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FAQ’S AND TIPS FOR SUCCESS 

1. Whom should I contact if I have a question? 

2. How do I access the eVoucher site? 

3. Is this site different than the one I use for the Sixth Circuit Court? 

4. When I connect to eVoucher, there is no place to type in my username 

or password.  How do I log on? 

5. How can I change my username and password? 

6. My username and/or password won’t work.  What do I do? 

7. Do I still need to notify the Clerk’s office if I need to change my Billing 

Information? 

8. I have accepted an appointment.  What’s next? 

9. I’ve been appointed to represent a defendant, but the case is not 

showing up in the appointments section of my landing page.  What went 

wrong? 

10. I have an ongoing case that is not appearing in my ‘Appointments List’ 

box of the landing page.  What do I do? 

11. Why does the eVoucher program sometimes sign out even though I am 

entering data? 

12. I have lost data even after I hit the “Save” button – what happened? 

13. What do I do when I receive this error message and I can’t submit my 

voucher?  

14. When I try to submit the voucher, I receive an error message that “the 

date of this voucher is before the appointment date.” 

15. I want all my time entries to be listed in chronological order but I 

entered them out of order. Can I fix that? 

16. I want to look at all my time entries by category. Like, I want all my Jail 

Visits grouped together. Will it do that? 

17. I have receipts or invoices that I need to submit because the expense 

exceeded $50. How do I do that? 

18. Can I print the vouchers? How about saving an electronic copy—can I do 
that? 

19. I already submitted my voucher but now I realize I made a mistake on it. 
Can I get it back? 
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20. One of the documents I submitted is back on my homepage, but it is 
now bright yellow. Why is that? 

21. My case is closed but still appears in my Appointments’ List Folder.  How 
can I remove it? 

22. I had many vouchers in my Closed Vouchers folder on my Home Page, 
but some of them have disappeared. 

23. I want to check on the status of a voucher. How do I do that? 
24. The expert that I want to use in a case isn’t listed on the drop down 

menu.  Can I still use that person? 
25.  My experts have always claimed their time in hundredths of hours.  

Does this practice continue in this system? 
26. I am trying to create an Auth or CJA-21 but those options aren’t on the 

left-hand side of my screen where they should be.  What happened? 
27. I created and submitted a CJA21 voucher for a service provider.  Why 

does it still show up in My Active Vouchers folder? 
28. Can I pay a service provider and get reimbursed using eVoucher? 
29. I submitted a request for funds to hire an expert. How do I know if the 

request was granted? 
30. I am asking for money to hire an expert. Can I just type the reasons in 

the message section? 
31. I have used the services of an interpreter (or investigator) a few times in 

this case and I need to use her services again. How do I know if I’m 
getting close to the $800 cap for experts and services? 

32. How do I know if I’m getting close to the case maximum limit for 
attorney services and need to request authorization to exceed that cap? 

33. Can I submit a CJA-26 Form request for excess expenses outside the 
statutory limits? 

34. How do I order a transcript from an electronically recorded proceeding? 
35. How do I account for Associate/Paralegal Time on my voucher? 



http://www.kyed.uscourts.gov/
https://evadweb.ev.uscourts.gov/CJA_kye_prod/CJAeVoucher/
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3. Select Add. 

4. Select Close. 

 

5. How can I change my username and password? 

Click on the My Profile hyperlink at the top of your home page.  Within the Login Info section, click the 

Edit button on the right side of the screen.  To change your username, highlight and type over the 

existing username with the new one and click Change. 

To change your password click the word Reset and type in the new password twice and click Reset 

again.  Your password must be at least eight characters, have at least one uppercase AND one number 

AND one special character.  The password is case sensitive.  It is important that you choose a strong 

password.  Passwords must be changed every 180 days.  You are not permitted to re-use a password. 

