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Section 1: Introduction

Background

The Assigned Counsel Plan’s Web-Based Application — 18b Web — is a new assignment
and voucher processing system for 18b work in Criminal and Supreme Courts. It was
designed for 18b attorneys and employees of the City of New York’s Assigned Counsel
Plan (“ACP”).

You must submit your preferred arraignment parts or intake assignments (“picks”) and
vouchers — both arraignment and case — via this application. You will be required to fill out
your arraignment vouchers online and mail a hard copy to the ACP Office.

Purpose of the 18b Web application
18b Web promises to deliver the following benefits:
e Attorneys will easily be able to access and track the stage of their voucher in the
approval process.
e Attorneys will receive quick email notification of primary day assignments.
e Improving convenience, the program will allow attorneys to access the most up-to-
date information from any computer with Internet access.
¢ Quick and equitable arraignment assignments. 18b Web will assist ACP staff with
arraignment assignments — based on your identified preferences.

Getting started with 18b Web application

In order to get started using 18b Web you will need:
1. To attend a training class
2. Your own email account (available for free at various websites including
mail.yahoo.com and hotmail.com)
3. A computer with Internet access (see the next section of this training manual for
basic PC requirements)
4. Basic understanding of personal computer operation

18b Web Link
www.nyc.qov/18b

Tips
18b Web has been designed to make your user experience as simple as possible.

However, if you are having any technical difficulties with 18b Web, please send an
email detailing your problem and your phone number to
18bwebhelp@finance.nyc.gov. Someone will get back to you within 72 hours.

For increased security, be sure to use at least a six-digit password for your email account.

Although not required, access to a printer will simplify the process for filling out
arraignment vouchers.

Moving around the application
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There are Tabs which identify the different functions (like Case and Profile)
Within each tab, there are links just below. These will be the active
activities. Logout is active for all tabs.

Section 2: System Requirements

Before you attempt to access 18b Web, please review the technical
guidelines below. Most important among them is that you use a computer
with internet access and a recent version of Internet Explorer (no more than 4
years old).

Windows

Intel Pentium Processor

Microsoft Windows 98 or higher (if the PC was purchased within the past 5
years you should have an adequate version of Windows

64MB of Ram (128MB recommended)

10 MB of available hard-disk space

Internet Explorer 5.0 or higher (5.5 or higher recommended — see below for
a free download site)

Macintosh

Power Mac

Mac OS X or OS 8.1 or higher

64MB of Ram (128MB recommended)

10 MB of available hard-disk space

Safari / Internet Explorer 5.0 or higher (5.5 or higher recommended — see
below for a free download site)

Printed: 3/27/2014 Page 4 of 41

File: 18B Web Criminal Attorney Training Guide 2014 v1 06.docx



NYC/Finance/Introduction to 18b Web Application Attorney Training Guide

Internet Explorer is free, so if you do not have a high enough version, or do not have
Internet Explorer, go to the appropriate link below for a free copy of the software:

For a free copy of Internet Explorer 6.0 for Windows PC’s go to:
http://www.microsoft.com/windows/ie/default.asp

For a free copy of Internet Explorer for Macs running OS 8.1 to 9.x go to:
http://www.microsoft.com/mac/downloads.aspx?pid=download&location=/mac/DO
WNL OADI/IE/ie5 classic.xml&secid=30&ssid=11&flgnosysreqg=True

To download Internet Explorer for Macs running OS X go to:
http://www.microsoft.com/mac/downloads.aspx?pid=download&location=/mac/DO
WNLOAD/IE/ie5 osx.xml&secid=30&ssid=10&flgnosysreq=True

Tips

In order to utilize the full features of 18b Web, we recommend that you use Internet
Explorer versus Netscape Navigator.

To determine your PC’s version of Internet Explorer, open up Internet Explorer
and under the menu bar at the top of your screen, click “Help” followed by “About
Internet Explorer.”

To determine your Mac’s version of Internet Explorer [Safari], open up Safari and
click on the apple on the top left of your screen, then click on “About Internet
Explorer.”
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Section 3: Logging in
1. Open your Web browser
Locate the Internet Explorer icon (or Safari icon for Macs) and then double click on it to

launch.

2. Enter the 18b Web internet address

File Edit View Favorites Tools Help f

Google [ wwwm.nye. govf 128 — - e After opening your web browser, type
the 18b Web website address (URL) —
' www.nyc.qov/18b — in the address
section of your web browser.
e Then press the “Enter” key on your
keyboard. /

| B T el v

3. Enter your User Name and Password
In order to access 18b Web you must have your own user name and password (you will
receive your user name and password during the training session). Your user name and
password are confidential and should not be shared with anyone.

A. Click in the User Name field

B. Type your user name

C. Press the “Tab” key on your keyboard or click in the password field.
D. Type your password

E. Press the “Enter” Key

4. If you Forget Your Password
Enter your email address in the field beneath “Forgot your username or password?”.
A temporary username/password will be emailed to you. Remember to change it to
a more appropriate one once you are able to enter the application.
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a 18B - Microsoft Internet Explorer provided by the Office of the Mayor

File Edit ‘iew Faworites Tools Help

4= Back ~ =p - @ i | @Search [ Favorites @Media @ | %v = =

Address [&] hitp:ichgolddevinj186_prodf ~| @eo | Liks

% n l?#fl. | f"_n.

SERVICES | NEWS & FEATURES | CITY LIFE | CITY AGENCIES | OFFICE OF THE MAYOR

Welcome to the official New York City Wweb Site

ACP General Mumber -
212.676.0066

If 2 judge is missing from a Username: I

drop-down menu call
Olga Morcello-Mont at
212.676,0059

For assistance using 13B Web X
18bwebhelp@cityhallinyc.gow Lugln

Fargot your username or password?
Enter your email address and we'll send you it.

| Continue

Password: I

Fequestfor Assignment of
Counsel

E‘ Blank Primary Day Youcher

E Token Dishursement Farm

[F Policy 2Fags
[ Training Manual .:
[+ Training Manusl, Brons Bhd
€l [ [ [ BEvLocalintranet

iiStart”J G - WG |J inbox - .| Elarraign... | Smavo..| Elteewe.. |[E7188-.. |[DHRIHBPE A zosem

5. If you see a screen similar to this:

188 FAQ  LOGOUT Arraignment

6. Congratulations! You have logged in to 18b Web.
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Section 4: Logging out

For security purposes, it is essential that you log out of 18b Web immediately after you

have finished using the application. To log out of 18b Web:

» From any screen within the application, click on the LOGOUT area at the top right

side of the screen.

18BFAQ  LOGOUT

Click here to

log out your
User ID

Tips

In order to decrease the possibility than an unauthorized user accesses your 18b
Web session, you will be automatically logged out after 15 minutes of inactivity.
Clicking SAVE / SEARCH buttons or changing screens will reset the internal clock.

Web.

