
CJA eVoucher for Attorneys

Creating a CJA 20 Voucher

The court creates the appointment. The afforney initiates the CJA 20 voucher

In the Create New Voucher section, from the CJA 20 voucher template, click the Create link,

The voucher opens the Baisc Info page which displays the information in the paper voucher format.
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CJA eVoucher f-or Attolneys

Entering Services

Line-item time entries should be entered on the Services page. Both in-court and out-of-court time
should be recorded here.

Note: There is NOT AN AUTOSAVE function on this program. You must click Save
periodically to save your work.

Click the Services tab, or click Next on the progress bar
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Serwices
Þdpüon

Add Remove

Enter the date of the service. The default date is always the current date. You can either type the
date, or click the calendar icon and select a date from the pop-up calendar.

You can add dates in any order; they will automatically sort in chronological order, oldest to
ne\ryest, as they are entered.
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CJA eVoucher f-or Attolneys

Click the Services Type drop-down arrow and select the service type.

Serwices
Dote

Sëruke Type

Doc.s (ECÐ

Hours

ln Court Soru¡ces

ð. A.rãignment rnd/or Plea

b. Ba¡¡ ðnd Oéletrt¡otr Heã.¡ng

c, l,lotion

d. lri¡l

e. Sentendng Hèå-r¡n99

Descr pt¡on

To group by a

Enter your hours of service in tenths of an hour, enter a description, and then click Add

Services
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Ssvice Type

Doc* (Ecr)

ffi
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Pðges

Oewiplion Fißt appearancë dn ðnaignment of defendant,]

Add Remove

The entry is added to the voucher, and appears at the bottom of the Service Type column. The
Date header sorts by date. Be sure to click Save. Click an entry to edit.
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C.lA eVoucher' lbr Attorneys

Importing Service Entries

Attorneys using commerically available timekeeping and billing systems can directly import
multiple service entries into a CJA-20130 voucher from a file saved in comma-separated value
(.csv) format.

As a best practice, the Import Service Entries feature should be started on a new or empty CJA-
20 voucher. If you have service lines already entered on a voucher, they will be overwritten with
the data imported from the .csv frle.

After you select the appropriate appointment and click the Create link for the CJA-20 voucher,
the document opens. In the Actions menu on the left side of the page, click the Import Service
Entries (.csv) link.
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Step 2

('.1¡\ eVoucher lbr Attorneys ffi ,i¡;,-';r

The Services page appears. To view a sample .csv file, click the downloadable sample spreadsheet
link. The sample spreadsheet is in Excel format that must be saved in .csv format. Click the
Additional Information link to view instructions for importing time from a .csv file.
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Step 3

CJA eVoucher for Attorneys

When the .csv frle has been created, properly formatted, and is ready for import click Import
Service Entries (.csv).
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Your file directory browser opens. Click the correct .csv file, and then click Open.
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CJA eVoucher fbr Attorneys

A success message appears, indicating the number of entries that were imported and saved to the
services table.
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Importing Service Entries on Previously Created CJA-20s

While is it recommended to start the Import Service Entries feature on a new or empty CJA-20
voucher, you can add time to the services table of an existing voucher.

On the Home page, in the My Active Documents section, click the Edit link for the appropriate
CJA-20.

Step 5

Step I

i\ Andr"r Anders (Attorney)

H_olne Operations Reports Links Help Sign out

I Hy ÂdtrË omrmúb
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Case Defendant
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C.lA eVoucher l'or Attolneys

When the document opens, in the Actions menu on the left side of the page, click the Import
Service Entries (.csv) link.

t B¡.lc lnfo s.d..s Exp.n..! cl¡lo st¡tu¡ DocuNtrt. confrrñ¡ilo¡

Reportj

Form C,Æ0

u0 Mâ¡n $¿et
Sàn A¡t6lo, TX
7S210 - LIS

Pùone: 2lG&r3-5623

Step 2

h':ä:¡ì';iüi:i:iT' t'

l,*ìji,ü,:iti.Ti"," ", 
-". þJ;:"

.--- .f Drer lr¡rcr¿-¡

oo¡¡*r'--,rr¡rr-r . rrrnr"¡¿
llrkü llrh,kh.,-.

