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EXCEL BILLING FOR CJA CASES

NOTES ABOUT MICROSOFT EXCEL

Microsoft Excel was selected as the program to drive this billing program because it is widely available and is Windows-based. The
files created in Excel are managed in the same way on your computer as Word Perfect and Microsoft Word files. The files are easy to
manage and easy to attach to emails.

This program was developed in Excel 2003. The latest version of Excel (2007) looks considerably different and there are some
special considerations that are discussed for that version. However, the differences are largely cosmetic and the program should work
in the same way.

A basic knowledge of Excel is all that is necessary to use these billing spreadsheets. Excel is menu driven and has helpful icons like
other popular windows-based programs. Many areas of the spreadsheets are password protected and therefore normal Excel functions,
such as adding rows and columns, or adding and editing formulas, are not allowed.

Excel spreadsheets are also referred to as “workbooks.” This is because it allows the use of multiple worksheets or pages that interact
with each other. As described in this guide, this billing file utilizes several separate worksheets to make the billing process easier and
more user-friendly. You can move from sheet to sheet by selecting the desired worksheet from the tabs across the bottom of the file.

On each Excel worksheet, columns are labeled alphabetically and rows are labeled numerically. Thereis  :E7 gie  gdit  view Inse
a name box in the upper left corner of the sheet that will tell you the cell you are in. The example to the

0a) A 4 LT 7 rightis an Excel 2003 sheet that has cell Al selected. AR RN Y
—?j Home Insert Page Li 1‘“ .1:‘ ’; =
_ The example to the left (in Excel 2007) has cell B2 selected. You can A1 . 1
d_'e‘ cut caliri move around a sheet by tabbing from cell to cell, using the arrow A B |
S o buttons on your keyboard or clicking on the desired cell. It you try to 1
: B 7 . . =
- J Format Painter access a protected part of the spreadsheet, you will get a warning that 2
Clipboard = the cell is protected (click OK to proceed). 3
= g : = Because so much of the data entry will be numerical, it is suggested that you use the number lock on
: ! ' your keyboard so that your number pad will function like a calculator. This will probably make data
2| :! entry more efficient and accurate.
3
A
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Billing Overview and Set Up

The billing file will either be e-mailed to the attorney or can be obtained via the district court’s website. There are two types of files
that the court may use, but both files function in exactly the same way. One file allows multiple rates to be recorded on the
same voucher. The other file allows only a single rate. This guide will explain both options. Unless there is a specific note about
the differences in the types of file, the particular function being discussed (such as security in the following section), is the same for
both types of files. Once you have the appropriate file, save it to use as a “master” file that can be copied for each of your cases.

In versions of Excel prior to 2007, when you attempt to open the file, you should (if your security level is set correctly) get a message
similar to the one shown here:

Viruses are sometimes transferred through macros, so your system
may warn you that this program contains macros. This billing
"H:\Mega-Cases\BudgetingFinalsiStage 1 Mega Case budgeting. xls" contains program is controlled by the court and is considered to be safe from
R viruses. In order for the program to function properly, you must
select “Enable Macros” if you get this, or a similar message. If
you don’t get this message, you need to cancel opening the file

and re-set your security level as described below.
Macros may contain viruses, It is usually safe ko disable macros, but if the
macros are leqgitimate, you might losesgestunctionality,

Disable Macros Enable Macros Mare Info . Security Lewel | Trusted Publishers

{3 Wery High. ©nlv macros installed in trusted locations will be allowed
ko run, &l okher signed and unsigned macros are disabled,
) High. only signed macros From trusted sources will be allowed to |

To set your security level properly, open a blank Excel file and go to o Unsigned macros are automatically disabled,

Tools on the Menu Bar, click Options, click on the tab Security, click on

Macro Security and set the Security level to Medium, as indicated here:
hanging this setti ill NOT ise th ity of PC—it

