eVoucher 6.8 Importing Service Entries

Import Your Service Entries

Starting with eVoucher release version 6.6, attorneys can import service entries to a CJA-20/30
voucher from a file saved in comma-separated value (.csv) format. This allows attorneys using
commercially available timekeeping and billing systems to create an output file from that
system that could then be imported into the Services tab of a CJA-20/30 voucher—so attorneys
don’t have to manually enter each service line.

Exporting a .csv file from a timekeeping or billing system may not export to a correct format
and may need to be customized to match the required format as illustrated in the sample
spreadsheets provided. You can enter data directly into the sample templates manually or using

copy/paste.

IMPORTANT NOTES:

e Court staff are not responsible for helping attorneys create or download .csv files.

e As a best practice, the Import Service Entries feature should be started on a new or
empty CJA-20 voucher. If you have service lines already entered on a voucher, they will
be overwritten with the data imported from the .csv file.

On the Home page, expand the Appointments’ List section and locate the appropriate
appointment. Click the case link.

Search: ‘
Appointments Defendant
Case: 1:14-CR-08805-AA Defendant: Jebediah Branson
Defendant #: 1 Representation Type: Criminal Case
Case Title: USA w. Branson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation ID: 2 Pres. Judge: Albert Albertzon
Appointment ID: 4 Adm./Mag Judge:

Defendant: Thomas Watson

Case: 1:14-CR-08806-A8

DEFEng .44 Representation Type: Criminal Case
Case Title: USA v. Watson Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation 1D: 4 Pres. Judge: Albert Albertson
Appointment 10: 2 Adm./Mag Judge:

Case: 1:14-CR-03808-AA Defendant: Thomas Howell
Defendant #: 1 Representation Type: Criminal Case
Case Title: USA v Howell Order Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 03/03/14
Representation ID: 10 Pres. Judge: Albert Albertson
Appointment ID: 8 Adm./Mag Judge:

Case: 1:14-CR-03808-AA Defendant: Thomas Howell
Defendant =: 1 Representation Type: Criminal Case
Case Title: USA v Howell Order Type: Associate

Attorney: Andrew Anders Order Date: 08/21/18
FRepresentation 1D: 10 Pres. Judge: Albert Albertson
Appointment ID: 103 Adm./Mag Judge:
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eVoucher 6.8 Importing Service Entries

The Appointment Info page displays any vouchers that were created for this appointment. In the
Create New Voucher section on the left side of the page, click the Create link for CJA-20.

Note: If you have a previously created CJA-20, review the Import Service Entries on Previously
Created CJA-20s section below.

me Operations Report:

LTI Appointment Info
In this page you will find [k Ml TR S
a summary about this jp1o1 [Thomas Watson _

; . . TG DETDEFFUNEER TDST DETDEFNTIBER < APPEATS DRTDEFNUIBER T OTRER DRTDEFN U BER
appointment, including a 1:14.CR-08806.1.AA
I|St Of Vou(:hers I—elated tﬂ ":SLA‘ - (OF(Case Name) }:lef:u% ‘L:}j;:;;;:md version :;:;’ED!;&;:MTL(KL ENTED éﬂ - ]A,iuu, TYPE
this appointment and links | kil or allesed felonyy efer riminal Case

T OTFENEER) CHIRGED
to create new vouchers 12:1738 P MORTGAGE DISCRIMINATION
T FTTORNET'S SANE AD NAIING ADDRESS TS COTRT ORDER
[ Andrew Anders
110 Main Street O aassociate O ¢ cocona

[San Antonio T:

[ DFederst (] FSubs for Federal
Defender

Create New Voucher Phone: 210 [0 LLearsea 0 appointier [ psubsor () Rsumstor

T prm— ol P!-i;m T | Counsel (Capitsl Ouly) Coumsel Panelittorney  Retained Attorney
reate . g [ TRetsined [ v5abs for .