Task5

Uú ro Appqhlnsü
UnkTo Reorê9ent¡ùon

CJA 20

irrl r i l,l ,', l

Vouchcr

',1,I I

t)¡1r,
I rrl l);rlr':

g

!41Ls (¡ûçt

A l'I Ol{Nt:Y I Sl;lì i\,1,,\Nt r,\1, \i l;lìSl()N (r,7 t f S;\ S\1llll. (.1;\ lì¡\¡-lÌ1, Àt)ir4lNlS ll(/\ lOlì



CJA eVouchel fbr Attorneys

The Services page appears. To view a sample .csv file, click the downloadable sample spreadsheet
link. The sample spreadsheet is in Excel format that must be saved in .csv format. Click the
Additional Information link to view instructions for importing time from a .csv file.
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Step 3
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l- Add-l Remove

Eðch *rvlc€ llne cntry must have data ln the followlng oluntns:

r DaÈe

¡ Hours
¡ Dèscripbon
. Service TyÞe (EXAI'IPLES: "16b" or "l6b, Obtaining and Rev¡€wing Records")

Tfte follow¡ng columns do not requíæ data, but should be included in the heode¡ row:

¡ Do<#
¡ PågÈs

For additioral Í¡format¡on rêfer to the eVoucher Online Help,

csv f¡le when opened ¡n ð t€xt €dltor m¡ght look like this:
Date¡ Hours, Dercription, Servi(€ Typer oocû, Päg€s
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sámÞle

Otherwi¡e, all exrshng serv¡ce entries on the voucher will be ovenvritten r.rilh the

5€ry¡cÊ Entfles

from a larv firnr bìlling
tyÞes, Please dorvnload

INPORTANT! ¡t is reconlmênded lo start v/ith a blank voucher.

Separated Values (CSV)
the correct ro[umn headings

eVoucher now proùides the ability to import serv¡c€ tinìe Ëntrièr exported
format, Thê CsV flfe must (ontðln all required column headinge and data
and serv¡ce type vàlues,

i

I
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To group by a pañiiularHeader, drag thc column to this arc¿.
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,n,50
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CJA eVoucher' lbl Attolney. iii}it

When the .csv frle has been created, properly formatted, and is ready for import, click Import
Service Entries (.csv).

I Basic ¡nto Þ Servicct , Expenses i Cla¡D Sl¿lui , DocutneDts Conl¡rmal¡on

Services
rvouôF now prcvldg thè .bl¡t'/ to ¡mpoÉ saryl<e trma stri.s export¿d from a l¡lv trñ blllng Éyst m .nd aðved in Camnla Sapðr¡tad VåluÉ (CSV)
fomat Th€ csv fìle must <ontain all required column fi€ô¿¡n95 ônd dðti b/per. Plearc donnload our sðmple rÞreôdrheet tor the corrert rolumn heaàings
and serylcc typc völuas.

I¡IPORTÀNÍ| It ìr recommef,ded lo stdrt y¿ilh . blank Voocher. Othc^r¡se, .ll €xijting leßice entries on lh€ vou(her will be ovenviLten viìh lhe
ontçnti of th. importcd CSV lilê,

+ Additqn.l lnlormÀt¡on

O¡ta

Stvlar Typê

oq.. (Ed)

Hdß

Os(rlpllon

Pags
- .l t155,00 !s hour,

To grôup by. p¡dlcul¡r H!àds, dràg th..olfrñ to thls ôr.ð.

scryle ftDC D¡te Dscrlptlon Amt

ml0l/102r d.. r^ coud

æ,/01/202t i¡ 6url

A diaglog box appears, stating that the existing time entries on your current voucher will be
overwritten when you upload your .csv file.

Click Proceed and continue by following steps 3-5 in the Importing Service Entries section above.
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CJA eVoucher fbr Attorneys

Correcting Errors in Your .csv File

If your import fails, you must correct errors in the original .csv file before attempting another
import.