C anging this setling wi 0 compromise the securily ol your C-1 {3 Low (not recommended), You are not protected From pokentially

is simply giving you the choice to open a file containing macros. unsafe macros, Use this setting only if vou have virus scanning

software installed, ar wou have checked the safety of all dacuments
WU Oper,

%) MediumYou can choose whether or nok bo run potentially unsafe

(874 ] [ Cancel ]I
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In Excel 2007, the file will open without the separate security warning dialog box (shown on the previous page), but there will be a

security warning at the top of the file, under the menu bars, as shown below:

@ Security Warning Macros have been disabled, @

- —
i i s |

Click on the Options button and choose “Enable this content” as shown:

Microsoft Office Security Options

@ Security Alert - Macro

Macro
Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Mare information

File Path: H:\Death Penalty\Budgeting Program'Phase III Master, xls

{3 Hel

me from unknown content (recommended)

Dpen the Trust Center OK ] [ Cancel ]
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GETTING STARTED

The automated billing program consists of several sheets to record costs and expenses. The program opens on the header page (shown
below). The various sheets are listed on tabs (indicated by the yellow arrow) along the bottom edge of the Excel file.

Ready

4 4 » v\ header / in court £ outn

Header Sheet
tL@ microsoft bxcel - CIA-billing one rate.xis

lg_] File Edit ‘iew Insert Format Tools Data Window Help  Adobe PDF

N EGH RS T B s EB T | | (6l 45 100%
mmal

C8 - e
A B | & | D | E | F

EX UNITED STATES DISTRICT COURT

5 DISTRICT OF

ez CJAWORKSHEETS

4

E To start the billing process, please complete the following information:
()

B Case Number: | |

g Case Name: [ |

(12 Defendant: [ |

14 Judge: [ |

15

16 Appointed Attorney

17 Full Name:

19 Firm Name: [ |

F Street or PO Box: | |

2 City, State, ZIP: [ |

25 “hone#: [ |

7z r | |

23 E-man. [ |

S ReteHour o [ Type [ ]

£ travel expenses £ other expenses 4 summary £ vouche

To begin, fill out all the fields on the Header page, using the
tab key to forward to the fields that need to be completed.
The fields on this sheet will automatically populate the
information on the other sheets, including the voucher. The
information on this sheet does not clear when you clear the
rest of the forms, so you only have to type the contact and
specific case information once per case. You may want to
type your contact information and make copies of the file
(using the “Save as” command). That way, you need only
type the specific case information (the first four fields) for
each of your cases.

If your court is using the single rate billing program,
there will be a rate field on the header page with a chart
similar to this:

1/108-Current & 100.00
Rate History: |5/20/07-12/31/07 § 94.00
110651907 § 592 00
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IN COURT/OUT OF COURT

Both the “in court” and “out of court” sheets function as your timesheet and are used to record the date, description and number of
hours spent in a particular category. The case information is carried over from the header page. If you are using a multiple rate file,
you will see a note in the column heading for the date (Important!) telling you to be sure that you enter the correct date, as the hourly
rate is determined automatically by the dates in this column. The “in court” and “out of court” sheets in the single rate file looks
identical to this except it does not have the note about the rate (since there is only one rate).

[ 4 v w header £ in court % out of court ¢ travel expenses £ other expenses # summary 4 voucher 4 cumulative £ cja2e /

Readw

A11 - B 0272772005
& | B | & D B H J L Mo
1 CJA 20 Worksheet - Attorney Time
2
3 Attorney: Perry Mason
4 Defendant: Cosmo Kramer
5 Case No: 07-cv-1234
G Judge: Judy Jones
7
8
= T
IMPORTANT! 5 g
Hourly rates are é i =
determined by the 4 = E %
date entered. Be 2 % ;: = =
sure all dates are E % % s 2
correct. = = & = Z
Doc Number L] = 2] = a
g Date Description {CM/ECF} Pages = = = = =
10 (02/02/2007 Feview police records =
11 |02/27/2008 linterview client 31
12 Hourly rate is
13 determined by this
date -- please make
14 sure the date is
15 | carreck,
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Enter the date, a brief description, the document number reflected on the docket in ECF (if applicable), number of pages for disclosure
reviewed or motions filed, and the number of hours into the appropriate category. (Remember: Billable hours are claimed in
tenths of an hour; six (6) minutes =.1) If you use the date format m/d/yy, the date will automatically convert to mm/dd/yyyy
format. If you enter the date in a different format, you will get an error message that displays the appropriate format.