R e [Email: lisa_omelas Gaotuscourts gov O serose e oy [ xaamimseratve

other Services [ v standvy
Counsel

AUTH-24 Create

Authorization for payment of 2’;::;:%:?.31 Nome
transcript ciznature of Presiting Judse or By Orter of he Conrt

A lbert Albertzon
BUDGETAUTH Create 14, LAW FIRM ¥AME AQgfATI ING ADDRESS 3‘?:;‘1’;““ NazcPro TancDate

Authorization for Excess
Attorney Fees and/or Expert
and other Services on
Budgeted Case

CIA-20 Create
Appointment of and Authority
to Pay Court-Appointed

Repayment (] ves B vo

fichers on File

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

Case Defendant Type Status Date Entered

806-A-  Thomas Watson (= 1) AUTH Submitted to Court 01/23/2020
Claimed Amount: 5,000.00  Computer Forensics Expert /01010000034

Create
Authorization and Voucher for

1:14-CR-08806-A8-  Thomas Watson (+ 1) CIa20 Cuhmittad bn Frort 01/26/2017

When the document opens, in the Actions menu on the left side of the page, click the Import
Service Entries (.csv) link.

ClA-20 ) Basic Info Services Expenses Claim Status Documents Confirmation

Basic Info

Lo CoDE 7 PERSON REFRESENTED [FOUCHER NOMBER
101 [Tebediats Branson
TG DRTDEFNUIEER T DIST. DT DEF SR TAFFEALS DRTDEFNUAEER T GTAER DKTDEFNGIBER
1:14-CR-08803-1-A4
T IR CASEAIATIER OF o Namey |3 FAT ENT CATEGORY TP eGSO ™ T
[USA v Bransen [Fetony (inctading pre-tual diversion {, o1 b ogengant Criminal Case
for allesed felony)

11 OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES
13 NAME AND MAILING ADDRESS 13. COURT ORDER

@ Sservices: $0.00 - pndrew Anders Opreserst ¥ 5ubs forFeceras

Ostmise Clecocun It Jrsw

San Antonio TX 78210 Learned Counsel &8 O Appointing () P Subs for Panel [ R Subs for Retained
Coumsel Attorney Atiorney

Oz
@ Expenses: $0.00 - [Phone: 210- (Capital Ouly)

ell phone: 210-
[Email: lisa_ornelas(@zotx uscourts.gov

O rRetsined wsubs forro
Attorner s

Oserese O x saminiraive

Representation Fee Limit: O v standby Connsat

$11,500.00
Pior Attorney's Name
Fee Amount Remaining After Approved e e o o T o B e of e Coure
and Pending: [ bert Albertson
$11,500.00 Date of Order Nunc Pro Tanc Date
T4 LAW FIRM NAME AND MAILING ADDRESS 301
Tasks Repayment [ yes @ xo

Link To Appointment
Payment Info

preferred we Andrew Anders - Andrew Anders v

Link To Representation

Actions Andrew Anders - Andraw Anders
Import Service Enfries {.csv) ﬂ'g‘ e gﬁ{;lroowz
San Antonio, TX
[E255 78210 - US
Form CIA20 Phone; 210-833-5622

Fax:
Defendant Detail Budget Report
Detail budget info for defendant

«First ] [ < Previous | [ Next> |[ Lest» Save
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eVoucher 6.8 Importing Service Entries

The Services page appears. To view a sample .csv file, click the downloadable sample
spreadsheet link. Click Additional Information to view instructions for importing time from a

.csv file.
Basic Info | Services Expenses Claim Status Documents Confirmation
Services

eVoucher now provides the ability to import service time entries exported from a law firm billing s i a Separated Values {CSV)
format. The C5V file must contain all required column headings and data types. Please download offr sample spreadshest fir the correct column headings

and service type values.

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the

contents of the imgorted C5V file.

- Additional Information

Each service line entry must have data in the following columns:

= Date

= Hours

= Descripticn

n Service Type (EXAMPLES: "16b" or "16b. Obtaining and Reviewing Records")

The following columns do not require data, but should be included in the header row:

= DocZ
= Pages

For additional information refer to the eVoucher Online Help.

CsV file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc¥, Pages
1/4/2021,1.0,Met with dient,16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment,16b,4,25

1/%/2021,1.2,"Hearing en Motion to Dismiss, induding wait time", 15¢,,

Import Service Entries {.csv) |

Date « 5 Description "

Service Type S

Doc.# (ECF) \:I Pages : -,
Hours \:I *  at §155.00 per hour.

