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Section 1i Welcome

1.17 E-Bill Manual Updates

1.1A7 Modification to Mileage Screento support New CPCS Billing Policy
regarding Re-imbursement for Mileage

In accordance with new CPCSIIlBig Policies (Please see Item 1 of theéBH# notice

issued to all attorneys datédigust 5, 201}, effective with services rendered August 15,

2011, AAlthough billing for time spent tra
mileage reimbursenmesfor private counsel (currently $.30 per mile) will be eliminated,

as mileage maybeataxe duct i bl e expense Féradditiopat i vat e p
information and detailed billing instructions regarding this change in Billing Policy,

please see $8on 8.3 on page 30 of this manual.

1.27 Welcome to EBIll

E-Bill is a World Wide Web \{eb) based prograaeveloped by the Committee for Public for
Public Counsel Services (CPCS)}BHl allows attorneys tenter andsubmit billsto CPCS
electronicallyfor legal services rendered and-of{pocket expenses related to assigned cases.
To use EBIll you must have access to a computer with an Internet Service Prg8&égand a
Web connection.

TheWeb address for the-Bill web site is:https://www.cpcsebill,.com/ Not i ce t he WfAso
Ahttpo in the Web address, Theuiwbl |l ehsed heo we
know that the site to which you are navigating is secuillis a secure siteThere are many

safeguards in place to protect both your connection to our server, and any data being transferred
across the Web while you are logged intBit.

AlthoughE-Bill is a secure application thEages that you visit while using-Bill remain inthe
browserdés memory wuntil you close the web brow
maintain the security of your billing information, close the browgadow after using EBIll.

E-Bill is a selfnavigating program. While using EBilldonotto us e t h e Bbarcokwos er 0 S
and iAFor wa r@igkingbon the Baak er Forward buttomsycause unanticipated
errors in the BBIll program.

1.37 Advantages of EBIll

E-Bill offers you the ability teenterbilling informationon a daily basis by setgrup a Work in
Progress (WIP) record for each Notice of Assignment of Counsel (NAC) on the CPCS computer.
The WIP record iNOT a bill; it is a temporary record that allows you to enter billing
information(legal services and owatf-pocket expenses) forspecific NAC, even if the NAC

(ACO0 NAC n uismoten fie withrtCPGS) When you are ready to submit yeBillE

you will submit theinformationexistingin the WIPfile for the NAC displayed on your screen

The WIP record and file will be addredsia detail within this manual.

1.47 About this Manual

This manual reflects curreand, as necessary, previd@BCS billing policies and procedures.
Please reviewurrent billing policies irchapters five and six of the CPCS Assigned Counsel
manual, avédable on line ahttp://www.publiccounsel.net/

Each section of the-Bill user manual focuses on opage You are given a brief description of
the pageand then the instructions for using tege
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1.57 E-Bill Web Site Status Notification

CPCS Posts the Status of thd8H Websiteon the CPCS Website at
http://www.publiccounsel.net/pickStatus/Status.aspx

CPCS will also place important Wwesite information between the radterisks*(* ) on the EBIll
Login page and/or a scrolling message in the Status Bar at the bottom of the Web Browser
window.

CPCS also uses the Mass Enpaidgram Constant Cont&t and/or the EBIll Notice to
provide atorneys important information about or changes to tallESystem.

*In order to assure that you will receive these and other important emails from CPCS, please add

the email addresgonotreply@publiccouwsel.netas a contact as well as a Safe Sender to the

email program that you use to read emails as well as with your ISIFee@mail reader. Please

refer to your install ed aaimahelpguigefa igstrctm®ss or y o

1.67 E-Bill System Questions andReporting a problem

The EBIll help line number i§617) 9888327. This line is for EBIll support only. You can
also send BBill questions via email tebill@publiccounsel.net

Beforereporting an EBill problem, please record, in detail, any error messages, what functions
were performed prior to the error, what keys were pressed, or where pagétbe mouse was
clicked, and how many times the mouse was clicked.


http://www.publiccounsel.net/pickStatus/Status.aspx
mailto:donotreply@publiccounsel.net
mailto:ebill@publiccounsel.net

Section 2i E-Bill Log In Page

3 Ebill Log-In Page - Microsoft Internet Explorer EIE|E|
Flle Edit Wiew Favorites Tools  Help ’;’
< =] \ﬂ @ _;_\J /..-\: Search ‘:1\7’ Favorites @ Media {‘\w’. - \. = E v ﬁ ‘i‘i

Address g‘l https{ femen, cpcsebil, com/ - G

Committee For Public Counsel Services

Log In

Welcome to CPCS’s E-Bill, an on-line
billing system for attorneys who are

b || | assigned cases through the Committee
for Public Counsel Services in

Massachusetts,

onine billing for CPCS attorneys

BBO: PIN:

&l S @ Internet

The EBIll Log In page is the first page of theHill web site. Log in using your BBO number
and your CPCS assigned PIN.

2.17 In theBBO field enter your BBO Number.

2.27 In thePIN field enter your CPC&ssigned PIN. Please make sunie humber is accurate.
You will get an error mssage and will not be allowed to log in if you enter an incorrect
PIN.

If you do not have a PIN please print out a PIN Agreement form. You may print the form

by clicking on the link in the CPCS Assigned Coeifdanual chapter Section 8b on the

CPCS websitéhttp://www.publiccounsel.net/Billing_Information/e_bill/pdf/ebillPIN.pdf

Please complete the form and mail @rad with a written request for a PIN to: Committee

for Public Counsel Services, 44 Bromfield Street, Boston, MA 02108, attentBill. E

you have questions while filling out the PIN Agreement form please call-8ié Help

Line (617) 9883327 or email the E-Bill Help Desk atebill@publiccounsel.nePlease

include the words API N Questiono in the sub
CPCSwill assign you a PIN and mail to you a copy of the Pl§jféement form with your

PIN written on the form.

If you forgot your PIN please call the Hll Help Line (617) 9888327 or email the EBIll
Help Desk akebill@publiccounsel.net Pl ease i ncl uwes ttihen aoirrd st M
subject line.



http://www.publiccounsel.net/billing_information/e_bill/pdf/ebillPIN.pdf
mailto:ebill@publiccounsel.net
mailto:ebill@publiccounsel.net

Note: To all new attorneys, a PIN Agreement form is included in the New Attorney
Packet. If you have not received a New Attorney Paclet) may print the forms included
in the packet by clicking on the links in the CPCSigkeed Counsel Manual chapter 5
sections 8a, 8b, and 8c on the CPCS web kitp:(/www.publiccounsel.négt/ Or you may
send a written request to the attention of the Vendor Maintenance Clerk at CPCS.

2.31 After you have entered your BBO and PIN, click tagin button.


http://www.publiccounsel.net/

Section 3i E-Bill Notices

2} Ebill Notices - Microsoft Internet Explorer |__||i|[g|
File Edit ‘Wiew Favorites Tools  Help -:!'
e Back - L) \ﬂ @ o lj /:\J Search ‘5:( Favorites e Media 6‘3 [_\: - .,___.:_r,_ —= _J ﬁ ‘ﬁ
Address |€| https: ! fwwane, cpesebil, comyEbill, asp?page=Letters, aspisessid=571901558callchain= v| Go

Eill Committee for Public Counsel Services
Notices

Welcome Back, JOHN DOE.

You may have a notice(s) pending that is related to changes affecting yvour recently filed EBILL{s). This is the
only notice that you will receive regarding these changes; you will not receive a mailed notice. Due to the
impartant nature of this nofice, The Notice(s) must be reviewed before using the E-Bill system. It is advisable to

print the noetice(s) eand file it with the applicable bill. Reviewed notices will be deleted fram the sysiem after 30
days.

Please review and prini your letters before proceeding.

Confirm Number Client Name Review Date Mark for Delete
Compensation Hearing
THOMAZ LYOMS 1042172002 O

® log out of EBill I @ delete marked items l

&l S @ Internet

After logging in, EBIll will display either thepageabove when there atg-reviewednotices, or
the pagebelow when there are notreviewednotices.

3.17 To view a notice:
3.1A7 Click a Confirm Number.
3.1B i When the notice appears please review it. If this is a new notice please print it and
file it with the applicablecase fileor file it with other CPCS correspondence.

3.1Ci Click the Close Fan button at the bottom of the notice-BHll will return to the

E-Bill Noticespage If the E-Bill notice had no previous Review DateHl will
insert the current date as the Review Date.



<} Ebill Motices - Microsoft Internet Explorer

Flle Edit Wiew Favorites Tools  Help ";'
e Back - L) \ﬂ \g __ﬂ /..\J Search ‘:;/”\'( Favorites @Media 63 <]~ .,__’-_; — _J ﬁ ‘ﬁ
Address |f§| https: v, cpcsebil, com/Ebill, aspFpage=Letters, asp v| e
Eill Committee for Pablic Counsel Services
Notices

Welcome Back, JOHN DOE.

You may have a notice(s) pending that is related to changes affecting yvour recently filed EBILL{s). This is the
only notice that you will receive regarding these changes; you will not receive a mailed notice. Due to the
impartant nature of this nofice, The Notice(s) must be reviewed before using the E-Bill system. It is advisable to

print the noetice(s) eand file it with the applicable bill. Reviewed notices will be deleted fram the sysiem after 30
days.

You have reviewed all of your Iefters and may click 'Go Ta Menu' to bill.

Confirm Number Client Name Review Date Mark for Delete
THOMAS LYOMS 10212002 O
0000010042 Compensation Hearing 10/22/2002 [

@ go to menu J @ log out of EBill J @ delete marked items J

&] Done S @ Internet

The abovepagewill be displayed when you have reviewetlatreviewednotices.

3.271 Click thego to menubutton to go to the Bill Menu page Note Upon logging into E

Bill this button will be displayednly if you have naun-reviewednotices or after
reviewing allun-reviewednotices.