If you are on a public computer, be especially diligent about logging out of 18b

Printed: 3/27/2014
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Section 5: Scheduling Calendar

It is important that you use the Scheduling Calendar to inform the ACP Office of the
arraignment parts that you are available to work (referred to as picks for the remainder of
this training manual)..

You must submit your picks two or more months in advance of the month in which you are
available to work. So for example, you must submit your picks for the month of April by
11:59PM on January 31st 2004. If you do not submit your picks by the January 31st deadline,
18b Web will not permit you to submit your picks to the ACP Office and you will not receive
any primary day assignments for that month. In order to avoid this, 18b Web displays a
reminder at the top right of the calendar screen, which notifies you of the deadline for
submitting your picks.

18b Web permits you to rank your top 9 picks in rank order, followed by any other parts in
which you would be interested in working. In order to submit your primary day picks follow
the following steps:

1. Click on the Arraignment Tab

2. Click on the Scheduling Calendar Function on the top left of the screen

4} 18B - Microsoft Internet Explorer provided by the Office of the Mayor — =] =]

J File  Edit Wiew Fawvorites Tools  Help ﬁ
J <mBack ~ = - (2D ﬁ | @Search [EdFavorites  SEPMedia ®||%v a

J Address I@ http:ffchaolddevo1) 166 /PdayTabFrameset. aspx LI & Go

Welfcome Jane Doe AL Arraignment Case Profile I

[ [ EE A | Search |
ey -
1

2. Click on the Scheduling} 1. Click on the

Calendar function Arraignment tab.

Local intranet

&] Done B
i start |J [ & & N oay |J [ Irboz: - Micrasaft Outlaok I 18E ‘Web Training Manual. .. II@ 18B - Microsol ft Intern... |<ﬁ£§§|a B 9:33 AM
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3. If the screen displayed in the picture below appears then - Congratulations! You have
accessed the scheduling calendar

3 188 - Microsoft Internet Explorer provided by the Dffice of the Mayor == Iﬂ‘

J File Edit “iew Favorites  Tools  Help ﬁ
J {ABack v =p - @ ﬁ | @Search @Favurites @Media @ | %v a

J Address Iﬁj http:ffchgolddev01 /186{PdayTabFrameset, aspx j @GO

Arraignment Case Profile I

Boro I Queens j‘ Electronic picks are final in 62 days Save | =

Wefcome Jane Doe

ﬂ Sun Mon Tue Wed Thu Fri Sat
29 1 2 ] 4 ] &
ap1 [ Qa-Spﬂ a1 [ Ba-Spj ARl [ ga Spj aR1 [ sasp Al aRl [ Qa-Spﬂ sR3 [ spda
_’I ar2 [ gasp_|arz [ gasp_lame [ gasp_lame [ sasp_lamz [ gasp_| sRe [ gasp
ey [ Sptmw|aR3 [ Splav|aRs [ Sptav|aRs [ sedav|sRs [ Spta v
Z =] 2 10 11 12 13
2R3 [ spda aR1 [ Qa-Spﬂ 2Rl [ Qa-Spﬂ AR [ ga Spj I - Spj AR [ saspsl Rz [ spda
j ARd [ gasp aRz [ gasp_JaRz [ Gasp_Jame [ sasp_lame [ sasp_Jlare [ sasp_| aRe [ gasp
a3 [ Sptaw|aR3 [ Sptav|aRd [ gptav|aRa [ sedav|sma [ spta v
14 15 16 17 18 19 20
2R3 [ spa am1 [ Qa-Spﬂ 2Rl [ aa-s;aﬂ ar1 [ Sa-Spj ar1 [ s Spj ap1 [ Qa-Spﬂ 2R3 [ spta
_’I ARd [ sasp ARz [ sasp_J ARz [ asp_JaRe [ sasp_Jame [ sasp_are [T sasp_| aRe [T sasp
a3 [ spda | aR3 [ Spia~|aRs [ sptav|ars [ spdav|sRz [ spia o
21 z2 23 24 25 26 27
2R3 [ Spa aRt [ Sa-Spﬂ 2Rt | Ba-Spﬂ 2Rt [ Sa-Spj I Spj ap1 [ Sa-Spﬂ 2R3 [ Spta
_’I aRa [ sasp aRz | sasp_Jarz [ sasp Jare [ sase lame [ osasp lare [ osasp | aRe [T sasp
2R3 [ Sp-1= v | 4R3 [ Sp-1a = | AR3 [ Sp-1a = | AR3 [ Sp-1a | ARS [ Sp-ta — |
28 29 20 31 1 2 &
2R3 [ spta ARt [ Ga- Spj a1 [ Ba-Spﬂ art [ Sa-Spﬂ
_’I ara [ sasp aRz [ sasp_Jarz [ sasp_fame [ sasp o
a3 [ Snda | AR [ Spdav|aR3 [ Spda |
4 = =2 7 a8 = 10 LI
@ Done lili ,7 E Laocal intranet
iﬁstartl“ ] & ® oA |J 75 Inbax - Microsaft Outlook | ) 188 Web Training Manual... "@ 18B - Microsoft Intern... |(E|Eﬂ§[aw M@ o3sam
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4. Familiarize yourself with the scheduling calendar screen - there is a lot of functionality
available on this screen. Note that at the top right is a warning, which informs you of
how many days that remain before your picks are final.

5. To switch months, you must go one month forward or backwards at a time. Click on
the abbreviated month at the top left of the calendar to go back a month and click on the
abbreviated month at the top right of the calendar to go forward a month.

6. Click on the Label (blue underlined text) of your top choice. A “1” should appear in the
Field next to that choice, and the field should turn purple.