Note: The sample spreadsheet is in Excel format. Once the file is populated with data, it must
be saved in .csv format. View the appendix to see the required columns and information for the
.csv file.
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eVoucher 6.8 Importing Service Entries

Before you can import your .csv file, you must create and save it on your computer. The Date,
Hours, Description, and Service Type fields are required for import. The Doc. # and Pages fields
are optional for import, but may be required by your court.

When the .csv file is ready for import, click Import Service Entries (.csv).

Basic Info | Services Expenses Claim Status Documents Confirmation

Services

eVoucher now provides the ability to import servics time entriss exported from a law firm billing system and saved in Comma Separated Valuas (CSV) format. The CSV file must contain all required column headings and
data types. Please download our sample spreadsheet for the correct column headings and service type values.

IMPORTANT: It is recommended to start with a blank voucher, Otherwise, all existing service entries on the voucher will be overwritten with the contents of the imported CSV file.

+ Additional Information

Date 8/6/2021 | =24 Description -

Service Type x|=

Doc.# (ECF) |: Pages \:I |
T [ ]+ at$15200 perhour,

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

Service Type | Date ‘ Description ‘ Hrs‘ Rate |Amt

(Empty)

Note: The service types for the CJA-30 sample spreadsheet differ slightly to match the
information needed for that document type.

Your file directory browser opens. Click the correct .csv file, and then click Open.

Open @l |A20Detail.aspx?Document| D=m/ZOtF82LqPbSs6BnFEEQg==
4 ||« External Users » time import v o O Search time import DENIE LOGOUT Stock Phatos, Stock.. 65internal @ 6.5ext
Confirmation
Organize *  New folder = m @
[ Desktop A Mame Date modified Type
Documents 39 CIA-20 Service Time Import.csv 8/9/2021 10:01 AM Microsoft Excel
& Downloads lsystem and saved in Comma Separated Values (CSV) format. The CSV file must ¢
le type values.
D Music
ntries on the vaucher wil be overwritten with the contents of the imported Csv fil
&) Pictures.
B videos

5 Local Disk (C) mport Service Entries (.csv)

= TempShare (\ac

= common (\ynx =

= work (\\jungle\a

Remne

= software (Yjung

== traindev (\ungl

< >
File name: (| Microsoft Excel Comma Separa
Open || Cancel
. ‘ Hls‘ Rate ‘Amt
\ (Empty)
To Appointment
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Job Aid
eVoucher 6.8 Importing Service Entries

Step 7

A success message appears, indicating the number of entries that were imported and saved to
the services table.

Basic Info | Services Expenses Claim Status Documents Confirmation

Service entries have been updated!

13 entries have been successfully added from (J4-20 Service Time Import_correct.csvand saved to the services table below. Click here to view a report for the entries imported.

Services
Date 9/2/2021 | -EH rigtion -
Servica Type | )=

Doc.# (ECF) Pages - [+
Wowr [ |* sks15500 perbour,

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

Service Type ‘ Date ‘ Description | Hl§| Rate ‘ Amt
=. Investigative or Cther Work 07/01/2021 Test 0.1 $15500 $15.50
a. Arraignment and/or Plea 07/02/2021 Test 02 §15500 $3L00
d. Travel Time. 07/02/2021 Test

03 515500 $46.50
b. Cbtaining and Reviewing

Import Service Entries with Associates

To use the Import Service Entries feature on vouchers with associates, the lead attorney MUST
import their entries first or they will overwrite the associate attorney's entries.

The lead attorney imports their service entries to the voucher, leaving the Associate Info field
set to the default Not on Voucher by following the steps above.

CJA-20

E F Basic Info Services Expenses Claim Status Documents Confirmation
Attorney Enters —_—

Basic Info

" " TcRomToNCan e CECRER FORBER
. - 0101 [Thomas Watson

S YE DRTDEEST e S Bt T s (e
Link to CM/ECE 114.CR05806.1-44

T IN CASEMAT Name) §. PAYMENT CATEGORY ¥. w TYPE

Felony aldn
USA « Watsen [riomy (nctoding pre-tral dversion |y g Defandant Joriminal Case
11 COURT ORDER
rew Anders. - r 0O 0
s ) - D Federal ) F Subs for Federal
1102 63in Street It Cetecoma gl Ditester

