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Filing a CJA 20 or CJA 30 Payment Request. 
Introduction 
 
The filing of CJA documents in CM/ECF were done using the “EXParte Document” event. This document 
introduces the use of specific CJA events developed by the court for use by CJA panel attorneys. 
 
Benefits include : 
 Better information in NEF Subject line 
 Access to filed document via the NEF with appropriate login 
 Better clarity as to the nature of the filing 

 
This document details the filing of a CJA 20/30 Request for Payment.  The filing steps for all the other CJA 
events (i.e. CJA 21/31 Request for Payment, , CJA Request for Services, etc.) are similar and is not detailed in 
this document. 
 
If you have questions, please contact the CM/ECF Help desk at 303-335-2050 ( or 1-866-365-6381) 
Frame 1 
 
All of the CJA events are found in the 
“Other Documents” category. 

 
Frame 2 Selecting the CJA event 
 
 

 Select the appropriate CJA event. 
o You can use the “search” 

box 
o You can use the scroll bar 
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 After selecting the CJA event, the 
event name is populated in the 
“Selected Event” box. 
  

 Click the Next button. 

      

Frame 3 Enter case and selecting defendant. 
 

 The case number entry screen is 
displayed.  
  

 Enter the case number. 
 
 
 

 Click on “Find this Case.” 
 
 
 
 
 
 

 If the case has multiple defendants, 
select your defendant’s case check box.  
Click the Next button. 

 
 
 
 
 
 
   

 Click the next button on the verification 
screen to continue the filing process. 
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Frame 4 Attaching the documents. 
 

 The PDF attachment screen is 
displayed. 

 The “Main Document” should be the 
CJA 20/30 form with the judge’s 
signature of appointment and the 
“CLAIM FOR SERVICES AND EXPENSES” 
section filled in.  

 

 
 

 

Frame 5 Review each PDF before attaching. 
 

 Click the “Browse” button to retrieve 
the PDF document. 
  

 The “Choose File” dialog box (IE) 
(“File Upload” in Firefox) is 
displayed to select the PDF file to 
upload. 
  

 As a best practice, you should always 
review the PDF document to ensure it is 
the one you wish to attach. 
 

 This is accomplished by “right 
clicking” on the selected 
document and selecting the 
open with Adobe Reader or 
Adobe Acrobat option. 
 
 
 
 
 

 The PDF document will open and 
be displayed for your review. 

 
 Check to make sure it’s 

the correct document. 
 Did you sign the 

document? 
 Is it complete? 
 Is it legible? 
 Is the document skewed?   
 Is the case number and 

caption correct? 
 Are all of the pages in the 

document? 
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 After closing the PDF document, 
the “Choose File” dialog box 
(IE) (File Upload in Firefox) is 
still displayed. 
  

 Click the Open button on the 
dialog box. 

 
 The filename and path populates 

the “Main Document” entry 
box in CM/ECF.  This will be 
main document to be filed. 

       

                   
Frame 6 Attaching additional documents. 
 

 After the main document has been 
selected for uploading, any additional 
attachments can be entered. 
  

 The steps are the same: 
 

o Browse 
o Select and open the PDF to 

review 
o Close the PDF box 
o Click the Open button to 

populate the Attachments entry 
box in CM/ECF 
 

 The only different step is to add either 
an attachment category and/or a 
document description. 

 

    

Frame 7 Completed document upload screen. 
 

 As one attachment is entered, a new 
attachment entry box is added for the 
next attachment. 

 After the main document and all of the 
attachments have been entered, click 
the Next button. 
 
 
 
 

 

NOTE: If a CJA 26 Form is needed, it 
would be an attachment to the filing 
of a CJA 20/30 Payment Request.  A 
CJA Form 26 is not required if it is a 
CJA 30 payment request filing. 
If a  Statement of Reason is 
required, it would be an attachment 
to the filing of the CJA 20/30 
Payment request filing. 
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Frame 8 Selecting the filing party. 
 

 A list box displays the parties in the case 
to allow you to select the filing party. 
 
 
 
 
 
 

 Select the party filing the document. 
  

 Click the Next button. 

 
 

  

Frame 9 Completing the filing. 
 
 

 A verification screen is displayed. 
  

 Click the Next button to continue. 
 
   
 
 

 The “point of no return” screen is 
displayed.  It’s the last screen in the entry 
process.  A warning message is displayed 
indicating if the Next button is pressed, 
the entry is posted on the live database 
and cannot be altered by the filer. 
 