\
4. Number of
; 186 - Microsoft Internet Explorer provided by the Dffice of the Mayor d ayS I eft befo re - |ﬁ‘ |5|
Fle Edit ‘iew Favorites Tods Hel . . ﬁ
J e Il e avorle ools ep pICkS are flnal
| ek - 5 - D[4 G| Qe NS EEH
Jnddrass Iﬁj http:/fchgolddev01/18B{Pday T abFrar 6 CI | Ck on yO ur v| @eo
top choice —the t [ ]
. Noe Arrai t | C Prafil
Do ‘EI’! Should appear Frailgnmen ase rolile
Boro I Queens hd I Elzctronic picks are final in 62 days _ =
eh 00 Ap
:I Sun Mon Tue Wed Thu Fri Sat
1 2 = 4 = 3
ap1 [T Sa-Spﬂ 2Rl | aa-s;aj art [ Sa-Spj arl [ Sa-Spj apt [ Sa-Spﬂ 2R3 [ spa
z aR2 [ sasp_|aRe [ sssp_lame [ sasp_lame [ sssp_laRz [ sasp_| aR4 [ sase
AR3 Sp-1a | AR3 Sp-la « | ARS fp-la - | 4RI Sp-1a «| ARZ Sp-la + .
[ setav|ars [ sptav|ems [ sptav|ams [ setafams [ spta| 5b. Click
y =] 2 10 11 12 13
5a. Click 2Rt [ sa-sps|apt [ sespalamt [ sagpslamt [T saspa|amt [ Sa-Spﬂ 2R3 [ Spda here to
h ) t ar2 [ sasp_|are [ sssp_lame [ sasp_lame [ sasp lamz [ sasp | sma [ sase go to the
ere Oh 2R3 [ Sp-1a v | AR3 [ Sp-1a | ARS [ Sp-1a | ARS [ 5p-1 v | ARS [ Sp-1a v | next
o to the
goto = = = B S 20 month
previous st [ gaspslart [ Ba-Spﬂ ar [ Sa-Spﬂ arl [ Sa-Spﬂ apt [ Sa-Spﬂ aR3 [ Spda
month arz [ sasp_|arz [ sesp_lame [ sasp_lame [ sesp_lamz [ sasp_| ame [ sasp
N 2R3 [ Snda | AR [ Splav|aR3 [ Sptav|aRs [ sedav|sRs [ Spda v
21 22 23 24 25 26 27
2R3 [ spa ARl [ gaspAlami [T Qa-Spﬂ R [ Qa-Spﬂ R [ Qa-Spﬂ a1 [ Qa-Spﬂ sR3 [ Spa
=l 2R4 [ sasp aR2 [ sasp_lamz [ sasp_lame [ sasp_lame [ sesp_arz [ sasp_| ame [T gasp
a3 [ sptaw|aR3 [ Spiav|aRs [ sptav|aRs [ sedav|sRs [ spa v
28 29 30 31
2R3 [ spa aR1 [ sasp Al amt [ Gaspalamt [ Qa-Spj
_>| aRd [ sasp aRz [ sasp_Jarz [ sasp_JaRz [ sasp s
ey [ sptaw|aR3 [ Spdav|aRd [ gpdta |
= |
&] [ [ [ [BELocalintranet
§a5tart||J ] & (G R |J (2] Inbox - Microsaft Outlook | 186 Web Training Manual,.. ”@ 18B - Microsoft Intern... |<ﬂ§ﬂa P miaam
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7. Click on the Labels of your next 8 choices (your screen should look similar to the
screen below).

8. If you would like to change your selection, simply re-click on the Label you wish to
change.
a. You can also type in your rank (1 through 9), in any Fields.

; 186 - Microsoft Internet Explorer provided by the Dffice of the Mayor - |ﬁ‘ |1”

J File Edit View Favaorites Tools Help ﬁ
J Back v =p - @ ﬁ | @Search @Favorites @Media @ | %v a
J Address I@ httpeffechoolddeyvol 186{PdayTabFrameset, aspo j @G
Wefcome Jane Doe Arraignment Case Profile I
Boro I Queens hd I Elzctronic picks are final in 62 days - =
Mon 7' CIICk On Thu Fri
1 the labels of s 5
51 axt | Mﬁ your next 8 L Sa'spj et [ Sa's‘ﬂ e [ | sea
aR2 [ 8a-5p . [“oasp_lakz [ sasp | aR4 [ sase
8R3 [ spita x| choices [T sotav|ak3 [~ spta v
z g8 a 12 |
2R3 [ spta aRt [ Sa-Spﬂ 2Rt | Ba-Spﬂ AR 1 [ Sa-Spﬂ ap1 [ Sa-Spﬂ 2R3 [ Spda
_’I aka [ sasp aRz [ sasp_|arz [ sasp_|ame [T osasp_lorz [ sasp_| ame [ sasp
2R3 [E Spls | ARS [ Sp-1a | ARS [ 5p-1 v | ARS [ Sp-1a v |
. 16 17 13 20
8. Re-click on Spﬂ a1 [ Qa—Spﬂ AR1 [& Qa—Spﬂ a1 [ Qa—Spﬂ &Ry [ spa
a |ab e| to sp_|erz [ sasp_|ame k2 [ sasp_laRz [ osesp_ aRe [ sasp
18 v|&R3 [ sptav|2R3 [ spia e [" sptav|arzs [ spia v
remove that ~ - - ~ ~
. 23 24 25 26 27
D|Ck Spﬂ o e P Qa-Spﬂ eRl [ saspalam [ Qa-Spﬂ a3z [ spita
== asp_) Rz [ sasp_Jamz [ sase_Jame [ sasp_Jame [ sase_| e [ sasp
[" sptav|aRa [8 spiaw|aks [ spiaw|aRs [ Spdav|aRs [ Spta v
28 30 31
2R3 [ s [ Qa-Spﬂ 2Rl [ Qa-Spﬂ R [ Qa-Spj
_>| aRe [ gasp [easp_lars [~ sasp_lame [ samo [
[7 sptav|ama [ sptav|ama [ spta v
= |
& Dore [ [ [ |BEvLocalintranet
§a5tart|“ m & G @ & |J (=} Inbox -MicrosoF...l @ISE ‘Web Trainin... ”@133 - Microsof... Q,MY Computer | () windows Media ... | |<ﬂ?ﬂaw @ Cj 10:27 AM

9. Now select additional parts that you are willing to work, but that are not your top nine
choices — by clicking on the Labels associated with those parts. Note the following:
a. You may select as many parts as you would like.
b. The more you select, the more likely you are to obtain an assignment for that
month.
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10. To select all parts for a specific day, click on the date.
11. To select all parts for a specific week, click on the > box at the left of each week.
12. To select all parts for the month, click on the >> box at the top left of the screen.

13. If there are more than 3 parts in a given day, be sure to scroll down to view

those parts.

3 188 - Microsoft Internet Explorer provided by the Dffice of the Mayor ;Iilﬂ‘
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all parts for
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14. You must click on the SAVE button in order to submit your selections to the ACP
Office. Otherwise, your picks will be lost.

Note: Leading up until the end of the selection period, you can make
changes to your picks as often as you would like. The ACP Office will
only receive the version of your picks that is saved at the end of the
selection period.

/3 18B - Microsoft Internet Explorer provided by the Dffice of the Mayor == Iﬂ‘

J File Edit View Favorites  Tools  Help ﬁ
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15. If the ACP Office assigns you to an arraignment session, you will receive an
email notification and your scheduling calendar will indicate which part you have
been assigned.

TIP

Using the Scheduling Calendar, there are several different ways to select your
picks. Spend some time learning all of the different functionality and always
be sure to hit save after making your selections.
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Section 6: Arraignment Vouchers

Through 18b Web you can submit your arraignment vouchers, as well as track their
history and check on their payment status.

Once you have been assigned an arraignment shift, you will be able to access a
blank arraignment voucher in 18b Web. This blank voucher will contain some basic
information about the part at the top of the voucher (“header”). If possible, you should
print out this voucher prior to the arraignment shift in order to avoiding having to enter
the header information yourself.

