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Introduction 
 
The CJA eVoucher System is a web-based solution for submission, monitoring and management of all Criminal Justice ACT 
(CJA) functions. The eVoucher program will allow for: 
 

 On-line authorization requests by attorneys for service providers. 

 On-line voucher completion by the service provider or by the attorney acting for the service provider. 

 On-line voucher review and submission by the attorney. 

 On-line submission to the court. 
 

Unless the court has indicated otherwise, attorneys are generally required to create and submit vouchers for their service 
providers. The program includes the following modules: 

 
Panel Management 
 

 Allows attorneys to manage their own account information including address, phone and firm associations. 

 The Holding Period panel should not be used, as information entered there will not be considered by this court 
when making appointments. 

 
 

Voucher & Authorization Request Submission 
 

 Authorization requests by attorneys for expert services 

 Requests by attorneys for interim payment 

 Upload supporting documents to vouchers or authorization requests 

 Reports for attorneys to take an active part in monitoring costs 

 Automatic e-mail notification to attorney of approval or rejection of vouchers and authorization requests 
 
 

Browser Compatibility 
 

 Windows: Internet Explorer 8 or newer can be used. 

 Apple Macintosh: Safari 5.1 or newer can be used. 

 Chrome, Firefox and other browsers can not be used with CJA eVoucher. 
 
 

Court Appointment 
 
When an appointment is made, an email will automatically be generated by the program, and sent to the appointed 
attorney. The email will confirm the appointment and provide a link to the CJA eVoucher program. 
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Accessing the CJA eVoucher Program 
 
Your court will provide information on how to access eVoucher. It is suggested that you bookmark it for easier access. 
Log in using your Username and Password you were provided, and click Log In. 
 

 
 
 
 
Users will be required to change their passwords within 30 days of the first time they log in to eVoucher.  Passwords must 
be at least eight characters in length and contain:  
 

 One lower-case character 

 One upper-case character 

 One number 

 One special character 

Users are required to change their passwords periodically. 
 
If you forget your username or password, click the Forgot your Login? hyperlink.  
Enter your Username or Email address, and click Recover Logon to retrieve your information. 
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Customizing the Home Page (continued) 
 
Group by Column Heading: You may sort all the information within a folder by grouping documents by the column 
heading.  All folders displaying the Group Header bar may be sorted in this manner. 

 
 
 

        Click the header for the column you wish to group. 
 

                            
 

Hold the cursor and drag the header to the Group by: Header bar. 
 

                            
 

  
Release the cursor and all the information in that folder will be grouped and sorted by that selection. 
 

                            
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 
1 

Step 
3 

Step 
2 
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My Profile 
 
In the My Profile section, the attorney may: 
 

 Change password (Login Info section). 

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

 Update social security number (SSN) or employee identification numbers (EIN)  and any firm affiliation (Billing Info 
section). 

 The Holding Period panel should not be used, as information entered there will not be considered by this court 
when making appointments. 

 
Click the My Profile link from either the Home screen or the Help menu bar to open the My Profile page. 
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Appointments’ List 
 
Locate the Appointments section under the Appointments’ List on your home page.  

  
 

 
 
 

Click the case number 
hyperlink to open the 
Appointments page. 

Step 
1 
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Detailed Budget Report 
 
This report will reflect the total amount authorized for this representation, any excess payment allowed, the vouchers 
submitted against those authorizations, and the remaining balances. 
 
The report will provide the information in two sections: Attorney appointment and authorized expert service. 
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Summary Budget Report 
 
This report contains the same information as the Detailed Report without the individual voucher data. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
























