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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
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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 are 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 |G
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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Access the CJA eVoucher Program

You will be provided with a username and temporary password which must be changed immediately
upon login.

https://evadweb.ev.uscourts.gov/CJA nys prod/CJAeVoucher/LogOn.aspx

1. Enter your username and
password.

USER LOMGIN CI1A 4.1.2

Existing wmeer? Messs log n.
2. Click Log In. T
ﬂm\d;. |
[egin]

Fargat your logn?

Recover Login Information

1. Enter your user name or
email address. Username: I | andjor

2. Click Recover.

| Recover Logon |

3. 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

Wekems Courtfingarter One: My Frofie

[rrr— TE: D Berer #
T ot Serart; 050 Courthepanar ine L T Cred eveure: 4500 Coutaporner ne Vs
« puminey e
liﬂ%ﬂ'!ﬂl. Samge, Guaw (1 = wonschem Estry Rul=CRgouke- 1T D o (# =) Sbemtted b ot
L] d At 0.00 = il i3 O] dencurts 139500 s
Jinle it} CoutReparter One L [y & Courthaparter Cra F e
LARCHOCTIG TN Sarmm, Gy (41 R . ‘Woucher Erdry 1 8=CR-0NA ) o Dt Borger (7 | CH Scbenbted b oot
- LR Chamed Amcur 0,60 Consthisperter Cre L SIS devcare: 100 Couthapirter O Py
TR R
3 Eubshir Uingsed |5 5 o St ety
L e bt .00 Corthaprte Crm A 1 Poe 10l 13 ey

(1) My Documents- CJA 24

Cane Defermdant Tree Status
e T Do e ¢ T e Pkt Chomd
e Clated devenrt: CourtRapest One g
e acerieed Aot 44,40
D Berger (4 1 oy .
~ i Gl vt 4,63 Couthegester ore ety
[y Pr————r) g 0
JRLEe 2o tE, G ey furger | & e o Voucher Clossd
T Clneed Bevcne: 45,00 Courthzgerter (v g My
. dcpresd Amourt- 46,00

Page 1ol 1 {ibowa)

Vouchers that have been created by the Court Reporting Coordinator that need to be completed and
submitted to the attorney. Rejected vouchers will appear in yellow. A rejected voucher must be corrected

and resubmitted to the attorney.

(2] My Submitted Documents- CJA 24
Vouchers that have been submitted to the attorney or Court

(3] Closed Documents- CJA 24
Vouchers that have been processed for payment
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CJA-24 Voucher (Court Reporter VVouchers)

1. In the My Documents
section, click the voucher
you wish to complete.

2. Click the Services tab.

3. Enter the required fields
indicated by an *.

4. Click Add. (If multiple
transcripts were added,
continue adding dates.) Then
click Save.
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e logout

Welcoma Court Rasomen My Srafil

My Appoements: Ve

Welcoms Court Repa

' Sy by perticdr Hoadr, divg the cobare 1 i are et |

Fage L of 1 (3 pems)

Type Stabus
ey Noucher eiry
St Repartar N
e = Vst Ertry
Court Raparter N
o ot Briry
Cout Reporter N
s Suberetted b
Corart Reprter Fa Adtomey
e R
—

Page 1.0 103 )

Page 15 111 pems)

| Basic Info I Services I Expenses Documents Confirmation

Basic Info

2. FERS 0N REFRESENTED
[Rashawn Wassell

4. DIST. DET/IEF NUNMBER
[1:12-CR-00626-4-ONE

1. CIR AIST/DIV.CODE
208

3.MAG. DET/DEF NUNBER

7.IN CASEMATTER 0T(Case Name)
|US . Christian

6. TYPE FERS 0N REFRESENTED
#udult Defendant

5. AFFEALS. DKT/DEE NUMBER

10, OETENSE(S) CHARGED
18:1951 F INTERFERENCE WITH COMMERCE BV THREAT OR VIOLENCE

[FOUCHER NUNEER
6. OTHER. DKT/IEE NUMEER

9. REERESENTATION TYEE
[Federal capital prosecution, either

rial or direct appeal

Basic Info

|r Services Expenses Documents Confirmation
Services
Date Os/01/z014 | * | Description =
Service Type ‘Copy A ‘ *

Include Page Mumbers |

i # RatePer Page 0,40 #
Less Amount Apportioned

Mo, of Pages

Less Amount Adjusted

* Required Fields

Add Delete ltem |

Service Type Date Description Incl. Page Numbers MNo.Pages Rate Apportionec Discount  Total
No data
[ =First ] | < Previous | | et > | | Last » Delete Draft



5. Click the Expenses
tab.

6. Enter the required
fields indicated by an *.

7. Click Add, then click
Save.
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Basic Info | Services I Expenses IDntuments Confirmation

Include Page Numbers
Mo, of Pages 50 * Rate Per Page 090 *
Less Amount Apportionsd

Basic Info Services | Expenses Documents Confirmation
Expenses
Date 11)19jz015  * % Description =]
Expenss Type - % [
|

Miles I rate per mile: $0,5750
Amount | Remove

* Required Fields

Expense Type Date  Description Mile Rate  Amt

Mo datal

wFirst | [ =Previous |[ Mexts |[ Lastz | [ save | | elete Draft

Services
Date 0s/01jz014 | * 1) Description [Fles hearing =
Service Type Copy - |4 =+



CJA-24 Attach documents to a claim

Court reporters may attach documents such as court orders and receipts for expenses greater than
$50.00 to support voucher information.