A. Locating and printing an Arraignment Voucher
1. Click on the Arraignment Tab. 18b Web defaults to the Arraignment Tab — if you
have just logged in then you are already in the right place.

2. Click on the Assignment History Function.

3. Locate the primary day voucher that you would like to submit by narrowing the
search. You can narrow your search by: (1) Entering an assignment number; (2)
Selecting a month or year; (3) Selecting the status “Open” (18b Web automatically
defaults to this status). Then press the “Search” button.

3 18B - Microsoft Internet Explorer provided by the Dffice of the Mayor = Iﬁ‘ Il”
J Flle Edit “iew Favorites Tools  Help ﬁ
J P Back = = - @ ﬁ | @Search @Favorites @Media @ | %v -

J Address I@ https: }fa002-00m01, nye, gov/18BPdayTabFrameset, aspx j @GD

Arraignment Case Profile l

Welcome Attorney Trainee #03
AssignmentyHistory | Scheduling Calendar

x| |<all=

court date

| =

Search

1. Click on the
. Arraionment Tab

2. Click on the

~
“Assignment 3. Narrow your search
History” and then press the
function “Search” button
J
&ione REE T

iistart”J m & @ @ @ |J (D) Inbox - Micr. . | Scatt's Traini... Etrainingman...l 188 Web Tr... ”@133—Micru... @WE‘CUWE'ZU | |<‘EJ£W§'§|Q@@ 5136 PM
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4. A list of all of the vouchers that meet your search criteria will appear. The more
you narrow your search, the fewer the number of primary day vouchers that appear.
If your search yields more than 10 results, the list will be more than 1 page long.

Select the primary day voucher that you wish to locate by clicking on the assignment
number.

a 186 - Microsoft Internet Explorer provided by the Dffice of the Mayor

NETES|
J File Edit View Favaorites Tools Help ﬁ
J Back v =p - @ ﬁ | @Search @Favorites @Media @ | %v -
J Address Iﬂj https: ffa002-00mi 1. rye . gov 1 8E/PdayTabFrameset. aspx j @GD

Welcome Attorney Trainee #03
Assignment History | Scheduling Calendar

| I LI |<all= LI Search |
(T el e N

32416 1-3-2004 open 12-4-03 §0.00

32381 12-3-2003 open 12-4-03 $0.00
1

Arraignment Case Profile I

2. Click on the
assignment number
you wish to submit

Eoms BN YT —
iﬁstart”J m & @ @ @ |J (L) Inbox fl aScott's...l Etra\ning...l @ISB W "@183—... @Welco‘.. | B can vo.. | |<ﬂ$®ﬁagcj §:36 PM
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5. The arraignment voucher looks just like the voucher you currently use, with a few

exceptions:

e The Fields in light green are automatically tabulated — you may not edit

them.

e Your name address, phone number, and information pertaining to the part
you have been assigned have been pre-populated.

|-+ - @[ QoS ES S0 E

Wefcome Jane Doe

Header
information is
prepopulated
by 18b Web

Assigned Counsel Plan - Arraignment / Primary Day Voucher

Mail completed form and all requests for assignments for each retained case to.
243 Broadway - Roam 200, New York, Ny 10007 (212) 676-0066

Attorney Name: Jane Doe Address: 253 Broadwa Znd F1.
Teleph # {212)555-5555
Assignment Date Boro Part
32308 Fri Jan 2, 2004 Queens AR1
Start Time Recess Out Recess In End Time Total
Case Details

Total Number of Cases Handled:
Less... Cases disposed at arraignment:

Arraignment Only Cases:

Calendar/Other Activity: (Non-Araignment Part)

Total Cases Retained:

AT e

Voucher Total

Transit Fare Expenses

1

Attorney Certification

Attorney Number Attorney Tax ID

Signature

10580 22-3545202

Cenified Comect: The above number of defendants were représented by me at amaignment. | affimn under the penahty of perjury that the services mers
performed. Al future vouchers submitted for other services rendered on these matters will no include payment request for these ATsignment services.

Judge Approval

Name Signature

Date
=l

You are not
permitted to
change the light
green fields

NS
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6. Although not required, prior to working an arraignment, you can print out the arraignment
voucher, as opposed to using a blank form. To print the voucher, click on the “Print” Button

at the bottom of the screen.

| & -+ -@[NmDEDSESEHE

Welcome Jane Doe

1 LUNIKIBIE0 01 a1 Al e s sl 100
253 Broadw

ay - Room 200, MNew

ARSI ELS (U] B L L B Lass W
“York, MY 10007 (212) 676-0068

Total Number of Cases Handled:
Less... Cases disposed at arraignment:

Arraignment Only Cases:

Calendar/Other Activity: (Non-Araignment Part)

Attorney Name: Jane Doe Address: 253 Broadwa znd F1.
Teleph # (2124)555-5555
Assignment Date Boro Part
32308 Fri Jan 2, 2004 Queens AR1
Start Time Recess Out Recess In End Time Total
Case Details
FEL Mis VIOLS TOTALS

Total Cases Retained:

AT e

Transit Fare

! |

Voucher Total

Expenses

-
6. Print the

Attorney Number
10580

Attorney Tax ID
22-3545202

Certified Comect: The above number of defendants were represented by me at araignment. | affimn under the pen:
perfarmed. Al future wouchers submitted for ather services rendered on thase marters will no include payment req

Attorney Certification

Signature

arraignment

voucher

alty of perjury that the servioes were
uest for these ATaignment services.

Name Date

Judge Approval

Signature

=l

Save Changes |

Submit for Approval |

Frint |

7. At Court you should fill out the printed paper voucher (or a blank voucher) and have the

judge sign it, just as you currently do.
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B. Submitting an Arraignment Voucher

After you have worked an arraignment and have obtained a judge’s signature, you must fill
out the arraignment voucher online and then mail the printed version to the ACP Office.

1. Locate the Arraignment Voucher within 18b Web (follow steps 1-4 from section A above).

2. Fill out the voucher using the tab key or mouse to move between fields. Note that you are
not permitted to fill in the light green fields. Also, be sure to select the proper judge who
presided over the arraignment part. If the judge does not appear in the drop-down menu,
call the ACP Office and the judge’s name will be added to the list for you.

3. If you are not ready to submit the voucher, but would like to save your changes, press the
“Save Changes” field.

4. When you have completed filling out the voucher, press the “Submit for Approval” button.
If you incorrectly filled out a field, you will not be permitted to submit the voucher and that
field will turn red. Correct the field and press “Submit For Approval.” You must then submit
the original signed voucher to the Assigned Counsel Plan office.

