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Section 1: Introduction

The Assigned Counsel Plan’s Web-Based Application — 18B Web —isanew
assignment and voucher processing system for 18B work in Criminal and Supreme
Courts. Designed for 18B attorneys and employees of the City of New York’s
Assigned Counsel Plan (“ACP”), 18B Web will improve and streamline your voucher
submission process.

Once your county “goes live” with 18B Web, you must submit your arraignment and
case vouchers viathis application. Additionally, you will be required to fill out your
arraignment vouchers online and mail a hard copy to the ACP Office.

18B Web promisesto deliver the following benefits:

e Attorneyswill easily be able to access and track the stage of their voucher in
the approval process.

e Attorneyswill 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.

In order to get started using 18B Web you will need:

1. Toattend atraining 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 thistraining
manual for basic PC requirements)

4. Basic understanding of personal computer operation

18B Web has been designed to make your user experience as simple as possible.
However, if you are having any technical difficultieswith 18B Web, please send an
email detailing your problem and your phone number to
18Bwebhelp@cityhall.nyc.gov. Someone will get back to you within 72 hours.

Tips

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

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




Section 2. System Requirements

Before you attempt to access 18B Web, please review the below technical guidelines.
Most important among them is that you use a computer with internet access and a recent
version of Internet Explorer (4 years or less).

Windows

e Intel Pentium Processor

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

e 64MB of RAM (128MB recommended)

e 10 MB of available hard-disk space

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

Macintosh
e Power Mac
Mac OS X or OS 8.1 or higher
64 MB of RAM (128MB recommended)
10 MB of available hard-disk space
Internet Explorer (see below for free download sites based on your operating
system)

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

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

For afree copy of Internet Explorer for Macs running OS 8.1 to 9.x go to:

thttp://www.microsoft.com/mac/downl oads.aspx ?pi d=downl oad& | ocation=/mac/DOWNL
OAD/IE/ie5 classic.xml& secid=30& ssid=11& flgnosysreg=True

Download Internet Explorer for Macs running OS X go to:

thttp://www.microsoft.com/mac/downl oads.aspx ?pi d=downl oad& | ocation=/mac/DOWNL
OAD/IE/ie5 osx.xml& secid=30& ssid=10& flgnosysreg=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, open up Internet Explorer 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

The quickest way to access your web browser is on your computer desktop. Locate
the Internet Explorer icon and then double click on it to launch it.

The ic‘on should look like this:
p .

2. Enter the 18B Web inter net addr ess —www.nyc.qov/18B

After opening your web browser, type the 18B Web website address (URL) —

www.nyc.gov/18B - in the address section of your web browser and then press the
“Enter” key on your keyboard.
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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). Y our user
name and password are confidential and should not be shared with anyone.
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4. Congratulations! You havelogged into ACP Web.

5. If you forget your password, use the prompt at the bottom of thelog in screen
and 18B Web will automatically email you your password.



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:

1. From any screen within the application click on the LOGOUT area at the top of
the screen.
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Tips

In order to decrease the possibility that an unauthorized user accesses your session of 18B
Web, you will automatically be logged out of 18B Web after 15 minutes of inactivity.
Clicking the Save or Search button, or changing screens will reset the clock.

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




Section 5: Scheduling Calendar

The Scheduling Calendar replaces primary day assignment requests IN THE OTHER
COUNTIES. Attorneysin the Bronx will continue to request primary day assignments as
they have in the past.

In the counties that are currently using 18B Web, the Scheduling Calendar permits
attorneysto rank their top 9 picksin rank order, followed by any other partsin which
they would be interested in working. The order of operationis:

1. Click onthe Arraignment Tab

2. Click on the Scheduling Calendar Function on thetop left of the screen
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3. If the screen displayed in the picture below appearsthen Congratulations! You
have accessed the scheduling calendar
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4. Become familiar with the scheduling calendar screen - thereisalot of
functionality available on this screen. Notethat at thetop right isa warning,
which informsyou of how many daysthat remain before your picksarefinal.

