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How to Create CJA 21/31 eVouchers for Attorneys 

 
 Attorneys will receive an email notification when the Expert Services Authorization Request is approved. 
 
Creating CJA 21/31 Voucher: 
 
1. To start a new voucher, click the desired case number hyperlink under your “Appointments’ List” box on 

the left side of your Home Page.  

 
 

2. Once you have clicked on the case for which you want to create a new voucher, you will be directed to the 
“Appointment Info” page. On the left side of the page, click “Create” next to the CJA-21 or CJA-31. 
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3. You will be directed to the page below. 
 

 
Under “Authorization Selection” section, you can either select “No Authorization Required” or “Use 
Previous Authorization”. 
 
Note: You may only select “No Authorization Required” IF the CJA 21/31 vouchers are for Interpreter 
services that is under $800, and the total cost of services obtained without prior authorization have not 
exceeded $800 per case. 
 

a. No Authorization Required 
- Click the drop down menu under “Service Type” and select the service type for the voucher. 
- Under “Expert,” click the drop down arrow and select the expert for the voucher. 
- Under “Voucher Assignment,” you can select either “Attorney” or “Expert.” 

• Attorney – Attorney is responsible for completing & submitting the voucher. 
OR 

• Expert – Expert is responsible for completing & submitting the voucher. 
- Click “Create Voucher”. 
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b. Use Previous Authorization 

- When you click “Use Previous Authorization,” a list of the approved Authorization Requests will 
appear.  

- Select the ID Number you would like to use for the CJA 21/31 voucher. 
Note: It is important that you select the correct ID Number at this stage.  Once you create the 
voucher, you cannot edit the ID number that is linked to it.  If the ID Number is incorrect, you 
need to create a new CJA 21/31 voucher with the correct ID Number, and delete the voucher 
with the incorrect ID Number. 

- Under “Expert,” click the drop down arrow and select the expert for the voucher. 
- Under “Voucher Assignment,” you can select either “Attorney” or “Expert.” 

• Attorney – Attorney is responsible for completing & submitting the voucher. 
OR 

• Expert – Expert is responsible for completing & submitting the voucher. 
- Click “Create Voucher.” 

• If Attorney is assigned the voucher, you will be directed to the voucher and continue to 
enter services and expenses on behalf of the expert (Refer to “How to Complete CJA 21/31 
eVouchers” for instructions). 

• If Expert is assigned the voucher, an email notification will be sent to the expert informing 
him/her that a voucher has been initiated on his/her behalf.  Expert needs to log in to CJA 
eVoucher to complete and submit the voucher (Experts can refer to “Instructions on 
Submitting CJA 21/31 eVoucher for Experts”). 
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• Notes:  
o All eVouchers need to be approved by attorneys, despite who initially completed and submitted 

the vouchers. Please refer to “How to Approve CJA 21/31 eVouchers” for instructions. 
 
 
 
 


