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Creating a CJA-21 Voucher 
 

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

save your work. 

 
 
On the Appointment Info page, in the Create New Voucher section, click the Create link next to 
CJA-21 to open the Basic Info page. 
 

 

 
 
When submitting a CJA-21 voucher, the Authorization Selection section displays in one of two  
ways, depending on the availability of associated authorizations. 
 
Associated Authorizations Available 
If associated authorizations are available, they display in ascending order by ID number. 
 

 

Note: The No Authorization Required link is located below the authorization choices. 

Step 1 

Step 2 
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If you are using an approved authorization, click the desired authorization, which is then 
highlighted in blue. You cannot continue until the authorization is highlighted. 
 

 
If the voucher does not require advance authorization, click the No Authorization Required 
link. 

 
Associated Authorizations Unavailable 
If there are no associated authorizations available, a message appears stating that no 
authorization requests were found, and you must click the No Authorization Required link to 
proceed. 
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The service type auto-populates based on the authorization selected. If no authorization is 
being used, click the Service Type drop-down arrow and select the service type. In the 
Description field, enter a description of the service to be provided. 

 
 
 
 
Click the Expert drop-down arrow and select the expert. If the service providers or experts have 
rights to enter their own expenses, the radio buttons in the Voucher Assignment section 
become active. Click the appropriate radio button to indicate whether you or the expert will 
enter the service fees on the voucher, and then click Create Voucher. 

Notes: 

• Only experts assigned with the service type selected appear in the drop-down list. 

• All information must be entered to advance to the next screen. 

• If the expert selected is authorized to use eVoucher, you are done at this point and can 
click Home or Sign out. 

• If the expert selected is not authorized to use eVoucher, the attorney must file the 
voucher on behalf of the expert. The voucher appears in the My Active Documents 
section as submitted to the attorney. They must perform the second-level 
approval/submission by clicking the voucher, navigating to the Confirmation page, and 
approving the voucher, which then moves to the My Submitted Documents section. 

 

Step 3 

Step 4 
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If the expert does not have an eVoucher account and profile, you must contact an eVoucher 
administrator to add a new provider. 
 

 

 

 

If the service providers or experts have rights to enter their own expenses, the radio buttons in 

the Voucher Assignment section become active. Click the appropriate radio button to indicate 

whether you or the expert will enter the service fees on the voucher. 

Step 5 

Step 6 
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Click Create Voucher. 

 
Notes: 

• The expert goes through an approval process. Once approved, an email is sent to the 
attorney. 

• When you select the expert from the Expert drop-down list, their information 
automatically populates. 

• If the attorney submitted the voucher for the expert, they must approve the voucher 

twice—once while sending it for the expert, and again after it appears in the My Active 
Documents section. 

 

Click the Services tab, or click Next on the progress bar. In the corresponding fields, enter the 
date, units, rate, and description. Click Add. The entry appears at the bottom of the Services 
section. Click Save. 
 

 

Step 8 

Step 7 
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Click the Expenses tab, or click Next on the progress bar. In the corresponding fields, enter the 

date, expense type, description, and miles. Click Add. The entry now appears in the Expense 

Type column. Click Save. 

 

 

 

 

Click the Claim Status tab, or click Next on the progress bar. Enter the start and end dates, 
making sure to select the earliest date of services and expenses as the start date. In the 
Payment Claims section, click the appropriate radio button, and then click Save. 
 

 

Step 10 

Step 9 
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Notes: 

• Final payment is requested after all services have been completed. 

• Interim payment allows for payment in segments, but each court’s practice may differ. If 
using this type of payment, indicate the payment number for this request. 

• After the final payment number has been submitted, supplemental pay may be 
requested due to a missed or forgotten receipt. 

• At the end of the case, to request return payment of withheld funds, click the 
Withholding Return Payment radio button on a blank CJA-21. 

 

 

Click the Documents tab, or click Next on the progress bar. To add an attachment, click Choose 
File to locate your file, and then enter a description of the attachment. Click Upload. The 
attachment and description are added to the voucher and appear in the Description column. 
Click Save. 

 
 
Note: All documents must be submitted in PDF format, must be 10 MB or less, and should not 
contain PII or sensitive information. 

 

 

Step 11 
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Click the Confirmation tab, or click Next on the progress bar. In the Public/Attorney Notes 

field, you can include any notes to the court. Select the check box to swear to and affirm the 

accuracy of the authorization, which automatically time stamps it. Click Submit. 

 

Step 12 
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A confirmation screen appears, indicating the previous action was successful and the voucher 
has been submitted. Click the Home Page link to return to the home page. Click the 
Appointment Page link to create an additional document for this appointment. 
 

 

 

 

Submitting an Authorization Request for Expert Services 
 

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

save your work. 

 

 

In the Appointments’ List section, click the case number link to open the appointment record. 

 
 
 

On the Appointment Info page, in the Create New Voucher section, click the Create link next to 

AUTH. 

Step 13 

Step 1 

Step 2 