 

 

 
 

 

NOTE: If you do not want to submit 
the entry, click on the Criminal link 
on the menu bar so the entry is Not 
submitted.  In effect, this cancels 
the submission. 
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Frame 10 Transaction confirmation screen. 
 

 When the Next button is clicked from the 
“point of no return” screen, the 
transaction confirmation screen is 
displayed. 
  

 NEFs will be sent to attorneys for each of 
the defendants.  Only the attorney for the 
filing party can access and view the 
document from the NEF e-mail. 
 

 Other attorneys will receive the NEF, but 
will not be able to access and view the 
document. 

 
 

 

 
Frame 11 NEF notifications. 
 

 The transaction receipt displays all of the 
NEF e-mails being sent. 
  

 We’ll take a look at three attorneys. 
o Attorney jy-atty-test represents 

Elmer Fudd 
o Attorney Jack Yee-5678 represents 

the USA 
o Attorney Leslie Martin-1  also 

represents the USA 
 

 Each attorney on the case will receive a 
NEF for the filing entered by jy-atty-test. 

o  
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Frame 12 Accessing the e-mail. 
 

  Attorney 1 - jy-atty-test. 
o jy-atty-test is the attorney 

representing the filing party, Elmer 
Fudd.   

o jy-atty-test will be able to access 
the document from the NEF for a 
free look.  
 

 Jy-atty-test has a Yahoo e-mail account 
set up to receive the NEFs 

 
 
 
 
 
 
 

 In the Inbox, the NEF subject line displays 
information as to: 
 
 

o Activity in case 09-cr-03000-PAB 
o Party information 
o CJA 20/30 Paym00nt Request  

 

         
 
 

 

Frame 13 Viewing the e-mail. 
 

 Since jy-atty-test represents the filing 
party, jy-atty-test will be able to access 
the document from the NEF. 
  

 Like all NEFs, there is one “free look” 
associated with each e-mail address in the 
jy-atty-test account. 
 
 
 
 

 

 

 

NOTE: Each e-mail recipient will 
have to enter the attorney’s ECF 
login and password to be able to 
access the free look. 
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Frame 14 The required login screen. 
 

 After clicking on the document number in 
the NEF, a CM/ECF or PACER Login 
screen is displayed. 
  

  
 

 
 
 
 
 

 
 Click on the Login button. 

 

 
 

Frame 15 Selecting documents for viewing. 
 

 After CM/ECF verifies that jy-atty-test is 
the attorney of record representing the 
filing party and filed the document, the 
documents filed are listed for selection and 
viewing. 

 

 
Frame 16 Selecting documents for viewing. 
 

 After CM/ECF verifies that jy-atty-test is the attorney of record representing the filing party and filed 
the document, the documents filed are listed for selection and viewing. 

 
 After clicking on the main document, a warning screen is dispalyed along with a “View Document”  

button. 
 

 Click the “View Document” button to open the PDF for viewing. 
 

                
 

You MUST enter the CM/ECF login, 
password, and check the redaction 
box.  This is to identify you as the 
attorney and that you do represent 
the filing party so you can access the 
document.  
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Frame 17 Viewing the document. 
 

 The document can be printed, saved, or both. 
 

 You should do at least one of the print/save options, as the free look is gone after the first viewing. 
 

                        
 
Frame 18 Viewing the remaining document(s). 
 

 Repeat the selection and viewing, printing saving process for each document you want to view. 
 
Document 39 – 1 
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Document 39 – 2 
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Frame 19 NEF notifications for other attorneys. 
 

 From the NEF, other attorneys, representing 
other defendants are listed as also getting a 
NEF. 
  

 We’ll take a look at what Leslie Martin-1, 
who represents the USA can access and 
view. 

 

 

Frame 20 Access the NEF e-mail. 
 

 Leslie Martin-1 logs into to her e-mail 
application. 

 

 

 

Frame 20 Inbox. 
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Frame 21 The required login screen. 
 

 After clicking on the document number in 
the NEF, a CM/ECF or PACER Login screen 
is displayed. 
  

    
 
   
   
 
 
 
 
 

   Click on the Login button.  
  

 
 

 

 
 
 

Frame 22 The required login screen. 
  

 A message is displayed indicating Leslie 
Martin-1 does not have permission to view 
this document. 
  

 Although Leslie Martin-1 received the NEF, 
she will NOT be able to access the 
document.  She does not meet the access 
criteria to view the document.   

