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Creating CJA Authorization ~~ Auth or Auth-24 
 
Access Defendant’s Appointment Info Page: 

Scroll down to Appointments’ List. 

Click on the Case No. to access defendant’s page. 

 

Appointment Info Page: 

Click “Create” button next to Auth or Auth-24 
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Auth Basic Info Page: 

Enter “Estimated Amount” of your request. 

Enter “Basis of Estimate.”  Basis of Estimate can be the expert’s hourly rate multiplied by the number of hours required. 

Enter “Description.”  Enter a description of the services expert will provide.  

Select “Service Type” of your expert from the pull-down menu.  

Fill out the ID AUTH Service Provider Funding Request, save as a PDF and attach to the AUTH.  

IMPORTANT: If this is a new provider not currently listed as an expert in the eVoucher Program, contact the CJA 
Administrator to enter as an approved expert.  A CV or resume and a completed W9 is required. 
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Documents Tab: 

For experts other than interpreter/translators, upload expert’s resume, Curriculum Vitae, and the ID AUTH Service 
Provider Funding Request.  

 

Confirmation Tab: 

Click radio button next to “I swear and affirm…” 

Click Submit button.  The Authorization request has been submitted for review. 
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Creating a CJA 21 from Approved Authorization  
Access Defendant’s Appointment Info Page: 

Click on Case No. to access defendant’s page. 

 

Appointment Info Page: 

Click “Create” button next to CJA-21. 
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Basic Info Page: 

Click “Use Previous Authorization” box. 
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Click “ID Number: ****” under Existing Requests for Authorization, (the box will turn a tan color).  

 

Enter a description in the Description field. 

Select the expert from the pull-down menu, the expert’s information will self-populate the form.  If the expert is an 
interpreter, click the radio button next to Expert.  This will allow the interpreter to fill out the CJA-21. 

Click Create Voucher.  

If the voucher is for an interpreter/translator, it is electronically submitted to the expert. If other than an 
interpreter/translator, the voucher will appear in edit mode on the attorney’s home page.  We have various 
investigators that also complete their own vouchers. 

Once the expert completes the voucher, he/she will hit submit.  The voucher is then submitted to the attorney for their 
final review before the attorney submits to the court for review. If the attorney is creating and submitting the voucher 
on behalf of their expert, you will submit once for the expert and then once again for the attorney to submit to the 
court.  



 
 

7 
 

Auth-24 Basic Info Page: 

Fill out information requested at “Proceeding Transcript to Be Used” and “Proceeding To Be Transcribed.”   

 

If expedited or special handing, choose an option at drop down menu for “Special Transcript Handling” of your request. 
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Click on Confirmation Tab and Submit to Court for review and approval.   

If the transcript is for an appeal, file the transcript designation and ordering form in CM/ECF.  If the transcript is not 
related to an appeal, contact the Clerk’s Office by phone, 208-334-1361, or by email to order the transcript. 

Transcript Designation and Ordering Form – Appeals 

Transcript Order Form 

Creating a CJA 24 from Approved Authorization  
Access Defendant’s Appointment Info Page: 

Click on Case No. to access defendant’s page. 

 

 

 

 

 

 

 

 

 

https://id.uscourts.gov/Content_Fetcher/index.cfml/Transcript_Designation__Ordering_Form_1003.pdf?Content_ID=1003
https://id.uscourts.gov/Content_Fetcher/index.cfml/Transcript_Designation__Ordering_Form_1003.pdf?Content_ID=1003
https://id.uscourts.gov/Content_Fetcher/index.cfml/Transcript_Order_Form_2543.pdf?Content_ID=2543
https://id.uscourts.gov/Content_Fetcher/index.cfml/Transcript_Order_Form_2543.pdf?Content_ID=2543
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Appointment Info Page: 

Click “Create” button next to CJA-24. 

 

Basic Info Page: 

Click “ID Number: ****” under Existing Requests for Authorization, (the box will turn a tan color).  

 

Enter a description in the Description field. 
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Select the transcriber that provided that transcript from the pull-down menu.  The transcriber’s information will self-
populate the form.  If the transcriber is a District of Idaho court reporter, click the radio button next to Expert.  This will 
allow the vendor to fill out the CJA-24. 

Click Create Voucher.  

If the voucher is for a District of Idaho court reporter, the voucher is electronically submitted directly to them to fill out 
and submit to the attorney. If the transcript is completed by a contract court reporter, the voucher will appear in edit 
mode on the attorney’s home page. 

Once the District of Idaho court reporter completes the voucher, they will hit submit.  The voucher is then submitted to 
the attorney for their final review before the attorney submits to the court for review. 

A copy of the transcriber’s invoice should be attached at the Document’s tab.   
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