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The first time you log in to CJA eVoucher, you will need 
to complete your profile. 

1ST – Click the EDIT button to the right of the Login Info 
section.  Click the Reset link next to Password and enter 
in your new password.  Passwords must be at least eight 
characters in length and contain: 

▪ One upper-case character 
▪ One number 
▪ One special character 

Once you have changed your password, click the RESET 
button again.  You may also change your user name 
here. 

2ND – Click the EDIT button to the right of the Attorney 
Info section.  Please enter all pertinent information, 
including your social security number, address, phone 
number, email address (you may enter multiple emails 
if you would like notifications to go to additional 
people) and any other missing information and click 
SAVE.   

First Login to CJA eVoucher - Attorney 

 

3rd – Click on the ADD button to the right of the Billing Info section.  Select the appropriate billing type >>> NOTE: If 
you work for a firm, you will be required to enter the EIN/TIN and name of the firm <<<, enter in all missing 
information and click SAVE.  Once you have completed entering your information, log out and log in again. You 
should go directly to your Home Page. If the profile error page appears again with a new login attempt, check each 
section for missing information such as phone numbers, tax identification number, etc. 
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The first time you log in to CJA eVoucher, you will 
need to complete your profile. 

1st - Click the EDIT button to the right of the Login 
Info section.  Click the Reset link next to Password 
and enter in your new password.  Passwords must 
be at least eight characters in length and contain: 

▪ One upper-case character 
▪ One number 
▪ One special character 

Once you have changed your password, click the 
RESET button again .  You may also change your 
user name here. 

2nd - Click the EDIT button to the right of the Expert 
Info section.  Please enter all pertinent information, 
>>>NOTE: If you are a self-employed service 
provider, you MUST enter your security number.  If 
you are a company employed service provider, do 
NOT enter your SSN <<< including address, phone 
number, email address and any other missing 
information and click SAVE.   

First Login to CJA eVoucher - Expert 

3rd - Click on the ADD button to the 
right of the Billing Info section.  Select 
the appropriate billing type >>>NOTE: 
If you work for a company service 
provider, you must enter the EIN/TIN 
and name of the company <<<, enter 
in all missing information and click 
SAVE.  Once you have completed 
entering your information, log out and 
log in again. You should go directly to 
your Home Page. If the profile error 
page appears again with a new login 
attempt, check each section for missing 
information such as phone numbers, 
tax identification number, etc. 
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The first time you log in to CJA eVoucher, you will need 
to complete your profile. 

1st – Click the EDIT button to the right of the Login Info 
section.  Click the Reset link next to Password and enter 
in your new password.  Passwords must be at least eight 
characters in length and contain: 

▪ One upper-case character 
▪ One number 
▪ One special character 

Once you have changed your password, click the RESET 
button again .  You may also change your user name 
here. 

2nd – Click the EDIT button to the right of the Attorney 
Info section.  >>> NOTE: For associates ONLY, do NOT 
enter your social security number <<<  Please enter all 
pertinent information, including your address, phone 
number, email address and any other missing 
information and click SAVE.   
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3rd – Click on the ADD button to the right of the Billing Info section.  As an associate, you only have one billing type to 
select from.  >>> NOTE: You will be required to enter the billing code for the attorney your work for. Contact the 
attorney to obtain that information <<<  Click VERIFY and the name of the attorney should appear.  Then click SAVE.  
Once you have completed entering your information, log out and log in again. You should go directly to your Home 
Page. If the profile error page appears again with a new login attempt, check each section for missing information 
such as phone numbers, tax identification number, etc. 
 


