Create a CJA 21/31

The CJA 21/31 is created by the attorney and may be completed either by the expert (if given access by
the court) or by the attorney. In either case, the attorney must review the document and submit it to the
court. Follow this procedure for creating a CJA 21/31.

1 On the Home Page, select a case from the Appointments List grid.

Attorney TestSSN (Attorney)

Home Operations Reports Links Accounts Help Signout

> Home

To group by a particular Header, drag the column to this area. Search: Appointments: Defendant
Case Defendant Type Status Date Entered All cases have been currently assigned
6:24-CR-02424 Test Defendant (= 1) a2 _ Voucher Entry 12/05/2025
Sart Claimed Amount: 0.00 Attorney TestSSN N it No data
Test Defendant (= 1) aa2 — G By
Claimed Amount: 0.00 Expert TestAttorneyLink N et
Paralegal Services C
£:24.CR02424 Test Defendant ( 1) e Vel e 13/2772025 To group by a particuler Header, drag the column to this area. Search:
Sare Claimed Amount: 0.00 Attorney TestSSN N et Case Defendant Type Status Date Entered
End =
No rows have been recorded on the database
1

Page 1 of 1 (3 items)

No data

Search: - -
_— To group by a particular Header, drag the column to this area. Search:
Appointments Defendant
m Case Defendant Type Status Date Entered
Case: 6:24-CR-02424 Defendant: Test Defendant ——
. Representation Type: Criminal Case 62403494 Test Defendant (= 1) A2l . Vaucher Entry 02/05/2025
Case Title: USA vs Test Qrder Type: Appointing Counsel S Caimed Amount: 0.00 Expert TestAttorneyLink ; Edit
Attorney: Attomey TestSSN Order Date: 02/03/25 End: Paralegal Services -
Representation 10: 615024 Pres. Judge: Test FLM-ji0
Appointment ID: 856213 Adm.[Mag Judge: 1 Page 1o 1 (1 items)
1 Page 1 of 1 (1 items)

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

Case Defendant Type Status Date Entered

No rews have been recorded on the database

No data

2 On the Appointment Info page, next to CJA21, click Create.
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113A
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1 FERSON REFRESENTED
[Test Defendant

I DIST DETDEF NUMBER
j6:24-CR-02424-1

5 APPEALS DKTDEFNUMBER
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6. OTHER. DT DEF NUMBER

71N CASEMATTER OF(Case Name] 5. PAYMENT CATEGORY U TYPE PERSON REFRESENTED 10, REFRESENTATION TYPE
o [Felony (including pre-trial diversion Tk

[USA ve Test of alleged felomy) | A dult Defendant [Criminal Caze

T1. OFFENSE(S) CHARGED

12:161CPREPORTS OF AFFILIATES

i T2 ATTORNEY 'S NAME AND MAILING ADDRESS 13 COURT ORDER.
| Attomey TestSSN - Bar Number: 12343 — _ — "I D Federal ("I Subs for Federal
Create New Voucher 123 Main St [ A tssociste Decocomse 50 Fede e dnke
AUTH Create Orlando FL 32823 ()L Learned Comnsel B0 Appointing | P Subs for Panel (IR Subs for Retained
Authorization for Expert and other [Phone: 2023351234 {Capital Only) Counsel Attorney Attorney
Senvices [Email: cjzevouchertest+AttySSN@ pmail com [DspProse E'l:n;l;mlﬂﬂ E USuhs BrPI [y 4 ginictrative
AUTH-24 Create (v Standby Connsel
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transcript [Prior Atforney’s Name
|Appointment Distes
i |Giznature of Presiding Jadge or By Order of the Coart
SH20 . Create Test FLMLj10
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CIA-21 Create
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Authorization and Vioucher for Expert
and ather Services

Vouchers on File

TRAVEL Create
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To group by a particular Header, drag the column to this area.

