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CJA eVoucher Associate Functionality for Court Staff 

This document explains the features of the Associate functionality in CJA eVoucher. Courts 

have handled associates in a variety of ways, and this functionality provides one clear way to do 

so. For reporting purposes, it is important to use this functionality. 

 

Any attorney user in eVoucher can be linked to an appointment as an associate. If the associate 

attorney is not a user in the eVoucher application, the appointed attorney must contact the 

court or federal defender’s office to set up the associate attorney as a user. Once this is done, 

an attorney having an associate on their appointment can add associate services and expenses 

to a CJA 20/30 and submit those along with their own services and expenses on the same 

voucher. 

 

Note: Payments are always sent to the appointed attorney, and the billing is determined at the 

CJA 20/30 document level based on the billing information for the appointed attorney. 

 

Users Manager 

Associates are created as attorney users in the Users Manager in the same manner as 

traditional attorney users. No new rights or roles are required to create associates. Any 

attorney can be designated as an associate and added to an associate appointment. 

 

 
 
Note: Attorney user types can be configured in the Panel Manager; however, to configure an 

associate attorney, you must first go to the Panel Statuses Lookup Table and deselect the On 

Panel check box for the associate attorney’s panel status, since associate attorneys are not on 

the panel. 
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Creating an Associate Appointment 

Creating an associate appointment is similar to creating an attorney appointment. However, on 

the Appointment Info screen, clicking Add Associate links the associate appointment to the 

attorney appointment. 

 
Note: To add an associate to the appointment, the associate must already be created in the 

database as an attorney. 

On the Appointment Info screen for the attorney who will use the services of the associate, 

click Add Associate. 

 

Manually assign the associate attorney, and then click Confirm. 

Step 1 

7 

 

 

Step 2 

7 
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On the Appointment screen, the Attorney Type field defaults to A - Associate. Complete the 

other required fields, including adding the start date and rate for the associate, and then click 

Next. 

 
 

On the Confirmation screen, click Create. 
 

 

Step 3 

7 

 

 

Step 4 

7 
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Note: A start date and rate are required even if the associate attorney is billing at the statutory 

hourly rate. Claims for services by the associate attorney must be dated after the date entered 

in the Start Date field of the Attorney Rates section. If the associate attorney claims services on 

a voucher prior to the date entered in this field, the service entries on the voucher appear with 

a $0 hourly rate. 

The appointed attorney under which the associate attorney was added can now add services 

and expenses to their own CJA 20/30 vouchers. The associate appointment appears on the 

Representation Info screen as shown below. The associate attorney does NOT receive a 

confirmation email. 

 