[&-» Qb EdI B SHE E

Welcome Jane Doe

1 LUNIRISISL 10111 a0 all B Ests 100 2551400 ELE 100 BaLi B B0 Lass '
253 Broadway - Room 200, New York, MY 10007 (2123 676-0068 E -

Attorney Name: Jane Doe Address: 253 Broadwa 2nd F1.
Press Tab to Telephone #: (212} 555-5555 You are
advance to not
the next field Assignment Date Boro Part permitted
32308 Fri Jan 2, 2004 Queens AR1
on the to change
Start Time Recess Out Recess In End Time Total .
screen or | the light
click your ~7 green
mouse I!’] the Case Details fields
appropriate HOM  FEL  MIS VIOLS ~TOTALS
f|e| d Total Number of Cases Handled:
Less... Cases disposed at arraignment:
Arraignment Only Cases:
Calendar/Other Activity: (Non-Arraignment Fart)
Total Cases Retained:
Voucher Total
Transit Fare Expenses Total
3 ¥
o p ge. list defendant Copies of receipts must be attached Payment amourt uill be caloulated
mi d docket # for each toks B-1/2 X 11 sheet (retain originals). based on hours workced.
Altorney Certification
Attorney Numhber Attorney Tax ID Signature
10580 22-3545202

ied Comect: The above number of defendants wers represerted by me 2t amsignment. | affimm under the penalty of perjury that the services were
ormed. Al future wouchers submitted for ather services rendered an these matters will no includ payment request for these Arzignment services.

Be sure to
select the
proper

Judge

Judge Approval

Name Date Signature

= | |

Save Changes | Submit for Approval | Print | =
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C. Checking on the History of Your Arraignment Vouchers
After you have submitted an arraignment voucher, you can check on the payment status of
the voucher on your own — you will no longer need to call the ACP Office for assistance.

1. Click on the Arraignment Tab. 18b Web defaults to the Arraignment Tab — if you have just
logged in then you are already in the right place.

2. Click on the Assignment History Function.
3. Enter an assignment number and press the “Search” Button.

4. The status of the Arraignment voucher will be displayed. Note that the three statuses are
Open, Submitted, and Sent to FISA.

3 18B - Microsoft Internet Explorer provided by the Office of the Mayor =& Ill
J File Edit View Favorites Tools  Help ﬁ
| ek - 9 @ 2 4Y| Q= G 2. Click on the

J Address I@ http:fjchaolddey01/186/Pday TabFrameset. aspx: “Assignment j Pao

i I LI |<a|\> LI Search
o] courtartesttus ———| o]

1-2-2004 open 12-1-03 F0.00
1

3B. Press the
“Search” Button 1. Click on the
“Arraignment”
tab

3A. Type an
assignment
number

4. The status of
your voucher is
displayed here

|€| Dong ’_ l_l_ E Local intranet
iistart | “ m g @ @ @ “ Inbox - Microsoft Cutlook | ISB ‘web Training Manual. .. ”@ 18B - Microsoft Intern... ‘@Eaﬁla W @ CD 4:51 PM
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TIPS

18b Web displays the history of primary day vouchers for all payments from
when your county starts to use the application, for a maximum of two years
from the date a voucher is paid. So for example, if your county goes live in
January 2004, in May 2004 you will be able to see all of your primary day
vouchers from January 2004 through May 2004. However, in May 2007 you
will only be able to view primary vouchers as far back as May 2005.

Be sure to print out or save your vouchers for your own records. To save a
voucher, go to File/Save As.

Printed: 3/27/2014
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Section 7: Case Vouchers

18b Web enables you to update and submit case vouchers, check on the status of a case
voucher and check your case voucher history. With 18b Web, you will no longer need to
mail paper case vouchers to the ACP Office (note that you still need to mail paper
arraignment vouchers to the ACP Office).

A. Locating Case Vouchers
1. Click on the Case Tab (18b Web defaults to the Assignment History screen when
you click on the Case Tab).

2. The Assignment History screen allows you to search for case assignments (and the
corresponding vouchers) by assignment number, defendant’s name, docket or
indictment number, or case status.

3. Once you have entered your search criteria in the Assignment History fields and
clicked “Search” 18b Web will display those vouchers matchlng your guery. Click on
the voucher assignment label to display a specific ele ] oucher.

1. Click on the
“Case” Tab

3 18B - Microsoft Internet Explorer provided by the Office of the Mayor
File EdR View Favorkes Tock Hebp

“oack - - D ) | Quesch lFavortes Preds 3| - D & I

Address [ ) hetp:ffchoolddev01/188/CaseTabFrameset aspx

Welcome Jane Doe

=l [ [ foper =] soan |
ossin noldctendant I

250, Thomes 20030N0 open 11-29-03 11-23-2003
250¢  Reymond 20030N0 open 11-29.03 11.23.2003 $0.00
25050, Ganeshan 2003GND open 11 \ $0.00
2A. Enter all or part of 1

an assignment
number, defendant
name, docket or
indictment number, or
status form the drop-
down menu.

3. Click on the
underlined blue
assignment number
to view the
electronic voucher

B. Click the Search
button

C. 18b Web will
display those
vouchers fitting your
search criteria

&) bone Local intranat
qun| e | lrhoxMcrosI £)188 - Micros... _J\\MA T PGV sam
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4. Congratulations! You have found your voucher.

Welconre Armamey &1

Aggigvend History
Canara | Ackraby | AFirmabicn
Case Judge e REsclution
AEENF onnoon AITREL a-3011 - -
Borough DK Caseft 3
Drberviant  Luix Expense
e T T
Dokt Deapoxall
Tresrvgkemad b (L=
ACP Comments

- E L] -

Toasl
FrCoun S525 0 (T00 @ ETSN
Ouk-Coud __ SERE (0000 ST5h
Espenzes

Tolgl 3SAEH

Messages are displayed
here at the bottom-left of
the voucher.

- Green color indicates
success or confirmation.
- Yellow color indicates a
warning.

- Red color indicates an
error. Errors must be
corrected before the

voucher can be
lemitted.

/

e pat

ACP comments
regarding the voucher
are displayed here

Click the “pdf”
button to display
and print a voucher
report for your
records

Total charges and
expenses are

displayed here at
the bottom-right of
the voucher
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B. Updating Case Vouchers
1. Locate the voucher you wish to update following the steps outlined above.

2. The information contained in the “Case” section is provided by OCA and is read only.
It cannot be edited.

3. Select a “Judge” from the dropdown list.

= By default the judges shown in the dropdown list are only those working in the
same borough and court as defined for the case.

= To see a list of all judges, regardless of borough or court, click “other” above the
dropdown list. To reset the list to its default values click “back” above the
dropdown list.

=> If the name of the judge you need to select is not in the dropdown list, contact the
ACP office to have the name added to the list.

