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EDNC EVOUCHERTIPS, TRICKS, AND 
REMINDERS

CJA-20 
WORKFLOW

CJA 21 
VOUCHER 
WORKFLOW
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ADDRESSES IN BILLING INFORMATION IN EVOUCHER

 Use USPS standardized abbreviations

 Omit punctuation

 Suite or room numbers should be entered on the line above the street address for 
long addresses (i.e., line address will exceed 35 characters)

 May be entered in all-caps

BILLING ADDRESS IN EVOUCHER

Street address without abbreviations and 
with punctuation

ABC Law Firm

12345 Northeast Meeting Boulevard, Suite #321

Raleigh, NC 27601

Street address with abbreviations and 
omitting punctuation

ABC LAW FIRM

12345 NE MEETING BLVD STE 321

RALEIGH NC 27601-1441

CHECKING AND MODIFYING BILLING ADDRESS
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MISSING OR 
LOST 
CHECK? 

Verify that your billing address in 
eVoucher is correct

Wait 30 days after the check was 
issued, then email April Bunn,  Alyssa 
Hockaday, and John Patterson with the 
voucher number and payee’s name, and 
confirm that billing address is correct

April_Bunn@fd.org, 
Alyssa_Hockaday@nced.uscourts.gov, 
John_Patterson@nced.uscourts.gov

RELIEF IN SIGHT? 
ELECTRONIC 
FUNDS TRANSFER 
UPDATE

Provisions in both the House and Senate 
versions of appropriations bills to amend 
18 U.S.C. § 3006A(d)(1) to add language 
aimed at allowing payments to law firms

Provisions in both the House and Senate 
versions of appropriations bills to amend 
18 U.S.C. § 3006A(d)(1) to add language 
aimed at allowing payments to law firms

Standalone bill with the same provisions 
has been referred to the House Judiciary 
Committee

Standalone bill with the same provisions 
has been referred to the House Judiciary 
Committee

AUTHS

Almost all requests for expert/investigative services must be filed in 
eVoucher

The EDNC Ex Parte Request for Services Form must be attached to 
the AUTH

If the AUTH is denied or approved for an amount less than requested, 
to preserve the issue for the record file a motion to reconsider using 
the Ex Parte Motion for Expert, Investigative or Other Services Event
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CJA-21 VOUCHERS

 Link to any approved AUTHs

 Enter services/expenses on behalf of expert

 After an attorney submits a CJA-21 voucher on behalf of an expert, the voucher appears in the attorney’s My 
Submitted Documents section as “submitted to attorney.”  The attorney must open the CJA-21 voucher and 
perform the second level approval/submission on the Confirmation page. 

CJA 20 VOUCHERS

 Save your work often!

 Use the quick review panel on 
the left side to monitor 
vouchers total

 Budget Reports

IMPORTING SERVICE ENTRIES ON CJA-2O VOUCHERS

Best to start on a new or empty CJA-20 voucher

Requires a Comma Separated Values (CSV) file with a header row

• Date
• Hours
• Description
• Service Type (e.g., “16b) or “16b. Obtaining and Reviewing Records”)

Header row must contain four mandatory column headings: 

Each service line entry must have data in each of the mandatory columns
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TRANSCRIPTS

An AUTH 24 must be 
approved, even if the 

transcript is ordered for an 
appeal at the Fourth Circuit

Wait to create the CJA-24 
voucher until after the AUTH 

24 is approved

If submitting a CJA-24 voucher 
for a contract court reporter, 

the attorney also must 
perform the second level 

approval for the voucher to be 
submitted to the court

QUESTIONS? 