[San Antonio TX 0
[Phone: 2

()1 Learsed Coenset B0 Appeinting [ ) P5ube for Pasel (IR Subs for Reusined
(Gagiest Ozl Conzel Arorsey Avoraey

@ Expenses: $0.00 -

Representation Fee Limit:
§11,500.00

e A = MV

O ¥ Sendby Commzel

Fee Amount Remaining After Approved

B::m;: 14. LW FIRM NAME AND MAILING ADDRESS o e Nase Pre Tuuc Dase
Reparmest [ yzs B xo
Tasks
Ink To Apgointment Payment Info Associate Info

Link To Representation

d Payee | Andrew Anders - Andrew Anders ¥ | | Kerry Kriger Not on Voucher -

Actions Andrew Anders - Andrew Anders
Import Service Entries (.csv) Billing Code:0101-00002
110 Main Street

Reports. San Antonio, TX
78210 - US

Form 2420 Phone: 210-833-5623

Fax:

Defendant Detail Budget Report
Detail budget info for defendant

Defendant Summary Budget Resort ll « First || < Previous || Next > || Last» Save Delete Draft Audit Assist
Table amls af hasinnt infn far
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eVoucher 6.8 Importing Service Entries

On successful import, in the Associate Info section, the lead attorney must select On Voucher,
Can Edit from the drop-down list next to the associate’s name.

Payment Info Associate IFifo
Preferred Payee |Andrew Anders - Andrew Anders v | Kerry Kriger Ion Voucher, Can Edit~ I
Andrew Anders - Andrew Anders

Billing Code:0101-00002
110 Main Street

San Antonio, TX

78210 - Us

Phone: 210-833-5623
Fax:

«First||4Pre\rious||Ne>¢>||Last»| | Save

The associate can then sign in to eVoucher and import their service entries as shown above, or
add them manually.

Kerry Kriger (Attorney)

Home Operations Reports Links Help Sign out

Basic Info ) Services Expenses Claim Status
Services
Date 8/26/2022 | =24 Description N
Service Type L Ahd
Doc.# (E P -
11/15/2018 oer (5 =
e Hours * 3t $100.00 per hour. Add  Remove

11/15/2018

© Expenses: $8.03 . To group by a particular Header, drag the column to this area.

Service Type | Date < ‘ Description ‘ H|s| Rate ‘ Amt

Representation Fee Limit: b. Bail and Detention Hearing 11/15/2018 Eai 30 | $100.00) $300.00
$11,500.00

Fee Amount Remaining After Approved
and Pending:

$11,500.00

Tasks
Link To Appointment

Actions
Import Service Entries {.csv)

[_«First | [ < Previous | [ Next> |[ Last»
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eVoucher 6.8

Importing Service Entries

Import Services Entries on Previously Created CJA-20s

If you already have a CJA-20 created and are adding time to your services, on the Home page, in

the My Active Documents section, click the Edit link for the appropriate CJA-20.

Andrew Anders (Attorney)

Home Operations

> Home

Reports

Links Help Signout

Sart:

Claimed Amount: 0.00

_ Voucher Entry

[T

To group by a particular Header, drag the column to this arsa. Search: |
Case Defendant Type Status Date Entered v
2:18-M31-07088—- Person201853 (# 1) CIA-20 Vou ntry 09/03/2021
= Claimed Amount: 852,50 Andrew Anders | Edit
End: & -
2:18-M31-07088— Person201853 (# 1) CIA-20 09/02/2021
Stare Claimed Amount: 1,441.50 Andrew Anders =] Vo_ucher Enny
End: ‘ Edit
2:18-M1-07088—- Person201853 (£ 1) BUDGETAUTH 09/02/2021

When the document opens, in the Actions menu on the left side of the page, click the Import

Service Entries (.csv) link.