3.371 Click thelog out of EBIll button to log out of BBill and return to the BBill Log In page
You can also log out of Bill from any EBill pageby exiting the browser.

3.41 After an EBIll notice has been reviewed, it remains on the Nofizgefor thirty days
after tre Review Datend then is automatically removed from tfagge You may,
however, delete one or momeviewed notices from the Noticgsageprior to the automatic

removal. NOTE: E-Bill will not allow an unreviewed notice to be deleted.) To delete one
or more reviewed notices follow the procedure below:

3.4A7 To the right of the Review Date of each reviewed notice(s) you choose to delete, click
the box in the column | abeled AMark For
box.

3.4B71 At the bottom oflhe Notices list, click thdelete marked itemsbutton. All reviewed
notices with a check mark will be deleted.
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Section 4i E-Bill Main Menu

/= Ebill Main Menu - Windows Internet Explorer

@ * € https://www.cpesebill.com/Ebill.asp?page=Menu.asp v 04| x Bing P~

5 Favorites 5k &) Get More Add-ons ~ & Suggested Sites

(& Ebill Main Menu i~ E ~ [ @& ~ Page~ Safety~ Tools~ ’Q-'

E\II Committee for Public Counsel Services
Menu

What do you want to do JOHN Q. DOE Jr.?

E-Bill
Review NACs and Prepare Bill for Submittal Go—> Manual

Quick Entry - Date of Service

] Go=>
NAC Number Date ’

Quick Entry - Vouchers:
MAC Number

Go=»

View Previous RFP Confirmation

Go=»
Confirmation Number : 08131845 -

View RFP Confirmations by Date:

Go—>
Begin Date: End Date <

View Previous Voucher Confirmation

Go=»
Confirmation Number - 08176480 -

View Voucher Confirmations by Date

Gi
Begin Date: End Date i

View Letters Go=>

Payment Detail Go=>

@ log out of EBll i

Deone & Intemet | Protected Mode: On fa = ®100% ~

When you have successfully loggedaimd reviewed all wneviewed noticesthe EBIll Menu
(depicted above) wibe displayedBelow are the descriptions and procedures for using the
various menu items.

4.17 What do you want to do [Attorney Name]?

Each time you log in, please make stivatthe displayedname is your name. If the displayed
name isnot your nameclick the log out of EBIll button immediately call the EBIll help line
(617-988-8327) or email the EBill Help Desk atebill@publiccounsel.net

4.21 Review NACs and Prepare Bill for Submittal

Click Go to acess the NAMverviewpage to enter and submit Legal Service bills, Associate,
Paralegal, and Owif-Pocket expense vouche€o to Section 5 of this manual for further
instructions.

4.371 Quick Entry T Date of Service

Quick Entry- Date of Servicallowsthe entry of a date of service for a specific NAC without
having tofirst access th&lAC OverviewPageand (if the NAC is on file with CPCS) ti¢AC
Billing Information page

Pleasenote you cannot submit a legal serviceBitl for payment using Quick Bry. To submit
a legal service Bill, click Go at the menu optioReview NACs and Prepare Bill for
Submittal. Go to Section 5 of this manual for instructions on submitting a legal serik E

Following are the instructions for the use of Quick Eiitiyate of Service:

10
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4.3A7

4.3B7
4.3Ci
4.3D1

I n the NAC Number field enter the NAC nun
specific to the date of service to be entef®ol.not include any spaces or hyphens.

Important: I f t he NAC number begi nmumbeiof h t he | e
characters (letters and numbers only). If the total number of characters counted is less

t han nine then enter a zero A00 after the
(i.e. The NAC number | iste-d. onTamanberDNAC f o
of characters counted is eight. Enter the
field.)

In the Date field, enter the date of service.

Click Go.

E-Bill will display a box to verify the client name on the NAC. If the client nasne
correct, click the OK button. If the client name is not correct, click the Cancel button.
Verify the NAC number and repeat the previous three steps.

4.3D(1)1 If the NAC is not on file you will be required to enter the NAC information

(review theinstruction for theE-Bill NAC Billing Informationpage in &ction

6 of this manual for instructions on entering pending NAC information and
dates of service.) before Hill allows you to enter the date of service. When
you save the NAC information you will seturned to the&dAC Billing
Informationpage Enter the date of service again on ttage Click the add
date button.

4.3E7 TheTime Entrypagewill be displayedReview thanstructions for thé=-Bill Time

Entry page insection7 of this manual for enténg and editing instructions.

4.471 Quick Entry T Vouchers

Quick Entryi Vouchersallows the entryand submissionf an E-Bill voucher for a specific
NAC without having to access titNVAC Overviewpageand (if the NAC is on file with CPCS)
the NAC Billing Informationpage

Following are the instructions for the use of Quick Eit&ouchers:

4.4A7

4.4B1
4.4Ci

I n the NAC Number field enter the NAC nun
specific to the date of service to be entef2al not include any spaces or hyuis.

Important: | f t he NAC number begins with the | e
characters (letters and numbers only). If the total number of characters counted is less

than nine then enter a zero A00 after the
(i.e. The NAC number Il isted.onThbhetdDNAG&GI fa
of characters counted is eight. Enter the
field.)
Click Go.

E-Bill will display the Voucher Overviewage Review theanstructions for thee-Bill
Voucher Overviewage insection9 of this manual for entering/editing vouchers.

4.4C(1)i If the NAC is not on file you will be required to enter the NAC information

(review theinstructions for thé=-Bill NAC Billing Informationpage insection

6 of this manual for instructions on entering NAC information.) befoi&ilE
allows you to enter the voucher. When you save the NAC information you will
be returned to thBAC Billing Informationpage Click the vouchers button to
continue atering your voucher.

11



4.571 View Previous RFP Confirmation
Following is the procedure to review/print a previously submitted legal servgié Eilling
Confirmation form.

4.5A7 In the Confirmation Number field-Bill displays the confirmation nuber of the
last (most recent)egd service EBIll you submitted.If the displayed confirmation
number is the number of the form you want to retrieve ok

4.5B17 If this is not the confirmation number of the form you want to retrieve, highlight
thenumber and delete Enter the confirmation number of the form to be
retrievedin the Confirmation Number field ardick Go to retrieve this Billing
Confirmation form.

4.5Ci When the Billing Confirmation formns displayedyou may print it.
4.6Ci To rewurn to the EBIill Menu, click theclose formbutton.

4.61 View RFP Confirmations by Date
E-Bill also allows an attorney to retrieve all Billing Confirmation forms for submitted legal
service EBIlls on a single date or within a range of dates.
4.6AT To retrieve all legal service-Bills submitted on a single date:
4.6A (1)1 Enter the date in the Begin Date field, and clixix E-Bill will display a list
of all legal service BBills submitted on the entered date.

4.6A (2)7 To display a Billing Confirmatin form click on the confirmation number of
the EBIll you wantto display. EBill will display the selected Billing
Confirmation form.

4.6A (3)1 After reviewing/printing the form, click thelose formbutton. EBIll will
return to the previous list.

4.6A (4)7 Repeat steps two and three to display oth&illE submitted on the entered
date. To return to the-Bill Menu, click theclose formbutton.
4.6B71 To retrieve all legal service-Bills submitted within a range of dates:

4.6B (1)1 Enterthe firstdate of the range in the Begin Date field, enter the last date of
the range in the End Date field, and cl@k. E-Bill will display a list of all
legal service EBills submitted within the entered date range.

4.6B (2)1 To display a Billing Confirmationdrm click on the confirmation number of
the EBIll you wantto display. EBill will display the selected Billing
Confirmation form.

4.6B (3)i After reviewing/printing the form, click thelose formbutton. EBiIll will
return to the previous list.

4.6B (4)i Repeat steps two and three to display oth&ills. To return to the EBill
Menu, click theclose formbutton.

12



4.77 View Previous Voucher
Following is the procedure to review/print a previously submittésilE/oucher Conformation
form.

4.7A7 In the Confirmation Number field Bill displays the confirmation number of the last
(most recentE-Bill voucher you submitted. If the displayed confirmation number is
the number you want to retrieve clido.

4.7B7 If this is not the confirmation number yowant to retrieve, highlight the number and
delete it.Enter the EBill voucher confirmation number of the form to be retrieved i
the Confirmation Number field andick Go to retrieve the Voucher Confirmation
form.

4.7Ci When the Voucher Confirmation foris displayedyou may print it.
4.7D71 To return to the BBill Menu, click theclose formbutton.

4.871 View Voucher Confirmations by Date
E-Bill also allows you to retrieve all Voucher Confirmation forms for submittegilEvouchers
on a single date awithin a range of dates.
4.8AT To retrieve all EBIill vouchers submitted on a single date:
4.8A (1)7 Enter the date in the Begin Date field, and cfixix E-Bill will display a list
of all E-Bill vouchers submitted on the entered date.

4.8A (2)7 To digplay a Voucher Confirmation form click on the confirmation number of
the EBIll you wantto display. EBill will display the selected Voucher
Confirmation form.

4.8A (3)1 After completing reviewing/printing the form, click tieose formbutton. E
Bill will return to the previous list.

4.8A (4)7 Repeat steps two and three to display oth&ills submitted on the entered
date. To return to the-Bill Menu, click theclose formbutton.
4.8B71 To retrieve all EBIll vouchers submitted within a range of date

4.8B (1)1 Enter the first date of the range in the Begin Date field, enter the last date of
the range in the End Date field, and cl@k. E-Bill will display a list of all &
Bill vouchers submitted within the entered date range.

4.8B (2)i To displaya Voucher Confirmation form click on the confirmation number of
the EBIll you wantto display. EBill will display the selected Voucher
Confirmation form.

4.8B (3)i After completing reviewing/printing the form, click tleose formbutton. E
Bill will re turn to the previous list.

