claim
CJA-21/CJA-31 Sign and submit voucher to attorney
Rejected Vouchers
CJA-21/CJA-31 Modify Services or Expenses
If the claim status dates HAVE changed
If the claim status dates have NOT changed
Voucher Status
Vouchers pending approval by the court
Approved
Rejected vouchers

eVoucher Expert Manual
NYSD 121415

O© N O OB~ W W R

e T e e e N o
o1 o1 o1 o1 h W W DN - O



Introduction

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

The eVVoucher program allows you to:
e submit claims electronically to the attorney;
e upload supporting documents to claims; and
e receive automatic e-mail notification of approved or rejected vouchers.

Claims are not viewable by Clerk’s staff until they are submitted, nor can any other user besides the
appointed attorney view your detailed claim information after submission.

Browser Compatibility

o Windows: Internet Explorer 8 or newer is approved.
e Apple Macintosh: Safari 5.1 or newer is approved.
e Apple Mobile: Safari is approved (with limitations).

Chrome, Firefox and other browsers may not be used with CJA.
CJA eVoucher will not work with Chrome, Firefox, or any other browser not listed above. You may need to
reset the browser’s cache.

Help
. Delete browsing history... Ctrl+Shift+Del
1. CIICk the TOOIS menu, and then InPrivate Browsing Ctrl+Shift+P
e p - Turn on Tracking Protection
select Compatibility View ot
Settingsl Fix connection problems...

Reopen last browsing session
Add site to Start menu

View downloads Ctrl+)
Pop-up Blocker 4
SmartScreen Filter 4

Manage add-ons

Subscribe to this feed...

Compatibility Vi

2. Type uscourts.gov in the Add |

- - - hange Compatibility View Settings
this website field. g Crenee Competibily View Seting
3. Click Add.

uscourts.gov ad
|l Websites you've added to Compatibility View:
Remove
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4. Check the box next to Display  [ensen
intranet sites in Compatibility
View.

Q Change Compatibility View Settings

Add this website:

5. Click Close. per

Websites you've added to Compatibility View:

ada.den Remove

uscourts.gov

Display intranet sites in Compatibility View
[¥] use Microsoft compatibility lists
Learn more by reading the Internet Explorer privacy statement
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Payment VVoucher

You will receive an email when an attorney creates a payment voucher for you in the eVoucher
System.

Accessing the CJA eVoucher Program

The CJA eVoucher site for the Southern District of New can be accessed using the link below. It is
suggested that you bookmark it for easier access.

https://evadweb.ev.uscourts.gov/CJA nys_prod/CJAeVoucher/

L Enteryour court ssed logn and
password. I
2. Click Log In. ———
==
If you have forgotten your o T
password, click Forgot your login?
If you forgotten your username, contact the CJA clerk.
Enter your user name or email _ “ |
address and click Recover. SacTone i
Email: ’ l
Follow the instructions in the email

that you will receive.

Password Rules:
Users will be required to change their passwords within 30 days of the first time they log into CJA eVVoucher.

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

Users are required to change their passwords every 180 days. When changing passwords, users must

specify a password that satisfies the new complexity rules and has not been used in the past 365 days. Users attempting
to change their password to a previous password before the required time period has passed will receive a notification in
CJA eVoucher.
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Home Page

Your home page provides access to all of your appointments and vouchers.
Security has been put into place that prohibits you from viewing information for any other attorney. Likewise,

no-one else will have access to your information.

Wk Irisegrmter Crom (Figmt

> fame.

ArbbemdtedBonments
T grop by 4 prarbicudr Header, drag B cokun bo thes area. Soarchc
Case Delendant Type Stabus
IR Sorwonl, fury 14 1 [z Subrited ba Cout
-t Clamd fereunt: 710,00 Inkerpeetes Cre R 00n|
el R Interpertor Prafmdator P e

T —
Tergrun by & pwticudar Hambes, chagEhw cob 1 Ul are. Seac
Case vefendann Tyee atun

Ho et
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My Profile

In the My Profile section, the attorney may:

Change password (Login Info section.)

Edit contact information, phone, e-mail, physical address (Attorney Info section.)
Update SSN or EIN numbers and any firm affiliation (Billing Info section.)

Add a time period in which you will be out of office (Holding Period.)
Document any CLE attendance (Continuing Legal Education section.)

Click My Profile.

