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How to Verify Cases on Appointments' List 
 
On your home screen, in the section titled Appointments' List, is the list of cases for which you have not yet been paid.  
Cases come off this active list when a voucher has been certified for payment, when we have been asked to remove it by 
the attorney (typically when they do not intend to submit a voucher), or when more than 2 years has passed since the 
case closed and the CJA Department has administratively terminated. 
 
 
 
 
Go to the Appointments' List.  You can sort by case number order by clicking the column header "Appointments" or you 
can search by Defendant Name in alphabetic order by clicking the column header "Defendant".  You can also search by 
case number or defendant name using the search box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the case you want to review by clicking on the case number.  You are taken to the Appointment Info page which 
displays the Vouchers on File.     
 

Step 1 
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If there is no voucher listed, then no voucher has been created or submitted.  Click "Create" next to CJA-20 to create 
voucher.   See detailed instructions in the Attorney Manual.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2 

https://www.azd.uscourts.gov/sites/azd/files/eVoucher%20Attorney%20Manual.pdf
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If there are vouchers listed, verify the current status of voucher.   If you have many vouchers you can sort by clicking on 
the "Type" header for that column which will sort vouchers alphabetically by type.  You can also use the search box and 
search by "CJA-20" to bring only CJA-20 vouchers to the page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Status Definition 
 

Submitted to Court Voucher is process of review/payment with the court 
 

Voucher Entry Voucher has NOT been submitted to court.  Click on Edit to 
go to voucher and complete. 
 

Voucher Closed Voucher has been paid and closed. 

 
 
If you have multiple open CJA-20 vouchers in your "Vouchers on File" section, you should review the vouchers and 
delete the duplicate vouchers.  To delete a voucher, open the voucher and click "Delete Draft" button on the bottom of 
the voucher. 
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Please note that if the case has been closed for more than 1 year, you must obtain permission to submit the late 
voucher pursuant to the District of Arizona Billing Guide section II.C.  If you obtain an order, attach the order to the 
documents tab of the voucher before submission. 
 
If you have a case that appears in the Appointments' List for which you do not intend to submit a voucher, please send 
an email to the CJA Department (cja_evoucher@azd.uscourts.gov) with the case number and ask us to add a 
termination date which will remove the case from your Appointments' List. 
 
If you have a case that is not in your Appointments' List that you want to verify the status of a voucher, go to the top 
blue menu bar and click Operations>My Appointments and search for the case. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the case number.  You will be taken to the Appointment Info page.  See instructions at Step 2 once you are on 
the Appointment Info page. 
 

 

https://www.azd.uscourts.gov/sites/azd/files/cja/DAZ%20CJA%20Billing%20Guidelines.pdf
mailto:cja_evoucher@azd.uscourts.gov