The “in court” sheet (not shown) looks and functions exactly the same as the “out of court” sheet. The only difference is the
categories.

TRAVEL EXPENSES/OTHER EXPENSES

A B | ¢ | e | & | + | w | wm | o | @ |
, |CJA 20 Worksheet - Travel Expenses
2
3 Attorney: Perry Mason
4 Defendant: Cosmo Kramer
5 Case No: 07-cv-1234
B Judge: Judy Jones
7
g
Parking/
Tolls/ Other
Travel Taxi/ Public Travel

g Date Expense Description mileage Airfare  |Rental Car| Shuttle Hotel Meals Trans Expenses
10 | 2/27/2007 Dirive to wisit client BB.5 ] 5.00
11 |
12 The mileage rate is
13 determined by this

date -- please make
14 sure the date is
15 correct,
M 4 » W]y header £ incourt £ out of court s travel expenses ¢ other expenses £ summary 4 voucher £ cumulative £ cja2e /

The “travel expenses” sheet and the “other expenses” sheet (which are the same for both single and multiple rate files) will contain the
basic case information, copied from the header sheet. Fill in the date, description and number of miles traveled. The mileage rate is
dependent upon the date entered, so please make sure the dates entered are correct. Miscellaneous travel includes costs for parking,
tolls, etc.
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A B g D E F G H
1 CJA 20 - Voucher Summary
=
E Attorney: Perry Mason
4 Defendant: Cosmo Kramer
5 | Case No: 07-cv-1234
E Judge: Judy Jones
L
B 11112008 - Current 5/20/07 - 12131107 11106 - 5119107
9 Rats $100.00 $94.00 $92.00
10 Gategaries CTa?IEJand Adj(L:JgtLrirTent CTa?IEJand AdJFL:J;JtLrirTent cﬁ?ﬁﬁd AdJFL:J;JtLrirTent
11 [ 15a - Arraignment/Plea oo 0.0 oo 0.0 20 0.0
12 [ 15b - BailiDetention 0o 0.0 1.2 0.0 oo 0.0
13 | 15¢ - Motions 1.7 0.0 0o 0.0 0o 0.0
14 [15d - Trial 0o 0.0 0o 0.0 oo 0.0
15| 15e - Sentencing 0.0 0.0 0.0 0.0 0.0 0o
16 | 15f - Revocation 0o 0.0 0o 0.0 oo 0.0
17 [ 150 - Appeals Court 0.0 0.0 0.0 00 0.0 0o
18 [ 15h - Other 0o 0.0 0o 0.0 oo 0.0
15 | Total 15a - 15h (Hours) 1 0.0 T2 0.0 20 0.0
20 | Total In-Court x Rate Per Hour $170.00 $0.00 $112.80 $0.00 $184.00 $0.00
|21
|22 | 164 - Interviews 31 0.0 0o 0.0 0o 0.0
|23 |16b - Records 0o 0.0 oo 0.0 25 0.0
|24 | 16¢ - Researchiriting 0.0 0.0 0o 0o 0.0 0o
25| 16d - Travel Time 0o 0.0 oo 0.0 0o 0.0
| 26 | 16e - Investigative/Other 0.0 0.0 0o 0o 0.0 0o
27 |Total 16a - 16e (Hours) 31 0.0 0.0 0.0 25 0.0
28 | Total Qut-of-Court x Rate Per Hour $310.00 $0.00 $0.00 $0.00 $230.00 $0.00

SUMMARY

The summary sheet displays the total hours in
each voucher category as entered on both the
“in court” and “out of court” sheets. The
hours are automatically transferred by the
program and all cells on this page are locked.
If you try to enter or change any of these
cells, you will get an error message. Any
change to these hours should be made to the
appropriate cell(s) on the appropriate sheet.
This sheet provides a breakdown of hours
claimed under different rates.