4. Select a “Resolution” from the dropdown list.

5. Add or update expenses in the “Expense” section:

a. For each expense you wish to add:
i. Click “add” in the grid header
ii. Enter a brief description in the “expense” column
iii. Enter the amount of the expense (USD) in the “amount” column.
(Note: dollar sign, comma separator and decimal point are not
required)
iv. To store your entry, click the disk icon on the far left of the line item
v. To cancel your entry, click the curved-arrow icon on the left of the line
item

b. To update an expense:
i. Click the pencil icon on the far left of the line item
ii. Make the necessary changes to the “expense” column and/or the
“amount” column
iii. To store your entry, click the disk icon on the far left of the line item
iv. To cancel your entry, click the curved-arrow icon on the left of the line
item

c. To delete an expense:
i. Click “x” on the far right of the line item

When you are done adding, updating or deleting expenses you must click the “Save”
button to commit your changes.

Please mail copies of the receipts (copy of front/back of the canceled check, bank
statement or stamped PAID invoices) to the ACP Office and write the
assignment/voucher # on them.
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Welcome Attorney #1 18BFAQ  LOGOUT

Arraignment J'r Case erﬁIe

Assignment History

-
| General | Activity | Affirmation

Case Judge Resolution ‘
other...
Assign# 000000 Arrest  3-8-2011 v A
Borough  Bromx Case# 3
etencant  Late Expense 1 - Select a “Judge”
Fetony | odd lexpense | _amound] |
Docket Dispostion 2 —_ Select a
2011BX Transferred to Other Jurisdiction

“Resolution”
3 — Add Expenses

Note: 18b Web
ACP Comments receives this data
from OCA. It

m

N
cannot be edited Click the “Save” button
after all changes
\ )
save @,

-------------------------------------------------------------- Total

M Voucher Saved Successfully M In-Court S525.00 (7:00 @ S7S/hr)

E.ﬂn attached electronic affirmation must justify 1:00 biling during lunch E Out-Court  S0.00  (0:00 @ $75/hr) W

Expenses $0.00

Total 3525.00

6. Add or update case activities:

a. To add or update an activity:
i. Use the drop-down menus for category, activity and part and the fields for date,
start time and end time

ii. Click the “Save” button when all changes are done

b. To delete an activity:
i. Click the checkbox in the “Del” column of the line item
ii. Click the “Save” button
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Welcome Attorney #1 18BFAD  LosouT Arraignment Jr(ﬁe erﬁIe |
Assignment History
General | Activity | Affirmation i
date category / activity / provide details part = -
5-1-2011 1z-gsam |r|—Tr|ﬂ\[:[.|nducled y 0 * O \
| - If you want to
5-1-2011 Egg::: :m—a'rrna\(:ondumad : 01 - [ delete an Item’
i click on the check
. - 3 box on the far right
T i e peme — ~ M| < and then click the
| Fill in -iE “Save” button |
E— activities /
. . ~| O
| line by line
| | O
— = = 18b Web displays activity
<Al - ‘: i
by month and year. To view
— B, activity for a given period,
.VMhersmdsums ................... . Tomm’com wreoo @ Select the month/yeal’ from
ST I Nt Durcet _tom omasn this dropdown list
Total $525.00
Click the “Save” button
after all chanaes
Notes:

o Clicking “Save” after you fill in an entire page of activity will create additional blank lines

e The system will shade a cell in red when your entry is incorrect or incomplete. If a red
cell appears, make the necessary changes and click “Save” again

7. System Validations

When you have entered all of the billing information on a particular page, click the “Save”
button at the bottom of the page. If there are any issues that prevent the validation of your
voucher, they will appear in the box that appears just below the “Save” button. Please see
above Figure. You will not be allowed to proceed until an appropriate action is taken.

8. Rules for On-Line Validations
In some cases, you will be required to file affirmations with your on-line voucher. An
affirmation is required in the following situations:

> Over Billing

You are allowed to bill a total of 12 hours on any day. If you bill over 12 hours total or more
than 7 hours for in-court activities in any one day, you will see an error message for
overbilling as shown in a figure

> Over Cap

If you attempt to save a voucher with a total amount exceeding the statutory maximum
of $4,400/for a felony case or $2,400 for a misdemeanor case, you will see an error
message as shown in Figure 7.5.
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4 Lunch Time In-Court Activity

If an in-court activity is entered between 1pm and 2pm and the duration of the activity is
more than 15 minutes, an error message will be displayed as shown in Figure below.
(Please note that in-court activity is when court is in session.)

If your voucher contains overbilling, over cap or lunchtime in-court activity, you will
receive an “error” message if you attempt to submit the voucher without providing the
necessary affirmation.

Under the “Case” tab, you will see a tab labeled “Affirmation” next to the tabs labeled
“General” and “Activity”. Once you click on the “Affirmation” tab, you will be able to
provide details for the on-line affirmation.

To provide an on-line affirmation:
a. Select the type of activity from the dropdown list near the top of the Affirmation tab

b. Enter the reason for the activity in the text area beneath the declaration
c. For each additional type of activity repeat steps “a” and “b” above
d. Finally click the “Save” button

Note: The Affirmation tab will not be visible unless your voucher contains overbilling,
“over cap” or “lunch time in-court activity”
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Welcome Attorney #1 18BFAQ  LOGOUT Arraignment Jrag erﬁle |
Assionment History.
General | Activity | Affirmation I ¢ i
i - e ————

Affirmation Lonehims Adtes = 1. Select the type

[Criminall COURT, THE STATE OF NEW YORK Voucher# [000000] i

[Bronx] COUNTY Case#: K] 1 Of aCtIVIty from

The Peaple of the State of New York th e d ro p d OWn I |St

-against- Affirmation

Defendant Docket/Indictment No.

Luis 2011BK

|, Attorney #1 an attorney duly admitted to the practice of law in the courts of the state of New York, do hereby affirm, under the penalty of
perjury, that the following is true:

™ 2. Enter the reason
for the activity in the
text area

m

3. Click the
it L“Save” button

:---------- ----------------------------------------------: Total

Voucher Saved Successfully : In-Court $525.00 (7:00 @ S75/hr)
QUUst ustify 1:00 biling during lunch : Out-Court _ $0.00 (0:00 @ S75thr)
...................................................... Expenses  50.00
Total $525.00

\

after all changes

* 2 attached electroniy

4. If, after completing the
voucher, you wish to waive
your fees, click the “Waive
Fee” button and the
voucher will be submitted

\Tn the ACP )

9. Waiving your Fee
If, after completing the voucher, you wish to waive your fees, click the “Waive Fee” button.

» Clicking the “Waive Fee” button will submit the voucher to the ACP.
» Vouchers submitted via the “Waive Fee” button are no longer displayed in the
Assignment History Table.

10. You may make changes as many times as you wish before electronically submitting a
voucher to the ACP.

Always remember to click the “Save” button to commit all of your changes.
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C. Submitting Case Vouchers
1. Locate the voucher you wish to submit.

2. Be certain you have supplied all of the following information:
a. Judge
b. Resolution
c. Expenses (if applicable)
d. Activity
e. Affirmation(s) (if applicable)

3. Correct any errors identified in the voucher status field near the bottom-left of the
voucher. Errors are in red, warnings are in yellow.

