eVoucher FAQs/Troubleshooting
 
 
The eVoucher program sometimes signs out even though I am entering data. 
The eVoucher program only recognizes “action” items – like hitting the “Save” button – as activity and will periodically time out for security purposes.  It is good practice to save your work often to prevent loss of data.
 
I have lost data even after I hit the “Save” button – what happened? 
The probable culprit is an outdated web browser.  Make sure you have a current version (on Windows, the site is best using Internet Explorer 8 or newer; with Apple, the site is best using Sarfari 5 or newer).  
 
If you have an updated web browser, it may be a setting that needs to be changed.  Contact the eVoucher help desk.
 
I don’t see all my appointments on my Home page. 
Court staff has to enter case information into the system.  Contact the CJA Team by phone or email.
 
I submitted a voucher but now it is back in My Active Vouchers but appears highlighted – what does that mean? 
An entry that looks like the one below means that the voucher has been rejected by the CJA Team.   To view the reason for the rejection, click on the “Number” link under “Voucher Entry”, then click the “Confirmation” tab, scroll to the bottom of the page, and an explanation for rejecting the voucher will be in the Public/Attorney Notes section.  
[image: ] 


When I start entering time, I get this error message:  
[image: ]
Go to the “Claim Status” section of the voucher.  The start date and the end date in that section have to be the earliest and latest dates you entered in either the services or expenses section.  To easily find out what the earliest and latest dates are, go to the “Services (or Expenses)” tab and click on the “Date” column heading once to sort by date chronologically:
[image: ]
 
Click on “Date” again and it will sort in reverse chronological order.  Once you have entered the correct start and end dates in the “Claim Status” section, refresh your browser and the error message will go away.
 
I received this error message [image: ] and it prevents me from submitting my voucher. 
Contact the CJA department or email the eVoucher help desk.  If deemed appropriate, staff will enter a nunc pro tunc date so that your voucher can be submitted with time prior to the date of your appointment.

How do I record time spent by a paralegal on my case?
Paralegal time must be submitted on a CJA-21.  Paralegal fees will be included in the $800 limit per case for experts.  If the law firm is paying the paralegal, the “Payment Info” should be the law firm name and address, not the individual paralegal.  

What types of charges do I enter under “Expenses”?
Phone bills, PACER charges, Mileage, Photocopies, Fax bills, Postage

How do I make a request to exceed the case limit for expert fees? 
Do either a letter or a motion, and upload it under “Documents” at the “Supporting Documents” screen.

When making a request to exceed the case limit for expert fees, do I have to docket it in CM/ECF and submit it in eVoucher?
No, submitting it in eVoucher is all that is needed.	

How do I correct a mistake on an earlier entry?
Click on the “Entry” to be edited, which will populate the information back into the fields at the top.  Once you have made your changes, click “Add”.  
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Where is the data saved?  Do I need to have my own back-up?
The eVoucher system has back-ups, so you do not need to have your own separate back-up unless you prefer to.

How do I enter cases ‘in progress’ on/after March 1?
There are two methods.  Which one you choose depends on how much work you have already done on the case.
Method 1: Summary Entries for Past Work
Use this method if you have a lot of work already done in the case and to re-enter it would take a lot of time.
1. Add up total In-Court hours for each pay rate (i.e. $125, $110, $126, and $127)
2. Add an entry into eVoucher for each pay rate. 
a. Select “Other” under In-Court Hours category
b. Description – Total In-Court Hours for “put the date range for the pay rate”
i. $125 = 1/1/2010-8/31/2013
ii. $110 = 9/1/2013-2/28/2014
iii. $126 = 3/1/2014-12/31/2014
iv. $127 = 1/1/2015-current  
3. Add up total Out-of-Court hours for each pay rate (i.e. $125, $110, $126, and $127)
4. Add an entry into eVoucher for each pay rate.  
a. Select “Investigative/Other” under Out-of-Court Hours category
b. Description – Total Out-of-Court Hours for “put the date range for the pay rate”
i. $125 = 1/1/2010-8/31/2013
ii. $110 = 9/1/2013-2/28/2014
iii. $126 = 3/1/2014-12/31/2014
iv. $127 = 1/1/2015-current  
5. Attach your paper voucher or office billing statement with the individual entries listed out in the “Documents” section.  
Method 2: Enter Activities Individually (as usual)
Use this method if you have done little work so far and re-entering it would not take a lot of time.  
Enter each activity as demonstrated during training, attaching supporting documents as needed.

Where do I enter Out-of-Court time?
Make sure you are on the CJA 20 voucher screen.  At the top of the screen click “Services”, then from the drop down menu at “Service Type”, choose the appropriate Out-of-Court service.
[bookmark: _GoBack]
What if I forget to check ‘expert’ on a CJA-21, so the expert can enter their own time and expenses?
From the “Home Screen”, look under “My Service Provider’s Documents” folder and find the CJA-21.  Click “Edit” and at the bottom of the screen, click “Delete Voucher”.  You can then re-create the CJA-21 voucher.

If I change any of my contact info under ‘Attorney Information’, does it automatically change that info in ‘Billing Information’?
No, the ‘Billing Information’ is not automatically updated.  Send an email to us at iasd_cjavouchers@iasd.uscourts.gov and let us know what you changed or what needs to be changed, and we then make the change to your billing information.

Who else has access to my entered information?
The CJA Team and Judge will have access to your vouchers once your submit them.  The CJA Team will have access to your account information in order to make changes to login, billing information, etc.  Experts will only have access to vouchers where they have selected as the expert.
 
How long is this information available to me?  For example, if a client has a 1983 case, can I review this information?
Vouchers submitted in eVoucher will always be accessible.  Once vouchers have been paid, they will be archived in the system.  Vouchers that were submitted prior to eVoucher are kept by the CJA Team. 

Where can I find the different pay rates and their date ranges?
The pay rate and date ranges table is located on the Southern District of Iowa website: http://www.iasd.uscourts.gov/?q=cja-rates-and-dates




How do I enter the mileage if I visit two different clients on one trip to the same jail?
Divide the total miles in half and enter half of the total miles for each client.  In the “Description” field, indicate travel split with another client.

How do I enter the mileage if I visit two different clients at two different jails on one trip? 
Miles from start to the first jail - enter for client #1.  Miles from the first jail to the second jail and back home - enter for client #2.  Add a brief explanation in the “Description” field to explain.

Can email notifications go to multiple email addresses?
Yes.  From the “Home” screen, click “My Profile”, then click “Edit” on the right side of “Attorney Info”, and you can enter up to three email addresses.
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