 Alyssa Hockaday

 Alyssa_Hockaday@nced.uscourts.gov

 (919)645-1749
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Panel Attorney submits CJA 20 Voucher

FPD Audit

FPD Approval

Judge Approval 

Clerk's Office Review

Clerk's Office Certification

Payment Management Branch Certification/U.S. Treasury Issues Check 
(ordinarily a 3-day turnaround)

Clerk's Office Review and Transfer to Fourth Circuit

Fourth Circuit review, including Chief Judge approval

Clerk's Office Review

Clerk's Office Certification

Payment Management Branch Certification/U.S. Treasury Issues Check 
(ordinarily a 3-day turnaround)



 
Expert submits invoice to panel attorney

Panel attorney creates CJA-21 voucher, enters 
service and expenses, and submits voucher

Panel attorney opens CJA-21 voucher and gives 
attorney approval of voucher

FPDAudit

FPD Approval

JudgeApproval

Clerk's Office Review

Clerk's Office Certification

Payment Management Branch Certification/U.S. Treasury 
issues check (ordinarily a 3-day turnaround)

Clerk's Office Review and Transfer to the Fourth Circuit

Fourth Circuit Review, including Chief Judge approval

Clerk's Office Review

Clerk 's Office Certification

Payment Management Branch Certification/U.S. Treasury 
issues check (ordinarily a 3-day turnaround)



  

 

  1 
 

eVoucher 6.9 
Job Aid 

Service Provider Authorizations 

NOTE:  With the exception of capital habeas cases, all requests for authorization of funds for 
investigative, expert, or other services must first be submitted via eVoucher, and not by intially filing a 
motion in CM/ECF.  The AUTH must include a completed EDNC Ex Parte Request for Services Form 
attached to the Documents tab.  If the AUTH is denied or approved for an amount less than requested 
by the attorney, the attorney must then file a Motion to Reconsider in CM/ECF using the Ex Parte 
Motion for Investigative, Expert, or Other Services event to preserve the issue in the record.  

In habeas cases challenging the death penalty, the attorney should first file a motion for authorization 
of funds in CM/ECF.  See 18 U.S.C. § 3599(f). If the motion is granted, the attorney should attached the 
order granting the motion to the AUTH in the Documents tab in eVoucher.  

Requesting an Authorization for a Service Provider 

In the Appointments’ List section of your Home page, click the case number link. 

In the Appointment section, click the AUTH Create link  

Step 1 

Step 2 

https://www.nced.uscourts.gov/pdfs/EDNCServiceProviderAdvanceAuthForm.pdf
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eVoucher 6.9 
Job Aid 

Service Provider Authorizations 

Click the Create New Authorization link. 

 

On the Basic Info page, enter the information requested for the authorization. 

In the Estimated Amount, Basis of Estimate, and Description fields, enter the appropriate 
information; the Authorized Amount field is not editable. Then click the Service Type drop-
down arrow and select the applicable service type. 

 
Note: To attach multiple supporting documents, click the Documents tab. You MUST attach the 
EDNC Ex Parte Request for Services Form in the Documents tab.  You may attach additional 
supporting documents, if necessary.  Include a description for each document as you load it.   

Step 3 

Step 4 
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eVoucher 6.9 
Job Aid 

Service Provider Authorizations 

 
Click the Confirmation tab. Add any notes to your submission, select the I swear and affirm… 
check box, and then click Submit. Upon submission, the authorization date automatically 
updates to the current date. 
 

 

 

Requesting Additional Funds 

If additional new amounts are requested, you can request to increase the amount approved on 
an existing authorization. Complete the first two steps as if you were creating a new 
authorization—but this time, click the Request Additional Funds link. 

 

  

Step 5 

Step 1 
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eVoucher 6.9 
Job Aid 

Service Provider Authorizations 

A list of all closed authorizations appears for this representation and appointment. Select the 
authorization you want to increase. 

 

Then, create the authorization requesting an increase, as described in steps 1–5. 

Click the existing authorization link to view the original authorization in a separate tab. You 
should remember to close the newly opened tab after viewing the authorization, as having 
multiple tabs open in CJA eVoucher can lead to unintended results. 

 

Note: When increasing funds on an existing authorization, the approved amount is added to 
the amount of the original authorization to which it is attached, and a link is established 
between the two documents. The original authorization is the one that holds the approved 
funds and is the only authorization presented when CJA21/31s are generated. These 
authorizations are also used for the various calculations regarding authorization amounts. 