4.8B (4)1 Repeat steps two and three to display oth&ils. To return to the EBill
Menu, click theclose formbutton.

4.97 View Letters
Click Goto return to the Noticegage

4.107 Payment Detall

Click Goto view the Paymant Detailpage Review thanstructions for thé>ayment
Review/Detaipage insectionl8 of this manual.

13



4.117 logout of EBIll

Click thelogout of EBIll button to log out of BBill and return to the Bill Log In page. You
may also log out of 8Bill fro m any EBIll pageby exiting the browser.

14



Section 51 E-Bill NAC Overview

f@ INBESUVETIEWESMIET oSOl et niorer J J al
File Edit ‘View Favorites Tools  Help ;'}'
‘ . S . . . @
O Back - ? ) ﬂ ﬂ Oy Search p £ Favorites @Medla 6-‘ T i = '4‘5
Address @j https: ! fwwan, cpesebill, comyEbill, asp?page=MacOverview, aspisessid=096544 258 & allchain=Menu, asp a Go
=k bill Committee for Pablic Counsel Services
4L NAC Overview

Attorney Mame: JOHN DOE

To review a MNAC, or submit it for billing, select a work in progress from the chart below and click
on the client name:

Add NAC: @2dd NAC
Work In Progress Sort By | Client Name
Client Name NAC Date of Assignment Total Hours
£A9939352 110142000 4.00
31894704 124012001 000
CO0000022 07012002 000
cOooo0011 07012001 200

First Previous 10 Next 10 Last ® close form

&] Dore S @ internet

5.17 The NAC Overviewpagedisplays thaNork in Progresg§WIP) list. This list does not
contain all NACS assigned to an attorney; it lists only ttiogee n A BONA@nd A CO
numkbersthat hare been entered by the attorney, apgni D0 N A C automdiially s
issued by CPCS for cases assigbgaourtsthrough the MassCourts system

Assignments are issudxy the MassCourts system fAdult Criminal cases in all District

Courts (wth the exception of BMC Central, Brockton, and Barnstable District Courts) and

all casesn all Probate and Family CourtSases assigned to an attorimegccordance with

CPCS Policy are issued a NAC number beginni

The asigned atirneyis notified ofthei s sued A DO NABO natice.Mher AlDYy E
NAC number is automatically adQneed fbD/0o CNAS t
numberis issued to an attorney for one or more Adult Criminal cases entered into the
MassCourts sysm by aDistrict Courton the same date for the same defend2nmutbate

and Family court assignments are issued one

Multi-Part paper NAC forms with ACO0 NAC number :
for all other cases inlbother courts, including those from the three courts noted above

AC0O NAC numbers must be added to the WI P fi
you to add these NAC numbers to your WIP file upon receipt of the NAC.

Some attorneys may still have-gaing cases where the NAC number on the form begins
with a AB0O. These NAC numbers must also be
attorney.

15



5.217 Manually Add a NAC to the WIP File and Using the WIP File/List

The Add NACprocedures initiated on thdNAC Overviewpageand completed on tHeAC
Billing Informationpage

5.2A7 In the NAC Number field enter trteompleteNAC number (i ncluding

o r fAOD @dt include any spaces or hyphdngportant : If the NAC number

begins with tbentethernt@Bpber of character

| f the tot al number of characters counted

thelettemm B0 t hen t he r est of the NAC number.
NAC form r ead.s0O ATBh el 2t3c4t5&6H1 number of char a

Enter the NAC number as .NB012345670 i
5.2Bi Click theadd nacbutton.
5.2Ci1 The NAC Billing Informationpagewill be displayed

5.2C ()i If the NAC is on file with CPCS the NAC HBing Informationpagewill
automatically populate with the data file with CPCS. A sample NAC
Billing Information pageis displayed at the beginning of section 6.
5.2C (2)i At the NAC Billing Informationpage
I. E-Bill will ask you to verify the clienhame.

ii. If the client name is correct, click ti@K button. You may now work
with theNAC Billing informationpage(review theinstructions for the
E-Bill NAC Billing Informationpage insection6 of this manual).

iii. If the client name is wrong, click tleancel button; verify that the NAC
number that was entered is the correct number, and repeab S8p8,
and C If the client name is still wrong, click tleancelbutton and
contact the BBill Help Desk.

5.2C (3)i If the NAC is not on file with CPCS,-Bill will inform you that the entered
NAC numberdoes not exist in the systeand asks if you wuld like to add it.
Click either theYesor No button.

I. If you clickedthe Yesbutton, a blantNAC Billing Informationpagewill
appear. You will have to creatgpanding NAC recordPlease review

section 6.1 on page 18 of this manjaDo not cl i ck Yes

NAC number asthese NAC numbersshould always be on file at
CPCS. Please click No and send an email to

dboyd@publiccounselneand report that the ADO

not on file.)

ii. If you clickedthe No button, EBill will return to theNAC Overview
page
5.37 TheSort By drop down list contains four options for sorting NACs in the WIP list. The
default option$ Client Name. To change the sort order, select a different sort option from
the list. Below is a list of the four sort options along with the sort direction.

Sort Type Sort Direction

Assignment Date Descending

Client Name Ascending by client lastame
NAC Number Descending

Total Hours Descending
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5.47 Work In Progress

The fields listed in the WIP list for each added NAC are the Assignment Date, Client Name,
NAC number, and Total Hours. The TothareisHour s
no entered Legal Service bill to be submitted.

When you want to work on a NAC, locate it in the WIP list and click on the client name. The

NAC Billing Informationpagewill appear (review thenstructions for thd=-Bill NAC Billing
Informationpage insection6 of this manual).

When an EBill is submitted for payment with a billing statuslaterim (Monthly) or Year End,

t he NAC will remain in the W P |istWeena the T
E-Bill is submitted for paymenwith a billing status of Closed, the NAC is removed from the

WIP list.

E-Bill displays only ten NACs in the WIP list at a time. If you have more than ten NACs in the
WIP file use the navigation buttons located below the WIP list. Below is a descripgaciof
button.

First T brings you to the first page of the WIP list sorted by the selected sort order.
Previous 10i displays the previous ten NACs in the WIP list.

Next 10- displays the next ten NACs in the WIP list.

Last - displays the last page of thel®Mist.

5.57 Click thecloseform button to return to thE-Bill Main Menu Remember, if you want to
log out of EBIll you do not have to navigate back through all the forms; you maygljse
the browsemwindow.
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Section 6i E-Bill NAC Billing Informat ion

LY
E Bill Commiittee for Public Counsel Services
NAC Billing Information
NAC #: cD00D0070  MAC Status: PENDING Bill Summary
Attorney Mame: JOHN DOE Total Hours 1.25
Client Last Mame:  |jget Total Mileage: 1]
Client First Mame:  [iggt Total §: $58.13
Date of Assi t:
ate of Assignment: 11171589 T
Rate: 465
Mac Type: MARY MOES v
(choose one): Submit Bill Here:
Docket: test
To enter nultiple Bill Status: v
dockei numbers,
please separate each -
hy pressing the enter @ submit bill l
key.
.?mﬁgﬁsﬁﬁc J ® vouchers J

Add i Delete Dates of Service

Add a Date of Senice: M

Mark For Delete Date of Service  Total Hours by Date
*Click on to Edit

O 1
E 0.25

§ save changch ® close form J

# delete marked items J
W

TheNAC Billing Informationpageis where yolenter,modify/edit, andsubmityour legal service
bills. You alsoaccess the Bill voucherpages from here

6.11 Whenyouadd & Co oNAC iauBber to the WIP file and the NAC is not on file with
CPCS, EBIll will inform you that the NAC does not exist in the system and ask whether
you would like to add thBIAC. If you choose to add the NAC, the NAC Billing
InformationPagewill be displayedthe pagefor a pending NAC is depicted abgvéDo
notci ck Yes for a ADO NAC number as these NAC
at CPCS. Please click No and send an email tihoyd@ publiccounsel.netand report
that the ADO NAC number is not on file.)

6.1AT Enterthe client name and date of assignment from the NAC form, the hourly rate
(for a chart of hourly rates, see the CPCS Assigned Counsel Manual chapter 5
section 33), select the proper NAC Type from the drop down list box, enter the
docket number(s) as itkly appedss) on the NAC form/complaint (do not enter any
spaces or dashes).

6.1B 7 After enteringthe entirerequired information click theave changesutton. EBill
will verify that the pending NAC is updated and return you to the NAC Billing
Information page While the NAC is pending you may modify the NAC
information.Make sure to click the save changes button after making any
changes.

The assigning court is required to mail the original (white cp@)0 oNACH B 0
form to CPCS. If you receive theiginal NAC form, it should be immediately
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6.21

mailed to CPCSPleaseDO NOT mail a copy of any NAC to CPCunlesswe
request it from you in writing.

When the NAC comes on file at CPCS we will update the status of the pending
NAC to AOn Fi |l eswilbaupdateadwith theNlat&enteredeanl tha

CPCS computer. You will need to notice and report any discrepancies teBilie E
help desk.

Eill Commiittee for Public Counsel Services
NAC Billing Information
NAC #: ¢37165376  MAC Status: On File Bill Summary
Attorney Marme: JOHHN DOE Total Hours : 4
Client Last Mame:  test Total Mileage: 35
Client First Mame:  test Total $: $211.20
Date of Assignment:3/1/2005
Rate: $50.00 @ preview bill |
Mac Type: Criminal
Docket(s): 0231cr0001
Submit Bill Here:
Bill Status: -
Add | Edit I Delete Dates of Service -
@ submit bill I
Add a Date of Serice: Sadd s J
Mark For Delete D?;ﬁd?:nstf?;ii::e Total Hours by Date .Q{T{g\;ﬁsﬁﬁ’c J ® vouchers J
D L1/72005 2 ® close form '
O
@ delete marked items '

Following is a description of all the elements of the NAC Billing Informagiagefor
pending NACs and N@s that are on file. Theagedepicted below indicates a NAC that is

on file.