A message appears at the tope of the page, indicating the number of errors found.
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tmpoÉ failed.
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Click the View Report link to view errors.
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-
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E

Upb¡d Sæ¡dCrú

Warning Message

Uploading a new .csv file will
overwrite your existing time entr¡es

on this voucher.

Are you sure you want to proceed?

Cancel Pfoceed
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C,lA eVoucher for Attorneys

The default Errors Only report opens, highlighting the errors in the file. Review the error report
and correct the original .csv file.

Ð ÊrG O¡ly O Ful RÐort

Return to the Services page, click the try again link, and then follow steps 4-5 in the Importing
Service Entries on Previously Created CJA-2Os section to attempt the import again.
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CJA eVoucher for Attorneys

Creating the Excel File for Import

Once you being the process of importing your service entries to a CJA-20 or CJA-30 voucher,
sample spreadsheets are available to download on the Services page. These sample spreadsheets
are in Excel format that must be saved in .csv format.

Bo¡¡c Info ) Sarvlces ì' Exprnrcr I Clllln St.tur i.- OocuDtcntr ì Confirmat¡on

Services
eVoudts now prwldes the abilif to import sedce lime cntrid e<portcd from n lmv ñrm bidin ð se9ôr¡ted vðlucs (csv)
lÒmät lhe CSV ñe mútt Èóotålñ öl r.qtrtred tolumn fiearliaç and dala tyÞÈ, Ple¡* dwnlo r the concct column headings
ând s.n l(c tyÞc vâi¡êi,

IflPoRTAl{B lt h rc(ommandêd io strrt with ¡ bl¡l* vou(ha, oth¿ryrlsc, ¡ll a¡l'tin9 ¡GM(¿ .nùl¿r m $c vou(hcr Mll b! ovcrwilttcn wiÌh thr
(oitetrb of thê ¡mpoÍêd CSV ff|..

For the .csv file to be successfully uploaded into and accepted by eVoucher, it must contain a
header row with specific column headings, as seen below. The header row contains four
mandatory column headings (Date, Hours, Description, Service Type) and two optional column
headings (Doc. #, Pages). The Doc. # and Pages fields may be included in the header row;
however, they are not required unless data is provided.

If the frrst row contains service entry information instead of headings, the date in row I will be
ignored and won't be imported into your voucher. Sample spreadsheets containing the correct
column headings and service type values for each voucher type are available in the online help.

6
6

t¡
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etcvlE Zoom
llmelromOthêrtoNewlownloSA forlnltl¿làppeåronceândconferenc€¡6d.Traveltlme

0,4tRevlewofcourtfllhgsasaresultofprellmhearing;CopytoCllent l6b.Obtainlngandrevlewlngrecords
0.SRecelvln&revlewlngandæpylngtoclléntâllpåperworl6saresultofôrrâlBnñ€l6b.Obtelnlngsndrevlewlngrecordj
0,6:Recelve&revleworderschedullngpfellmlnaryheâlng;CopytoCllent l6e.lnvest¡gâtlvêandothe.work
0,7 Revl€wed 3i20-ml-46,3:20.ø-06 16c, Legal research and brlefwrllng

1 Revlewed Co. dlscovery documents, Fed.R.E., ånd 18 U.S ,C.52231,2252, 16c. Legel reie.rch and brief wrtting
1TÉvelfromPBhloSSJ(noreturnlrðvelduetotraveltolOonCJA) l6d.Trsveltlme
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1.! Begin to revlew dlscov-ery froh lnltlðl dlsclosurèi No eports ln dlscoveryi Call to 16b. Obtâlôlng ånd revlewlng ¡ecords
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Note: Tirne entries containing values greater than a single decimal place
are automatically rounded up or dorvn to the nearest tenth. For example,
.125 is rounded down to .1 and .75 is rounded up to .8.
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CJA eVoucher for Attorneys

Converting the Excel File to .csv Format

Most commercially available spreadsheet applications allow a user to save in .csv format. For a
file save in Excel format, follow these steps to create your .csv import frle.

In your Excel frle, click the File tab.

