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First Login to CJA eVoucher

The first time you login to eVoucher, it is critical that you:

(1) Change your password in order to prevent unauthorized access to your account;

(2) Complete your profile (“Attorney Info”) in order to ensure that you receive notice of eVoucher
activity that requires your attention;

(3) Complete your billing and tax information (“Billing Info”) in order to ensure that your vouchers
are paid.

Each of these important tasks can be completed by clicking on “My Profile” and following the
instructions below. The My Profile link can be found either on the “Home” screen or under
“Help” on the blue menu bar.

Home Operations Reports CMECF Links Help

My Profil

r Welcome Andrew Anders (Attorney)
Contac

Privacy

Welcome Andrew Anderst My Profile

My Appointments:  View

ATTORNEY

Search Existing Appointments:  Search
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My Profile

In the My Profile section, the attorney can:

e Change password (Login Info section.)

e Edit contact information, phone, e-mail, physical address (Attorney Info section.)

e Update SSN or EIN numbers and any firm affiliation (Billing Info section.)

e Note: Neither the “Holding Period” nor the “Continuing Legal Education” functions will be utilized by the Tenth
Circuit Court of Appeals at this time.

Click the My Profile link from either the Home screen or the Help menu bar to open the “My Profile” page.

Home Operations Reports CMECF Links Help logout
tact Us
Privacy

> Home - Welcome Andrew Anders (Attorney)

Welcome Andrew Anders) My Profile

My Appointments:  View

ATTORNEY

Search Existing Appointments:  Search

Links Help logout

> Help 3 My Profile Welcome Andrew Anders {Attormey)

Login Info Usertiame Anders e
Your Login information CM/ECF Access is NOT validated

Atto Info Ear Phgnhies - 13345 Edt
rnevl 2 Your Mame: Andrew Anders
our personal iNto
Your Contact Info:
Phone: 210-833-5623 | Cell Phone: 702-555-1212
Fane:
deadmail @support, 3ot uscourts. gov
deadmail @suppart, a0y, uscourts. gov
deadmail @support, aohx, uscourts, gov

Your Address:
110 Main Street
San Antonio, TX 78210

usa

Your default biling info is:
Biling Info .
List & available biing info records SSNJEIN; === *=.5789
123 Legal Bivd. South
AnyTown, DC
12345 - UsSA
Phone: 888-555-4000
Fax: B38-555-9001

el L]

Holding Period There ts 1 period of tme during which case cannot be taken.

l:onthuing I.egal Na info has been stored. View
Education Flease dick VIEW to type your info.
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Changing Your Username and Password

Under the Login = Help = My Profile Welcome Andrew Anders (Attorney)

Usertlame Anders

CM/ECF Access is NOT validated

Info section, click
Edit to change your
Password.

To change your
Username, type the
new Username and Login Info Username |Anders | change

click change. It will S~
" four Login informatior Password ==== reset
show “The Username [esel

has been changed.”

> Halp > My Profile

CM/ECF Username | |

To reset your CM/ECF Password | |
password, click reset.

CM/ECF Access is NOT validated

* Help > My Profile

Type the new

password and retype }ogin Inff Username |Anders | change
it in the confirm field. b Password [sesees| | = strength:Strong
Confirm | | -

Press the Reset
button to save.

CM/ECF Username | |
CM/ECF Password | |

CM/ECF Access is NOT validated

. = Halp > My Profile Welcome Andrew Anders (Attorney)
Click the Close
button to exit the Login Info Username change
login Info —— -
section.

CM/ECF Access is NOT validated
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CM/ECF Login

Note: The connection between CM/ECF and eVoucher is not currently functional for appellate courts; there is no need
to input your CM/ECF username and password.

Home Operations Reports CMECF Links Help

logout

> Help = My Profila

Login Info

Isername |.-5.n|:lers

| change
Your Login informai
Your Login information Passiord “ :
Confirm | *
cance
CM/ECF Username| | slidate
CM/ECF Password | |

CM/ECF Access is NOT validated
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Attorney Info

Attorney Info

Your personal info

Under the
Attorney Info
section, click the
Edit button to
access your
personal
information.

Attorney Info

C

SSN Instructions:

Make any necessary

If you are an appointed panel
attorney, you are required to enter
your Social Securty Number in the SSN

field.

changes.
If you are an associate only, do not
enter your Social Security Number in
the SSN field.

Click Save.
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Bar Mumber: 12345
Your Name: Andrew Anders

Vowr Contact Info:

Phone: 210-333-5623 | Cell Phone: 702-555-1212

Fax:

deadmail @support. aotx. uscourts. gov
deadmail @support. aot:, uscourts. gow
deadmail @support. aotx, uscourts. gov

Your Address:
110 Main Street
San Antonio, TX 73210

LISA

Bar Number

[Tax Identfication Number:

SSN: | B8B-44-6666
Confirm: | 888-44-6666

First Name Middle  Last Name

Andrew | Anders

Main Email

(deadmai@support. aotx. uscourts. gov

_an Emai

:3rd Errail

Phone ) Cell Phone Fax
\210-833-5623 |
Address 1 City

110 Main Street | |sanAntonio

Address 2 State Zip
__ | [eas V| [78210
_Address 3 ) _Countn_'

" UNITED STATES

|

Note:

e Each appointed attorney (i.e., not associates) must enter his/her Social Security
Number into the user profile. Associates need not enter a SSN because they will
bill their time via the appointed attorney’s voucher.

e The Country field will automatically populate USA, unless otherwise entered.

e You may list as many as three email addresses. Notifications from eVoucher will
be sent to all email addresses.
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Billing Info

A

_ Andrew Anders
List all avaliable biing Info recoras Biling Code:0101-000001 Add
110 Main Street

Biling Info Your default biling info is: Select

Under the Billing San Antonio, TX Edit
Info section, click 78210 - US

Add if no billing Phone: 210-833-5623

information is Fax:

available.

Click Edit if you wish to change the
information already entered.

Note:

e You must have billing information entered before any payments can be made.

e The SSN/EIN is used when reporting income to the IRS.

e You may use the “Copy Address from Profile” checkbox if your billing address is the same as your “Attorney
Info” address.

Biling Info Biling Type: o
ist all available billing nfo records ®) Sef-Enployed
O Firm
() Associat
Make any AN
necessary S
|¥! Copy Address from Profile
changes and
click Save. Name:

_Phone: Fax:
|210-833-5623

Address 1:
110 Main Street
Address 2:

Address 3:

City: State: Zip Code:
|san Antonio TEXAS wv||78210
Country:

|NITED STATES: Vi
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Biling Info

List all available biling info records

If applicable,
Add Billing Info
for a Firm or an
Associate.

Biling Info

List all available biling info records

Note:

Billing Type:
Ty
L/ Sef-Employed
C.: Firm

oy .
) Associate

Tax Identification Number:

EIN/TIN:

Confirm:

Copy Address from Profile

Name:

Phone: Fax:
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Address 1:

Address 2:

Address 3:

City: State:

Zip Code:

Save

V||

Country:

| UNITED STATES

v

Billing Type:
Ose f-Employed
C: Firm

Py .
@) Associate

Save

Biling Code: |0101-000001

| | Verify I

Andrew Anders

Biling Code:0101-000001
110 Main Street

San Antonio, TX

78210 - Us

Phone: 210-833-5623
Fax:

e Attorneys with a pre-existing agreements must enter the firm’s EIN and name

(required)

e Associates do not need to enter a Social Security Number, but they will need to
ender the Billing Code of the attorney to be paid.
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