1. Click the Documents tab. TR N e
Expenses
[ [ -5 Desurition | =
Basic Info Services Expenses | Documents Confirmation
. Supporting Documents
2. Click Browse and select the File Upload (Only Pdf files of 10MB size or less?)
document to be attached. Fie Eoice

Description |Enter Description Here |

Delete  View
No Attachments

3. Add a title in the description
field.

4. Click Upload, then Save.

«Fist | [ <Previous |[ Net> |[ Last» | I Save i Delet Draft
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CJA-24 Sign and submit voucher to attorney

1. Click the Confirmation tab.

2. Review the voucher.

3. Scroll to the bottom of the

screen and click the affirmation

box.

4. Click Submit.
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Basic Info Services Expenses | Documents

Supporting Documents

File Browse.

Description [
Basic Info Services Expenses Documents | Confirmation
Confirmation
1. CIR /MIST/DIV.CODE 2. YERS 0N REFRESENTED [VOUCHER NUNBER
208 [Fashawn Vassell

3. W4 & DET/DEF NUNMBER

4. DIST. DKT/DEE NUMBER
1:12-CR-00626-4 ONE

5. AFFEALS DET/DEF NUMBER

7. IN CASEWMATTER 0F(Case Name)

#. TYEE FERS 0N REFRESENTED

. 0THER. DKT/DEF NUMBER

2. REYRESENTATION TYFE
[Federal capital prosecution, either

[Phone: 212 805 4054

[ ¥ Standhy Comsd.

[Brior Adbomey's Name
Ay ciimen Dates

13 LAW FIRM NAME AND MATLIN G ADDRESS

urher Two
[Date of Orider
Lr3i2014

Repayment [ YES [/ N0

U5 +. Cheistian. & dult Defendant ial or direot appel
10. OFFENSE(S) CHARGED
12:1951 F INTERFERENCE WITH COMMERCE BY THREAT OR. ¥IOLENCE
11. ATTORNEY'S NAME AND MATLING ADDRESS 12. COURT ORDER
|5 ttomesr Two [~ A Assodate [ CCo-Comsd
00 Pearl Street i
v T N L0007 [ E Subs for Feleral Defender [7 0 Aypointing Comsd

[ ESubs for Band attorney [ R Subs for Rebained Atorner

Sigabure of Bresiding Fulge ox By Order of fhe Court

T Fro Tune Date

REQUEST AND AUTHORIZATION FOR TRANSCRIFT

12. RO CEEDING IN WHICH TRANS CROT IS T0 BE USED

For Sentensing

13. T0 BETRA [3) ICIE ! TRe B0l B ORSerigTs Gve Aot B2 ICIUBe ProseauBon cpening

Flea on 571114

14 SYECTAL AUTHORTEATIONS JUDCE'S TNTTIALS
A& Apportioned Cost %% of transcript with
B. [ 14Day [ Expedited [~ Daily  [v Howly [ Realtiree Unedited CE

[~ Defense Opening Stafement

C.[~ Prosecution Opening Statement [~ Prosecution Argument [~ Prosesution Rebuttal

[~ Defense Argument [~ Voir Dire [ Jury Instructions

D In this moulti-defendant case, corarmercial duplication of transeripts will irpede the delvery of accelerated
transcript services to persons procesding under the Criminal Justice Act

APPROVED FOR PAYMENT - COURT USE ONLY

b TRV S T e e o o o Mk OV U o -

33 APPROVED FOR PAYAMENT

$0.00

Signature of Judge or Clerk of Court Date

Approved Amount

Attention: The nof

sou enter will be available to the next ap;

Public/Attorney
Notes

Date:

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

«First_|[ < Previous | [ Next> ||

Last> | I [ Delete Draft




Rejected Vouchers

If you receive an email that an voucher was rejected, you must perform an action in the eVVoucher
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 court report. It is up to the attorney to reject the
voucher to the court reporter. 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.

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

End: 11{19j2015

Case Defendant Type
1:13-CR-00785-TEN- Samuel, Guy (# 1) [=re]

St 010141301 Claimed Amount; 0.00 CourtReporter One
End: 01011501

Li13-CR-00785-TEN- Samuel, Guy (# 1) Cla-24

Stan ol Claimed Amount: 0.00 CourtReporter One
End: 0140111301

1113-CR-00785-TEN- Samuel, Guy (# 1) C1a-z4

Stan L3018 Claimed Amount: 0.00 CourtReparter One
End: 111372015

1:12-CR-00626-0NE- Rashawn vassell (# 4] CIA-24

S 1113015 Claimed Amount; 45.00 CourtReporter One

Page 1 of 1 (4 items)

2. Click the
Confirmation tab to
read any notes sent by
the attorney or CJA
clerk.

|+ Basic Info Services Expenses Documents

Basic Info

Confirmation

Public/Attormey
Motes

Attention: The notes you enter will be available to the next approval level,

I already submitted a voucher For this matter,

3. Click the tab of the
area requiring attention.

4. Click the entry to
be modified.

5. Modify the entry as needed.

6. Click Save.

vasic Info b Services Expenses Document s

Services

Diste 1119005 = o
Sewvice Typm -
=S
o of P " Rae P Pt .
Loy Amourt Apportionad

Less Anourt Adisted

Trchade Piage Wb

Servior ' Dabe  Deseriy Incl Page s Nofaq Rabe Apporti Discour  Tobi Roles

™

Copy oy b LR 0o $000 g0
-
[Ceree ][ <rrowons |[ hets |[ Lasts | (s ] Dbt Draft

Le Ll

ﬂ Delste fhem |

Pages Rabe. Apporti Discour Amb A

Fage 1 of 1 {1 bems}

7. Correct any
deficiencies and
resubmit the voucher to
the attorney by checking
the affirmation box and
click Submit.

-

wear and affirm the truth or correctness of the above statements

0

; 11/19/2015 15:53:12

o Submit
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