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Introduction 
The CJA eVoucher System is a web-based solution for submission, monitoring, and management of 
Criminal Justice Act (CJA) functions.  

Browser Compatibility 
• Windows: Internet Explorer (IE) 8 or newer
• Apple Macintosh: Safari 5.1 or newer

o Chrome, Mozilla Firefox, and other browsers may not be used with CJA eVoucher

eVoucher Contact Information

The eVoucher help desk support can be reached via email cja_support@kyed.uscourts.gov.  For 
immediate assistance you may call the Ashland Clerk’s Office at 606-329-2465 or Lea Ann Newquist at 
859-514-2240. 

Accessing the CJA eVoucher Program 
Your court staff will provide you with information on how to access eVoucher. Enter your username and 
password and click Log In. 

mailto:cja_support@kyed.uscourts.gov
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Users will be required to change their passwords within 30 days of the first time they log in to eVoucher.  
Passwords must be at least eight characters in length and contain:  

• One lower-case character
• One upper-case character
• One number
• One special character

If you forget your username or password, click the Forgot your Login hyperlink. Enter your username or 
email address and click Recover Logon. You will receive an email with instructions on how to reset your 
password. 

Profile 
Your profile contains your login information, your contact information, as well as the billing information 
that will be used to pay for your services. It is your responsibility to keep contact and billing information 
current. 
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Changing Your Username and Password 
You may change both your username and password in your profile. You may access your profile from the 
home page by clicking the My Profile link to the right of the user profile picture. Or, you may select My 
Profile from the Help menu. 

Click Edit on the right side of the Login Info section. 

To change your username, type the new username and click Change. 

Passwords will expire every 180 days. 

To change your password, click Reset. Type the new password and retype it in the Confirm field and click 
Reset. Click Close to exit the Login Info section. 

Personal Info 
The Personal Info section of the profile contains your designation, name, and contact information. If any 
information is missing or incorrect, you can change your personal info by clicking Edit to the right of this 
section of the profile. 

Only self-employed Service Providers must enter a social security number in the user profile.  Once you 
have saved your social security number, it becomes read-only.  If you need to make a change, you must 
contact the eVoucher help desk or call the Ashland Clerk’s Office at 606-329-2465 or Lea Ann Newquist 
at 859-514-2240.
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Billing Info 
The billing information for your services is contained in the Billing Info section of the profile. If your 
personal information, address, and phone are correct, you can select the Copy Address from Profile check 
box. You will not be allowed to submit a voucher in CJA eVoucher without complete billing information. 
You may edit the billing info by clicking Edit to the far right of the Billing Info section of the profile.  Please 
remember it is your responsibility to keep your billing information current. 

You may add additional billing records by clicking Add. You, or the attorney for whom you are providing 
services, must choose the billing information you wish to use when creating vouchers or authorizations.  

Payments cannot be made if the social security number or EIN is missing from your profile.  This is a 
requirement of the payment system with which eVoucher is interfacing. 

The Billing Info section has added Billing Type radio buttons that include:  

• Self-Employed - used when payments are made to the expert’s social security number.
• Company - used when payments are made to a firm’s EIN number.

Validations have been added to billing information to ensure the data is in the proper format to be sent 
to the payment system.   If the data is not in the proper format, payments cannot be made.  The system 
will alert you if there are problems with your billing information data.  You will need to fix those 
problems before payments can be made.   

We ask that you access your profile and verify your social security number, add your social security 
number if it is not there (unless you are acting only as an associate on the system) and verify your billing 
information.  Please do this as soon as possible so there will not be an interruption in your payments.   
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Home Page and Navigation (menu) 
The home page provides access to information about your cases and billing information which you submit, 
or the billing information the attorney submitted on your behalf. 

My Documents 
The My Documents folder contains vouchers which have been created by you or for you by the attorney. 
They have not yet been submitted to the court for processing. 

My Submitted Documents 
The My Submitted Documents folder contains documents which have been submitted to the court for 
processing. 

Closed Documents 
The Closed Documents folder contains documents which have been completely processed. 
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The eVoucher menu 

Menu Bar Items 
Home The eVoucher home page 
Operations Appointments you have been assigned 
Reports Selected reports you may run on your appointments 
Links Hyperlinks to CJA resources: forms, guides, publications, etc. 
Help Provides: 

• Another link to your Profile
• “Contact Us” e-mail
• Privacy Notice

Logout Logs user off the eVoucher program 
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Completing and Submitting a CJA-24 Voucher For Payment 

The CJA staff will create the CJA-24 voucher.  The voucher will appear in your “My Documents” 
folder on your home screen.  Click on the voucher number or Edit to open. 

 

The item will appear in the bottom of the Service Type section. 

If you have no expenses or documents to add to your voucher you may proceed to the 
Confirmation tab at this point (Skip to Page 9 for instructions) 

Click the Services tab or click 
Next. 

Step 
1 

Step 
2 

Step 
3 

Step 
4 

Enter the Date, Service Type, No. 
of Pages, Rate, and Description. 
 

Click Save. 
 

Click Add. 

Note: 

You’ll have two options to choose from under 
Service Type: Original or Copy. The rate 
should vary between the two choices. 
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EXPENSES (if applicable) 

Supporting Documents (if applicable) 

Click the Expenses tab or click 
Next. (If you have no expenses to 
add  

Step 
1 

Step 
2 

Step 
3 

Step 
4 

Enter the Date, Expense Type,  
and Description. 

The item appears 
in the Expense 
section. Click 
Save. 

Click Add. 

Click the Documents tab or click 
Next. 

Step 
1 

Step 
2 

Step 
3 

Step 
4 

Click Browse to select a PDF file 
to attach. 

The document will appear in the 
Description section.  Click Save. 

Click Upload.  

Note: All documents must be submitted

in PDF format, and must be 10 MB or less. 
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CONFIRMATION 

A confirmation screen will appear indicating the previous action was successful, 
and the voucher has been submitted.  

Verify all information is 
correct. 

Click Home Page to return to the 
home page. Click Appointment Page 
if you wish to create an additional 
document for this appointment. 
 

Step 
1 

Step 
4 

Step 
2 

Step 
3 

Select the affirmation 
check box. This will 
automatically time stamp 
the voucher. 
 

Click Submit. 
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