4. Click the “Save” button.
5. Finally, click the “Submit” button.

6. After a case voucher is electronically submitted, you can check on its status via the Case
Assignment History Table.

*** Please check the “Comment Box” for information pertaining to “Submitted” status
after more than 7-10 business days after submission of the voucher. It will inform you
of the reason why it cannot be validated.

Welcome Attomey #1 1SBFAQ  LOGOUT Arraignment Jr Case rProﬁle

Voucher status is
shown in the

“status" column
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NOTES

Although 18b Web was built using the latest and best technology, we
recommend that you maintain your own records for each case voucher. For
your convenience, you can print all screens within 18b Web.

In 18b Web, if the ACP Office rejects an Attorney voucher, you will receive an
email notification, and the voucher status will revert back to “Open.”

If the name of the Judge for your case is not available in the “Judge” drop-
down menu, then call the ACP Office and they will add the Judge to the drop-
down menu.

If the OCA data displays the incorrect disposition, please call the ACP Office
and let them know.
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Section 8: Expert Voucher Approval by Attorney

18b Web features a new Expert Voucher, submitted by the expert for online review and
approval by the Attorney.

Please review the full workflow for Expert Vouchers in Appendix D — Expert Voucher
Process Flow.

The below screens allow the Attorney to view and submit (approve or reject) expert
vouchers to ACP for forwarding to the Court, and, if approved, for payment to the
Expert. When the Expert submits the voucher the Attorney will receive an email
indicating that a voucher is waiting for review.

The Attorney can check on the status of an Expert Voucher, as well as check the expert
voucher history.

A. Locating Expert Case Vouchers
1. Click on the Expert Tab (18b Web defaults to the Assignment History screen when
you click on the Expert Case Tab).

2. The Assignment History screen allows you to search for Expert case assignments
(and thereby the corresponding vouchers) by assignment number, defendant’s name,
docket or indictment number, or expert case status.

Click on the Expert tab

Arraignment Case J Expert m
Weicome JiR James Jik

Assignment History

Voucher(s) submitted for attorney review

| || || || | | submitted for attorney approval |+ | I search ] 1 hit
360 Emmanuel ) 2013KN I—-8-20132 submitted for attorney approval 2-18-14 E180.00

1
$180.00

Clicking on the underlined Blue assignment
number will take you to the electronic voucher

3. Once you have entered your search criteria in the Assignment History fields and
clicked “Search” 18b Web will display those vouchers matching your query. Click on the
voucher assignment label to display a specific electronic case voucher.
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4. When clicked on the underlined blue assignment number will take you to the
electronic voucher.

B. Reviewing the Expert Case Voucher

1. Review the expert’s defendant name, docket or indictment number, expenses, and
total amount.

EXPERT MAME : Firearms Experts, Inc. [ Expertise : Ballistics )

Case Judge Resolution

Azsigng 000360 Arrest  5-14-3013

Borough Brooklyn Cased 4183

Defendant  Emmanuel Expense

Charge Hisdemeansr (o lesser)
Docket Disposition

2013KN Flad Guilty, Sentence iImposed

ACP Comments

ACP comments regarding the
voucher are displayed here

R R R R R R N R R R R R R R R R R RN R RN ] Total
L]

:‘.-'cucher Submitted for attorney approval 02-18-2014 11:20am . In-Court $0.00  (0:00 @ SB0/hr)

Qut-Court  2180.00 (3:00 @ 250/hr)
Expenses _ S0.00
Total §180.00

Total charges and expenses are displayed
here at the bottom-right of the voucher
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2. Click the Activity tab and review the date(s) and hours (s) and activity descriptions.

General |Au:tivit\,r| Affidawvit | Affirmation

3. Click on the Affidavit tab if it is over the cap of $1,000. 00 and review it.

General | Activity Affidavit|

Affidavit

[Criminal] COURT, THE STATE OF NEW YORK
[Brooklyn] COUNTY

The People of the State of Mew York

Voucher® [000360]
Case# [4183 1]

-against- Affidawvit
Defendant Docket/Indictment No.
Emmanuel 2013KND
Lttorney
James ..

I, Firearms Experts, Inc. cerify pursuant to the penalty of perjury that the following work product and semnvices described in the
vaucher and accompanying worksheet and expenses are cerified to be correct.

| have been assigned to work for the Criminal Court/ James J. for the defendant, Emmanuel by order dated

amiz01z
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In some cases, you will be required to review the affidavit from the expert and to file
affirmations approving the expert affidavit for Over Cap of $1,000.

Click on the
Affirmation tab

General | Activity | Affidavit | Affirmation

. Over Cap |
Affirmation

[Criminal] COURT, THE STATE OF MEW YORK Youchers: [000360]
[Brooklyn] COUNTY Case# [4183 1

The People of the State of New York

-against- Affirmation
Defendant Docket/Indictment No.
2013KN0

Emmanuel

I, James J. an attorney duly admitted to the practice of law in the courts of the state of New York, do hereby affirm, under the

penalty of perjury, that the following is true:
| have been assigned to represent the defendant, Emmanuel ., by order dated 2/8/2013.

| utilized the semvices of expert Firearms Experts, Inc.  in conjunction of my legal representation of the above-named client.

| further affirm that | have reviewed the accompanying certification of the named expert and that the extraordinary circumstances in this
case detailed therein required work by the expertin excess of the statutory cap of $1,000.

I have reviewed the expert's affidavit and approve of the explanation.

Attorney enters
comments about the
expert’s Affidavit.
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C. Approving and Submitting the Expert Case Voucher

You can approve the voucher by clicking on “Approve” and then click on “submit” or
reject the voucher by clicking on “Reject”. You must enter reason why you reject the
voucher and it will be returned to the expert. 18b Web will display those vouchers fitting
your search criteria

Click on either
Approve or Reject

James .. Jaffirm under penalty of perjury that the named expert was duly appointed to this case by

rder

dated 3/8/2013. | further affirm that | utilized the services of this expert in conjunction with my legal
representation of the named defendant and | have reviewed the voucher and worksheet of this expert. The work
product and services described in the voucher and accompanying worksheet are consistent with my

C Reject understanding of the senices performed by this expert.

pdf

Then Click
on Submit

***% |f you click on “Reject,” you will be required to enter an explanation (comments)
why.

Then the Voucher is sent back into the Expert’s queue with a status of Open. When
the Expert opens the Voucher, your explanation will be displayed.
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Section 9: Updating Your Profile

18b Web allows you to view the profile that the Assigned Counsel Office maintains on
you. Your name, FMS #, Tax ID #, phone numbers, fax number, address, borough
assignment and panel assignment(s) are all maintained by the ACP Administrator for
your county and will appear as read only on your profile screen. If you wish to change or
update this information, you must contact the ACP Administrators in writing.