The single rate file also contains a summary
sheet, but only has one column for attorney
hours. Since the single rate is chosen on the
header page, there is no need for different rate
columns.
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SUMMARY, cont.

This is a continuation of the Summary sheet,
below the summary of hours. This portion of
the sheet is the same for both the single rate
and multiple rate files. These cells are also
automatically filled in by the program, based
on the data entered in the “travel expenses”
and “other expenses” sheets. These cells are
locked, so any changes must be made to the
appropriate category on one of the expenses
sheets.

The information on this sheet transfers
automatically to the voucher.

17. Travel Miles 21112007 - | 11112006 - | 9172005 -
Current | 1/31/2007 |12/31/12005
Fate per mile: 0485 0445 0485
| Total Miles Claimed 54.0 3268 -
| Court Adjustments - - -
Total Adusted Mileage x Rate PerMile | § 4074 | & 1451 | § -
Atty Court Adj. Total
Request (if any) Approved
|17 Travel Misc. t 500 % - % 500
17. Total Travel Expenses § 6025 % - § 6025
|18. Facsimile $ - % - % -
118. Long Distance Charges £ - $ - f -
|18 Photo Copies $ 12520 | % - $ 12520
|18. Postage $ 275|% - $ 275
|18. Other Expenses $ - 4 - § -
|18. Total Other Expenses $ 12795 % - $ 12795
Amounts transferred to voucher: $1,195.00 $% - $1,195.00
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VOUCHER

Cua 20 [Electronic Form] APFOINTRENT OF ARD AUTHORITY TOPAY COURT APFOINTED COUMSEL [Few. 120073)

1. CIR.ADIST.A DIV, CODE

z PERSON REFRESENTED
Cosmo Kramer

VOUCHER MUMEER

3. MAG. OET . OEF. MUMBER

4. DIET. OKTJ DEF. NOMEER
07 -cv-1234

b AFFEALS DKT.ADEF. MUMEER

E. OTHER DOKT. MUMEBER

T IMCASEIMATTER OF [T axe Adame |

4. PAYMENT CATEGORY

3. TYPEPERSON REFRESENTED

10. REPRESENTATION TYPE

Kramer v. Kramer

Felony

Adult Defendant

CC criminal case

=

11. OFFEMSE[S] CHARGED [Cite LS. Code, Title & Section] #mware thar cime colfense, Sl fur fo Sve maior cifenses oharged a4 0w e w1,

NT riew risl
M& Mokion attacking a sentence

b

12, ATTORMEY'S MAME [First Mame, ML, Last Mame, including any suffiz), .| MC Mation to correctfreduce sentence
AN MAILING AO0RESS: 13 COURT ORDER: |0 - Appointil yc Habeas corpus, non-capital
Mame: Perry Mason BF Bail presentment
Prior Attorney’s Name Wl Material witness
Address: Mason & Associates Because the above-named person o Witnesses
111 Della Street D atherwise satisfied this Court that he ar she (1) is financially unable to employ
Hollywood, CA counzel and (2) does not wish to waive counzel, and because the interests of
justice =o reguire, the attorney whose name sppears in bem 12 iz appointed to
Fhone # |T'I45554545 represent this person in his case, OR
Fax # | |:| Cther [ See instrictions)
14, MAME AMND ADDRESS OF LAW FIRM
(2nly provide per instructions)
Signature of presiding Judicial Officer or By Order of the Court
Mame: |
Address: Date of Crder Munc Pro Tunc Date
Fepayment ar partial repayment ordered from the person represented for this service at
time of appointment.  [] VYes [ Mo
CLAIN FOR SERVICES AND EXPENSES FOR COURT USE ONLY
hathiTech.
HOURS TOTAL AMOUNMT IMathiTech. Sdjusted Additional Armount
Categories (d¢tand fammisalion of Serpices s calas CLAIMED CLAIMED Adjusted Hrs Amounts Rerviewn Authorized
'l . a. Arraignment andtor Flea 2.0 18400 - - 18400
b. Bail and Detention Hearings 1.2 112,80 - - 112,80
. Mation Hearings 1.7 AT0.00 - - AT0.00
+= d. Trial - - - - -
E &, Sentencing Hearings - - - - -
2 f. Revocation Hearings - - - - -
= qg. Appeals Court - - - - -
b Oither /ety on somtoma oot g E: i Z B
TOTALS 4.9 466.80 - - 466.50
u| B. a. Interviews and Conferences 341 310.00 - - 310.00
= b. Obtaining and reviewing recards 2.5 230.00 - - 230.00
E . Legal Research and brigf writing - - - - -
s d. Travel time - - - - -
- &, Investigative & other work [ Seeciy o s - - = = -
S TOTALS 5.5 530,00 Z = 530,00
17. Travel Expenzes fogping farking meals mieage, el 5 EB025 60.25 - 60.25
18, Other Expenses fodher tha egman dramsanits e f § 12745 127.95 = 127.95
GRAND TOTALS (CLAIMED AND ADJUSTED): 1,195.00 1,195.00