‘Welcome ParalegalCne: | My Profile

My Appointments:  View

Login Info

] Login Info eal
o Edit your username ‘our Login information UserName ParalegalOne
e Edit your password
Expert Info ‘Your Mame: ParalegalOne
‘four personal info Your Contack fnfo:
Expert Info Phore: 212-805-0640
H H Faux:
e Change your contact information CIhexpert@nysd.uscourts.gov
e Change your email address Vour Adiass:
500 Pearl Street
Mew York, NY 10007
us
I BiIIing Info ‘our default billing info is:
Bi I l n g |nf0 A . . Lisk all awailable Biling info recards Bpiﬁ};aglgggé?gr;g.ggggm
e Update your billing information 500 Pearl Strest
Mew York, MY
10007 - Us
Phone; 212-805-0540
Fawx:
EX pert Sp ec | altl es Expert Specialties Your current assigned specialties are:
o Add SpeCia|tieS List vour assigned specialties [General]: Paralegal Services
eVoucher Expert Manual 5
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Voucher Reference Chart

Folder Contents

My Documents Vouchers you are currently working on

My Submitted Documents Vouchers you submitted to the attorney/court.

e Vouchers paid or approved by the court.
Closed Documents e Vouchers appear until archived by the Court.
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CJA-21/CJA-31 Voucher (Expert Vouchers)

e Interim vouchers may only be submitted if it is greater than $3,500, or a final interim

voucher.

e Indicate the type of document, number of pages and rate charged per page for photocopy.

e When claiming travel time and/or expenses, indicate the addresses for the starting and
finishing point as well as the start and end times.

e Mileage must be entered in whole miles.

e When entering the description of service include information researched, discovery reviewed
along with page numbers, and materials drafted.

e THE VOUCHER WILL ERASE ALL DATA IF YOU ENTER MORE THAN 175 LINES.
YOU WILL HAVE TO SUBMIT MULTIPLE VOUCHERS IF YOU HAVE MORE THAN 175 LINES.

1. Select the voucher from the My

Documents section on the home page

by clicking the line to highlight it

Saarch:

Trpe Status

yellow then clicking the case number or |, =

Edit hyperlinks.

e | |
Parslagl Sevvices

Paxge 1ol 1 {1 Roies)

2. Review the Basic Info to be sure you

selected the correct voucher.

P Basic Info Services

Basic Info

Expenses Claim Status

1. CIR/DISTAIV CODE
1208

2 PERS ON REPRESENTED
ohn Do

3. A €. DKI/DEE NUMBER

7 ¥ CASE/MATTER OF(Case Narno) flom)

S.v. Doe

4 DIST, DKI/DEE NUNBER.
1 :12-CR-00A26-1-TWO

5. AVFEALS. DET/DEE NUNBER

el bR AR
[Felamy (incluckng pre-tral diversion

f alleged felony)

2 TYYE PERS 0N REPRESENTED
|.dult Defendant

UCHER NUMBER

6. OTHER, DKI/DEF NUMBER

10. REFRESENTATION TYEE
ririnal Case

11 OFFENSE(S) CHARGED

tomey One

00 Pearl Street

ew York HY 10007
[Phone: {212)805-0640

Fl 246=ND F CONSPIRACY TO DISTRIBUTE NARCOTICS
12. ATTORNEY'S NANE AND MAILING ADDRESS

13 cOVRT ORDER

[ Adssodate

[~ YStanily Comsd

[ecior itomey's ame
|gpeintment Dates

14. L4W FIRM NANE AND MAILING ADDRESS

piL2013
Repaymen [~ YES [7 NO

[ € o Comsd
[ ESubs fox Peleral Iefender [ 0 Appeinting Comsd
[ BSubs for Band Attemey [~ R Subs for Retainel somey

Jsiguatire of Eresidling Fulge or By Ocler of the Couct
uraber Two

[Datect Order Mune Bro Tunc Bake

3. Click the Services tab to input

services.

| Basic Info

Services

Expenses

Basic Info

Claim Status

Documents

Confirmation

1. CIR/DIST/DIV.C 0DE

208

1. YERS ON REFRESENTED
ohn Doe

W0 CHER NUNMI

eVoucher Expert Manual
NYSD 121415



4. Enter Informatlon in a” required flelds then Basic Info ) Services Expenses Claim Status Documen ts Confirmation

cllck_Add. Solices W

Special Note for Interpreters: N

Enter 1 in the Hours field. e L ]
Enter half/full day rate in the Rate field.

In the Description field, enter the *Indicates a required field

language spoken, type of proceeding, and
indicate if it is a full or half day of

service.
5. Click the Expenses tab and s e w .

enter the required fields. Expenses
6. Click Add and then click - e
Save.

