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EXPERT SERVICE PROVIDER 
ENTRY OF SERVICES INTO eVOUCHER 

**PARALEGALS, INVESTIGATORS AND DISCOVERY COORDINATORS ONLY** 
 
An email will be generated to you, the expert service provider, when the attorney has created a voucher for you to 
complete.  You will then log into eVoucher to begin work on the voucher.  Your home page will look similar to the home 
page below. 

 

 
 
 
 
 
 

Services Tab - Entering Service Related Record Detail 
 
 

1)  In the "My Documents" section of your home page you will see a list of cases and vouchers available for you 
to work on.  Find the voucher you are going to work on. 

2) Click Edit to open the document.  The document opens onto the Basic Information page.  You won’t need to 
do anything on this page. 

3) Click the Services tab.  On this page, you will enter services. 
a) Enter the date of service. 
b) Enter the number of hours. 
c) Enter the approved rate.  Services to be billed at different rates should be billed on a separate line.   
d) Enter the description for the services provided. 
e) Click Add. 
f) Click Save.  It is recommended that you save your work frequently, or after 5 entries. 

Click Edit to open the document. 
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Once you click the save button, you may get what looks like an error message: 
 

 
 

Don’t worry about this message unless/until you are ready to submit your voucher (it will be discussed on the next 
page).  If you are keeping time contemporaneously, and are not yet ready to submit your voucher, after you click Save 
you can logout.  Your voucher, with the time you have entered, will remain in your My Documents folder on your Home 
page. 
 
Editing an Entry 
Click on a previously save entry.  The information will repopulate the top section.  Make your edits, click the Add button, 
and the click Save. 
 
Expenses Tab - Entering Expenses 
If the invoice contains expenses, those must be entered separately on the Expenses tab (in the same manner as 
Services). 

a) Enter the date. 
b) Use the drop down menu to select the appropriate Expense Type. 

1. If the Mileage Expense Type is chosen, the Miles field will become active and you will need to enter the 
number of miles.  The amount will reference the correct mileage rate based on the date and calculate for 
you. 

2. Other Expenses types you will enter the amount yourself. 
c) Enter the Description. 
d) Click Add. 
e) Click Save.  It is recommended that you save your work frequently, or after 5 entries. 

a) 
b) 
c) 

d) 

f) 

e) 
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Claim Status Tab - Entering start and end dates, Payment Claims 
 

 
 

1. Start and End Dates 
 The default start and end dates will populate with the current date. 

1) The start date should be changed to the first date of service or expense for the voucher. 
2) The end date should be changed to the last date of service or expense for the voucher. 

2. Payment Claims 
1) Final payment should be selected if this is a final payment for services and no further services will be 

provided in the future.   
2) Interim payment should be selected if the your voucher is one of several vouchers. 

a) The payment number field becomes a required field when the Interim Payment option is chosen. 
b) It is important to correctly number the interim payments.  All payments for a particular expert type 

should be numbered consecutively.  
 

Documents Tab - Entering required documentation (receipts, etc.) 
In this section, you can upload any relevant documents.  

1) Click the Browse and locate the PDF file on your computer to be uploaded. 
2) You have the option of typing a description of the document in the Description field, otherwise it will default to 

the name of the file. 
3) Click Upload.  If successful, your document(s) will be listed in the Description area. 
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Confirmation Tab - Review and Submit Voucher to Attorney 
The final section is the Confirmation section, which 
is the actual CJA21 (or 31) form. 

1) Review the Claims for Services and 
Expenses section.   

2) Check the "Swear and Affirm" Box. 
3) Submit.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You should get a Success message and the program will assign a voucher number to the document.  From this point on, 
the voucher becomes “read only” for you – no changes can be made. 
 

 
On your home page the voucher will be in the "Submitted to Attorney" status.   

 
 
Once the attorney approves the voucher, it will be transmitted to the court.  
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When the court approves the voucher for payment, it will move to the “Closed Documents” section of your home page.  
This means your voucher has gone through the court approval process and has been certified for payment.  Usually you 
will receive a check within 5-10 business days after the final approval by the court is made. 
 
Mistakes / Rejected Vouchers 
 
**If you discover you have made a mistake, or forgotten to include something, contact the attorney and ask him/her to 
“reject” the voucher.  This will put the voucher back in your control (back into your My Voucher folder).   
 
The rejected voucher will be highlighted in orange and needs some action from you. 
 

 
 
Access this voucher by clicking on the voucher number. 
For a rejected voucher: 

A) Go straight to the confirmation page to check the notes section.  The reason for the rejection should be in the 
Public/Attorney Notes section and could be from either the attorney or the court. 

B) Once you determine the reason for the rejection, fix the problem, and resubmit the voucher by clicking submit.  
The voucher will then be returned to the attorney for approval. 

 
 

 