Search:

Case Defendant Type Status Date Entered
Reports 6:24-CR-02424- Test Defendant (# 1) CIA-20 _ Voucher Entry 03/27(2025
Defendant Detail Budget Report 5 Claimed Amount: 0.00 Attorney TestSSN ‘ Edit
Detail budget info for defendant
Tes_t Defendant (# 1) CIA-21 _ Voucher Entry 02/05/2025
Defendant Summary Budget Report Claimed Amount: 0.00 'Expelrl TTsstﬁtt_umaﬂ_mk ‘ Edit
Totals only of budget info for ki el =
defendant 6:24-CR-02424- Test Defendant (+ 1) CIA-20 . Voucher Entry 02/05/2025
Sar: Claimed Amount: 0.00 Attorney TestSSN & Eot
Attorney Time Endh =

Page 1 of 1 (3 items)

3

If there are closed and approved AUTHSs, they will be displayed on the Basic Info tab.

IF the document...

THEN select...

is under the statutory limit and does not
require advance prior authorization

No Authorization Required

The service type and expert must be selected on
the next screen.

must be linked to a prior, approved request
for authorization of funds (AUTH)

Use Previous Authorization




[ Basic Info

Basic Info
1 CIRLDIST/DIV.CODE 1 PERS0N EEFRESENTED [VOUCHER NUMEEER
1124 [Test Defendant
3. MAG. DETDEENUMBER 4. DIST. DET DEFNUMBER 5 APPEALS DKT.DEF.NUMBER 6. OTHEE. DKT/DEF NUMBER
0 CM/EC] j6:24-CR-02424-1
7. 1N CASEMATTER OF(Case Namz) 5. FAYMENT CATEGORY U TVFE PERSON REFRESENTED T0. REPRESENIATION TYFE
=S [Felony (including trial diversi 2
0 USA ve Test ony (including pre-trial diversion |, 41, pyegongant Criminal Case
jof alleged felony)
11. OFFENSE(3) CHARGED
12:161C PREPORTS OF AFFILIATES
EXCESS FEE LIMIT FRESIDING JUDGE MAGISIRATE JUDGE DESIGNEE 1
© summary: $0.00 - 513.600.00 Test FLMj10
Services DESIGNEE 2
Totals 20.00
Travel
Expense Type Amount 2 = &
Travel Miles s0.00 uthorization Selection
Travel Misc | 50.00 Select the Associated Authorization, or click No Authorization Required.
Totals 20.00
T Please Select the Associated Authorization
Expenses
Expenca Type Ay Mo Authorization Requests Found
FAX £0.00
Distance Cha 50.00 - - .
mmif £= 0.00 No Authorization Required
w i £0.00 If your voucher compensation is under
Other Expenses £0.00 the statutory limit and doss not require
o Totals £0.00 prior authorization.
P Trew voucher Tnformation
Tasks
Service Type M £
Link To Appointment
Link To Representation -
I
v
Reports
Attorney Time Estimated Amount |
Defendant Detail Budget Report Bai of Eelumste | |
Detail budget info for defendant
Service Provider
FOMMCIATL . Search for a service provider. If you do not find who you are looking for, contact an eVoucher
Creates a PDF version of the administrator to add a new provider.
voucher that you may use to review
entries, save, or print. Expert E|
Voucher Assignment = (_)Attorney_'Expert

Create Voucher

This indicates who will be responsible for fiing the veucher daim part

| « First ||<Pre'viﬂus|| Mext = || Last =

With a Service Type selected, an expert may be associated with the document. Only experts
registered for the specialty selected will appear in the Expert drop-down.

IF the expert...

THEN...

appears in the drop-down list

select the name and proceed to the next step.

does not appear in the drop-down list

ensure that you have selected the correct
specialty. If the correct specialty was selected,
follow court procedures for requesting eVoucher
access for experts. The voucher can not be
created until the expert is approved and added to
the system with valid billing information.