CJA-20
y Enters

@ Services: 50.00 -
@ Expenses: $0.00 -

Representation Fee Limit:
$11,500.00

Fee Amount Remaining After Approved
and Pending:

$11,500.00

Tasks
Link To Appointment

Link To Representation

Actions

) Basic Info Services Expenses Claim Status

Documents Confirmation

Import Service Enfries (.csv)

Reports
Form CJA20

Defendant Detail Budget Report
Detail budget info for defendant

Basic Info

1. CIR/DIST/DIV.CODE 2. PERSON REPRESENTED
101 [ebediah Branzon

3 MAG DKTDEFNUMBER 4 DIST DKT/DEF NUMBER

1:14-CR-08805-1-AA

[VOUCHER NUMBER

5 APFEALS DKIDEFNUMBER

7IN CASEAIATIER OF(Case Name) 3. FAYMENT CATEGORY

[Felony (including pre-trial diversion

G OTHER DKI/DEFNUMBER

9. TYFE FERSON REFRESENTED,

10 REFRESENTATION TYFE

[Email: lisa_ornelas@aots.uscourts gov

[USA v. Branson o attesed felony) Adult Defendant [Criminal Case

11. OFFENSE(S) CHARGED
15:1825.F INSPECTION VIOLATION PENALTIES

T2 ATTORNEY S NAME AND MAILING ADDRESS T3, COURT ORDER
Andrew Anders Opreent Orsuts oretent
110 Main Street D associne Uecocoma b oiee Detenter
San Antonio TX 78210 [t Learned Counst 0 0 appointing () 2 Subs for Panet [ R Subs for Retained
[Phone: 210-83, 3 (Capital Only) Counsel Y v

ell phone: 210-555-1234 Dsrrmse Orresmee U Usubsoren [y ygnumeteative

Attorney se 4

'y Standby Counsel

Prior Attorney's Name
| sppointment Dates

Sicnature of Presiding Judze or By Order of the Court
Albert Albertson

14. LAW FIRM NAME AND MAILING ADDRESS

Date of Order
3/32014

Nunc Pre Tunc Date

Reparment [ ves & no

Payment Info

Preferred WQ Andrew Anders - Andrew Anders v

Andrew Anders - Andrew Anders
Billing Code:0101-00002

110 Main Street

San Antonio, TX

78210 - US
Phone: 210-833-5623
Fax:

« First_| [ < Previous | [ Next> |[ Last» Save Delete Draft Audit Assist
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eVoucher 6.8 Importing Service Entries
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The Services page appears. To view a sample .csv file, click the downloadable sample
spreadsheet link. Click Additional Information to view instructions for importing time from a
.csv file.

Basic Info | Services Expenses Claim Status Documents Confirmation
Services
eVoucher now provides the ability to import service time entries exported from a law firm billing sy e rETETTETEENga Scparated Values (CSV)

format. The C5V file must contain all required column headings and data types. Pleass download olf sample spreadshest fr the correct column headings
and service type values.

IMPORTANT: It is recommended to start with a blank voucher. Otherwise, all existing service entries on the voucher will be overwritten with the

contents of the imgorled 5V file.

- Additienal Information
Each service line entry must have data in the following columns:

n Date

= Hours

»  Description

= Sgrvice Type (EXAMPLES: "16b" or "16b. Obtaining and Reviewing Records™)

The following columns do not require data, but should be included in the header row:

s Docz
= Pages

For additional information refer to the eVoucher Online Help.

CsV file when opened in a text editor might look like this:
Date, Hours, Description, Service Type, Doc#, Pages
1/4/2021,1.0,Met with dlient,16a. Interviews and Conferences,,
1/4/2021,.5,Reviewed Indictment,16b,4,25

1/5/2021,1.2,"Hearing on Motion to Dismiss, including wait time", 15¢,,

Import Service Entries (.csv) |

Date 9/3/2021 | =24 Description "

=

Service Type | =

Doc# (ECF) | | Pages ] ~ I
Hours : *  at §155.00 per hour.

* Recuired Fieks

To agroup by & particular Header, drag the column to this area.

Service Type Date | Description | Hrs ‘ Rate ‘ Amt
a. Arraignment and/er Plea 09/03/2021 Plea in court 0.5 515500 S77.50
<. Motion 0%/03/2021 in court 1.0 515500 %5155.00

A Administrative Office
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eVoucher 6.8 Importing Service Entries

Before you can import your .csv file, you must create and save it on your computer. The Date,
Hours, Description, and Service Type fields are required for import. The Doc. # and Pages fields

are optional for import, but may be required by your court.
When the .csv file is ready for import, click Import Service Entries (.csv).

| Basic Info | Services © Expenses | Claim Status * Documents |» Confirmation

Services

eVoucher new provides the ability to import service time entries experted from a law firm billing system and saved in Comma Separated Values {C5V)
farmat. The C3V file must contain all required column headings and data types. Please download our sample spreadshest for the corract column headings
and service type values.