6.2A7T NAC #, Attorney Name, Client Last Name, Assignment Date, NAC Type,

NAC Status, Client First Name, Rate

If the NAC is on file the depicted fields will be filled with datarh CPCS. I&a
A Co oNAC is Bad on file you will have to enter themporarydata as

described earlier in this sectidh.l eas e r eme mber t hat a

be added as a Pending NAC. You must contact CPCS if this occurs.
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E bill Commiittee for Public Counsel Services
NAC Billing Information

You must enter a docket number before proceeding. Bill Summary
To enter multiple docket numbers, please separate
each by pressing the enter key. Total Hours : 0
NAC #: C37164890 NAC Status: On File Total Mileage: 0
Attorney Mame:  JOHMN DOE Total §: $0.00
Client Last MName:  Doe
Client First Marme:  John Submit Bill Here:
Date of Assignment:7/1/2002 Bl

tatus:
Rate: $39.00 et
Mac Type: Criminal @ submit bill I
Docket(s):

I"":mﬁ‘;gsﬁ\nc @ vouchers J

@ save changch @ close form J

Add ! Edit/ Delete Dates of Service

Add a Date of Service: M
Mark For Delete Date of Service Total Hours by Date
“Click on to Edit

@ delete marked items I

6.2B7 Docket(s)

CPCS requires theompletecourt docket number(s) to be recorded for each NABIIE

will display all docket numbers on file in the Docket field for the NAC being accessed. If
CPCS has no docket number recorded for a NAC being added to or accesseeé from th
Work In Progress file, 8Bill will require you to enter theompletedocket number(s)

listed on the NAC form in the Docket field on the NAC Billing Informatmageas

it/they appear on the complaint(do not include any spaces or dashesilEwill not

allow any legal service time or voucher entry until you enter the docket number(s) and
click the save changes button.

Note: After the docket number(sashave been entered;Hill will only display, on any

pagewhere the docket number is displayed (with exception of the NAC Billing
Informationpags, the first docket number listed in the NAC record.

6.2CT Enter/Modify Legal Service Bill
The following instructions fothe Add/Edit/Delete Dates of Servicesection othis page

will assist you when yoare ready to entemd edittime for legal services rendered for
the displayed NAC.

6.2C (1)i Enter a date of servide theAdd a Date of Servicefield (use the
formats mm/ddiyyy or mm/dd/yy or click the calendar icon to the
right of the Date field andlick on the date yowantto enter. The date
you select will appear in the Date field.
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6.2C (2)i Click theadd date button dter you have entered a date of service, to
go to the Time Entrpagefor this date of service (review tleBill
Time Entrysection of this manual for entering and editing
instructions).

E-Bill will not allow you to add a date of service,
e If you enter an invalid date (i.e. a date in the future)

e If you enter a date of service that is not in the same fiscal year
as dates alreadg the WIP file for the displayed NAC.

e If you have previously been paid for the date of service being
enteredor the displayed NAC

¢ |If the date of service precedes the date of the assignment of the
displayed NAC. Note: Mary Moe assignments are exenojph fr
this rule.
6.2D7 Date of Service
The dates of servidested areenteredn the WIP file,but not submitted for thdisplayed
NAC.

To modify/edit a date of service for tliisplayedNAC, locate it and click the date of
service. The Time Entryagefor this date of service wilbe displayedreview theE-Bill
Time Entrysection of this manual for entering and editing instructions for the Time Entry

pags.
6.2E71 Total Hours By Date

This field displays the total hours entered in the WIP file for theesponding date of
service for thalisplayedNAC.

6.2F 1 To deleteone or more da(e) of legalservice that you have added to the WIP file
for thedisplayedNAC, do the following:

6.2F (1)i Locate the date(s) of service you want to delete.

6.2F (2)i Click theMark For Delete box next to the date(s). A check mark will
appear in the box.

6.2F (3)i Click thedeletemarked itemsbutton at the bottom of the list-Eill
will delete the date(s) and hours.

21



6.31 Bill Summary

E-Bill displays a summary of thedal service time and mileage entered in the WIP file for the
displayedNAC and allows you to preview the bill to check for accuracy.

6.3AT

TheTotal Hours field lists the totalLegal Serviceéhours for all dates of servide
be submittedn the WIP filefor thedisplayedNAC.

6.3B1 TheTotal Mileage field lists the total mileagenteredfor which you have

requested reimbursemeimor all dates ot.egal Srviceto be submittedh the
WIP file for thedisplayedNAC.

6.3Ci1 TheTotal $ field lists the toal combined dollar amount for the total hours and

6.3D1i

total mileageo be submittedh the WIPfile for thedisplayedNAC.

Click thepreview bill buttonto display the Billing Previewage This is a

preview of what your bill will look like if it weresubmitted today. This NOT a
submitted bill or aconfirmation form. The Billing Previewageallows you to
quickly review your bill prior to submission and identify any errors or omissions
that need to be corrected. You cannot correct errors frorpdiés it is a view

only page Any errorsmustbe correcedon theTime Entry pageor NAC Billing
Informationpage wherever the error or omission occurred. After correcting the
errors you should preview your bill again. When all the entered information is
correct, you may submit your bill.

6.47 Submit a Legal ServiceBill

From the Submit Bill Herdeld you submitto CPCSyour bill for LegalServices andMileage
for thedisplayedNAC.

6.4A1

6.4B1

From theBill Status drop down listselect the appropriate billingtatus.

Selectinterimif you are submitting a Monthly bill. Bill notesthe date of
submssionasthe monthbilled, irrespective of the dates of service listed on the
bill. Please review thiglonthly Billing policy in the CPCS Assigned Counsel
Manual chapter 5 section 18.

Select Year Ends the status of your bifithe NAC isopen and pending at the
end of the fiscal year (Jun®)3 Year End bills may be submitted beginning June
15. You are allowed only one bill per fiscal year of service. Please note, a
submitted Year End bill closes the fiscal year of service from further interim
billing.

Select Closeas the status of your bifl your representation has concluded for all
matters on the displayed NAC.

Click the submit bill button to submit the Bill for the displayedNAC. All dates
of service and mileage in the WIP ftie be submittedor the NAC will be
submittedto CPCS

6.4B (1)1 If you are submitting a bill for a CAFL assignmentBl# will require

you to complete the online Client Contact Information form prior to
confirming the bill (review th&-Bill Client Contactsection othis
manual for instructions for entering client contact information).
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6.4B (2)i If you seleceédCase Closed as the billing statusBH will require you to
completea Dispositional Report Form prior to confirming the bill.

A For criminal, criminal rentor, and murder assignments, please review the
E-Bill Criminal\Delinquency Dispositiosection of this manual for
instructionson completing the disposition form.

A For children and family law, neeriminal mentor, and otheron-criminal
assignments, please review &dill Children and Family Law
Dispositionsection of this manual for instructiona completing the
disposition form.

A For mental health assignments, please revievEiBél Mental Health
Dispositionsection of this manual for instructiona completing the
disposition form.

A For all appeal assignments, please reviewEtsill Appeals Disposition
section of thignanual for instructionen completing the disposition form.

6.4B (3)i When you have completed all of the required form8ilEwill transmit
the bill to CPCSCPCS will immediately review the-Bill for preliminary
error conditions. If any of these candns are discovered, a warning will
appear on thpage In most instances you will be allowed to correct the
error and resubmit the bill.

6.4B (4)i If CPCS accepts the-Bill, the Billing Confirmationpagewill appear (see
the example belowPRINT THI S PAGE. Sign the EBIll Confirmation
Formand file it. CPCS requires that you maintain the signed and dated
confirmation form in your records for Seven years. Please review ch. 5 s.
24B of the CPCS Assigned Counsel Manual. The Assigned Counsel
Manual is online atwww.publiccounsel.net

6.4B (5)i Click the Close Form Button at the bottom of the Billing Confirmation
page E-Bill will return to the NAC Overviewpage
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6.51

6.61

6.71

6.81

Important: Print this for your records.

Confirmation Mumber: 05481988
MAC #: CO0000070 Submittal Date: 10i21/2003
Attorney MName: JOHH DOE MAC Status: PEHDING
Client Last Mame: Test Client First Mame: Test
Date of Assignment: 72001 Rate: $39.00
Mac Type: CRIMIHAL APPEALS Total §: $117.00
Bill Status: Interim Total Mileage Billed: L[]
Hours per Category (see cateqory definitions)
Date 1 2 3 4 5 1] T 8 9 10 1" 12 13 Total
Ti152003 1 1] 1] 1] 1 1] 1] 1 1] 1] 0 1] 1] 3
Total Hours: 3. Total: $117.00
*Category Kew:

1 = Hearing.Argument:

2 = Rec Assem & RewiTr:
3 = Conf wiCounzMent:
4 = Drit Mat, Lol Mem:

5 = Drft App Brief:

E = Prep - ArgHrg:

7 = Court Waiting Time:

§ = Client Contact:

9 = Drft Pet-Rehra/FAR:
10 = Legal Research:

11 =Drft CPCS Appr Fed:
12 = Travel:

13 = Other:

Pleare be aduired tatDy Takem g ks Dmation yon are ceridvg Yk the palns and peralttes ofpe any tiatyon bae beed Fppoired In these cares, Batyon k2 prokded the gemices
and Incarred the coote descrbed ob the dTBE 3nd r the tmes lekd aid Hatyour chames B kgal seukas reteckd on e bill 3r Eared 1pon 0T cOVEMPOEIE0N Hhe Tecords
malitalved In 3coordancs Witk the CPCS policks and procednres Man i3l 2nd feg A 0N Wk 100 k2 rece ed And read.