5. Toswitch months, you must go one month forward or backwards at a time.
Click on the abbreviated month at thetop left of the calendar to go back a
month and click on the abbreviated month at thetop 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 thefield should turn purple.
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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 liketo change your selection, simply re-click on the Label you wish
to change.
a. You can alsotypein your rank (1 through 9), in any Fields.
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9. Now select additional partsthat you are willing to work, but that are not your
top nine choices— by clicking on the L abels associated with those parts. Notethe
following:

a. You may select as many partsasyou would like.
b. Themoreyou select, the morelikely you areto obtain an assignment
for that month.

10. To select all partsfor a specific day, click on the date.
11. To select all partsfor a specific week, click on the> box at the left of each week.

12. To select all partsfor the month, click on the >> box at the top left of the screen.

13. If thereare morethan 3 partsin a given day, be sureto scroll down to view those
parts.
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14. You must click on the SAVE button in order to submit your selectionsto the
ACP Office. If you do not click save, your pickswill belost!!!
a. Notethat leading up until the end of the selection period, you can
make changesto your picks as often asyou would like. The ACP
Office will only receive the version of your picksthat issaved at the
end of the selection period.
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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.

Tips

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

13




Section 6: Arraignment Vouchers

18B Web has been designed to enable you to submit your arraignment vouchers, check on
the payment status of your arraignment vouchers, and check the history of your
arraignment vouchers.

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 onthe Arraignment Tab (18B Web defaultsto the Arraignment Tab —if
you havejust logged in then you are already in theright place).

2. Click on the Assignment History Function.

3. Locatetheprimary 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 amonth or year; (3) Selecting the status“ Open” (18B Web
automatically defaultsto this status). Then pressthe“ Search” button.
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4. A list of all of the vouchersthat meet your search criteriawill appear. Themore
you narrow your search, the fewer the number of primary day vouchersthat
appear. If your search yields morethan 10 results, thelist will be morethan 1

pagelong. Select the primary day voucher that you wish to locate by clicking on
the assignment number.
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5. Thearraignment voucher has several elementsthat you should be awar e of.
TheFieldsin light green are automatically tabulated — you may not edit
them. Also, your name address, phone number, and infor mation pertaining
to the part you have been assigned have been pre-populated.
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6. Although not required, prior to working an arraignment, you can print out the
arraignment voucher, asopposed to using a blank form. To print the voucher,
click on the“Print” Button at the bottom of the screen.
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7. At Court you should fill out the printed paper voucher (or a blank voucher) and
havethejudgesign it, just asyou 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. Locatethe Arraignment Voucher within 18B Web (follow steps 1-4 from section
A above).

2. Fill out thevoucher using thetab key or mouse to move between fields. Note
that you are not permitted tofill in thelight green fields. Also, be sureto select
the proper judge who presided over the arraignment part. If thejudge does not
appear in the drop-down menu or the“more’ link, call the ACP Officeand the
judge’ sname will be added to thelist for you.

3. If you arenot ready to submit the voucher, but would like to save your changes,
pressthe“ Save Changes’ field.

4. When you have completed filling out the voucher, pressthe “ Submit for
Approval” button. If you incorrectly filled out afield, you will not be permitted
to submit the voucher and that field will turn red. Correct thefield and press
“ Submit For Approval.”
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C. Checking on the History of Your Arraignment VVouchers

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 onthe Arraignment Tab (18B Web defaultsto the Arraignment Tab —if
you havejust logged in then you are already in theright place).

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

4. The status of the Arraignment voucher will be displayed. Notethat thethree
statuses are Open, Submitted, and Sent to FISA.
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Tips

18B Web displays the history of primary day vouchersfor al payments from when your
county starts to use the application, for a maximum of two years from the date a voucher
ispaid. 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 avoucher, go
to File/Save As.
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Section 7: CaseVVouchers

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 vouchersto the ACP Office).

A. Locating Case Vouchers

1. Click ontheCase Tab (18B Web defaultsto the Assignment History screen
when you click on the Case Tab).

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

3. Onceyou have entered your search criteriain 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. Congratulations! You have found your voucher. Theinformation contained in
the“ Case’ section isprovided by OCA and isread only.
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B. Updating Case Vouchers

1. Onceyou have been assigned to a case, you may make changes as many times as
you wish before electronically submitting it to the ACP.