IMPORTANT: It is recommended teo start with a blank voucher. Otherwise, zll existing service entries on the voucher will be overwritten with the

contents of the imported CSV file.
| Import Service Entries (.csv) |

+ Additional Information

Service Type | -
Doc.# (ECF) Pages :
Hours I:I * gt $155.00 per hour.

* Renuired Fisids

Date 9/3/2021 | =25 Description ‘ .

-

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

Service Type ‘Date |De_r-r.r||1t|m ‘Hls|llale |Amt
a. Arraignment and/or Plea 0%/03/2021 | Plea in court 0.5 S155.00 $77.50
. Motion 09/03/2021 in court 1.0 515500 $155.00
2. Interviews and Canferences 09/03/2021| interview with dient 4.0 515500 s$620.00

A dialog box appears, stating that the existing time entries on your current voucher will be

overwritten when you upload your .csv file.

Note: To include any existing entries, you must manually enter them in your .csv file.

Click Proceed and continue by following steps 5-7 in the Import your Service Entries section

above.

Upload Spreadsheet

Warning Message

Uploading a new .csv file will
overwrite your existing time entries

on this voucher.
Are you sure you want to proceed?

Administrative Office
of the United States Courts
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eVoucher 6.8

Importing Service Entries

Fix Errors in Your .csv File

Errors in the .csv file must be corrected and saved in the original .csv file before attempting

another import. If there are problems with the .csv file, the error report displays errors.

If your import fails, a message appears at the top of the page, indicating the number of errors

found.

Basic Info | Services

Expenses

Claim Status

Documents Confirmation

o Import failed.
5 errors were found in CJA-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors and try_again.

Services
- 3
Service Type

Doc.# (ECF} Pages

-

1

Description

Click the View Report link to view errors.

Basic Info | Services

Expenses

Claim Status

Documents

Confirmation

o Import failed.
5 errors were found in CJ4-20 Service Time Import. csv during import process. No data was update

Services

The error report opens, highlighting the errors in the file. Review the error report and correct

the .csv file.

@® Errors Only O Full Report

¢ View Report. Korrect errors and try again.

- - T d- Jebediah
% ep
Row Errors te Hours Description Service Type Doc# Pages
Row 3 Description is missing; 2/2021 0.2 15a. Arrzignment and/or Plea
Row 9 Hours is missing; 11/2021 Test 16¢. Legal research and brief writing
Doc# (ECF) must be numeric value only; Pages
Row 10 must be numeric value anly; 12/2021 0.9 [ Test 15¢. Motion Hearings o
Row 11 | |Date is missing; 1 Test; 16d. Travel time
Row 12 | |Description has invalid character(s); 14/2021 1.1 Test<> 16a. Interviews and Conferences

AO-DTS-SDSO-TD | 8/26/2022
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eVoucher 6.8 Importing Service Entries

Return to the Services page, click the try again link, and then follow steps 4-5 in the Import
Service Entries on Previously Created CJA-20s section above.

Basic Info | Services Expenses Claim Status Documents Confirmation

o Import failed.
5 errors were found in CJ4-20 Service Time Import.csv during import process. No data was updated. View Report. Correct errors an

Services

Attorneys should still review the voucher to ensure that entries are correct prior to submission
to the court. For the remaining tabs of the CJA-20 or CJA-30, please see instructions for those
documents.

AO-DTS-SDSO-TD | 8/26/2022 11
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eVoucher 6.8 Importing Service Entries

Appendix
Excel File

For the .csv file to be successfully uploaded to and accepted by eVoucher, it must contain a
header row. If the first row contains data rather than headings, the data in row 1 is ignored.
Sample spreadsheets containing the correct column headings and service type values for each
voucher type are available in the online help.

Your Excel file should look similar to the image below, containing all four mandatory column
headings: Date, Hours, Description, and Service Type. The Doc. # and Pages fields can be
included as header rows; however, they are not required unless data is provided.