Expense Type Date  Description Mile  Rate

[

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

eVoucher Expert Manual 8
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CJA-21/CJA-31 Check claim status

e Final payment may be requested after all services have been completed.

e Interim payment allows for payments in segments. A court order is required when requesting
an interim payment.

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

e The CJA clerk will reject the voucher if this section is not completed.

l' CIiCk the Clalm Sta‘tus tab Basic Info Services Expenses | Documents Confirmation

ClIA21

Basic Info Services Expenses I Claim Status Document ts Confirmation
Claim Status
2. Enter the start and end dates. =ik ——
Payment Claims
T Fi

3. Select the claim type. wss Wl
" supplemental Payment
4. Click Save.
wFirst | [ aprevious |[ mest> |[ Lasts | [[save | [ Delete prafe_]
OR
CJA 31 Basic Info Services Expenses b Claim Status Documen ts Confirmation
Claim Status
2. Enter the start and end dates. sotome  on 3 wowe [ <2
. ::mn:-m Stage of Proceadng
3. Select the claim type. i S—
© Supplamantsl Paymant

4. Select the Stage of Proceeding. T e il i

5. Click Save.

i) [ [heas ) [ ] | B

eVoucher Expert Manual 9
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CJA-21/CJA-31 Attach documents to a claim

You may attach documents that support the claim.

Court orders, including orders for interim payments

Travel receipts. Meal receipt must itemize the meal; credit card receipt is insufficient
Receipts for other single item expenses greater than $50.00

Time Spent in Common form when billing for time and expenses in common with another
defendant

e. Interpreter Travel Expense form when interpreter is claiming travel expenses

oo o

1' CIiCk the Documents tab Basic Info Services Expenses Claim Status I 13 DDCI.ImcrIiSI Confirmation
[

2. Click Browse and select the Supporting Documents
document to be attached. File Upload (Only Pdf files of 10MB size or less!)

File G \A0weVouchenCJA eVoi | Browse. ..

. A Description [copies of receiptd x|

3. Add the title of the document in the
description field. Tl
4. Click Upload and then click Save.
eVoucher Expert Manual 10
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CJA-21/CJA-31 Sign and submit voucher to attorney

The notes field may be used to provide brief statements to the attorney and/or CJA clerk.
However,any information of substance needs to be in a memo and attached to the voucher.

1. Click the Confirmation tab.

Basic Info Services

Expenses Claim Status Documents | Confirmation

2. Review the voucher.

3. Add any brief notes.

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

Public/Attomey
Notes Notes

Notes are viewable by all Court users.

iv] 1 swear and affirm the truth or correctness of the above statements
© Submit

4. Scroll to the bottom of the screen
and check the affirmation box. —l e
5. Click Submit.
6. A confirmation screen displays sucess
indicating successful submission. Pt e ke ot e o o

0101.0000150

Back to:
eVoucher Expert Manual 11

NYSD 121415




Rejected Vouchers

If you receive an email that an voucher was rejected, you must perform an action in the e\Voucher
system. The rejected voucher will also be highlighted in gold in the My Active Documents
section of your Home page. Since the attorney submits the expert voucher, the CJA clerks
cannot reject the voucher directly to the expert. It is up to the attorney to reject the voucher to the
expert. If you notice a rejected voucher and it is in Read Only format, contact the attorney to
reject the voucher to you. Once the attorney rejects the voucher, you will be about to modify the

voucher.

1. Click the rejected voucher.

i T grow by & partioular Header, drag the cohaen b this sres,

Case Defendank
LI R A Wi JohnDce (= |
o BEDANOE Clefared Aot 12,000.00

End (E00R01A

12 %%tm John Do (= |
Sn B0 E Claimed Amout: 65,00

Ll

Type

Cu-H

Farlogl Theen
Paralegal Sendces
CIa-z1

Par;

Pardegal Thes
raegal Servces

Fage 1 of 1(2 Rene)

2. Click the
Confirmation tab to read
any notes sent by the

| Basic Info Services

Basic Info

Expenses

Claim Status Documents

Confirmation

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

attorney Or C‘]A Clerk ELDJ?\LESJ'A“UWBY 617/ 15|rejected by CIA, Expertis required to provide a detailed description of services, TAM =]
H
3. Correct any
defICIGnCIeS and reSme It Il ! ertify Fhat I have reviewed the above
the voucher to the j A / Approve Q Reject

attorney by checking the
affirmation box and click
Approve.

