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Click the Manage at Vendor Manager link to access VMS. 

 

 

Click Sign in with LOGIN.GOV to view and edit your payment account information there. 

 

 

  

Step 2 
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Expert Specialties 
 

The Expert Specialties section lists any specialties for which you are approved for eVoucher 

billing. 

 

Changes made in this section are not applied to any of your other linked accounts. This 

information appears at the top of your Court Profile page. 

 

Select the check box(es) for any specialties that apply to you. 

 

Step 1 
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Menu and Home Page 
 

Use the menu bar to navigate to the different areas of the application. 

 

 

 

Menu Bar Item Description 
Home Click to access the eVoucher home page. 

Operations Click to search for specific appointments. 

Reports Click to view selected reports you can run on your appointments. 

Links Click to access links to CJA resources such as forms, guides, 
publications, etc. 

Accounts Click to access your different court accounts. 

Help 

Click to access: 

• Another link to your SLP. 

• Another link to your court profile. 

• The Contact Us email address. 

• The privacy notice. 

• eVoucher help documentation for attorneys and experts. 

Sign out Click to sign out of the eVoucher program. 
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The home page provides access to information about your cases and billing information that 

you submit, or the billing information the attorney submits on their behalf. 

 

 
 

Section Name Contents 
My Documents This section contains documents that you are currently working on or that 

have been created on your behalf by the attorneys. These documents are 
waiting for you to take action. 

My Submitted 
Documents 

This section contains vouchers for you that have been submitted to the 
court for payment. 

Closed Documents This section contains documents that have been paid or approved by the 
court. Closed documents display only for open cases. Closed documents 
display until they are archived and/or for 60 days after the appointment is 
terminated. They are still accessible on the Appointment page. 
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Expert vs. Expert Enter 

CJA eVoucher allows two designations for experts to complete the voucher: Expert and Expert 

Enter. When a service provider signs in, they see a list of all of their documents on the home 

page. The Expert role allows the service provider to sign in to eVoucher, view any documents 

the attorney is creating on their behalf, verify that the information is correct, and run reports or 

copies of the CJA-21 or CJA-31.  

The Expert Enter role allows the expert to complete their voucher after the attorney has 

created it. If the attorney selects an expert who has these privileges, they can decide if the 

attorney or the expert will complete the voucher. The expert can then enter the correct 

information and submit the voucher back to the attorney for approval. 

CJA-21/31 Entry 

The attorney creates the CJA-21 or CJA-31 voucher. If you have Expert Enter rights, the attorney 

can allow you to enter the services and expenses. You will receive an email message informing 

you that a voucher has been created on your behalf and that you can enter your information on 

the voucher. The following steps are those with EXPERT ENTER rights.

Step 1 

Sign in to the eVoucher application. The voucher should appear in the My Documents section of 

your home page. 
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To enter your fees and expenses, in the Status column, click the Edit link. 

 

 

The voucher opens to 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. 

Step 2 
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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. 

To enter your service fees and expenses, on the Basic Info page, click the Services tab, or click 

Next on the progress bar. Required fields are marked with a red asterisk. 

 

Enter the date of the service, the number of hours billed, the rate, and a description of the 

service. 

 

Step 1 

Step 2 
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Click Add. 

 

There is no auto-save feature in eVoucher, so click Save after every few additions. If you try to 

navigate to another section without saving, a dialog box appears, prompting you to save. 

 

 

Step 3 
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Entering Expenses 
 

Click the Expenses tab, or click Next on the progress bar. 

 

Enter the expenses, click Add, and then click Save. 

 

  

Step 1 

Step 2 



Service Provider Expert Manual 53 

 

 
CJA eVoucher | Version 6.11 | AO-SDSO-Training Division | December 2024 
 

Claim Status 

Click the Claim Status tab, or click Next on the progress bar. 

 

In the Start Date field, enter the start date from the services or the expenses entry, whichever 

is earlier. If necessary, go back to the Expenses and Services sections and click the Date header 

to sort by the earliest date of services. 

 

Step 1 

Step 2 
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In the Payment Claims section, click the radio button for the appropriate claim status, and then 

click Save. 

 

 

 

  

Radio Button Payment Claims Description 

Final Payment 
Request payment after all services have been 
completed. 

Interim Payment 
Request payment throughout the appointment, but 
each court’s practice may differ. If using this type of 
payment, indicate the number of interim payments. 

Supplemental Payment 
Request payment due to a missed or forgotten receipt 
after the final payment has been submitted. 

Withholding Return 
Payment 

Request return payment of withheld funds. The attorney 
can submit a blank (no services or expenses) CJA-
20/30/21/31 at the end of the case. 

Step 3 
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Documents 

Click the Documents tab, or click Next on the progress bar. 

 

Click Choose File to attach any receipts, invoices, or documents as PDF documents. In the 

Description field, optionally label and describe the attachment, and then click Upload to attach 

the PDF document. Click Save. 

 

Step 1 

Step 2 
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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. Verify that the information is correct, and then 

scroll to the bottom of the screen. 

  

Step 1 
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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 2 
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Returned Vouchers 
 

The attorney can return the voucher to the service provider for correction or additional 

documentation. Any returned vouchers appear highlighted in gold. 

 
 

Printing a CJA-21 Form 
 

From the left side panel, click the Form CJA21 link to print a standard version of the voucher. 

 

 
 

Reports 
 

Any reports to which you may have access display on the Reports page. From the menu bar at 

the top of the screen, click Reports to see which reports are accessible. 

 

 