Note: Time entries containing values greater than a single decimal place are automatically
rounded up or down to the nearest tenth. For example, .125 is rounded down to .1 and .75 is
rounded up to .8.

A B Z D E F
1ﬂDate Hours Description Service Type Doc.# Pages J
2 97272021 0.1"Emailto/from co-deflayer re:vist T
3 9/3/2021 0.2 Attend Arraignment, etc via Zoom 15a. Arraignment and/or Plea
4 9/4/2021 0.3 Travel time from Other to Newtown to SA for initial appearance and conference 16d. Travel time 3 10
5 9/5/2021 0.4 Review of court filings as a result of prelim hearing; Copy to Client 16b. Obtaining and reviewing records 6 12
6 9/6/2021 0.5 Receiving, reviewing and copying to client all paperwork as a result of arraignme 16b. Obtaining and reviewing records 5
7 9/7/2021 0.6 Receive & review order scheduling preliminary hearing; Copy to Client 16e. Investigative and other work
8 9/8/2021 0.7 Reviewed 3:20-mj-46, 3:20-cr-06 16c. Legal research and brief writing
9 9/5/2021 1 Reviewed Co. discovery documents, Fed.R.E., and 18 U.S.C. §2251, 2252, 16c. Legal research and brief writing
10 9/11/2021 1 Travel from Pgh to S5 (no return travel due to travel to IC) on CJA ) 16d. Travel time
1 9/12/2021 1.1 Call to codef lawyer X and AUSA re: status of cases and plea deal 16a. Interviews and Conferences
12 9/14/2021 1.3 Begin to review discovery from initial disclosure; No eports in discovery; Call to 16b. Obtaining and reviewing records 1
13
14
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Job Aid
eVoucher 6.8 Importing Service Entries

Save as a .csv File

To convert your Excel file into a .csv format, follow the steps below.

Note: Most commercially available spreadsheet applications allow users to save in .csv format.

On your Excel file, click the File tab.

AutoSave (@ off) 3~ Copy of CIA-20_Service_Time_|mportxlsx - Saved -

File Home Insert Page Layout Formulas Data Review View Help ACROBAT

%, Cut Calibri Y1 VA A E== # BwaepTet Text
Paste Copy ~ h A {
I U - - - = = = | e= 3= - -~ 9 &
- Format Painter = — = = = Merge & Center $ % 9 S
Clipboard ] Font ] Alignment ] Mumber
Fla 7 Fe
A 1] B 1] C 1]

1 |Date Hours Description Service Tyg
2 | 9/2/2021 0.1 Email to/from co-def layer re: visit with Client and need for preliminary hearing 16e. Invest
n aln Iwnna AN A mnd Aevcnimnmnnnd adbnia Tanan ACA~A RAernim

From the navigation menu on the left, click Save As.

Good morning

~ New
D New
A B
S
= Open 2
a
Info 7
Blank workbook
Save
Save As
Save as Adobe £ Search

PDF

Print Recent Pinned Shared wi

Share D MName
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Job Aid

eVoucher 6.8 Importing Service Entries

On the Save As page, click the drop-down arrow and select CSV (Comma delimited) (*.csv).

T [/ T: = FS = CJA = 6.6 = Job Aids > Fxternal Users = time import

| CJA-20_Service_Time_lmport

Excel Workbook (*xlsk) - B2 save

Excel W x)
Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*.xlsh)

Excel 97-2003 Workbook (*xls)

CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*axml)

Single File Web Page (*.mht, *.mhtml)
‘Web Page (*.htm, *.html}

Excel Template (*xx)

Excel Macro-Enabled Template (*xltm])
Excel 37-2003 Terplate (* xIt)

Text (Tab delimited) (*.txt)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*xml)

“ * xls)
CSV (Comma delimited) (*.csv)
F pm)

Text (Macintosh) (*.txt)
Text (MS5-DOS) (*.bet)

— |

Your document has now been converted to a .csv file.

. R - '

~ MName ’ Date modified Type Size
3 Quick access
. CIA-20 Service Time Import.csv 8/9/2021 10:01 AM Microsoft Excel C... 1KB
D t * P
ocuments
CJA-20 Service Time Importalsx 8/6/2021 2:27 PM Microsoft Excel W... 12 KB
3 P
Downloads o E g N mae - = . . P - < n
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