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INTRODUCTION 

The CJA eVoucher System is a web-based solution for submitting, monitoring, and managing all 

Criminal Justice Act (CJA) functions.  The eVoucher program includes the following modules: 

 Online voucher submission by attorneys with automatic statutory maximum oversight.  

 Online authorization requests by attorneys for expert services.  

 Upload supporting documents to vouchers or authorization requests. 

 Reports for attorneys to take an active part in monitoring costs. 

 Automatic e-mail notification to attorney of approval or rejection of vouchers and authorization 

requests. 

ASSISTANCE WITH EVOUCHER 

In addition to the electronic resources available on our website 

(http://www.mdd.uscourts.gov/cja/evoucher.asp), you may contact the CJA Office by email at 

MDD_CJA@mdd.uscourts.gov or by phone at 410-962-4674. 

GETTING STARTED 

Court Appointment 

When an attorney is appointed to a case, the program will automatically generate and send an 

email to the attorney. The email will confirm the appointment and provide a link to the CJA 

eVoucher program.   

Accessing the CJA eVoucher Program 

You may access the CJA eVoucher program several ways: 

o Click on the link provided in the appointment email,   

o Bookmark the web address and use your internet browser to access the system, or 

o Click on the CJA eVoucher link in the Criminal Justice Act tab on the District Court’s 

website. 

  

http://www.mdd.uscourts.gov/cja/evoucher.asp
mailto:MDD_CJA@mdd.uscourts.gov
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Logging In 

 Log into eVoucher using your Username and Password (both of which are initially assigned by 

the Court). 

 

If you forget your username or password, click on the Forgot your Login? hyperlink. 

 Enter your Username or Email address to retrieve your information. 

 

You may also contact the CJA Technician at 410-962-4674 for assistance with logging into eVoucher.  
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THE HOME PAGE 

 

Your home page provides access to all of your appointments and vouchers. eVoucher security settings 

prevent attorneys from viewing each other’s information.  

Folders on the Home Page 

Your home page has several folders to organize your appointments and vouchers: 

FOLDER  

My Active Vouchers Contains vouchers or documents that you are currently 

working on or that have been submitted to you by an expert 

service provider. 

Appointments List A list of all your active appointments 

My Submitted Vouchers Contains vouchers for yourself, or for your service provider, 

which have been submitted to the Court for payment. 

Documents submitted to the Court requesting expert 

services or interim payments will also appear in this folder. 

My Service Provider 

Vouchers 

Contains all the vouchers for your service providers.  

This will include: 

 Vouchers in progress on behalf of the experts 

 Vouchers submitted to the attorney for approval  

 Vouchers signed off by the attorney and submitted 

to the Court for payment 

Closed Vouchers Contains vouchers that have been paid or documents that 

have been approved by the Court.  

Closed vouchers will only be displayed for open cases. When 

the appointment is completed, the closed vouchers will no 

longer be displayed on your home page.  They are still 

accessible through the appointment page. 
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NAVIGATING IN THE CJA EVOUCHER PROGRAM 

Menu Bar 

 

 

 

 

 

Menu Item  

Home The eVoucher home page (see section on Home Page) 

Operations Allows you to search for specific appointments. 

Reports Selected reports you may run on your appointments. 

CM/ECF Hyperlink to CM/ECF Case Search 

Links Hyperlink to CJA resources: forms, guides, publications, etc. 

Help Provides:  

 Another link to your Profile 

 “Contact Us” email  

 Privacy Notice 

Logout Logs user off the eVoucher program. 

 

  

Menu Bar Attorney logged in 
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Adjusting Views 

You may alter the manner information is displayed in the folders. 

Opening/Closing Folders:  Click on the   (minus sign) to close the folder. 

    Click on the   (plus sign) to open the folder. 

Moving Folders:   You may rearrange the folders on your screen. 

 1. Left-click on the folder you wish to relocate. 

 2. Drag the folder to the new location and release the mouse. 

Sorting:   Click on the column heading (e.g., Case, Description, Type) to sort in 

either ascending or descending chronological (or alphabetical) order. 

Resizing of Column:    1. Along the folder headings (e.g. case, defendant, type, etc.), move 

your cursor to the line between the columns until an arrow appears.  

    2. Left-click your mouse and drag the line in the desired direction to 

enlarge or reduce the column size. 

 Note: The folder does not increase, therefore some columns may move off the screen. 