Signature: Diate:

@ close form

Click theremove NAC from systembutton to remove thdisplayedNAC and allentered
dates of service and vouchers from the WIP Rliease note: removing a NAC froradd|
will have no affect on previously submitted bills or vouchers.

Click thesave changebutton to save any chargeiade to pending NAC information.
Note: This button appears on the NAC Billing Informatijpageonly when the NAC
Status is PENDING or if a docket number must be entered for a NAC that is on file.
Click thevouchersbutton to go to the Voucher Oweew Page Review theE-Bill
Voucher Overviewsection of this manual for entering/editing vouchers.

Click thecloseform button on the NAC Billing Informatiopageto return to the NAC
Overviewpage

24



Section 7i E-Bill Time Entry

/2 Time Entry - Windows Internet Explorer

@ ’ bl £ | https://www.cpcsebill.com/Ebill.asp?page=DateOfService.asp&DQSID=7/1/20108NacNum=C00000011 &sessid=89776423 8 callchain=Menu.asp:N + % 2| X Bing P -
= —
Eile Edit View Favorites Tools Help
Norton - @ Search @ - @ Cards & Log-ins ~
5y Favorites 55 &) Get More Add-ons v & Suggested Sites v
& TimeEntry fi ~ B v [ @ v Page~ Safety~ Teols~ @~
E\II Committee for Public Counsel Services
Time Entry Screen: Edit Entry
NAC#: C00000011 Date 7172010
Attorney Name: JOHN Q. DOE Jr. Total Hours: 3.4
Client Name John Test Total Mileage: 78
Docket# 1234CRO0-TEST
Pre Trial Hearing: 04 Admsn/Plea Hearing Trial:
Post Conv Hearing: Draft Mot, Lgl Mema Prep-Hrg/Trial
Court Waiting Time 02 In Prsn Client Int Client Tel. Contact
Legal Research Investigation 02 Travel:: 2.6
@ enter miles
Other e
@savechanges | | @ close form J

€ Internet | Protected Mode: On fy v H100% -

7.17 After entering/selecting a date of serviceBH will display the Time Entrypage
Following is a description of there-filled pageelements.
7.1A7 Page Title
If you are adding a new date of service to the WIP file fodibelayel NAC, E-Bill will

di splay the words AAdd Entryo. | f -Billbu ar e
will display the words AEdit Entryo.
7.1B7 NAC#

This fielddisplays the NAC numbefrom the NAC Billing Information pagdf the NAC
number is incaect,returnto the NAC Overviewpageby clicking on the Close Form
button on this page and again on the NAC Billing Information pSelect the correct
NAC from or add the correct NAC to the WIP faeld/edit the date of service to return to
the Time Emnty page

7.1CT71 Date

This field displays the date you added or the date you selected to modify.

7.1D7 Attorney Name

Please make sure thesplayedname is your name. If the displayed nameasyour name,
click the Close Form button. Contact theBH help line by phone (617) 988327, or by
emailebill@publiccounsel.net

7.1E7 Total Hours

E-Bill displays the totalsavedhours for thedisplayeddate of service for thdisplayed
NAC.

7.1D7 Client Name
E-Bill displaysthe client name specific to thigsplayedNAC.

25



mailto:ebill@publiccounsel.net

7.1E71 Total Mileage

E-Bill displays the totalsavedmileage for thalisplayeddate of service for thdisplayed
NAC. The totalsavedmileage is displayed even if you elected not to be reimbursetisor
mileage. It will not be included in the total amount of your bill.

7.1F7 Docket#

E-Bill displays the first docket numbdisted for this NAC.

7.2 Enter/Modify Legal Service Time

For each date of service, enter the time for legal servéceteredn the appropriate category.
CPCS has 13 billing categories for the three megesetypes Criminal, Civil, and Appeals.
Below is a list of the NAC Types related to eaalsetype and the corresponding 13 billing

categories.

Criminal Civil Appeals

Criminal Children and Family Law Criminal Appeals

Criminal Mentor Non-Criminal Mentor Murder Appeals

Murder Mental Health Mental Health Appeals

Other NorCriminal* Non-Criminal Appeals
Criminal Mentor Appeals
Non-Criminal Mentor Apeals
Criminal Civil Appeals Grant of Conditional Liberty

1. Pre Trial Hearing Emergency Hearing Hearing/Argument Hearing

2. Admsn/Plea Hearing PreTrl Hrg/Conf Rec Assem & Rev/Tr  RRT Hearing

3. Trial Trial/Hearing Conf w/Couns/Ment Collateral Contact

4. Post Wnv Hearing Dispo Proceedings  Drft Mot, Lgl Mem RRT Preparation

5. Draft Mot, Lgl Memo Drft Pleadings/Cor  Drft App Brief Appeal Preparation

6. Prepi Hrg/Trial Hrg/Trl Prep+Dscov  Prepi Arg/Hrg Hrg/Trl Prep

7. Court Waiting Time  Court Waiting Time  Court Waiting Tme Court Waiting Time

8. In Prsn Client Int In-Prsn Cint Cntact  Client Contact In-Prsn Cint Cntact

9. Client Tel Contact Negot/Case Conf Drft PetRehrg/FAR Client Tel Contact

10. Legal Research Legal Research Legal Research Legal Research

11. Investigation Investigdion Drft CPCS Appr Fed Investigation

12. Travel* Travel* Travel* Travel*

13. Other Other Cint Cntact Other Other

If the billing categories are not applicable to your case, do notamgéime. Click the
Close Form button to return to the NAC Billinggdnmationpage Check the NAC Type.

e Ifthe NAC is on file and you believe that the NAC Type is incorrect please send
an email to the Bill help line atebill@publiccounsel.ndt p| ease not e

Ty peo ubjactline), ercall (617) 988327.

e |Ifthe NAC is pending,

o0 Change the NAC type to the correct type

Click the Save Changes button

0
0 Enter the Date of Service in the Date field
0

Click the Add Date of Service button

! Other NonCriminal cases are those that do not fall under the CAFL or Mental Health categarjddary Moe

cases.
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7.2AT When entering timéor a date of swice rendered before July 1, 2Q1fake sure to
round the actual time worketbwnto the nearest quarter hour.

7.2B1 When entering timéor a dateof servicerendered on or after July 1, 2QXfake
sure to round the actual time worka@olwnto the neardgenth of arhour.CP CS 0
Policy on billing intenth of arhour incrementss inthe CPCSAssigned Counsel
Manual, chapter 5, section 24A.

*Travel time is displayed but not entered on the Time ER&ige Enter Travel time on the
Mileagepage(seeSection 8of this Manual).

7.371 Click theenter milesbutton to enter mileageformation and Travel Timee-Bill
will save the added/modified time for thesplayeddate of servicanddisplay the
Mileagepage(please review thE-Bill Mileage section of this manual for
instructions on entering mileage and travel time). *

747 If no Mileage or Travel Time was entered for the displayed date of serlidethe
save changebutton to save the added/mbell time for thedisplayeddate of
servicé*, E-Bill will confirm that the date of service has been saved. Click the OK
button. EBIll will return to the NAC Billing informatiornpage

**E -Bill will not allow you to save a date of service,

e If you entered rare than one hour of waiting time for ttesplayeddate of service
for thedisplayedNAC.

e If you entered more than twentyur hours for thelisplayeddate of service for the
displayedNAC.

e If you exceeded 3 total hours of waiting time for date of semandered before
February 2, 2009

e If you exceede@ total hours of waiting time for date of servi@ndered on or after
February 2, 2009

e |If you entered ircourt time on a date of service that the court is not normally in
sessionYou may request authastion to bill on this date. Please write to CR@S
the attention of the Private Attorney Payment Departmeitih)a copy of the court
docket.

When you save a date of serviceBH will warn you of a possible reduction if you
exceeded the daily limiof the current date of service. Please review the CPCS Assighed
Counsel Manual, chapter 5, section 19.

757 Click theclose formbutton to return to the NAC Billing Informatigmage If you
have added or modified time and not saved-BilEwill warn you that your changes
have not been saved.

e Click the OK button to keep the Time Enfyggeopen so you may save your
changes.

e Click the Cancel button to close the Time Emiagewithout saving any time
additions or changes
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Section 8i E-Bill Mileage

/= Travel - Windows Internet Explorer

Eile Edit View Favorites Tools Help
i Favorites  © 55 @) Get More Add-ons ~ & Suggested Sites +

@& Travel fi =~ B v [ & v Page~ Safety~ Tools~ @~

E bill Committee for Public Counsel Services
Mileage

NAC #: C00000011
Attorney Name: JOHN Q. DOE Jr.

Client Last Name:  Test Client First Name: John

Date of Senice: 72010 Docket: 1234CRO0-TEST

Reason From To M Miles

BT =i = Tip ——

Investigation AYER ATHOL Fl 78 Edit Delete
(select raasnn}E (select a city/town) El (select a city/town) |z|

(enter new travel on this row)

Mileage Reimbursement Requested %

Actual time traveled subject to the maximum of 1 hour @ yes @ no
for every 30 allowed miles traveled :

Enter time in tenth hour increments (.1, 2,1, 1.1 etc.)

Travel Time 2 60 Save

€ Internet | Protected Mode: On fy v H100% -

Please evi ew CPCSO6 T ICRCsAssignedUounselyManual, chhapter 5, section 28
before entering Mileage or Travel Time

The EBIll Mileage page allows you to enterstate, intercity, and outof-statemileageand
travel timeonthe date ofervice for thalisplayed NAC E-Bill requires thatyou enterall the
mileage information first in order to calculate allowed Travel Time.

