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Creating a CJA-24 Voucher

Note: There is NOT AN AUTOSAVE function on this program. You must click Save periodically to save
your work.

Step 1

On the Appointment page, in the Create New Voucher section, click the Create link next to CJA-24.

CIA-24 Create

Autharization and Voucher for
Payment of Transcript

The Basic Info page appears.

The Delaware District Court does require an AUTH-24. Click the Use Existing Authorization in
eVoucher link.
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Step 3

Click the applicable AUTH-24, which highlights it in blue. You cannot continue until it is highlighted.

Authorization Selection
You can click the Use Existing Authorization in eVoucher button to select from a list of approved autherizations

‘ Use Existing Authorization in eVoucher Please Select the Assoclated Autharization
You may dick here to select from 3 kst of ed == = 3
athamatons. 1D Number: 89 Senvice Type: Court Repoter / Transeript

| Order Date: 01/21/2016 Spedal Handling: 0

No Existing Authorization in gVoucher Proceeding Transcnbed: Transcription

1f you da not have an existing authonzatian in

eVoucher, you may proceed by chcang here. Prosecution Opening Proeabon Amumant Prmecutan Rebasttal

Defense Openng S| Oefense Argy dury 1 Vour Dve

In this multi-defendant case, commerdal dupication of transcripts will impede the defivery of
accelerated transeript services to persons proceeding under the Criminal Justice Act.

1D Number: 116 Service Type: Court Repozter | Tranzsaipt
Order Date: 03/22/2016 Spedal Handlng: 0
Proceeding Transaribed: Arraignment
Proseciion Opening Prowcutan Ampumant Prosecutaon Rebuttal
Deleme Cpening Statemant Defensa Argument Jury lnstucSons Vor Due
In this mult-defendant case. J duph of transopts wall impede the defivery of

accelerated transcript services to persons proceading under the Crimenal Justice Act.

Step 4

Click the Expert drop-down arrow and select the transcriptionist. In the Voucher Assignment section,
click the appropriate radio button indicating the attorney will be entering information. It might already

be defaulted to the attorney radio button. Click Create Voucher.
nNew Voucher Information

|
e |

Court Reporter/Transariber Status
@ offidal _ Contract C Transaiber (_ Gther
Service Provider

You can search one of the service Providers already in the system
OR you can eater the requwred information for ancther previder

Expert E-!;JCIL Levar o

Expert Info LeVar Expert

Ot 20-CHSO
Viehingten DC 2054 US
Fhane: 202-502-2965

Voucher Assignment * (8- Attomey (' Expert
This indicates wha rall be resporealse for filng the voucher ciaim part

[ Creare vouther

Notes:

e Toenter a new transcriptionist into the system, select the expert from the Expert drop-down
list, and enter details in the Expert Info section.

e Selecting a transcriptionist already in the system automatically populates that expert’s
information.

e The attorney radio button should already be defaulted.
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Step 5
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Click the Services tab or click Next on the progress bar. Complete the Date, Service Type, No. of Pages,
Rate Per Page, and Description fields, then click Add. The items appears in the Service Type column.

Click Save.

Basc Inla Jb Services | Fxpenses Documents Confirmatien

Services o

| Date ]-«umzn | é Doaitien

-
ooy o - i

|
No. of Pages {®  RatePePage L

| Service Type  Date Deseription Ind. Page Humbers  Ho.Pages Rate Apparfleart  Diusunt  Total |

ltn-nl B3I Transcrcmon L ) 1mar

| |

1 Pase 1641 (1 ko)
[T e Sets I\.m- 7[ e ] o __m_ ] m—nmr

Click the Expenses tab or click Next on the progress bar. Complete the Date, Expense Type, and
Description fields, and then click Add. The item appears in the Expense Type column. Click Save.

Basic inlo Services | b Expenses Documents Canfirmatian
Expenses
| Date W == Descrytion
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Click the Documents tab or click Next on the progress bar. Click Browse to locate your file, and then add

a description of the attachment. Click Upload. The attachment and description are added to the voucher
and appear in the Description column.

Dasic Info Services Cxpenses | » Documents | Canfirmation
e e T | ——

Supporting Documents

He ClWWiisersUaimel ongarth Browsa .. =
]Denn..ﬂ I
[orm J[crosea ]| net> | L. | [ Ceiete Crafl Acdt Assmt |

Note: All documents must be submitted in PDF format and must be 10 MB or less.
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Step 8

Click the Confirmation tab or click Next on the progress bar. In the Public/ Attorney Notes field, you
can include any notes to the court. Select the check box to swear and affirm to the accuracy of the
authorization, which automatically time stamps. Click Submit to move the voucher forward to the
attorney who must approve it before submitting it to the Court.
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Step 9

Attorney Approval

Once the attorney completes the expense information on behalf of the transcriptionist, and
clicks the submit button, it is returned to the attorney for approval. To submit to the court,
open the CJA 24 voucher located in the My Active Documents section. Click the confirmation
tab and select “I swear and affim to the truth or correctness of the above statements”
checkbox. Click submit.
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