Group by Column Heading: You may sort all the information within a folder by grouping documents 

by the column heading.  All folders displaying the Group Header bar may 

be sorted in this manner. 

 

 

1. Left-click on the header for the column you wish to group by. 

2. Hold the cursor and drag the header to the “Group by Header” bar. 

3. Release the cursor and all the information in that folder will be 

grouped and sorted by that selection. 
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Group by Column Heading: 
(continued) 

  Group by... RESULT 

Case 

 

 

Defendant 

 

Type 

 

 

 

 

 

 

 

 

Status 
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MY PROFILE  

 

In the My Profile section, the attorney may change the account username and password. 

LOGIN INFO SCREEN 

1. Click Edit to change your 

Password. 

 

 

 

 

2. Click the Reset hyperlink.  

 

 

 

3. Type new password and then 

retype it in the confirm field.  

Press the Reset button to 

save.  

 

 

 

4. Click the Close button to exit. 
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APPOINTMENT RECORD 

 

Locate the Appointment in your appointments folder on your 

home page.  

 

Click on the case number hyperlink to open the appointment 

record in that particular case.  
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Detailed Payment 

Reports 

All vouchers 

associated with this 

case are shown in 

this section. 
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CJA-20 VOUCHER PROCESS OVERVIEW 

 
 
 

 

 

CREATING THE CJA-20 VOUCHER 

The Court creates the appointment.  The attorney will initiate the CJA-20 voucher.  

Open the Appointment record. 
 
Click on Create from the CJA-20 
voucher template found on the 
Appointment screen. 
 

 

Basic Info 

The voucher opens to the  
Basic Info page which is 
representative of the  
CJA-20/21 voucher.  
 
A Menu Bar appears across the 
top of the voucher. You may 
navigate using the menu bar or 
the progress bar (shown below). 

 
 

 

The Progress Bar appears at the 
bottom of the screen.  
 
The user should frequently SAVE 
any entries made on this voucher 
to avoid data loss.  

 
 

 

Note:  At any time prior to submitting the voucher, the user may delete the voucher by clicking the 
Delete Draft button. 

  

1. Attorney enters 

time/expenses and 

submits voucher 

2. Voucher audited 

by Court CJA Unit 

3. Voucher review 

& approval (or 

rejection) by Court 

4. Voucher 

processed for 

payment by Court 
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Services 

Line item time entries should be 

entered on Services tab.  

 

Both In-Court and Out-of-Court 

time should be recorded on this 

screen. 

 

1. Enter the date of the service 

(REQUIRED).   

The default date is always the 

current date. 

 

You may type in the date, or 

select a date by clicking on the 

calendar icon.  

 

2. Select Service Type from the 

drop-down menu.  (REQUIRED) 

 

Note: You may add time in any 

order.  You can also sort in 

chronological order at any time.  
 

3.  Enter hours of service in 

tenths of an hour.  (REQUIRED) 

4.  Add a description of services. 

(REQUIRED) 

5.  Click Add. 

 

 

Note: The rate will adjust depending 

upon the date of service 
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The entry for services will be 

added to the voucher.   

 

Note: You may group your entries 

by any of the column headers by 

dragging the header to the Group 

By bar.  

Click Save. 

 

 

 

Please note there is NO AUTOSAVE function on this program.  You must hit the Save button 

periodically in order to save your work. 

Expenses 

Line item expense entries should 

be made on the Expenses tab. 

 

1. Enter Date (REQUIRED) 

2. Enter Expense Type from 

drop-down menu (REQUIRED) 

3. Enter 

     a. miles traveled, if any, 

and/or 

     b. dollar amount of expense. 

4. Enter Description (REQUIRED) 

5. Click Add. (REQUIRED) 

 

 
 
 

Note:  If you are claiming in-

house photocopy expenses, you 

must indicate the number of 

pages and the rate charged per 

page. 

 

Click Save. 
 

 

Note: The mileage rate will adjust 

depending upon the date 
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Once you begin entering data on the Services or Expenses tab, you may receive the following error 

message: 

 

This error message will be removed when you complete the Claim Status section described in the next 

section. 

Claim Status 

1.  Enter the start and end date 

from the services or expenses 

entries. 

 

Note: The dates do not carry 

over from other sheets. 

 

2.  Indicate final or interim 

payment. If you indicated 

interim, enter which interim 

number this voucher represents.  

 

3.  Answer all the questions 

regarding previous payments in 

this case.  