 

6. My username and/or password won’t work.  What do I do? 

If you incorrectly enter your username or password three times, the system will automatically lock you 

out of your account for security purposes.  You can email cja_support @kyed.uscourts.gov, or contact 

Kelly Smith or Susan Thompson at 606-329-2465 and request that your account be unlocked. 

 

7. Do I still need to notify the Clerk’s office if I need to change my 

Billing Information? 

No.  You are responsible for maintaining current contact and billing information.  You can change your 

Billing Information by clicking My Profile on the landing page.  CJA disbursement checks are mailed to 

the address in the eVoucher Profile. 
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8. I have accepted an appointment.  What’s next? 

Upon entry of the Order of CJA appointment, the Court creates the appointment in eVoucher.  eVoucher 

will generate an email to the panel attorney confirming the appointment.  When you access eVoucher, 

pending appointments will appear in the ‘Appointments List’ box of the landing page.  Select the case by 

clicking the hyper-link.  Further instructions for creating a CJA-20 are contained in the Attorney Manual. 

 

9. I’ve been appointed to represent a defendant, but the case is not 

showing up in the appointments section of my landing page.  What 

went wrong?  

Court staff enters case information for newly assigned cases into the system on a regular basis, 

however, it may not show up on your home page for a few days.  Be sure that you are looking at the 

Appointments List section and not the My Active Documents section.  Be sure you check for entries on a 

second or subsequent page by using the hyperlink at the bottom of the Appointments List section to get 

to subsequent pages. 

If the case is still not listed after a few days, please email the CJA Help Desk at 

cja support@kyed.uscourts.gov and provide the Defendant’s Name, Case Number, and Date of 

Appointment for further assistance. 

 

10. I have an ongoing case that is not appearing in my ‘Appointments List’ 

box of the landing page.  What do I do? 

Pending appointments entered in eVoucher will appear in the Appointment List box on the landing 
page.  If you desire to submit a voucher for prior appointments NOT appearing in this section, please 
contact the eVoucher Help Desk at cja support@kyed.uscourts.gov or call Susan Thompson or Kelly 
Smith at 606-329-2465 to have the appointment entered in eVoucher so the appointment is available so 
that you may input claims for services and expenses electronically. 
 

11. Why does the eVoucher program sometimes sign out even though I am 

entering data? 

The eVoucher program only recognizes “action” items – like hitting the SAVE button – as activity and will 

periodically time out for security purposes.  It is good practice to save your work often to prevent data 

loss. 

12. I have lost data even after I hit the “Save” button – what happened? 

The probable culprit is an outdated web browser.  Make sure you have a current version.  On Windows, 

the site works best using Internet Explorer 8 or newer; with Apple, the site works best using Safari 5 or 

newer.  

mailto:cja_support@kyed.uscourts.gov
mailto:cja_support@kyed.uscourts.gov
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20. One of the documents I submitted is back on my homepage, but it is 

now bright yellow. Why is that? 

If a document that you've submitted reappears on your homepage, highlighted in yellow, the document 
has been "rejected" at some stage of the review and approval process. Please understand that we 
cannot edit your voucher. So, if even a small change is needed, the only way to do that is to "reject" the 
voucher so that you can make the change. 
 
You will find an explanation for the action in the notes section on the confirmation page of the voucher. 
You will sometimes also receive an email further describing what needs to be done before resubmitting 
the document. 
 
Always feel free to contact the eVoucher Help Desk if you have questions about why a document was 
returned back to you. 
 

21. My case is closed but still appears in my Appointments’ List Folder.  

How can I remove it? 

In order for a representation to be removed from your home page, the CJA staff must enter a closed 

date on the appointment.  Email the eVoucher Help Desk or contact one of the staff members to enter 

the closed date. 

 

22. I had many vouchers in my Closed Vouchers folder on my Home Page, 

but some of them have disappeared. 

Closed vouchers are periodically archived by court staff.  Once archived, they are removed from your 

closed voucher folder.  However, they are still in the system.  They can be located by using the Search 

Appointments feature under Operations on the blue menu bar. 
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23. I want to check on the status of a voucher. How do I do that? 