8.171 Following is a description of there-filled pageelements.

8.1AT NAC#

E-Bill displaysthe NAC numbefrom the Time Entry pagedf the NAC number is incorrect,
returnto the NAC Overviewpageby clicking on the Close Form button on this page, the
Time Entry page, and again on the NAC Billing Information p&gdect the correct NAC
from or add the correct NAC tihhe WIP fileg add/edit the date of service and click the enter
miles buttoron the Time Entry page to return to the Mileage page

8.1B 1 Attorney Name

Please make sure the displayed name is your name. If the displayed maty®is name,
click the Closdé~orm button. Contact the-Bill help line by phone (617) 988327, or by
emailebill@publiccounsel.net

8.1Ci Client Name
E-Bill displaysthe client name specific to the NAC number.

8.1D7 Date of Service
E-Bill displaysthe date added or the date selected for modification.

8.1E71 Docket#
E-Bill displays the first docket numbdisted for this NAC.
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8.271 Following are the instructions for entering Mileage and Travel Time on the displayed date
of service for te displayed NAC.

8.2A1

8.2B1

8.2Ci

8.2D1

From theReasondrop down list, slect the appropriate reason for traveling. If the
reason you traveled does not appear in the list, select the most similar reason. The
actual reason must be noted in your contemporaneous timesecord

In theFrom* drop down list, select a city or towhtraveling from a city or town
within the State of Massachusetts.

If traveling from a city or town outside of the State of Massachusetts select the

A( Cok$t at e) 0 opt i on st ERIlnwill didplay ad emptp field o wn | i
where you can enter the name of the city/town@madide a drop down list where

you can select thetate from where you traveled (i.e. Nashua, N¥te: Do not

enter the name of t he | whe®tyouwvaveled. Thise. [ My
will cause the removal and norpayment of your mileage and travel time from

this date of service.

In theTo* drop down list, select a city or town if traveling to a city or town within
the State of Massachusetts.

Iftraveling t o a city or town outside of the S
oSt ate) o option f r-Billwilldidplay ademptp fieldwhere | i st .
you can enter the name of the city/town @nolvide a drop down list where you can

select thestae from where you traveled (i.e. Nashua, NN@te: Do not enter the

name of the | ocation (i.e. AClients Home
you traveled. This will cause the removal and noipayment of your mileage

and travel time from this date of sevice.

*Travel to Marthads Vineyard or Nantucke

(See Screen 8.2 below)f you are required to travel
Nantucketyou may bill for mileage to and from the boat landing@arnstable

(Hyannis)or Falmouth(Woods Holeland mileagewhd t r avel i ng on Mar
Vineyard or Nantuckefenter these trips separately on the mileaag). Please

enter the mileagtr each tripas instructed in this section of the manual. CPCS will

not reimburse mileage for t®yadorboat ride
Nantucket. You may, however, submit aiBH Voucher for the cost of the ticket

(please see section 12 of this Manual for further instructions).

Click theRT (Round Trip) box ithe From and To entries areaund trip.
Important: If this box is left blank (urchecked) then the allowed mileage for
which you will be reimbursed will be calculated as-ovey.

8.2E71 Miles

8.2E (1)1 If both the From and To entries are within Massachusetts (excluding
miles travel ed whiolNantwket IdadiEBIh ads Vi
will automatically calculate ardisplay theallowedmileagein the
Miles field. No data entry is requiredhe allowed rileage is
calculatedoy CPCSaccording to the mileage information entered for
this trip (Reason, From, Tand Round Trip)based on the Milo
Mileage Guideln this instance,le Milesfield cannot be altered. If you
notice that the mileage-Bill displayed is not the same as indicated in
the Milo Mileage Guide, please notify CPCS by email only at
ebill@publiccounsel.net
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8.2E (2)i If both the From and To entries are the same city/t@aill will
display a dop down list so that you masglect the proper mileage.
CPCS allows up to 5 miles for a one way andaifG miles for a round
trip within the same city/town.

8.2E (3)i Ifyou traveloutof-st at e, on Mar dnNantbicket Vi neyar d
Island, EBill will display a data entry box. Enter the total mileage
traveled in this fieldlf this was a round trip enter the total round
trip mileage.

8.2F1 Click the Add button to add this entered trip to the wamkprogress file.

8.2GT After you have added mileage information to a date of service you may click the
Edit button to make any change to the mileage infoiondbr this trip**. You
may edit this tripany timeprior to submitting it with your bill for legal services.

8.2H71 After you have added mileage information to a date of service you may click the
Deletebutton to remove this trip from the date of ser¥ic& ou may delete this
trip anytime prior to submitting your bill for legal services.

8.371 E-Bill automatically assumes that you want to be reimbursed for the entered mBeade.
you do notwant to be reimbursed for the entered milegge mustclick no in theMileage
Reimbursement Requestedield. Clicking no will not remove the mileage information
from the date of service or the Hiee Section 8.3A below if the date of travel being
entered is on or after Date of Service 08/15/20AlEp E-Bill will not include the
reimbursement for this mileage on the billing summary portion of the NAC Billing
InformationPagen o r  wi | | it be included in your bil!l
may modify this option angime prior to submitting your biflor legal services.

8.3A1 If the date of travel being entered is on or after Date of Service 08/15/2(®ill, E
will not display theMileage Reimbursement Requesteéleld. Additionally, E-Bill
will not include the reimbursement for this mileage on tlemgisummary portion
of the NAC Billing InformationPagen o r  wi | | it be included i
amount when you submit it

8.41 Click theMiles Entry Complete button when you have completed entering all of the
mileage information for thdisplayeddate of servicand NAC E-Bill will calculate the
allowed travel time for this date of service (total allowed miles/i&®hove this button
from thepage and display the Travel Time data entry field.

8.51 When enteringravel Timefor a date of servie before July 1, 201@nake sure to round
the actual timeraveleddownto the nearest quarter hour.

When entering ravel Timefor a date of service on or after July 1, 20ftke sure to

round the actual timgaveleddownto the nearegenth ofarhourCP CS6 d@hol i cy
billing in tenth of arhour incrementss inthe CPCSAssigned Counsel Manual, chapter 5,
section 24A.

The allowed Travel time is subjetct the maximum of 1 hour for every 30 allowed miles
traveled. You maymodify theenteredTravel Time anytime prior to submitting it with
your bill for legal services.

8.61 Click theSavebutton to save the entered Travel Time.

8.6A1 E-Bill will not allow you to exceed the applicabeaximumdaily billing limit for
a date of service. If the travel t&enteredwill cause you to excedthis limit for
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the date of service,-Bill will display a warning message aimstruct you to
reduce theenteredlravel Time to a time not to exceed the limit.

8.6B1 E-Bill will warn you of a possible reductiaio your hll if you exceeded the daily
limit without a waiveffor the displayedlate of service. Please review the CPCS
Assigned Counsel Manual, chapter 5, section 19.

8.71 Click theclose brm button to return to th&ime Entrypage

* If you traveled betweeh he Massachusetts mainland and eith
Nantucket Island, CPCS will allotthe entry ofan additional 1.5 hours @iravelTime for a one
way trip or 3 hours for a round trip.

** |f you modify or delete any mileage information time dispayeddate of service, 8Bill will
automatically recalculate the allowed maximum Travel Time. If the travel time you previously
entereds now greater than the new maximum allowed Travel TimBjllBvill automatically
adjust theenteredTravel Time to tle recalculated maximum allowed travel time.

/= Travel - Windows Internet Explorer

@ ’ Bl £ | https://www.cpcsebill.com/Net/Travel.aspx?page= Miles.asp&MNacNum=C00000011 &sessid=97399095&callchain=Menu.asp¥%3aNac Overview.asp® v % | X Bing P -
Eile Edit View Favorites Tools Help -
5.7 Favorites 55 € Get More Add-ons v (& Suggested Sites ¥
& Travel fii v B v [ & v Pagev Safetyv Tooks~ @~
EHI Committee for Public Counsel Services
Mileage

NAC #: C00000011

Attormey Name: JOHN Q. DOE Jr.

Client Last Name:  Test Client First Name: John
Date of Senice: 2010 Docket: 1234CRO0-TEST
Reason From To M Miles
CXEIS0 S == Tip ——
Client Visit BOSTON WOODS HOLE ki 144 Edit | | Delete

; s VINEYARD HAVEN  EDGARTOWN

J v

S (Martha's Vineyard) (Martha's Vineyard) e
(select raasnn}E (select a city/town) El (select a city/town) El Add

(enter new travel on this row)

Mileage Reimbursement Requested @ close form

Actual time traveled subject to the maximum of 1 hour @ yes ® no

for every 30 allowed miles traveled
Enter time in tenth hour increments (1, 2,1, 1.1 etc.)

Travel Time 7.3 Save

& Intemet | Protected Mode: On Aoy HI0% v

Screen 8.2
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Section 9i E-Bill Voucher Overview

/= NAC Billing Information - Windows Internet Explorer

@ ’ ll £ | https://www.cpcsebill.com/Ebill asp?page=VoucherOverview.asp&callchain=Menu.asp:NacOverview.asp:SingleNac.asp < % 2| X Bing P~
= —
Eile Edit View Favorites Tools Help
5 Favorites S &) Get More Add-ons ~ & Suggested Sites
& NAC Billing Information i = B ~ [ @ v Pagev Safetyv Tools~ @~
E\II Committee for Public Counsel Services
Voucher Overview
NAC #: C00000011  Attorney Name: JOHN Q. DOE Jr.
Client Name: John Test  Total $215.04
Add / Delete Vouchers
Add Voucher: Type - | |@adduonchay
Mark for Delete Type Begin Date End Date Dollars
03/1872010 03/18/2010 $80.84
07/01/2010 07/01/2010 $64.00
07/01/2010 07/02/2010 $70.20
@ delete marked items @ close form
Deone & Intemet | Protected Mode: On fa = ®100% ~

The Voucher Overviewageallows you toadd,modify, or deletepayment vouchers for
Associate, Paralegal, and Other-offpocket expenses. Below are mstions for adding a
voucher to the WIP file.

