
Creating a CJA 21 Voucher 

-= 
From the Appointment page click Create from 
the CJA 21 Voucher template. 
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The voucher opens to the Basic Info page. 

Note: 
There is NOT AN AUTOSAVE function on this program. You must click 
SAVE periodically in order to save your work . 
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When submitting a CJA 21 voucher you'll have two options to choose from under the Authorization Selection. 

If the request does not require advance 
authorization ($800 or less), click on the No 
Authorization Required option. 

If you have a previous authorization received 
through an order from the Court, click on the 
Use Previous Authorization option. 

~ 

"o Authorization Rgguired 
If rc,,_,r o 1ct'er mmpensa tJor ,s .not:: 
~ statutor\' I rM and de·!:!; net re:L ·e 

o authonzabO!". 

Use Previous Authorization 
5elect "'11s optor tn dspla o :~to· 

P' e· 'lou; e!Jthonzabons and req•Jests 
L a;:lpOU!tment 

-- - --~ 

I 

I 

harrisot
Typewritten Text

harrisot
Typewritten Text

harrisot
Typewritten Text
or CJA 31

TeresaHarrison
Typewritten Text
Under My Appointment's List on your eVoucher desktop , locate the case you want to create a voucher for. Click   on the blue hyperlink case number and the case will open up. On the left side of the page are options for creating various vouchers, Choose CJA 21 by clicking create. Then follow the instructions below.
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Creating a CJA 21 Voucher (cont'd) 

If you click "Use Previous Authorization" a list of Existing Requests for Authorization will appear. 

Note: 

Select the authorization you wish to 
use by clicking it. The selected 
authorization will highlight in yellow. 
You will not be able to continue until 
it is highlighted. 

The service type will rollover from the 
authorization selected. If no authorization 
is being used, use the drop-down box to 
select the service type. 

Existing Requests for Authorization 

ID rfumber: 155 
Order Date: 05/27/ 2014 
Authorized Amount: 0 

New Voucher Information 

Service Type: Weapons Firearms 
Bcplosive Expert 
Estimated Amount: 1000 
Requested Provider: Robert Arms 

~Type I vi 
Description ~~ I =====r:ll 

Enter a description of the service to be 
provided. 
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Select the Expert. 
If the Expert you selected is not authorized 
to use eVoucher, the Voucher Assignment 
field will remain locked indicating the 
Attorney will be responsible for filling the 
voucher claim part. 
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If the Expert you selected is authorized to 
use eVoucher, the Voucher Assignment field 
will unlock for you indicating the Expert will 
be responsible for filling in the voucher claim 
part. 

Sel'vU Provider 
search~ of the service providers already 1n the system 
can enter the requi'ed information for another provider 

pert 

Expert Info 

Create Voucher 

Gina Gabriel 

110 Main Street 
San Antonio 1X 78210 USA 
Phone: 210·593-3340 

Voucher Assignment • 

Voucher Assignment Attorney a Expert 

This ndiaJtes Mho wl be rf!SP(JfiSiJie for f,JJ;,g the vrJf..ldler dam part 

Only experts registered with the service type selected will appear in the drop-down box. If you wish to submit a 
person for approval, steps on how to add an Expert are on page36. 
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***Only a few interpreters have eVoucher access all other expert service providers do not.
   As the attorney you will be responsible for filing the CJA 21/31 voucher.



Creating a CJA 21 Voucher (cont'd) 

Click Create Voucher. 

Notes: 
• If all information is not entered you cannot advance to the next screen. 
• If the Expert you selected is authorized to use eVoucher you are done at this point and you may click 

Home or logout. 
• If the Expert you selected is not authorized to use eVoucher you will file the voucher on behalf of the 

expert. The voucher will appear in the "My Active Documents" section as submitted to attorney. You 
will perform the second level of approval/submission by clicking on the voucher, navigating to the 
"Confirmation" page and approving the voucher. The voucher will then move to the "My Submitted 
Documents" section. Outlined steps are on pages 36-39. 
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Creating a CJA 21 Voucher (cont'd) 

If you wish to submit a person as an Expert, follow steps 3 through 5 on page 34. 