 

4.  Click Save. 

 

Refresh your browser and the 

error message should go away. 
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To easily find out the earliest and latest dates, go to the Services or Expenses tab and click on the Date 

column heading to sort chronologically by date. 

 

Note:  Incorrect start and end dates on the Claim Status tab is the most common problem with the 

eVoucher system. 
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Documents 

Attorneys (as well as the Court) 

may attach documents to any 

record.  

 

Attach any documentation which 

supports the voucher, e.g., travel 

or other expense receipts, orders 

from the Court, Claim in Excess 

of the Statutory Case Maximum, 

and CJA-26s. 
 

1.  To add the attachment, click 

the Browse button and locate 

your file.   

 

Note: All documents must be 

submitted in PDF format. 

 

2.  Add a description of the 

attachment. 

 

3.  Click Upload. 

 

The attachment is added to the 

voucher. 

 

 

 

Click Save. 
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Signing and Submitting the Voucher 

When you have added all the 

voucher entries, you are ready to 

sign and submit your voucher to 

the Court. 

 

Click Last. 

 

The Confirmation screen, which 

reflects all entries from the 

previous screens, will appear. 

 

1.  Verify the information is 

correct.   

 

2.  Scroll to bottom of the screen. 
 
(continued on the next page) 
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3.  Notes Box: Use this box for any 

additional information you may 

want to include. 

 

4.  Check the box to swear and 

affirm the truth or correctness of 

the voucher.  

 

The date and time will 

automatically be entered.  

 

4. Click Submit to send to the 

Court. 

 

A confirmation screen will appear 

indicating that the voucher has 

been submitted for payment.  

 

Click on the Home Page. 

 

The active voucher has been 

removed from the My Active 

Vouchers folder and now appears 

in My Submitted Vouchers folder.  

 

 

  

Include Case Disposition in Notes section when submitting a final voucher 
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Interim Payment Authorization 

Counsel seeking interim payments in a case should follow the procedure in place for requesting interim 

payments outside of eVoucher.  Counsel should submit a written request to the CJA Coordinating 

Attorney.  The request should address the complexity of the case, the anticipated length of the 

representation, and the financial hardship which would ensue should counsel undertake the 

representation for such a period of time without compensation. 

 

Claim for Compensation in Excess of the Statutory Case Maximum, CJA-26 

When fees in excess of the case maximum are requested, the attorney must prepare a CJA-26 and 

upload it as a PDF attachment to the CJA-20 voucher.  The CJA-26 form is available here and guidance 

to assist in preparing the CJA-26 is available here. 

 

Rejected Voucher 

If the voucher has been rejected by the Court, it will reappear in the My Active Vouchers folder, 

highlighted in gold.  An automated email message will be sent explaining what corrections need to be 

made. 

 

 

 

 

 

 

 

 

  

http://www.uscourts.gov/uscourts/FormsAndFees/Forms/CJA/CJA26.pdf
http://www.uscourts.gov/uscourts/FormsAndFees/Forms/CJA/CJA26A.pdf
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Use of Associates 

When an attorney seeks to use the services of an associate in a representation, the attorney must 

email the CJA Office at MDD_CJA@mdd.uscourts.gov or call the CJA Technician at 410-962-4674 with 

the following information: 

 the associate’s name 

 the associate’s mailing address 

 the associate’s email address  

 the associate’s social security number 

 information about any firm association, including EIN 

The CJA Technician will issue the associate a user name and password.  

The Court will appoint the associate, which will allow the associate to create the CJA 20, enter services, 

enter expenses, print the voucher, and submit the voucher to appointed counsel. 

Prior to submission of a CJA 20, appointed counsel will review the associate’s voucher, affirm the 

accuracy of the associate’s voucher, and upload the associate’s voucher as a PDF attachment to the 

voucher being submitted to the Court.  Associate services are to be clearly marked as such and claimed 

in the “other” category of the CJA 20. 

  

mailto:MDD_CJA@mdd.uscourts.gov
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CJA-20 Quick Review Panel 

When entering time and expenses in a CJA-20 voucher, the attorney may monitor the voucher totals by 

using the quick review panel on the left-hand side of the screen. 

Services and Expenses will total 

automatically as entries are made 

to the voucher. 

 

Expand the item to reveal specific 

types of entries.  

 

Click on the down arrow (▾)to 

expand or minimize the view.   
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EXPERT OR SERVICE REQUEST PROCESS OVERVIEW (CJA-21) 

Before expert services in excess of $800.00 may be claimed by an attorney, the attorney must obtain 

court authorization.   Once authorized, the request moves to the CJA unit for final system update.  The 

authorization will appear in the appointment record for that defendant, which is viewable by the Court 

and by the attorney.  