9.1- Following is a description of there-filled pageelements.

9.1A7 NACH#

E-Bill displaysthe NACnumber from the NAC Billing Information pagt the NAC
number is incorrect, go back to the NAC Overvigageand select the correct NAC
from, or add the correct NAC to, the WIP file.

9.1BT1 Attorney Name

Please make sure the displayed name is your name. If the displayed name is not your
name, click the Close Form button. Contact thBilEhelp line by phon€617) 988
8327, or by emait ebill@publiccounsel.net

9.1Ci Client Name

E-Bill displays the client name specific to the NAC number.

9.1D7 Total

E-Bill displays the total amount of all vouchdistedin the WIP file for thedisplayed
NAC.

9.27 Add a Voucher
9.2A71 Form theType drop down list boselect thaype of voucher

9.2B7 Click theadd voucherbuttonto add the selected voucher typeBH will display
the corresponding voucher enprgige
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9.37 To modify an existing voucher in the WIP, locate the voucher in the list on the Voucher
Overview page and click on tAg/pe. E-Bill will display the voucher entrpagefor the selected
voucher.
9.471 Delete a Voucher
To deleteone or more vouchefsom the WIP file for thedisplayedNAC,

9.4A7 Locatethe vouche(s) from the list

9.4B17 Click thebox in theMark for Delete column next to the voucher(s) that you want to
delete.

9.4Ci Click the Delete Marked Items button beneath the voucher list.
9. 5 Click theclose formbuttonto return to the NAC Billing Informatiopage
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Section 10i E-Bill Associate Voucher

/2 Voucher: Associates - Windows Internet Explorer

Kol | ntips /o cpcsebill.com/Ebill aspTpag=Voucherasp&iseqnum=586&nacnum=C000000L1 &sessid=51 190211 &vouchertype=A&calichain=Men » 5 | ¢ | x Bing £~
= —
Eile Edit View Favorites Tools Help
5 Favorites S &) Get More Add-ons ~ & Suggested Sites
(& Voucher: Associates i~ E ~ [ @& ~ Page~ Safety~ Tools~ ’Q-'
E\ll Committee for Public Counsel Services
Associate Voucher
Client Name-  John Test NAC#: C00000011 Voucher Summary
Attorney Name:JOHN Q. DOE Jr.  Voucher Type A
Hours: 1.6
First Name John BBO 999939
Last Name Test Rate 0 Total:  $64.00
Mark For Legal Legal Client Trial
Delete Service Date Research  Writing Investigation Interview Assist *
712010 04 02 1
Add Item

*for Trial Assistance: prior permission is required. Attach authorization letter.

@savechanges | | @submitvoucher | | @ close form J

*Save Changes will also delete marked items.

€ Internet | Protected Mode: On fy v H100% -

Usethe Associate Voucher pageenter one voucher feeimbursement odissociate expenses

for the services rendered by one assod@téhedisplayedNAC. PleaserevieC PCS 6 Bi |l | i ng
Policy for Associate Expensestime CPCS Assigned Counsel Manual, chapter 5, section 25A

before entering a voucher.

10.17 Following is a description of the pféled pageelements.

10.1A7 Client Name
E-Bill displaysthe client name specific to the NAC number.

10.1BT NAC#

E-Bill displaysthe NACnumber from the NAC Billing Information pagH the NAC
number is incorrect, go back to the NAC Overvieageand select the correct NAC
from, or add the correct NA®, the WIP file.

10.1C71 Attorney Name

Please make sure the name that is displayed is your name. If the displayed mame is
your name, click the Close Form button. Contact tHgilEhelp line by phone (617) 988
8327, or by email atbill@publiccounsel.net

10.1D7 Voucher Type
E-Bill displaysthe type of voucher being entered. For an assoeiateheran A A0 wi | |
appear in this field.

10.1E7 Voucher Summary
E-Bill displaysthe total associate hours entenethe WIPand the current total amount
(hours x entered raté&r thedisplayedassociateyoucher
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10.21 Entering anAssociaté/oucher
10.2A71 Enter the first name of thessociatan the First Name field.
10.2B7 Enter the last name of the associatthe Last Namefield.
102CiEnt er the associateds Boar dinthéeBBBar Over

field.

10.2D7 In theRate field enter the hourly ratéhat you are requesting fogimbursement
of the displayedssociateyoucher This rate musnot exceed the rate established
by the CPCSAssociate Billing Blicy in chapter 5, section 25A, of ti&PCS
Assigned Counsel Manual. If the entered rate exceeds the establishedBiite, E
will display an error message. You will need to correct theredteate in order
to submit the voucher to CPCS.

10.2E- Foreachdateoy o ur a ssergicereradresl orsor after July 1, 2010, for
which you are requesting reimbursementer the time irtenth of arhour
increments into the appropriate time catggdisted below)as it is listed on the
a s s o cinvaide ¥Vbes entering timéor thesedates of service make sure to
round the actual time worketbwnto the nearesenth ofarhour.CPCS6 Pol i cy
on billing intenth of arhour incrementss inthe CPCS Assigned Counsel

Manual, chapter 5, section 24A.

Foreachdateof o ur a sservicereraldresl before July 1, 2010, for which

you are requesting reimbursemeartter the time in quartdmour increments into

the appropriate time categaffisted bebtw)as it is | i sted on t he
invoice.When entering timéor thesedates of service make sure to round the

actual time workedlownto the nearest quarter hour.

Service Date

Legal Research

Legal Writing

Investigation

Client Interview

Trial Assist

*The attorney of record must obtain prior permission from the appropriate Deputy

Chief Counsel in order to bill for Associate Trial Assistance irnmunder
assignmentsSeechapter 5, section 25A, of the Assighed Counsel Manual.

10.371 Click thesave clangesbutton to save the associate voucher after entering each date of
service or modifying any date(s) of serviceBH will return to the Associate Voucher
page

10.47 To deleteone or more entered dates of service feomassociate voucher,

10.4A 1 Locate the date of service in the list

10.4B 1 Click the boxin theMark for Delete columnnext to thedate(s) that you want to
delete.

10.4C 7 Click thesave changesutton to delete the dates of service marked for deletion
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10.51 Submittingan Associatevoucher
10.5A T Before you sbmitthe displayed AssociadMouchersave the added/modified
voucher.To submit thedisplayed Asociaté/oucher click the submit voucher
button.
10.8B 1 If CPCS accepts youkssociate Wucher, thee-Bill Voucher Confirmatin page
will be displayedsee the example belovBRINT THIS PAGE beforeyou
click the closeform button.

10.5C 7 Click theclose formbutton at the bottom of tHe-Bill Voucher Confirmation
page E-Bill will return to the Voucher Overvieywage

10.8D 1 IMPORTANT : For paymentonsiderationimmediately upon submission of
the associatevoucher mail to CPCShe printedE-Bill Associatévoucher
Confirmation formsignedby both you and the associate attornayned on the
form, with the attached detailed woice from the associatdtorney

/2 Voucher Confirmation: Associates - Windows Internet Explorer

@ ’ bl £ | https://www.cpcsebill.com/Ebill asp?page=SubmitVoucher.asp&callchain= Menu.asp:NacOverview.asp:SingleMNac.asp:VoucherOverview.asp:Vouc| v % 2| X Bing P~
File Edit View Favorites Tools Help -
¢ Favorites Sk &) Get More Add-ons ~ (& Suggested Sites
{& Voucher Confirmation: Associates i~ El ~ [ é= v Page~ Safety~ Tools~w ’Q-'
E\ll Committee for Public Counsel Services
Voucher Confirmation

! Important: Print this for your records.

Client Name: John Test NAC#: 00000011
Attorney Mame: JOHN Q. DOE Jr. Voucher Type: A

Assoc. First Mame: John Receipt Date:  07/11/10
Assoc. Last Name: Test Rate: $40.00
Assoc. BBO: 999999 Hours: 1.6
Vendor Code: 000001A Total: $64.00

Confirmation#: 08176339

Legal Legal Client Trial
Service Date Research Writing Investigation Interview Assist
7/1/2010 04 02 1

This form is for billing purposes only and is not a substitute for detailed contemporaneous time sheets,
which | have maintained for my associate senices. | certify that | have provided the senices noted
above and that | have received the amount billed:

Associate Signature:, Date:

| certify that this associate has completed the work noted and that | have paid this associate the
amount billed:

Attorney Signature: Date:

@ close form

Deone & Intemet | Protected Mode: On fa = ®100% ~

10.671 If you are not submitting the entered associate vouchek,tbe closeform buttonon
the Associate Voucher entry paigereturn to the Voucher Overvigpage If you have

added or modified an associatevoergteBi | | wi I | di splay the war

changes to this formo, and offer the

e Click the OK button to keep the Associate Vougb@geopen so you may save
thevoucher

e Click the Cancel button to close the Associateidfeerpagewithout saving any
time additions or changes.
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Section 111 E-Bill Paralegal Voucher

/2 Voucher: Paralegal - Windows Internet Explorer

Kol | ntips /o cpcsebill.com/Ebill aspTpag=Voucher.asp&seqnum=587 fnacnum=C000000L1 &sessid=71540304 &vouchertype=Picalichain=Men » 3 | 45| x Bing £~
= —
Eile Edit View Favorites Tools Help
5 Favorites S &) Get More Add-ons ~ & Suggested Sites
{& Voucher: Paralegal i = B ~ [ @ v Pagev Safetyv Tools~ @~
E\II Committee for Public Counsel Services
Paralegal Voucher
Client Name:  John Test NAC#: C00000011 Voucher Summary
Attorney Name:JOHN Q. DOE Jr. Soc Sec # H 3.9
Voucher Type: P or BBO ours:
N (*required Total:  $70.20
First Name:  john for attorney) 999999
Last Name Test Rate 18
Mark For Legal Client Trial
Delete Service Date Research Investigation  Interview Assist
/2000 03 14
72/2010 05 17
Add Item
®savechanges | | @submitvoucher | | @closefom |
*Save Changes will also delete marked items

€ Internet | Protected Mode: On fy v H100% -

Usethe Paralegal Voucher pageenter one voucher foine reimbursement paralegadpenses

for the services rendered by one paralégathedisplayedNAC. Pleaserevie PCS 6 Bi | 1 i ng
Policy for Paralegal Expensestiie CPCS Assigned Counsel Manual, chapter 5, sectién 25

before entering a voucher.