2. Locatethevoucher you wish to update following the steps outline above.

3. Fill in activitiesline by line using the drop-down menusfor category, activity
and part and thefieldsfor date, start time and end time. Click the*” Save”
button once you havefilled in the number of linesthat you wish. Onceyou have
filled in thefirst 5linesclick “Save.” The system will create a second page with
5morelinestofill out. You will seethe following screen:
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4. Clicking “Save’ after you fill in an entire page of activity will create a new page
with 5 lines of activity.

5. Thesystem will shadea cell in red when your entry isincorrect or incomplete. |f
ared cell appears, make the necessary changes and click “ Save” again.

6. You may now leave the electronic case voucher until the next timeyou are ready
to updateit.
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. Submitting Case Vouchers

1. Locatethevoucher you wish to submit.

2. Fillin all activities associated with the voucher.

3. Select thefinal judge who presided over the case from the “Judge’ drop-down
menu, the case resolution from the “ Resolution” drop-down menu, and click on
theradio button next to the appropriate “Initial Charge.” (If the judge does not
appear in the drop-down menu, call the ACP Office and the judge sname will be
added to thelist for you.)
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4. Click the“Save’ button.

5. Finally, click the* Submit” button.

6. After acasevoucher iselectronically submitted, you can check on itsstatusvia
the Case Assignment History Table.
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Notes

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

Asiscurrently the practice, the ACP Office regjects or makes changes to your case
vouchers, while informing you of the changes. In 18B Web, if the ACP Office regjectsa
voucher, you will receive an email notification, and the voucher status will revert back to
“Open.”

If the name of the Judge for your caseis 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: Updating Y our 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 Administratorsin writing.

Y our username and password will be provided to you at training. Y our user nameisthe
first initial of your first name plus your last name. Y ou should change your password as
Soon as you have an opportunity.
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A. Updating your password

1. Click inthe*Password (Current)” Field.
2. Typein the password you received at training.
3. Click inthe“(NEW)” Box.

4. Typeyour new password —it must be 6-10 digitslong.
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5. Click the*“Update’ Button.

B. Updating or adding an e-mail address

1. Typetheemail addressthat you usein the“Email 1” box.
2. A second email account may be added to the “Email 2" box.

3. By highlighting an email addressthen hitting the delete button on your
keyboard you can remove an email addressfrom an “Email” box.

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

Tips

For increased security, be sure to use adifferent password for 18B Web than the
password you use for your email account.
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Section 9: Appendix

A. Terminology Used Throughout this M anual

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.
L abel Blue underlined text that can be clicked on.
Button Grey rectangle used to save, update, print, etc.
Drop-down Provides alist of choicesto select from.
menu bar
Check Box Click initto select it and click in it again to deselect it.
Radio Button | Round button. Click init to select it and click in it again to deselect it.
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B. Case Voucher Process Flow

ACP Office
receives
assignment
request in the
mail*

v

ACP Office assigns
an attorney to the >
case

v

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

:

Attorneys update Case
Voucher and save
changes as many

times as needed

ACP Office sends an
email notification to the
attorney assigned to
the case

Attorneys submit
Case Voucher
electronically when it
is ready for payment**

)

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

The judge will
review the voucher

and mail it back to
the ACP Office

ACP Office will review

and apply the judge's

changes and pay the
voucher

* For cases originally assigned under the old system, the process begins when the ACP Office receives an
interim voucher in the mail.

** |f Attorney incurs expenses, mail copies of the receipts to the ACP Office. Similarly, if attorney exceeds the
billing cap, mail in an affirmation. Please write the assignment # on all paperwork.
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C. Arraignment Voucher Process Flow

Attorneys submit
electronic picks at least
two months in advance
(Bronx attorneys submit

picks via the postcard

method)
) ACP Office sends
ACP Office email notifications to
assigns attorneys »  attorneys who are
to arraignment assigned to
parts arraignment parts

!

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

v

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

v

Attorneys fill out the
arraignment voucher in
court and have judge sign it
in blue ink after the shift.
Attorneys also fill out
arraignment worksheet and
transit reimbursement form.

v

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).

v

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

v

Once the ACP Office
receives all of the
aforementioned
paperwork, they will verify
and when acceptable, pay
the voucher
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