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First Login to CJA eVoucher 
 

The first time you log in to CJA eVoucher, a screen 
may appear requesting you to complete your 
profile information, especially your billing 
information. Click  Add to the right of the Billing 
Info section. When you have completed any 
missing 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 ID, etc. See the following 
pages for more detail about completing the Billing 
Info section.  
 

 

 

 

 

 

 

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 lowercase character 
• One uppercase character 
• One number 
• One special character 

Users are required to periodically 
change their passwords.   
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My Profile 
 
In the My Profile section, the attorney may: 
 

• Change password (Login Info section). 
• Edit contact information, phone, e-mail, physical address (Attorney Info section). 
• Update social security number (SSN) or employee identification numbers (EIN)  and any firm affiliation (Billing 

Info section). 
• Add a time period in which you will be out of office (Holding Period). 
• Document any CLE attendance (Continuing Legal Education section). 

 
 

Click the My Profile link from either the Home screen or the Help menu bar to open the My Profile page. 
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Changing My Profile Username and Password 

 

 

 

  

  

Under the Login Info 
section, click Edit to 
change your 
Password. 

To change your Username, 
type the new Username 
and click change. It will 
show “The Username has 
been changed.” 

Step 
2 

Step 
1 

Step 
3 

To reset your password, 
click reset. 

Click Close to exit 
the Login Info 
section. 

Step 
6 

Type the new password 
and retype it in the 
Confirm field. 
  

Step
4 

Step
5 

Click Reset to 
save.  
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Attorney Info 

 

 

 

 

  

Note: 
• Each attorney (except Associates) must enter his or her social security number 

into the user profile or they will not be paid. 
• The Country field will automatically populate UNITED STATES unless otherwise 

indicated. 
• You may list as many as three email addresses. Notifications from eVoucher will 

be sent to all email addresses. 

Under the 
Attorney Info 
section, click 
Edit to access 
your personal 
information. 

Make any necessary 
changes. 

Step 
1 

Step 
2 

Step 
3 

Click Save. 
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Billing Info 
  

  

 

 

 

 

 

 
 
 

 

 

 

 

 

 

 

 

 

  

Note: 
• You must have billing information entered before any payments can be made. 
• The SSN/EIN is used when reporting income to the IRS. 
• You may use the Copy Address from Profile checkbox if your billing address is the same 

as your Attorney Info address. 
 

Click Edit if you 
wish to change 
the information 
already 

 

Under the Billing 
Info section, click 
Add if no billing 
information is 
available.  

Step 
1 

Step 
2 

Make any 
necessary 
changes and 
click Save. 

Step 
3 
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Note: 
• Attorneys with a pre-existing agreements must enter the firm’s EIN and name 

(required). 
• Associates do not need to enter a social security number, but they will need to 

ender the billing code of the attorney to be paid. 

 
 

 

  

 

 

  

 

 

 

 

 

Step 
4 

If applicable, 
add Billing Info 
for a firm or an 
associate by 
clicking the 
corresponding 
radio button.  
 
Failure to enter 
firm billing and 
tax information 
will result in 
counsel being 
unable to  
designate that 
certain voucher 
payments go 
directly to the 
firm and can 
result in 
incorrect IRS 
Form 1099 
reporting. 
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