Step I

Copy of CJA 20_Serurce_ïi¡¡re llììport rlsx SavedAutosaue@ H 2- n
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On the Save As page, click te drop-down arrow and select CSV (Comma delimited)(*csv).
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Your Excel file has now been converted to a .csv file and can be imported into the Services page
of your CJA-20 or CJA-30 voucher.
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Entering Expenses

Click the Expenses tab or click Next on the progress bar.
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Click the Expense Type drop-down arrow and select the applicable expense.
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If Travel Miles is selected, enter the round-trip mileage and then click in the Description field to
enter a description. Click Add.
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Expenses are sorted chronologically by date, oldest to newest. Click Save.
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Claim Status

Click the Claim Status tab or click Next on the progress bar
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In the Start Date field, enter the start date from the services or expenses entries, whichever date
is earliest. If necessary, go back to the Expense and Service sections and click the Date header to
sort by the earliest date or services. Answer all the questions regarding previous payments in this
case and then click Save. Click Audit Assist at any time to view any errors or warnings regarding
your document.
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The Payment Claims section features the following payment claims type radio buttons:

Request payment after all services have been completed
Allow for payment throughout the appointment, but each court's
practice may differ. If using this type of payment, indicate the number
of interim payment.
Request payment due to a missed or forgotten receipt after the final
payment has been submitted.

Request return payment of withheld funds. The attorney can submit a
blank (no services or expenses entered) CJA 20121 at the end of the
case.

If you try to submit with errors, you may receive the following pink error message:

The message will be removed when you complete the Claim Status section with correct start and
end dates that include all service and expense dates for the voucher.

Documents

Attorneys (as well as courts) can attach documents. Attach any documentation that supports the
voucher; e.g., travel or other expenses, justification statements, or orders from the court. All
documents must be submitted in PDF format and must be l0 MB or less.

Click the Document tab or click Next on the progress bar
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To add an attachment, click Browse to locate your file. Add a description of the attachment. Click
Upload. The attachment and description is added to the voucher and appears at the bottom of the
Description column.
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Signing and Submitting to Court

When you have added all voucher entries, you are ready to sign and submit your voucher to the
court. Click the Confirmation tab or click Next on the progress bar. The Confirmation page
appears, reflecting all entries from the previous screens. Verif, the information is correct. Scroll
to the bottom of the screen.
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Step 2

CJA eVoucher fbr Attorneys

In the Public/Attorney Notes field you can include any notes to the court. Select the check box to
swear and affirm to the accuracy of the authorization which is automatically time stamped. Click
Submit.
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A confirmation screen will appear indicating the previous action \üas successful and the voucher
has been submitted for payment. Click the Home Page link to return to the home page. Click the
Appointment Page link if you wish to create an additional document for this appointment.
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The active voucher will be removed from the My Active Documents section and will now appear
in the My Submitted Documents section.

tda¡re.llbrrddd

^ 
I l()lLNtrY I Slrl{ \4,,\Nl i^t, \/lìltslON 6 7

Notes

Atbb îÉ æ .t
PuùldAEo{nùt
ltú

l6:32:15

g] ¡ s..r ¡nd ¡füD lrF ùuth ü c!flrÎ¡ts of ttr ¡bffi sl¡t|Htj

Step 3

d
(

Aònltsd bCút
/r/ otot,vtathõdtul:ô9.Ð

ca.¡
:i úrmi
r : d¡¿d!

ro g@ bt ¡ Fú nea&, Ûa0 tll (dñ b úò fd,

P4 rof r(l¡@)

arò:

J.¡+dåh&¡lsr. !r
Clù*d ¡r! L000 o

liLlgíaù15 
^Á--1,r. [Q¿20¡a

m

t lS,,\ S;\11 I I l. ('.lr\ l',\Nlrì,,,\l)\.1ìNlS I l(^ I oll



CJA eVoucher for Attorneys

Note: lf a voucher is rejected by the court. it reappears in the My Documents section
higlrlighted in gold. The systern generates an ernail nlessage explaining the corrections
that must be made.
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