Once a voucher has been submitted for review and approval, it moves from the “My Active Documents” 
area of the home page to the “My Submitted Documents” area.  While the voucher is in the process of 
being reviewed and approved, the status will look like this: 
 

 
 
Once the voucher has been approved by the judge (and Sixth Circuit, if necessary) and entered for 
payment, it will move to the “Closed Vouchers” area and this symbol will appear next to the voucher: 

 

 
 
Once that appears, your check should arrive in about five days. 
 
If you have questions about the status of your voucher, please feel free to contact the eVoucher Help 
Desk. If you send an email, or leave a message, please be certain to include the (1) client's name; 
(2) the type of document of voucher; and (3) the document number or date submitted. 
Providing that information will result in a faster response. 
 
 

24. The expert that I want to use in a case isn’t listed on the drop down 

menu.  Can I still use that person? 

Yes, you may still ask the Court for funds to retain the services of that person.  For detailed instructions 

to accomplish this see the Attorney Manual Pages 32-33. 

 

25. My experts have always claimed their time in hundredths of hours.  

Does this practice continue in this system? 

No.  Experts must now claim their time only in tenths of hours the same as counsel. 

 

26. I am trying to create an Auth or CJA-21 but those options aren’t on the 
left-hand side of my screen where they should be.  What happened? 

You may have opened an existing voucher, rather than opening the appointment in order to create a 
new document. Close the document and go to the “Appointment List” area (not “My Active 
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Documents”) of your home page. Click on the case you would like to work in and you should find all the 
options on the left-hand side of the Basic Information page. 
 

27. I created and submitted a CJA21 voucher for a service provider.  Why 
does it still show up in My Active Vouchers folder? 

The attorney creates all CJA21/31 vouchers and most often will submit them as well.  However, some 

frequently used service providers may be granted direct access to the system and allowed to submit 

their own vouchers after they are created by the attorney.  Whether the attorney submits on behalf of 

the service provider, or the service provider submits on their own behalf, the attorney must then 

approve the voucher.  So, if the attorney is submitting a voucher on behalf of a service provider, they 

must submit the voucher first and then approve the voucher (in the same manner).  Please refer to the 

Attorney Manual for further guidance. 

 

28. Can I pay a service provider and get reimbursed using eVoucher? 

Attorneys should NEVER pay service providers directly.  In order to use CJA funds for payment, all 

service providers much have user accounts within eVoucher and must be paid using a CJA21/31 form 

created by the attorney.  If a service provider is paid directly, eVoucher will not reimburse the attorney. 
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31. I have used the services of an interpreter (or investigator) a few 

times in this case and I need to use her services again. How do I 

know if I’m getting close to the $800 cap for experts and services? 

 
In order to review the amount of expert services you have claimed in a case, please refer to the Reports 
that are listed on the left-hand side of any of the voucher screens. If you choose either of the Defendant 
Budget Reports (summary or detail) you will see a table showing the total fees and expenses pending 
and approved. 
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34. How do I order a transcript from an electronically recorded 
proceeding? 

In order to request a transcript from an electronically recorded proceeding you first need to file a form 
AO-435 into the record and then create an Auth-24 as you would for a non-recorded proceeding.  
Detailed instructions for creating the Auth-24 are contained in the Attorney Manual starting at Page 41. 
 
 
 

35.  How do I account for Associate/Paralegal Time on my voucher? 
Sometimes an associate or a staff member may help on various aspects of the case. This time is often 

accounted for at a different hourly rate than what counsel would claim. To account for associate or staff 

work, go to the Expenses tab. From the Expense Type drop down box select Other Expenses. Enter 0.00 

in the Amount box. In the Description box enter the amount of hours spent on that task along with the 

rate you want to charge per hour. CJA staff will adjust the voucher once submitted to reflect this time. 

 

 

 
 