Step 2 

Step 3 
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eVoucher 6.8 
Job Aid

CJA‐21 Voucher 

Creating a CJA‐21 Voucher 

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

save your work. 

 

To create a CJA‐21 voucher and link it to the authorization, you must first select your 

appointment. On the Home page, in the Appointments’ List section, click the defendant case 

number link. 

 

To create the CJA‐21 voucher, in the Appointment section, click the CJA‐21 Create link. 

 

   

Step 1 

Step 2 
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eVoucher 6.8 
Job Aid

CJA‐21 Voucher 

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. 

Associated Authorizations Unavailable 

If there are no associated authorizations available, a “No Authorization Requests Found 

message displays, and you must click the No Authorization Required link to proceed.  

Step 3 
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eVoucher 6.8 
Job Aid

CJA‐21 Voucher 

 

If using an approved authorization, you must select the appropriate authorization from the list 

before you can enter the new voucher information. When an authorization is selected, the cell 

turns light blue. 

 

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 provided.  

Step 4 

Step 5 
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eVoucher 6.8 
Job Aid

CJA‐21 Voucher 

Complete the New Voucher Information section either by searching for an existing expert or 

entering the information for another provider that is not currently in the system. 

 

If the service providers or experts have rights to enter their own expenses, the Voucher 

Assignment radio buttons become available. Assign the voucher by clicking the appropriate 

radio button to indicate whether you or the expert will enter the service fees on the voucher. 

 

   

Step 7 
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eVoucher 6.8 
Job Aid

CJA‐21 Voucher 

Once you have made your selection, click Create Voucher. 

 

If you indicated that the voucher is to be completed by the expert, a message appears stating 

that the voucher has been created and is on the expert’s Home page. If you indicated that the 

voucher is to be completed by the attorney, the voucher opens for you to complete and submit 

on the expert’s behalf.  

 

Note: All CJA‐21 vouchers, whether created and submitted by you or by the expert, are then 

returned to the My Service Providers’ Voucher folder on your Home page. When an attorney 

creates and submits a CJA‐21 voucher on behalf of the expert, the submitted voucher will 

appear in the attorney’s My Active Documents section as submitted to the attorney. The 

attorney must then perform the second‐level approval/submission by clicking the voucher, 

navigating the Confirmation page, and approving the voucher, which then moves the voucher 

to the My Submitted Documents Section. 

Step 8 



  

 

  1 
 

Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

Import Your Service Entries 
Starting with eVoucher release version 6.6, attorneys can import service entries to a CJA-20/30 
voucher from a file saved in comma-separated value (.csv) format. This allows attorneys using 
commercially available timekeeping and billing systems to create an output file from that 
system that can then be imported into the Services tab of a CJA-20/30 voucher—so attorneys 
don’t have to manually enter each service line. 

Exporting a .csv file from a timekeeping or billing system may not export to a correct format 
and may need to be customized to match the required format as illustrated in the sample 
spreadsheets provided. You can enter data directly into the sample templates manually or using 
copy/paste. 

IMPORTANT NOTES: 

• Court staff are not responsible for helping attorneys create or download .csv files. 
• 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. 

On the Home page, expand the Appointments’ List section and locate the appropriate 
appointment. Click the case link. 

 

 

Step 1 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

The Appointment Info page displays any vouchers that were created for this appointment. In the 
Create New Voucher section on the left side of the page, click the Create link for CJA-20. 
 
Note: If you have a previously created CJA-20, review the Import Service Entries on Previously 
Created CJA-20s section below. 

 

When the document opens, in the Actions menu on the left side of the page, click the Import 
Service Entries (.csv) link. 

Step 2 

Step 3 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

The Services page appears. To view or download a sample .csv file, click the sample 
spreadsheet link. Click Additional Information to view instructions for importing time from a 
.csv file. 
 

 

Note: The sample spreadsheet is in Excel format. Once the file is populated with data, it must 
be saved in .csv format. View the appendix to see the required columns and information for the 
.csv file. 

