
Importing Service Entries into eVoucher from a .csv File 

 

 As of December 2021, eVoucher allows attorneys to import services entries from a .csv 

file instead of entering each line manually. A .csv file is a simple text file common in spreadsheet 

applications. When using this function, it is best to import all services entries from the .csv file 

into a new CJA 20 voucher; as importing additional entries to a partially completed voucher will 

overwrite already entered entries. Court staff are not responsible for helping attorneys create or 

download .csv files. 

 Attorneys submitting a CJA 20 or a CJA 30 Voucher must have each of the following 

headings in the following order in the .csv file: 

Date  Hours  Description  Service Type  Doc#  Pages 

The date, hours, description, and service type columns in the .csv file must be completed. The 

information under the Doc# and Pages columns are optional, but the headings are required. Note: 

Time entered into the Hours column should be rounded  to the nearest tenth of an hour. 

 

STEP ACTION 

1 

Enter the service information into the user's preferred time tracking program. 
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Note: CJA 20 Service Types include: 
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Click on "CJA 20      Create" on the left-hand side. 
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Click "Import Service Entries (.csv)" on the left-hand side under "Actions." 
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Click the "Import Service Entries (.csv)" button. 
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Select the appropriate .csv file and click "Open". 
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The user will receive either a success message or an error message. 
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If a success message is received, the data in the .csv file has been successfully 

uploaded to the voucher. Review to ensure that the data is accurate and compete, 

and then continue to complete and submit the voucher in the usual course. 
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If an error message is received, click on "View Report". 
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Use the report to make corrections in the original .csv file. Resave the .csv to the 

user's desktop. 

 

 
 

13 

Return to the "Service" tab in eVoucher and click "try again" in the error message, 

following the same steps as above. 

 

 
 

 

 

 


