
CJA eVoucher for Attorneys  50 

 

 
CJA eVoucher | Version 6.13 | AO – Awareness, Training & Education Branch | July 2026 
 

Creating a CJA-20 Voucher 
 

The court creates the appointment. The attorney initiates the CJA-20 voucher. 

Note: All voucher types and documents function in primarily the same way. 

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

 
 
The voucher opens the Basic Info page, which displays the information in the paper voucher 

format. 

 

Notes:  

• To avoid data loss, frequently save any entries made to a voucher. 

• To delete a voucher, click Delete Draft at any time prior to submitting it. 

• To check for warnings or errors in the document, click Audit Assist at any time. 

• To navigate, click the tabs or the navigation buttons in the progress bar. 

Tabs appear 

at the top of 

the screen. 

A progress bar 

appears at the 

bottom of the 

screen. 
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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. 

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

Step 1 

Step 2 
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Click the Service Type drop-down arrow and select the service type. 

 
 
Note: You can add dates in any order; they automatically sort in chronological order, oldest to 
newest, as they are entered. 
 
 
 
Enter your hours of service in tenths of an hour, enter a description, and then click Add. 

 
 

 

Step 3 

Step 4 



CJA eVoucher for Attorneys  53 

 

 
CJA eVoucher | Version 6.13 | AO – Awareness, Training & Education Branch | July 2026 
 

The entry is added to the voucher and appears at the bottom of the Service Type column. The 
default sort for services is chronological by date, oldest to newest. Click an entry to edit and 
then click Save to save your changes. 
 

 
 
 

Step 5 
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Importing Service Entries 
 

Attorneys using commercially available timekeeping and billing systems can directly import 

multiple service entries into a CJA-20/30 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 file. 

 

Note: If you have an associate on your voucher and want to use the import service entry 

function, the lead attorney MUST import their entries first or they will overwrite the associate 

attorney's entries. Review the Importing Time job aid on the eVoucher training website for 

more detailed instructions for importing service entries with associates. 

 

 
 

Select the appropriate appointment and click the Create link for the CJA-20 voucher to open 

the document. In the Actions section on the left side of the page, click the Import Service 

Entries (.csv) link. 

 

 

 

Step 1 
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The Services page appears. To download and view a sample file, click the sample spreadsheet 

link. The sample spreadsheet is in Excel (.xlsx) format that must be saved in .csv format. Click 

Additional Information to expand the section and view instructions for importing time from a 

.csv file. 

 

 

 

Step 2 
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When the .csv file has been created, properly formatted, and is ready for import, click Import 

Service Entries (.csv). 

 

 

Note: The service types for the CJA-30 sample spreadsheet differ slightly to match the 

information needed for that document type. 

 

 

Your file directory browser opens. Click the correct .csv file, and then click Open. 

Step 3 

Step 4 



CJA eVoucher for Attorneys  57 

 

 
CJA eVoucher | Version 6.13 | AO – Awareness, Training & Education Branch | July 2026 
 

 

A success message appears, indicating the number of entries that were imported and saved to 

the services table. 

 

 

 

Step 5 