  

Step 4 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

Before you can import your .csv file, you must create and save it on your computer. The Date, 
Hours, Description, and Service Type fields are required for import. The Doc. # and Pages fields 
are optional for import, but may be required by your court. 
 
When the .csv file 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 5 

Step 6 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

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

 
 

Import Service Entries with Associates 
To use the Import Service Entries feature on vouchers with associates, the lead attorney MUST 
import their entries first or they will overwrite the associate attorney's entries. 

The lead attorney imports their service entries to the voucher, leaving the Associate Info field 
set to the default Not on Voucher by following the steps above. 

Step 7 

Step 1 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

On successful import, in the Associate Info section, the lead attorney must select On Voucher, 
Can Edit from the drop-down list next to the associate’s name. 

 

The associate can then sign in to eVoucher and import their service entries as shown above, or 
add them manually. 

  

Step 2 

Step 3 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

Import Services Entries on Previously Created CJA-20s 

If you already have a CJA-20 created and are adding time to your services, on the Home page, in 
the My Active Documents section, click the Edit link for the appropriate CJA-20. 

 

When the document opens, in the Actions menu on the left side of the page, click the Import 
Service Entries (.csv) link. 

Step 1 

Step 2 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

The Services page appears. To view or download a sample .csv file, click the sample 
spreadsheet link. Click Additional Information to view instructions for importing time from a 
.csv file. 

 

  

Step 3 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

Before you can import your .csv file, you must create and save it on your computer. The Date, 
Hours, Description, and Service Type fields are required for import. The Doc. # and Pages fields 
are optional for import, but may be required by your court. 

When the .csv file is ready for import, click Import Service Entries (.csv). 

 

A dialog box appears, stating that the existing time entries on your current voucher will be 
overwritten when you upload your .csv file. 

Note: To include any existing entries, you must manually enter them in your .csv file. 

Click Proceed and continue by following steps 5–7 in the Import Your Service Entries section 
above. 

Step 4 

Step 5 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

Fix Errors in Your .csv File 
 
Errors in the .csv file must be corrected and saved in the original .csv file before attempting 
another import. If there are problems with the .csv file, the error report displays errors. 

If your import fails, a message appears at the top of the page, indicating the number of errors 
found. 

 

Click the View Report link to view errors. 

 

The error report opens, highlighting the errors in the file. Review the error report and correct 
the .csv file. 

  

Step 1 

Step 2 

Step 3 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

Return to the Services page, click the try again link, and then follow steps 4–5 in the Import 
Service Entries on Previously Created CJA-20s section above. 

 

Attorneys should still review the voucher to ensure that entries are correct prior to submission 
to the court. For the remaining tabs of the CJA-20 or CJA-30, please see instructions for those 
documents. 

 

  

Step 4 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

Appendix 
Excel File  
For the .csv file to be successfully uploaded to and accepted by eVoucher, it must contain a 
header row. If the first row contains data rather than headings, the data in row 1 is ignored. 
Sample spreadsheets containing the correct column headings and service type values for each 
voucher type are available in the online help. 

Your Excel file should look similar to the image below, containing all four mandatory column 
headings: Date, Hours, Description, and Service Type. The Doc. # and Pages fields can be 
included as header rows; however, they are not required unless data is provided. 

Note: Time entries containing values greater than a single decimal place are automatically 
rounded up or down to the nearest tenth. For example, 0.125 is rounded down to 0.1 and 0.75 
is rounded up to 0.8. 
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Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

Save as a .csv File  
To convert your Excel file into a .csv format, follow the steps below. 

Note: Most commercially available spreadsheet applications allow users to save in .csv format. 

On your Excel file, click the File tab. 

 

 

From the panel on the left, click Save As. 

 

Step 1 

Step 2 



  

 

  14 
 

Creating a CJA-20 Voucher 

 

eVoucher 6.9 
Job Aid 

Importing Service Entries 

On the Save As page, click the drop-down arrow, select CSV (Comma delimited) (*.csv), and 
then click Save. 

 

 

Your document has now been converted to a .csv file. 

 

Step 3 
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