A more detailed description of the process can be seen below: 

 

 

 

 

 An Authorization Request is submitted to the Court through the CJA eVoucher program.  The 

Court approves the services within the eVoucher program.  A judge must approve the service 

prior to employment.   

 

 The Clerk’s Office will enter an authorization with a specified amount.  This may or may not 

appear as a “not-to-exceed” amount.  An e-mail is generated notifying counsel that an 

authorization is approved.  

 

 A voucher which exceeds the authorized amount cannot be submitted without additional 

approval. The eVoucher program will decline the submission of a voucher in excess of the “not-

to-exceed” amount. 

Interpreters:  You may employ an interpreter prior to receiving authorization.  However, 

authorization must be obtained prior to submitting vouchers.   

Translation of Documents:  Authorization is required prior to employing interpreters to 

translate or transcribe documents.   

  

Attorney submits 

request 

Request reviewed 

& approved or 

rejected by court 

Authorization 

amounts are set by 

Court 

Attorney notified 

and may submit 

vouchers against 

authorization 
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CREATING AN EXPERT OR SERVICE AUTHORIZATION 

Submitting an Authorization Request for Expert Services  

1.  Open the Appointment 

record. 

 

2.  Click on Create from the 

AUTH template located on the 

Appointment screen.  

 

The Basic Info screen will open. 

 

3.  Complete the information in 

the blue section at the bottom of 

the screen: 

 

 Estimated Amount 

 Basis for Estimate 

 Service Type from the 

drop-down list 

 Name of Service Provider 

 

4.  Click Save. 

 

5.  Click Next. 

 

Documents 

1.  Upload: 

 Affidavit of counsel 

explaining the necessity 

for expert services 

 Resume or curriculum 

vitae of expert, if 

available 

2.  Click Save. 

3.  Click Next. 
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Signing and Submitting the Voucher 

The Confirmation screen will 
open. 
 
1.  Complete the information in 
the blue section at the bottom of 
the screen: 
 

 Check the box to swear 
and affirm the truth or 
correctness of the 
request. 

 Your request will 
automatically be dated 
and time-stamped. 

 
2.  Click Submit. 

 

A screen will appear indicating 
the voucher has been submitted 
for payment. 
 
Click on Home Page. 

 

 

When the Court has approved the Authorization, it will move from your My Submitted Vouchers folder 

to your Closed Vouchers folder.   

Note:  You will not be able to create a CJA-21 using this authorization until the authorization has 

been approved. 
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CREATING THE CJA-21 VOUCHER 

Open the Appointment record. 

 

Click on Create from the CJA-21 

Voucher template found on the 

Appointment screen. 

 

The Basic Info screen will appear. 

 

Click User Previous 

Authorization. 

 

All approved authorizations 

associated with the appointment 

will be displayed. 

 

Click to highlight the 

authorization you wish to 

associate with the CJA-21.  

 

The service type will roll-over from the authorization selected.  If no authorization is being used, you 

will use the drop-down box to select the service type. 

 Enter a Description of the service to be provided on the CJA-21 

 Click on the arrow to select your Expert from the drop-down list. The expert’s contact 

information will be displayed. 

o Note: Only experts registered with the service type selected will appear in the drop-

down box.  See below to enter an expert not on the drop-down list 

 Click on Create Voucher 
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Entering Expert Not in System 

If the expert you would like to use is not in the system, you can add payment information and create 

the CJA-21 Voucher using the New Voucher Information section. 

Note: While you can enter payment information for an expert who has not been added to the system, 

you will not be able to submit a voucher for the expert until the expert is approved by the Court. 

 All fields in asterisks are mandatory 

 You must also fill out the Country 

 

Submission and Approval of CJA-21 Vouchers 

CJA-21 vouchers require two levels of submission or approval.  The attorney will enter the services and 

expenses on behalf of the expert (based upon the invoice and receipts submitted by the expert which 

are then saved as PDF documents and uploaded as attachments), as well as perform the first level of 

submission. 

The voucher will appear in the attorney’s My Active Vouchers as  

 

The attorney will then perform the second level of approval/submission by clicking on the voucher, 

navigating to the Confirmation page and approving the voucher.  The voucher will move to the 

attorney’s My Submitted Vouchers folder. 
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TRANSCRIPT REQUEST PROCESS, CJA-24  

Before a transcript can be prepared, an attorney must obtain court authorization. 

