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Q.1 Judge missing from drop down 
 

A.1 In order to see list for more judges, please click on link called “other” (screen 1) for Criminal 

Court Case Voucher – General tab. 

 

Screen 1 – Criminal court case voucher 

 

In order to see list for other judges, please click on link called “more”  

 

 

On the Criminal court Arraignment voucher. 
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Q.2 Family court docket format. 
 

A.2    Have a look family court docket format (screen 2).  The system will not accept docket if it is in 

different format.  Please ask attorneys to enter docket in this format. 

Family Court Docket Format sample: CC-NNNNN-Y1/Y2SS 

Where: 

 CC        = 1 or 2 character case type (See example below) 

 NNNNN  = 5 digit number 

 Y1         = 2 digit year of original filing 

 Y2         = 2 digit year of supplemental filing 

 SS         = 1 or 2 character (alphabetic) supplemental indicator 

Example: 

 Original Neglect filed in 2007 :  NN-00022-07 

 Supplemental filed in 2008     :  NN-00022-07/08A 
 

 

Screen 2 - Family court case voucher 
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Q.3  Forgot username or password 
 

A.3. You can get your username or password from the Login screen.   

Step 1 - Expand forgot username/password panel.    

 

Step 2 - Enter your email address then click Continue button.   

 

Note:  Email address should match with ACP profile. You will get your username and password through 

18Bwebhelp email. 

Step 3 - Once you get new password from system, enter that password here in password textbox, and 

then click on login button. System will ask you to choose a new password and retype the new password 

to confirm it. 

 

 

Q.4   Family Court Case Voucher – File Number 
 

A.4.   File number is a mandatory field to create and submit any Family/IDV court case voucher. Only 

numeric digits are allowed and the maximum length is 7 digits.   There must be a least 1 numeric digit. 

Example: 1234567 or 123 

Family Court case dockets are grouped together under a File Number.  The court generates a unique 
identifier, called the file number, that groups related family court matters under a common identifier 
based on common mother, father, or some other common factor. 
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Q.5   How do you determine which payment clerk is assigned to a particular voucher? 
 

A.5.   Log into your account in 18B Web -  Hover the icon over the assignment # and you will see the  

name and telephone number of the clerk who is assigned to the case 

 

Q.6   Who should be contacted in the event that a voucher has been sent to court and has not come 
back? 
 

A.6.   Please contact the Director/Deputy Director of Payments or the Supervisor of Payments. (See list 

of phone numbers and email addresses in the appendix.) 

 

Q.7   What should I do if the voucher was submitted in error before the conclusion of the case or if 
the fee was waived by accident? 
 

A.7.   Please contact the Director/Deputy Director of Payments immediately to return the case to open 

status. (See list of phone numbers and email addresses in the appendix.) 

 

Q.8   What should I do if the voucher is sitting in the “submitted status” for a prolonged period of 
time? 
 

A.8.   Please check the “ACP Comments section” periodically for messages. 

 

Q.9   What is the process when a voucher is reduced or disapproved by the court? 
 

A.9.   You must contact the court yourself to remedy the situation. ACP Payment staff has no authority 

to rescind the judge’s decision. 

 

Q.10   Do I (attorney) need an affirmation when I work through the usual lunch hour or work more 
than 7 hours in court in one day? 
 

A.10.   Yes, please complete the affirmation by selecting the correct affirmation from the drop down 

menu. 

 

Q.11   What to do if the rate is wrong or date of assignment is not correct? 
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A.11.   For attorneys, please contact the Administrators for your department. For experts, please contact 

the Director/Deputy Director of Payments. (See list of phone numbers and email addresses in the 

appendix.) 

 

Q.12   What should I do if the assignment was entered under the wrong docket (sometimes there are 
two or more dockets associated with each other and OCA lists the dates under Docket 2 but we 
entered the order of assignment under Docket 1. Therefore, the payment clerk is not able to verify the 
in-court dates on the voucher because they are under another docket.) 
 

A.12.   Please contact OCA clerk to remedy the situation. 

 

Q.13   What should I do if the judge on the case has retired or is no longer a judge? 
 

A.13.   Please select the Supervising or Administrative Judge from the drop down menu so we can send 

the voucher for approval. 

 

Q.14   What should I do when the voucher is locked 45 days after disposition? 
 

A.14.   You must prepare affirmation and order for the judge indicating why the voucher was not       

submitted timely.  The judge will then order ACP to unlock the voucher so you can submit the voucher 

for processing. The signed judge’s order must be sent to ACP Payment Unit where upon receipt the 

voucher will be unlocked. 

 

Q.15   Who do I contact if there is no selection for a new Court Part in the drop down menu? 
 

A.15.   Please contact the Director/Deputy Director of Payments so the Part can be added. (See list of 

phone numbers and email addresses in the appendix. 

 

Q.16   Who do I contact to add a new judge or if the name of the judge for your case is not available 
in the “Judge” drop down menu? 
 

A.16.   Please contact Zahid Khan or the Director/Deputy Director of Payments. (See list of phone 

numbers and email addresses in the appendix. 
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Q.17   Who do I contact if I changed my account for direct deposit or sign up for direct deposit? 
 

A.17.   Please contact Howard Gross/Peter Drury. (See list of phone numbers and email addresses in the 

appendix.) 

 