 

 
 

     

Frame 23  Other CJA filings 
 

            There are corresponding court events 
 When attorneys file:         for payment approvals: 

 CJA – Request for Interim Payment 
 CJA – Travel Request (Non-

Defendant) 
 CJA 20 /30 - Payment Request 

 
 CJA 21/31  - Payment  Request  

 
 CJA 21/31  - Request for Services 

 
 CJA 24  - Transcript Request 

 

 CJA – Order  for Interim Payment 
 CJA – Travel Authorization  
 CJA 20 /30 - Payment Authorization  

 
 CJA 21 /31 - Payment  Authorization 

  
 CJA 21/31  - Authorization for Service 

 
 CJA 24 -  Payment Authorization 

 

 CJA 23 Financial Affidavit  No corresponding event 
 

You MUST enter the CM/ECF 
login, password, and check the 
redaction box.  This is to 
identify you as the attorney and 
that you do represent the filing 
party so you can access the 
document.  
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Frame 24 Court initiated CJA filings. 
 The frames and samples above are for filing a CJA 20/30 Payment Request.  This filing replaces the 

need to file it as an Ex Parte document.   
 

 Other CJA documents attorneys can file are shown in Frame 23 above.  Other than the 
CJA 23 - Financial Affidavit, there will be a corresponding court event filed to  
approve/disapprove/modify the request filed by the attorney. 

Frame 25 Filing CJA documents by the court. 
  

 Frames 1 through 10 show the steps to file the CJA 20/30 Payment Request. 
 Frames 11 through 18 show how an authorized attorney can access the restricted CJA document.  
 Frames 19 through 22 shows how a non-authorized attorney will receive the NEF, but will not be able 

to access the restricted document. 
 

Frame 26 Court filings of CJA documents. 
  

 Court staff will docket the corresponding CJA authorization event when the judge has signed the 
document. 

 At the completion of docketing, a transaction receipt is displayed and NEFs are sent to all of the parties 
in the case. 

 Again, as with CJA documents filed by attorneys, only authorized parties will be able to access the 
document. 

 Document 40 is the PDF of the CJA 20/30 Payment Authorization 
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Frame 27 Accessing the e-mail. 
 

  Attorney 1 - jy-atty-test. 
o jy-atty-test is the attorney representing 

the filing party, Elmer Fudd.   
o jy-atty-test will be able to access the 

document from the NEF for a free look.  
 

 Jy-atty-test has a Yahoo e-mail account set up 
to receive the NEFs 

 

         

Frame 28 The Inbox. 
 In the Inbox, the NEF subject line is displays information as to: 

o Activity in case 09-cr-03000-PAB 
o Party information 
o CJA 20/30 Payment Authorization 

 
 

 Opening the e-mail shows the NEF information and document 40 is a hyperlink. 
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Frame 29 The required login screen. 
 

 After clicking on the document number in the NEF, a CM/ECF or PACER Login screen is displayed. 
  

  
 

 
 

 Click on the Login button. 
 

          
 
Frame 30 Selecting documents for viewing. 
 

 After CM/ECF verifies that jy-atty-test is the 
attorney of record representing the filing 
party, a warning message is displayed. 

 Click the “View Document” button. 
 

 
 

 
 
  

You MUST enter the CM/ECF login, password, and check the redaction box.  This is to 
identify you as the attorney and that you do represent the filing party so you can access 
the document.  
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Frame 31 Viewing the document. 
 

 The document can be printed, saved, or both. 
 You should do at least one of the print/save options, as the free look is gone after the first viewing. 
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Frame 32 NEF notifications for other attorneys. 
 

 From the NEF, other attorneys, representing 
other defendants are listed as also getting a 
NEF. 
  

 We’ll take a look at what Leslie Martin-1, who 
represents the USA can access and view. 

 

 

Frame 33 Logging in to e-mail. 
 

 Leslie Martin-1 logs into to her e-mail 
application. 

 

 

 

Frame 34 Inbox. 
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Frame 35 The required login screen. 
 

 After clicking on the document number in the 
NEF, a CM/ECF or PACER Login screen is 
displayed. 
  

    
 
   
   
 
 
 
 
 

   Click on the Login button.  
  

 
 

 

 
 

Frame 36 The required login screen. 
  

 A message is displayed indicating Leslie 
Martin-1 does not have permission to view this 
document. 
  

 Although Leslie Martin-1 received the NEF, she 
will NOT be able to access the document.  She 
does not meet the access criteria to view the 
document.   

 

 
 

     

 
 

You MUST enter the CM/ECF 
login, password, and check the 
redaction box.  This is to 
identify you as the attorney and 
that you do represent the filing 
party so you can access the 
document.  