The vouchers for both the multiple
rate file and the single rate file,
have the same functionality. The
basic information from the header
file will populate both types of
voucher. Both types also have pull
down menus for the following
fields:

e Payment category

e Type Person Represented

e Representation Type
(shown)

e Court Order

e (ase Disposition (shown in
next example)

This sheet will contain the hours
and expenses, transferred from the
“summary” sheet. Most of the cells
on this sheet cells will be locked —
any changes must be made on the
“in court” or “out of court” sheet
(for hours) or the “travel expenses”
or “other expenses” sheet (for
mileage, travel expenses and other
expenses).
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VOUCHER, cont.

|
k

representation?

|18 CERTIFICATION OF ATTORNEYHPAYEE FOR THE PERIOD OF SERVICE a0 APPOIMTMENT TERMINATION |51 CASE DISPOSITION
i OATE IF OTHER
| From: F2/02/2007 b 0272772008 THAMN CASE
COMPLETION: Affirmed in Part‘Reversed in Part
|22, CLAM STATLS: i Final Payment ) Interim Payment Mumber 2 £ Ssupplemental Payment
[Payment #]

Have you previously applied to the court for campensation ;
] ¥| Yes Mo Ifyes, were you paid? v

anchior reimbursement for this case? D YES, JOLLR ' 168 D L

Oither than from the court, have you, or to your knowledge has anyone else, received payment : ; 2
1 fecmmeneation or amhing of sadeed FrOm any other sounce in connection with this [ wes [ Mo Ifyes, give details on additional sheets.

|I'swear or affirm the truth or correctness of the above statements.
Signature of Attorney

APPROVED FOR PAYMENT--COURT USE OHLY

Date

23, IN COURT COMPF. 24, 0UT OF COURT COMP | 26. TRAYVEL EXFENSES

26. OTHER EXFEMSES

27. TOTAL AMT. AFFRICERT.

| 28 SIGNATURE OF THE PRESIDING JUDGE
Judy Jones

O&aTE

2&a. JUDGE CODE

|28, 1N COURT CORF. 300 0UT OF COURT COMPF - |31 TRAVEL EXFERMSES

32 0THER EXFEMSES

33 TOTAL 2MT. AFFRICERT.

| 4. SIGMATURE OF THE CHIEF JUDGE, COURT OF AFPFEALS [OF DELEGATE)
| TR SRR EMEEEE OF Hhe SISO AR STt

OATE

s JUDGE CODE

On the bottom part of the voucher, the “from” and “to” dates will be populated based on the dates you have entered on the “in

court” and/or “out of court” sheets.

Below the voucher is a button that will allow you to print the forms that you would submit to the court. You also have the

option to print just the voucher.
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CUMULATIVE

The “cumulative” sheet is mainly for court use, but is available to show you a list of all the vouchers filed in a particular case.