Note: It is also possible for the expert to have
an eVoucher account, but not have the selected
specialty assigned. In these cases, contact the




court to ensure the correct specialties are
assigned to the expert.

| Basic Info

Basic Info

1. CIR.DIST/DIV.CODE 1. PERSON REPRESENTED [VOUCHER NUMBER
113A [Test Defendant
3 MAG. DETDEENUMBER 1. DIST. DETDEENUMBER 5 APPEALS. DKT/DEFNUMEER 6. OTHER DKI/DEFNUMBEER
p CM/EC] 6:24-CR-02424-1
T.IN CASEMATTER OF(Case Name) 5. PAYMENT CATEGURY 9. TYFE PERSON REPRESENTED T0. REPRESENIATION TYPE
[Felony (including trial diversi i
oucher # [USA ve Test ony (including pre-trial diversion |,y 1y fon gant Criminal Case
jof alleged felony)
11 OFFENSE(S) CHARGED'
12:161C_F REPORTS OF AFFILIATES
EXCESS FEE LIMIT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
€ Summary: $0.00 v 513,600.00 [Test FLM-j10
Services DESIGNEE 2
Totals 000
Travel
Expense Type | Amount 2 = o
Travel Miles _ w00 || JAuthorization Selection
Travel Misc 50.00 Select the Associated Authorization, or dick No Authorization Required.
Total £0.00
= : Please Select the Associated Authorization
Expenses
Expense Type ! At No Authorization Requests Found
FAX | £0.00
Distance Charges 00 TR Z
ﬁm‘ui:e Thi T im No Authorization Required
Postage | 20.00 If your voucher compensation is under
Other Expenses | £0.00 the statutory limit and does not require
ht Totals 20,00 prior autharization.

New Voucher Information

. vl

Link To Appointment Service Type | Interpreter/Translator | @

Link To Representation -

Description
v

Reports

Attorney Time Service Provider

Defendant Detail Budget Report Search for a service provider. If you do not find who you are looking for, contact an eVoucher

administrator to add a new provider
Expert <=
Form C1A21

Creates a POF version of the Voucher Assignment = Attorney  Expert

voucher that you may use to review e : 2 %
sl alag This indicates who will be responsible for filling the voucher daim part

Detail budget info for defendant

Create Voucher
_| « First ||<Pre'viﬂus|| Next > || Last » l:l l:l
5 Below the Expert drop-down, next to Voucher Assignment, select who will be responsible for entering

claims for services and expenses on this document.

Note: If the expert does not have permission to enter claims in eVoucher and claims must be
entered by the attorney on the expert's behalf, the voucher assignment will default to Attorney..

Caution: The Voucher Assignment can not be changed after the document is created. If the
incorrect selection is made, the document must be deleted and recreated.



0 (] Cl
O
@ Ssummary: $0.00 v
Services
Totals 50.00
Travel
Expense Type | Amount
Travel Miles | 50.00
Travel Misc | 50.00
Totals S0.00
Expenses
Expense Type | Amount
FAs | £0.00
Long Distance Charges | 50.00
Photocopies | $0.00
Postage I S0.00/
Other Expenses | 50.00
Totals 30,00

Tasks
Link To Appointment

Link To Representation

Reports

Attorney Time

Defendant Detail Budget Report
Detail budget info for defendant

Form C1A21

Creates a PDF version of the
voucher that you may use to review
entries, save, or print.

|+ Basic Info

Basic Info

1. CIR/DISTDIV.CODE 1. PERSON REPRESENTED [VOUCHER NUMEER
1134 [Test Defendant

3. MAG. DETDEENUMBER 4. DIST. DETDEE.NUMBER S APFEALS. DKT/DEF.NUMBEFR. 6. OTHER. DKT/DEF.NUMBER
j6:24-CR-02424-1
7.IN CASE'MATTER. OF (Caze Name) §. PAYMENT CATEGORY 9. TYFE PERSON REFRESENTED 10. REPRESENTATION TYFE

[USA ve Test Felony (incuding pre-trial diversion |, o . pyeron gant Cririnal Case
of alleged felomy)

11 DETENSE(S) CHARGED
12:161C P REPORTS OF AFFILIATES

EXCESS FEE LIVAT PRESIDING JUDGE MAGISTRATE JUDGE DESIGNEE 1
513,600.00 [Test FLM-j10

DESIGNEE 2

[Authorization Selection
Selact the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

No Authorizafion Requests Found

No Authorization Required

If your voucher compensation is under
the statutory limit and doss not require
prior authorization.