For cases in which counsel, appointed at the district court level (including substitute counsel), is 

making the request for a transcript for use in a district court case, counsel should click on the hyperlink 

for the case from the Appointments list of the Home Page and follow the procedure below. 

Note:  For cases in which counsel appointed by the Fourth Circuit is making the request for a transcript 

for use in an appellate court case, counsel should contact the CJA technician who will create a new 

appointment.  Counsel will then follow the procedure outlined below. 

1.  Open the Appointment 

record. 

 

2.  Click on Create from the 

Auth-24 Voucher template found 

on the Appointment screen. 

 

3.  Enter the required 

information in the boxes marked 

with an asterisk, including the 

date of the proceeding and court 

reporter.  

 

4.  Click Save. 

 

5.  Click Next. 
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6.  Upload any supporting 

documentation. 

 

Note: All documents must be 

submitted in PDF format. 

 

The Confirmation screen will 

open. 

 

7.  Add any notes. 

 

8.  Click Save. 

 

9.  Complete the information in 
the blue section at the bottom of 
the screen.  Your request will 
automatically be time stamped. 

 

 

Once the request is reviewed and approved by the district judge, the transcript clerk will order the 

transcript and issue a CJA-24 for review and approval by appointed counsel. 

 

Note:  If one court reporter has transcribed all proceedings in a case, requests for transcripts of 

different proceedings may be included on one CJA 24 AUTH.  If multiple court reporters transcribed 

proceedings in a case, a separate CJA 24 AUTH must be completed for transcript requests of 

proceedings transcribed by different court reporters. 
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CREATING A TRAVEL AUTHORIZATION 

Submitting an Authorization Request for Travel 

1.  Open the Appointment 

record.   

 

2.  Click Create from the Travel 

Voucher template located on the 

appointment screen. 

 

 

The Basic Info screen will open.  

The Travel Agency to be Used 

section will automatically 

populate.   

 

3.  Click the Authorization 

Request tab at the top of the 

page or the Next option from the 

progress bar at the bottom of the 

page. 
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The Request for Travel screen 
will open. 
 
4.  Complete the information in 
the blue section: 
 

 Person Traveling 

 Address of Traveler 

 Purpose of Travel 

 Travel Origination 

 Travel Destination 

 Dates of Travel 

 Estimated Cost 

 Justification for Travel 
 

5.  Click Save. 
 
6.  Click Next. 

 

Documents 
 

1.  Upload any supporting 
documents. 

 
2.  Click Save. 
 
3.  Click Next 
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Signing and Submitting the Voucher 

The Confirmation screen will 
open. 
 
1.  Complete the information in 
the blue section at the bottom of 
the screen: 
 

 Check the box regarding 
the accuracy of the 
authorization request. 

 Your request will be 
dated and time-stamped 
automatically. 

 
2.  Click Submit. 

 

A screen will appear indicating 
the previous action was 
successful and the voucher has 
been submitted for payment. 
 
Click on Home Page to return to 
the home page. 

 

 

The Travel Voucher will now appear in the My Submitted Documents section.  When the Court has 
approved the Authorization, it will move from your My Submitted Vouchers folder to your Closed 
Vouchers folder.   
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REPORTS AND CASE MANAGEMENT 

At the start of a case, it may be difficult for counsel or the Court to know whether a case has the 

potential to exceed the statutory maximum allowed for representation. Therefore, attorneys are 

encouraged to monitor the status of funds, attorney hours, and expert services, by reviewing the 

reports provided in the CJA eVoucher program.  

 

Viewable reports appear on the left-hand review panel. 

 

Each panel, depending on which screen you are viewing, may have different 

reports available.  

 

Each report will have a short description of the information received when 

viewing that report. 

 

The two main reports are the Defendant’s Detailed Voucher Report 

Summary and Budget Report. 
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Defendant Detailed Voucher Report 

This report will reflect the total amount authorized for this representation, any excess payment 

allowed (as with a budgeted case), the voucher submitted against those authorizations, and the 

remaining balances.   

The report will provide the information in two sections: the attorney appointment and the authorized 

expert services.  

 

 

 

 

  

Voucher 

#1 

Voucher 

#2 

Total Requested; 

Total Approved 

Requests for Excess 

Payments 
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Defendant Summary Report 

This report contains the same information as the Detailed Report without the individual voucher data. 

 