CJA26

The CJA 26 form is required for cases that anticipate attorney services in excess of $7,000. Cases with less than $7,000 in
attorney services are not required to complete the CJA 26. The CJA26 sheet in this file is a replica of the AO form and is
provided here for convenience. A few of the fields are populated automatically with information from the “header” sheet, but
most of the form requires attorney input. The tab key will tab you through each field that requires input.

COURT ADJUSTMENTS

The sheets that allow attorneys to input their time and expenses, also allows the
court to input adjustments. Should the court make adjustments, those
adjustments can be viewed by counsel next to the entry that is being adjusted.
Otherwise, those columns are hidden to make it easier to enter time and expenses.

The example on the right shows a portion of the “out of court” sheet that contains
adjustments made by the court. Adjustments can be made to both time sheets and
both expense sheets and are also shown on the “summary” sheet.

Records

Court Adjustments

16.b.

16.c. Research'Writing

Court Adjustments

e |16.a. Interviews

(3]

L.[Court Adjustments

e

]
U
=
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CONVERTING TO PDF FORMAT

Wigry | Imsert  Format  Tools
Motmal
U Page Break Preview
Task Pane Chrl+F1
| Toolbars [ | Standard
Eormula Bar Formatking
atatus Bar Borders
Header and Foater. .. Chart

‘@ Comments

Cuskom Views, ..

]

Full Screen

Zoam...

Conkrol Toolbao
Drawing
External Data
Farms
Formula Auditing
Lisk
Picture
PivotTable
Prokection
Reviewing
Task Pane
Text To Speech

Wisual Basic

WWakch window

Web
"Worddrt

w | POFMaker 7.0
Snaglk L\E
Cuskomize, ..

E3 Microsoft Excel.

| P

Excel can convert the sheets to pdf format for e-

filing. There are several ways to accomplish this. dal el B e
If you would like to preview the file in pdf format VB S

before e-mailing, save the file using the pdf menu, == —

shown right. : o

I Comrvert bo Adobe PDF h

You can also have the file converted to pdf format and attached to an e-mail
without opening Adobe. You can do this by clicking the second Adobe icon.

:E@ MicrosofiibExcel =Mega = multiples
e File  Edie Wiew
RN B L - a !

f@%ﬁﬁ
EpmE

Converk ko ddobe PDF and EMail |‘r
1 1

Insett  Format

If you don’t see these icons on your toolbar, click View, Toolbars, and click on
PDF Maker as shown left.
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EXCEL TIPS

E_] File Edit Wiew Inserk Format  Tools  Data | Mindow | Help  Adobe PDF

S H RSV E SRR

To make it easier to enter your time in the appropriate

categories, the Services tab has Excel’s “freeze panes” e Vit

feature activated. This feature allows the rows with the ;= = = Arrange...
category information to “freeze” on the page so that as AT . P Compare Side by Side with. .
you scroll down to make entries onto the sheet, you can A [ E Hide
still see the column headers. If this feature is not 1
activated, in pre-2007 versions of Excel, go to Window .
on the menu bar and click “Freeze Panes.” To freeze

. .. . 3 Attorney:
the pane in the proper position, you must first click on 0 R
cell Al1. To unfreeze, click on Window and '
« s 5 Case No:

Unfreeze Panes.
B Judge:
IMPORTANT?

Hourly rates are
determined hy the
date entered. Be
sure all dates are
correct.

Doc Nu

In Excel 2007, shown below, go to the View tab,
Date Description {CM/E

choose Freeze Pane. Again, you must be on cell A11
in order for the sheet to “freeze” in the correct position.