New Voucher Information

Service Type | Interpreter/Translator ~ | *

Description

Service Provider

Search for a service provider If you do not find who you are looking for, contact an eVoucher
administrator to add a new provider.

Expert FLM-e107, Test »

Expel't Info Test FLM-e107

Details 107 Expert 5t
Clearwater FL 33758 US
Phone: 222-222-2922

Voucher Assignment = (_Attorney|_Expest ¢
This indicates who will be responsible for filling the voucher daim part

Create Voucher

e | [< v [ Wot> | [ tmts (oo o] [ At |

IF the Voucher Assighment selection THEN the CJA21/31 is open to the Basic Info tab and...
is...

Attorney

is in 'Edit' mode for the attorney and in 'Read Only' mode for
the expert.

The document will appear in Voucher Entry status in two
grids on the attorney's Home page. Under My Active
Documents and My Service Provider's Documents.

When all claims have been entered, the attorney must
submit the document to move it to Submitted to Attorney
status, and then again to submit the document to the court.

If any corrections need to be made after the document has
reached Submitted to Attorney status, the document must




6

Expert

be rejected back to Voucher Entry status for editing by the
attorney.

is in 'Edit' mode for the expert and in 'Read Only' mode the
attorney.

The document will appear on the attorney's Home page in
the My Service Provider's Documents grid and on the
expert's Home page in the My Documents grid.

Click Home on the menu to return to the Home page.

When the expert submits the document, it will appear on the
attorney's Home Page with a status of Submitted to

Attorney' The attorney must review the document, go to the
Confirmation tab, and click Submit to submit it to the court.

If there are any corrections to be made, the attorney may go
to the Confirmation tab and click Reject to reopen the
document for editing by the expert.

Click Create Voucher. The expert will receive an e-mail from eVoucher informing they have been

linked to a document.




|+ Basic Info

0 ] Cl
O o
6 Summary: $0.00 b
Services
Totals .00
Travel
Expense Type | Amount
Travel Miles | 50.00
Travel Misc [ S0.00
Tokals £0.00
Expenses
Expensea Type Amount
FaX 50.00
Long Distance Charges. 50.00
Photocopies 50.00
Postage 50.00
Other Expansas i £0.00
Totals 50.00

Link To Appointment

Link To Representation

Reports

Attorney Time

Defendant Detail Budget Report
Detail budget info for defendant

Form CIAZ1

Creates a PDF version of the
voucher that you may use to review
entries, save, or print.

Basic Info

T CIRUDIST/DIV.CODE 7 PERSON REFRESENTED

1134 [Test Defendant

[7MAC DETDEENUAMBER |4 DIST. DELDEENUMBER
|6:24-CR-02424-1

B PAVMENT CATEGORY

[F elomy (including pre-trial diversion
jof alleged felony)

T.IN CASEMATTER OF(Case Name)
[USA ve Test

O TVPE PERSON REPRESENTED
Adult Defendant

£ APPEALS DEKT/DEFNUMBER

[VOUCHER NUMEER

[Crimmal Caze

11, DFFENGE(S) CHARGED
12:161C P REPORTS OF AFFILIATES

EXCESS FEE LIMIT PRESIDING JUDGE

MAGISTRATE JUDGE
513,600.00 Test FLM 10

DESIGNEE 1

DESIGNEE 1

Authorization Selection
Select the Associated Authorization, or click No Authorization Required.

Please Select the Associated Authorization

Mo Authorization Requests Found

No Authorization Required

If your voucher compensation is under
the statutory fimit and does not require
prior suthorization.

New Voucher Information

Service Type | Interpreter/Translator w|=

Description

Service Provider
Search for a service provider. If you do net find who you are looking for, contact an eVoucher
administrator to add a new provider.

Expert FLM-2107, Test v

Expert Info Test FLM-e107

FEE
ctats 107 Expert St

Clearwater FL 33758 US

Phone: 222-222-2222

Voucher Assignment = (®Attorney_Expert

This indicates who will be responsible for filling the voucher daim part

Create Voucher

« First ||{Preuious|| Next > || Last =

6. OTHEE. DET'DEF XUMBER

10. REPRESENTATION TYPE
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