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eVoucher 6.6 
Job Aid Importing Service Entries 

Import Your Service Entries 
Starting with eVoucher release version 6.6, attorneys can import service entries to a CJA-20/30 
voucher from a file saved in comma-separated value (.csv) format. This allows attorneys using 
commercially available timekeeping and billing systems to create an output file from that system that 
could then be imported into the Services tab of a CJA-20/30 voucher.  

Exporting a .csv file from a timekeeping or billing system may not export to a correct format and may 
need to be customized to match the required format as illustrated in the sample spreadsheets 
provided. You can enter data directly into the sample templates manually or using copy/paste. 

IMPORTANT NOTES: 

• Court staff are not responsible for helping attorneys create or download .csv files. 
• As a best practice, the Import Service Entries feature should be started on a new or empty 

CJA-20/30 voucher. If you have service lines already entered on a voucher, they will be 
overwritten with the data imported from the .csv file. * Cannot import expenses. 

• Edit - Add a missed entry to the .csv file, then Import again. Or manually add entry on voucher. 
• Attorneys should still review the voucher to ensure that entries are correct prior to submission 

to the court by using the Form CJA20/30 and/or the Attorney Time by Date found on the left 
side, under Reports. 

On the Home page, expand the Appointments’ List folder and locate the appropriate appointment. Or 
on the Home page, click on Operations - My appointments. Click the case link. 
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AO-DTS-SDSO-TD| 12/2/2021  2  
 

Creating a CJA-20 Voucher 

 

eVoucher 6.6 
Job Aid Importing Service Entries 

The Appointment Info page displays any vouchers that were created for this appointment. In the 
Create New Voucher section on the left side of the page, click the Create link for CJA-20.  

Note: As a best practice, the Import Service Entries feature should be started on a new or empty CJA-
20/30 voucher. If you have service lines already entered on a voucher, they will be overwritten. 

                       

When the document opens, in the Actions menu on the left side of the page, click the Import Service 
Entries (.csv) link. 

STEP 2 
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The Services page appears. To view a sample .csv file, click the downloadable sample spreadsheet link. 
Click the Additional Information link to view instructions for importing time from a .csv file. 

 

Note: The sample spreadsheet is in Excel format. Once the file is populated with data, it must be 
saved in .csv format. View the appendix to see the required columns and information for the .csv file. 
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Before you can import your .csv file, you must have it created and saved on your computer. The 
following fields are required for import: Date, Hours, Description, and Service Type. The Doc. # and 
Pages fields are best used with a “discovery” and “reviewing documents” entry. 

When the .csv file is ready for import, click Import Service Entries (.csv). 

Note: The column headings for the CJA-30 sample spreadsheet differ slightly to match the information 
needed for that document type. 

Your file directory browser opens. Click the correct .csv file, and then click Open. 

     

STEP 5 

STEP 6 
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A success message displays, indicating the number of entries that were imported and saved to the 
services table. 

 
 

IMPORTANT NOTES: 

• Court staff are not responsible for helping attorneys create or download .csv files. 
• As a best practice, the Import Service Entries feature should be started on a new or empty 

CJA-20/30 voucher. * Cannot import expenses.  
• A dialog box appears, stating that the existing time entries on your current voucher will be 

overwritten when you upload your .csv file.  
• Edit - Add a missed entry to the .csv file, then Import again. Or manually add entry on voucher.
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Fix Errors in Your .csv File 
Errors in the .csv file must be corrected and saved in the original .csv file before attempting another 
import. If there are problems with the .csv file, the error report displays errors. 

If your import fails, a message appears at the top of the page, indicating the number of errors found.  

 

Click the View Report link to view errors. 

 

The error report opens, highlighting the errors in the file. Review the error report and correct the .csv 
file. 

 

 

STEP 1 

STEP 2 
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Return to the Services page, click the try again link, then follow previous step 5, on page 4 above.  

 

Attorneys should still review the voucher to ensure that entries are correct prior to submission to the 
court by using the Form CJA20/30 and/or the Attorney Time by Date found on the left side, under 
Reports. 

 

Appendix 
Excel File  
For the .csv file to be successfully uploaded into and accepted by eVoucher, it must contain a header 
row. If the first row contains data rather than headings, the data in row 1 is ignored. Sample 
spreadsheets containing the correct column headings and service type values for each voucher type 
are available in the online help.  

Your Excel file should look similar to the image below, containing all four mandatory column 
headings: Date, Hours, Description, and Service Type. The Doc. # and Pages fields can be included as 
header rows; however, they are not required unless data is provided.  

Note: Time entries containing values greater than a single decimal place are automatically rounded 
up or down to the nearest tenth. For example, .125 is rounded down to .1 and .75 is rounded up to .8 
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Save as a .csv File  
To convert your Excel file into a .csv format, follow the steps below. 

Note: Most commercially available spreadsheet applications allow users to save in .csv format. 

On your Excel file, click the File tab. 

 

 

From the navigation menu on the left, click Save As. 

 

STEP 1 
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On the Save As page, click the drop-down arrow and select CSV (Comma delimited) (*.csv). 

 

 

Your document has now been converted to a .csv file.  

 

STEP 3 
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