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First Login to CJA eVoucher 
The first time you login to eVoucher, it is critical that you: 

(1) Change your password in order to prevent unauthorized access to your account;  
(2) Complete your profile (“Attorney Info”) in order to ensure that you receive notice of eVoucher 

activity that requires your attention; 
(3) Complete your billing and tax information (“Billing Info”) in order to ensure that your vouchers 

are paid.   

Each of these important tasks can be completed by clicking on “My Profile” and following the 
instructions below. The My Profile link can be found either on the “Home” screen or under 
“Help” on the blue menu bar. 
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My Profile 
 
In the My Profile section, the attorney can: 
 

• Change password (Login Info section.) 
• Edit contact information, phone, e-mail, physical address (Attorney Info section.) 
• Update SSN or EIN numbers and any firm affiliation (Billing Info section.) 
• Note: Neither the “Holding Period” nor the “Continuing Legal Education” functions will be utilized by the Tenth 

Circuit Court of Appeals at this time.  
 

 
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 Your Username and Password 
 

 

 

 

 

Click the Close 
button to exit the 
login Info 
section. 

Step 
6 

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.” 

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

Step 
2 

Step 
1 

Step 
4 

Step 
5 

Press the Reset 
button to save.  

Step 
3 

To reset your 
password, click reset. 
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CM/ECF Login 
 
Note: The connection between CM/ECF and eVoucher is not currently functional for appellate courts; there is no need 
to input your CM/ECF username and password. 
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Attorney Info 
 

 
 
 

 
 

  

Note: 
• Each appointed attorney (i.e., not associates) must enter his/her Social Security 

Number into the user profile. Associates need not enter a SSN because they will 
bill their time via the appointed attorney’s voucher. 

• The Country field will automatically populate USA, unless otherwise entered. 
• 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 the 
Edit button 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 entered. 

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. 

 

 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 

If applicable, 
Add Billing Info 
for a Firm or an 
Associate.  

Step 
4 
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