Date: 6f18/2015 11:49:20

eVoucher Expert Manual
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CJA-21/ CJA-31 Modify Services or Expenses
Basic Info Expenses Claim Status Documents Confirmation

1. Click the tab of the
area requiring attention.

2. Click the entry to be
modified.

3. Modify the entry as needed.

4. Click Save.

Services

£

Service Type  d. Travel Time - |+

Doc(EcF | |
[_14-

-

Date

Haurs

icutar Hez

LEEED Office toffrom Jail

L]

Pages

at $126.00 per hour.

articul ader, drag the column to this area.

Date Description Hrs Rate
11/17/2014  Sentencing of Def 04  S12600  $50.40
11/12/2014  Plea 03 s12600  537.80
11/10/2014  Interview with Def at Jail 15  $126.00  $185.00
11/10/2014  Office toffrom Jail 16  $126.00 520160

= 11/09/2014 Review Plea Agresmant L0 512600  $126.00

Amt  Audit Notes Audit Hrs  Audit Amt

€

In this example, travel time under the Services

tab is being modified.

If the claim status dates HAVE changed

1. Click the Claim Status tab.

Expenses I Claim Status I | Documents

Basic Info Services Confirmation
[
2. Enter the start and end dates. - ra
3. Select the claim type. e
4, Click Save.
] (v o> ] [oms |

5- CIiCk the Conflrmation tab- Basic Info Services Expenses Claim Status Documents | [ Confirmation
6. Review the voucher. e B ——

7. Add any brief notes.
8. Scroll to the bottom of the

screen and check the affirmation
box.

9. Click Submit.

Notes are viewable by all Court users.

[v] 1 swear and affirm the truth or correctness of the above statements

Date: 6/12/2014 16:32:35

O Submit

«Frst ][ <Previous |[ Mext> ][ Lests |

[ save ] [ Delete oraft |

eVoucher Expert Manual
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Success

Yournd
Pesea ke he fokomerg youcherrunber for our v rerd:
0101.0000150

10. A confirmation screen displays
indicating successful submission. B

If the claim status dates have NOT changed

l. C“Ck the Confirmatlon tab Basic Info Services Expenses Claim Status Documents [ [ Confirmation
2. Review the Voucher A Attention: The notes you enter will be avalable to the next approval level.
Hotes Notes  Notes are viewable by all Court users.
3. Add any brief notes. ‘l!
iv| 1 swear and affirm the truth or correctness of the above statements
© Submit

4. Scroll to the bottom of the screen
and check the affirmation box. T
5. Click Submit.
6. A confirmation screen displays Success L
indicating successful submission. Pt ey s e v

0101.0000150

Back to:

Home Page

Appointment Page
eVoucher Expert Manual 14
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Voucher Status

Vouchers pending
approval by the court

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

Approved

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

Rejected vouchers

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

eVoucher Expert Manual
NYSD 121415

To group by a particular Header, drag the column to this area. Search: |
Case Defendant Type Status
1:14-CR-70001-... Sample Defendant 1 (#... CIA-24 - Submitted to Court
Start: 11/05/2014 Claimed Amount: 54.75  Court Reporter / 0752.0003805
End: 11/05/2014
1:14-CR-70001-... Sample Defendant 1 (#... CIA-21 . Submitted to Court
Stert: 10/24/2014  Claimed Amount: 2,000... Expert Investigator # 0752.0003810
End: 10/24/2014 Investigator FINAL PAYMENT
1:14-CR-70022-... Sample Defendant 2 (#... CIA-21 . Submitted to Court
Start: 10/01/2014 Claimed Amount: 2,037... Expert Investigator / 0752.0003826
End: 10/28/2014 Investigator FINAL PAYMENT
1:14-CR-70022-... Sample Defendant 2 (#... AUTH-24 - Submitted to Court
S 10/282014  Claimed Amount: 0.00 / 0752.0003819
End: 01/01/1500 E—

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

Case Defendant Type Status
—

1:14-CR-70001-... Sample Defendant 1 (# 1) AUTH .. Voucher Clesed
St 10/23/2014 Claimed Amount: 2,000.00 Investigator 5y 0752.0003795
End: 10/23{2014 Approved Amount: 2,000...
1:14-CR-70001-... Sample Defendant 1 (# 1) AUTH-24 .. Voucher Closed
San W0/32014 Claimed Amount: 0,00 1€ o752.0003804
End: 1W/23/2014  ppproved Amount: 0.00 I

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

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