Data Review View
¥| Formula Bar Y Ha - Split £ e |
V| Headings = — — T Hide 43 Syn g z
Zoom 100% Zoomto Mew  Arrange ) ) Save
=L selection || Window Al | Unhide | ++qRese F Workspace
ow/Hide Zoam Freeze Panes
Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
[
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You do not have to enter your time in chronological order — Excel can put the entries in chronological order for you. In pre-
2007, highlight all the rows and columns that contain data by clicking on the first row number (row 11) and dragging down to
the end of the entries. This should highlight the entire row with all the data as shown below. Click the “Sort Ascending”
button on the toolbar and the program will sort the entries in ascending order, using the first column (the date column).

I2—_‘-'|_] File Edit Wiew Insert Format  Tools  Data  window Adobe PDF
NEERISRAIVER S BT ~[]& | GUPR] 00 - @ 8§ e -1z - B I U|EE=-
iy : o
DT AR =] Sort .ﬁscendingﬂ
""--_--"—/ -
IMPORTANT! E _ i
Hourly rates are e = z
determined by the = % E’ = o
date entered. Be E g £ = % = i
sure all dates are = = -% = *E s ":i i
correct. S| al 2| £E| & 63: S| &
Doc Humber L] = 2] = @ - = =
10 Date Description {CM/ECF} Pagqes - a2 )= L .-
01012005 arraignment 1.0
E 0571572006 bail hearing 1.0
i 032712008 motion 1.0
11/03/2007 trial 10
08/04/2006 sentencing 1.0
&1 02012005 1.0
The data will automatically be sorted into the correct order:
LG U el = = = = @ - = =
10 Date Description (CM/ECF) Pages ‘ = = ‘ = ‘ = | = | = | = | = |
11 [01/01/2005 arraignment 1.0
12 [10/30/2005 1.0
13 |03/27/2006 mation 1.0
14 |05/15/2006 bail hearing 10
15 |08/04/2006 sentencing 1.0
16 [ 11/03/2007 trial 1.0
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In Excel 2007, highlight the data in the same manner, go to the “Data” tab and again, choose “Sort Ascending.”\

[Dtata Review View
ﬂ I@ Connection S K dear 5
T Properties {;., Reapply ==
ish - Filter ‘u’ Tex
L B3 Edit Links S Advanced || colg
Connections | Sort & Filter "
= S5ort Oldest to Newest
plions..
Sort the selection so that the
5 lowest values are at the top of the
column.
' ng; Press F1 for more help. ﬁ

Important! You must select the entire row in
order to keep the sorted data together. If you
select just the dates, Excel will only sort the
dates - the categorized hours will not be sorted.
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_.--" "'~._I . - Lﬂ _‘l L_F =
SAVING THE FILE

Remember to rename the file (using the “Save As” command).
NOTE: If you are using Excel 2007, you may be required by the
court (unless they also have Excel 2007) to save the file in a
version that is compatible with earlier versions of Excel, as
demonstrated here. To tell if a file is saved in “compatibility
mode,” the file will have the .xIs extension. If the file is saved in
Excel 2007 the extension will be .xIsx.

E;l Excel Workbook
| Save the warkbook in the default file

7 Cpen farmat.

Save the workbook in the X¥ML-based and

lr;' Excel Macro-Enabled Workbook
i i
macro-enabled file format.

j Sawve a copy of the document
it |
W

Save the warkbook in a binary file format
aptimized for fast loading and saving.

HEP Print » | [a] %y Excel 97-2003 Workbook
2 1H | Save a copy of the workbook that is fully
bt

compatible with Excel 97-2003. %

E;l Excel Binary Workbook

Prepare » \
a Find add-ins for other file formats

_é send Hr! Other Formats

COpen the Save As dialog box to select from
all possible file types.
Publish »

==
y
J Close

|23 Excel Options | | X Exit Excel |

CLEARING THE FILE —

There are two buttons on the “header” sheet that will allow you to clear either the entire workbook (i.e., all the worksheets) or
just your time and expenses. You would use the “clear time & expenses” button if you are filing interim vouchers, so you
won’t have to re-type the information on the header sheet or on the CJA26. Once the sheets have been cleared, they are ready
for new entries for your next submission. The “clear all worksheets” button does just that — it clears every sheet, including the
cumulative sheet.
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