Your username and password will be provided to you at training. Your user name is the
first initial of your first name plus your last name. You should change your password as
soon as you have an opportunity.

/3 18B - Microsoft Internet Explorer provided by the Office of the Mayor I =
J File Edit Wiew Favorites Tools Help ﬁ
| dpak - = - @[5 AY Qoo GFaotes veda C4| 2 5 S

| Address [&] hetp:fichaelddevo1/18B/AttorneyTabFrameset s =l @ce

Arraignment rtasel Profile ]

Welcome Jane Doa

Mame FMS Tax ID

Jyane l_ | |ens-ee-a2 |22-3545202
Phone 1 Phane 2 Fax
Jz1zmsssss | [z1ze55-555:
Address City ST Zip
[263 Broadway, 2nd FI.| [Hew vor IW [10007
R T
Branix Criminal 11-24-2003 11-25-2003
Manhattan Supreme 11-24-2003 11-25-2003
Queens Criminal 11-25-2003
QUeens Supreme 11-25-2003
User NamBIJDoe Etmail 1 Ijanedoe@yahoo.com
Paszward s i
(CURRENT) I Email 2
O —
|€| Done ’_ ’_ ’_ E Lacal intranet
iastartl | & & ® DA “ [} 1mbe - Microsaft Outioak | 181 186 'Web Training Manual | #1188 - Microsoft Intern... |(ﬁ—@a BWOE  s40em

A. Updating your password
1. Click in the “Password (Current)” Field.

2. Type in the password you received at training.
3. Click in the “(NEW)” Box.

4. Type your new password — it must be 6-10 characters long.
5. Click the “Update” Button.
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B. Updating or adding an e-mail address

1. Type the email address that you use in the “Email 1” box.

2. A second email account may be added to the “Email 2” box.

3. By highlighting an email address and then hitting the delete button on your keyboard,
you can remove an email address from an “Email” box.

4. Once you have added your email address(es), click the “Update” button.

. Changing your current payment address
You must submit a “W-9 form”

Prepare a letter on your letterhead indicating previous address to new address
Send W-9 and letter to: ACP, 253 Broadway, Fl. 8, New York, N.Y. 10007 ATTN:
Wanda Clemons

whEO

TIPS

For increased security, be sure to use a different password for 18b Web than
the password you use for your email account.

If an attorney wishes to change an “office address”, they may do that on their
own.
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Section 10: Appendix

A. Terminology used in this Manual

Term Usage

Tabs Tabs are similar to sections. 18b web has three Tabs to select
from.

Functions Functions are subsections of a Tab. Each Tab has different
functions.

Field An updatable area.

Label Blue underlined text that can be clicked on.

Button Grey rectangle used to save, update, print, etc.

Drop-down menu bar Provides a list of choices to select from.

Check Box Click in it to select it and click in it again to deselect it.

Radio Button Round button. Click in it to select it and click in it again to
deselect it.

) 180 - Microsoft Internet Explover provided by the Dffice of the Mayor = |

| o
| Fervortes :EFHuriu u}l_{jv j " '_—_-J

AEF rannesel aspe j !‘."\'"-—'c' .

| :ET LR we— g g
Button

~Case -Judge ——— -Initial Chae
hesign Mo Horoo Case Moo Defandant Aresied = o e s o bemzer
LEDE 3 [Quesms= lazac  Marin ¢ 1-1-Z000 {Elbr upbo f2,4000
[lackels Resolution  Feiorns
[ZDI:IDIJHI:ID( F Plad MILITY, SANCEfRcs moseﬂa T (S up ta B4 4007
-Expenses rTetal
Daccriplion ourt Exporses

| =l Drop-down

! 3 menu bar rj"-t
’ Field g1 Ar = 3
N = | S - =

Button

] Do [ 1[5 [ trierre
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B. Case Voucher Process Flow

ACP Office
receives
assignment
request in the mail

!

ACF Office assigns
an attorney to the
case

:

Once an assignment is
made, the Case
“oucher will appear in
the Case Assignment
History

ACF Office sends an

o | email notification to the

attomey assigned to
the case

Attomeys update Case
“ioucher and save
changes as many

fimes as nesded

Y

Attormeys submit
Case Voucher
electronically when it
s ready for payment**

¥

ACP Office will
review voucher and
when acceptable,
zend it to the judge

L

The judge will
review the voucher
and mail it back to

the ACP Office

l

ACP Office will
review and apply
the judge’s changes
and send to FISA
for payment
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** |f Attorney incurs expenses, mail copies of the receipts to the ACP Office. Please write the assignment
# on all paperwork. Receipts are considered the following: copy of the front/back of a canceled check,

redacted bank statement, actual receipt, or stamped PAID on invoice by Servicer.

C. Arraignment Voucher Process Flow

The Attorneys submit electronic picks at least two
months in advance

A4

The ACP Office assigns attorneys to arraignment parts

Vv

ACP Office sends
email notifications
to attorneys who
are assigned to
arraignment parts

Once an assignment is made, the arraignment voucher
will appear in the Arraignment Assignment History and
on the Arraignment Scheduling Calendar

Vv

Attorneys print the arraignment voucher and an
arraignment worksheet and bring them to court on the
day of their assignment.

Attorneys fill out the arraignment voucher in court and
have judge sign it in blue ink after the shift.

A4

Attorneys also fill out arraignment worksheet and transit
reimbursement form.

Attorneys enter information from the printed arraignment
voucher onto the electronic voucher and submit Online.
(Note that the arraignment worksheet and transit
reimbursement form can only be submitted in paper form).

A4

Attorneys mail the original printed arraignment voucher,
the arraignment worksheet, the transit reimbursement form
and copies of expense receipts if incurred during an
evening shift to the ACP Office

The ACP Office receives all of the aforementioned
paperwork; they will verify and when acceptable, send to
FISA for payment
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D. Expert Voucher Process Flow

Finance — validates &

; : prints Inputs
ASSIgn.ed Cs&ghns Voucher Judge’s
Council to?/uecndeorr and sends »| datag
Plan (ACP) to Judge uploads to

FISA
Vendor X l
Expert :
Completes Receives
Voucher payment
Send “Order of
Assignment” \
L /Approve
Reject*
Attorney
__ Approve /
(Criminal Reject
Only) Voucher?
Judge »| Perform Review

and approval**

*

OPEN status and check Reject Reason box.

If the Attorney rejects the Voucher, then it is sent back to the Expert’'s Queue and has an

* If the ACP rejects the Voucher, then it is sent back to the Expert’'s Queue and has an OPEN

status and check the ACP Comment box.

** Sometimes, the judge makes adjustments to the Vendor’s voucher.

Legend:

1. Flow chart shapes: Boxes ([J) are for processes; Diamonds (<>) are for decisions with different

outputs

2. Basic flow starts at the left side and proceeds to the right side of the page.
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