Note: 

From the Expert drop-down list, select 
the empty (null) value. Voucher 
Assignment should be on the Attorney 
option. 

Fill in all required information on the 
person you w ish to submit for 
approval. 

Click Create Voucher. 

• The person you submitted will go through 
an approval process. Once that person has 
been approved, an email will be sent to you. 

• You' ll now be able to select the person from 
the Expert drop-down list and all their 
information will automatically populate. 
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Existing Requ~sts for Authorization 

ID Number: 155 
Order Date: 0 5/ 27/2014 
Authorized Amount: 0 

New Voucher Information 

Service Type 

Description 

Service Type: W~apons firearms 
Explosive Expert 
Estimated AmOLnt: 1000 
Requested Provider: Robert Arms 

I Voucher Assignment • - l 
This ildicat~ M11D wil be responslJ/e for liiJhg the voudler ~ 

Service PnMder 
You ~ se~~rch one of the service proVJders ar~ady n the sys~ 
OR you can ~ter the req~Med information for another prOI/ide" 

Create Voucher 
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***This is only for a limited number of interpreters
   designated to have eVoucher access. You must
   submit a W-9 to the court to add a new expert.



Creating a CJA 21 Voucher (cont'd) 

After Create Voucher has been selected, you'll proceed with similar steps mentioned on the CJA 20 Voucher add ing 
Services, Expenses, Claim Status, and Documents. 

Note: 
If you have submitted the voucher for the expert, you' ll need to approve the voucher 
twice, once w.hile sending it for the expert, and a second time after it appears in the "My 
Active Documents" section. 

Click the Services tab or click the 
Next option located on the 
Progress bar. 

Enter the Date, Hours, Rate, and 
Description. 

Click Add. 

The item will appear in the bottom of the 
Services list section. 

Click Save. 

Click the Expenses tab or click the 
Next option located on the 
Progress bar. 

Enter the Date, Expense Type, 
Description and Miles. 

Click Add. 

The item will appear in the bottom of the 
Expense Type section. 

Click Save. 
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Creating a CJA 21 Voucher (cont'd) 

Click the Claim Status tab or click 
the Next option located on the 
Progress bar. 

Basic Inf o Se rvices: Expenses • Clai m Statu s Doc um ents Confirmation 

Note: 

Enter the Start and End Date, 
making sure to select the 
earliest date of services and 
expenses as the Start Date. 

Select an option under the 
Payment Claims section. 

Click Save. 

Claim Status 
Lst:ort O.Ote j06/12/2014 I ~ 

r~::::a;s I 
lnt<m> P4yn>ent (1>4yment : ) 

S<.cdemental Payment _ _ I 
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• 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 number of this request payment. 

• After Final Payment number has been submitted, Supplemental Payment may be requested due to a missed 
or forgotten receipt. 

Note: 

Click the Documents tab or click 
the Next option located on the 
Progress bar. 

Browse to select a PDF file to 
attach. 

Click Upload. 

All documents must be submitted in PDF 
format and must be 10MB or less. 

Supporting Documents 

f1e Uplo;od (O nly Pdf lies ol IOMD !iile or less! ) 

The document will appear in the bottom of the Description section . 

• CiickSave. 
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Creating a CJA 21 Voucher (cont'd) 

A confirmation page will appear. 

Verify all information is 
correct. 

Check the affirmation box. 
This will automatically 
time stamp the voucher. 

Click Submit. 
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A confirmation screen will appear indicating the previous action was successful and the voucher has been submitted. 

Click Home Page to return to the 
home page. Click Appointment 
Page if you wish to create 
additional document for this 
appointment. 
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The case file will appear in the "My Active Documents" section. 

Select the file. 

Navigate to the Confirmation tab. 

Verify all information is 
correct. 

Certify the information by 
checking the box. This will 
automatically time stamp 
the voucher. 

Click Approve. 
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