11.17 Following is a description of the pféled pageelements.

11.1A7 Client Name
E-Bill displays the client name specific to the NAC number.

11.1B7 NAC#

E-Bill displaysthe NACnumber from the NAC Billing Information pagH the NAC
number is incorrect, go back to the NAC Overvieageand select the correct NAC
from, or add the correct NAC to, the W/file.

11.1CT Attorney Name

Please make sure the name that is displayed is your name. If the displayed mame is
your name, click the Close Form button. Contact tHgilEhelp line by phone (617) 988
8327, or by email atbill@publiccounsel.net

11.1D7 Voucher Type
E-Bill displaysthe type of voucher being entered. Fqramalegalouchera PGi wi | |
appear in this field.

11.1E7 Voucher Summary
E-Bill displays the totalparalegahours entered the WIPand the current total amount
(hours x entered raté&r thedisplayedparalegalvoucher
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11.27 Entering aParalegaVoucher.

11.2A71 Enter the first name of thgaralegaln the First Name field.

11.2B71 Enter the last name of tiparalegaln theLast Name field.

11.2Ci Entertheparalegad Social Security Number, or tli&goard of Bar Overseers
identification numbefor a paralegal who is an attorney (requirgdjhe Soc Sec
# or BBO field.

11.2D7 In theRate field enter the hourly ratéhat you are rguesting forreimbursement
of the displayegbaralegalkoucher This rate must not exceed the rate established
by the CPCSParalegaBilling Policy in chapter 5, section Z5 of theCPCS
Assigned Counsel Manual. If the entered rate exceeds the estabditheEBill
will display an error message. You will need to correct the entered rate in order
to submit the voucher to CPCS.

11.2E - For each date oyour paralegad servicerendered on or after July 1, 2010, for
which you are requesting reimbursementer the time irtenth of arhour
increments into the appropriate time catedtisged below)as it is listed on the
paralegad Bwvoice.When entering timéor these dates of servicamake sure to
round the actual time worketbwnto the nearesenth ofanhour.CPCS6 Pol i cy
on billing intenth of arhour incrementss inthe CPCSAssigned Counsel
Manual, chapter 5, section 24A.

For each date ofour paralegad servicerendered before July 1, 2010, for which
you are requesting reimbursemeartter the tne in quartethour increments into
the appropriate time catega(fisted below)as it is listed on thparalegad s
invoice.When entering timéor these dates of servicmake sure to round the
actual time workedlownto the nearest quarter hour.

Service ate
Legal Research
Investigation
Client Interview
Trial Assist

11.371 Click thesave changebutton to save thparalegalvoucher after entering each date of
service or modifying any date(s) of serviceBH will return to theParalegaVoucher
page
11.47 To deleteone or more entered dates of service fepparalegaloucher,
11.4A 7 Locate the date of service in the list
11.4B i Click the boxin theMark for Delete columnnext to thedate(s) that you want to
delete.
11.4Ci Click thesave changebutton to delete the dates of service marked for deletion

11.57 Submittinga ParalegaVoucher
11.5A T Before you sbmitthe displayedParalegaVouchersave the added/modified
voucher. To submit thdisplayedParalegal oucher click the submit
voucher button.
11.5B 7 If CPCS accepts yowraralegaV oucher, thee-Bill Voucher Confirmatiorpage
will be displayedsee the example belovBRINT THIS PAGE beforeyou
click the closeform button.
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11.5C 171 Click theclose formbutton at the bottom of tHe-Bill Voucher Confirmation
page E-Bill will return to the Voucher Overvieywage

11.5D i IMPORTANT : For paymentonsiderationimmediately upon submission of
the paralegaloucher mail to CPCS therinted EBIll ParalegaVoucher
Confirmation form signedby both you and th@aralegahamed on the form,
with theattached detailed invoice from tparalegal

/5 Voucher Confirmation: Paralegals - Windows Intemet Explorer

@ Sl & tips://unw.cpesebil.com/Ebill asp?page= SubmitVoucher asp&calichain= Menu.asp:NacOverview.zsp:SingleNac,asp-VoucherOverview.aspiVoucl v i |43 | Bing £
E |

Eile Edit View Favorites Tools Help

5.7 Favorites S5 &) Get More Add-ons v & Suggested Sites

{& Voucher Confirmation: Paralegals fi = E) v [ o= v Page~ Safety~ Tools~ @~

E\II Committee for Public Counsel Services
Voucher Confirmation

! Important: Print this for your records.

Client Name: John Test NAC#: C00000011
Attorney Mame: JOHN Q. DOE Jr. Voucher Type: P
Paralegal F. Name:  John Receipt Date: 071110
Paralegal L. Mame: Test Rate: $18.00
Paralegal 55 or BBO:999999 Hours: 39
Vendor Code: 000001A Total Bill: $70.20

Confirmation#: 08176473

Service Date Legal R h | igation Client || i Trial Assist
7/1/2010 03 14
71212010 0.5 1.7

This form is for billing purposes only and is not a substitute for detailed contemporaneous time sheets,
which | have maintained for my paralegal services. | certify that | have provided the semvices noted
above and that | have received the amount billed:

Paralegal Signature: Date:

| certify that this paralegal has completed the work noted and that | have paid this paralegal the

amount billed:
Attorney Signature: Date:
@ close form
Done

& Intemet | Protected Mode: On Aoy HI0% v

11.67 If you are not submitting the enterpdralegaloucher, click thelose formbuttonon
the ParalegaVoucher entry pagt return to the Voucheédverviewpage If you have
added or modified paralegavoucher, EBi | |  wi I I di splay the war |
changes to this formo, and offer the optio

e Click the OK button to keep tHearalegalVoucherpageopen so you may sav
thevoucher

e Click the Cancel button to close tRaralegaVoucherpagewithout saving any
time additions or changes.

39



Section 121 E-Bill MiscellaneousVVoucher

/2 Voucher: Miscellaneous - Windows Internet Explorer

Kol | ntips /o cpcsebill.com/Ebill aspTpage=Voucher.asp&nacnum=C0000011 &ivouchertype=O&iseqnum=688&essid=00643050&icallchain=Men » 4 | ¢5 | x Bing £~
— —

Eile Edit View Favorites Tools Help
i Favorites  © 55 @) Get More Add-ons ~ & Suggested Sites +

(& Voucher: Miscellaneous i~ E ~ [ @& ~ Page~ Safety~ Tools~ ’Q-'

E bill Committee for Public Counsel Services
Miscellaneous Voucher

NAC# C00000011

Voucher Summary
Client Name-  John Test

Total: $15.12
Attorney Name:JOHN Q. DOE Jr.
Voucher Type: O
Senvice Type: Other -
Mark for Delete Sub Type Begin Date End Date Units Rate  Total
Telephone ~ 712010 7/1/2010 1 5 $5.00
Postage ~ 71j2010 7i1j2010 23 044 $10.12

@savechanges | | @submit voucher | | @close form J

“Save Changes will also delste marked items.

Deone & Intemet | Protected Mode: On fa = ®100% ~

Usethe Miscellaneoud/oucher pag¢o enteravoucher forthe reimbursement of oatf-
pocket expensefor thedisplayedNAC, only when you have paid directly for theproduct or
service and have a receipt indicating payment in full or can provide proof of payment.

Please reviewhapter @f the CPCS Assigned Counsel Mantoalinformation on the
Indigent Court Cost Fund. In order to receive payment for the expenseugigubmit to CPCS
the signed voucher confirmation form along with proof of paymentoamer required
documentsProof of payment is not required forluse postage andmmuse photocopy
expenses. However you must indicate on the voucher confirmation form that these types of
expenses are4house expenses.

CPCS allows the submission ofeomiscellaneousoucher per Service Type, per NAC,
per Calendar Month, irrespective of when the expense was incurred.

12.17 Following is a description of the pféled pageelements.

12.1A T NACH#

E-Bill displaysthe NACnumber from the NAC Billing Informtion pagelf the NAC
number is incorrect, go back to the NAC Overvieageand select the correct NAC
from, or add the correct NAC to, the WIP file.

12.1B i Client Name
E-Bill displays the client name specific to the NAC number.

12.1C1 Attorney Name

Please make sure the name that is displayed is your name. If the displayed maime is
your name, click the Close Form button. Contact tH&lEhelp line by phone (617) 988
8327, or by email atbill@publiccounsl.net
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12.1D7 Voucher Type
E-Bill displays the type of voucher being entered. Faniacellaneousouchera nO0f
will appear in this field.

12.1E7 Voucher Summary
E-Bill displays the totalamount for the displayeshiscellaneous vouchéor the
displayed NACenteredn the WIP

12.27 Entering aMiscellaneous/oucher.
12.2A71 Selectatype of expense from tHgervice Typedrop down list box.

122Bil f the Service Type selected is AExpert
required to select a suype from theSub Typedrop down listNote If the
Misc. ServiceType and the OtheBub-Type areselectedhenyou must provide a
written description of theroduct orservice on the printed voucher confirmation
form.

12.2Ci In theBegin Datefield enterthefi st dat e of service from
If the incurredexpensavas a productthen enter the date of purchdisem the
receipt/invoice

12.2D7 IntheEnd Datefieldent er t he | ast date of Kervice
theincurredexpenseavas a productthen enter the date of purchdisem the
receipt/invoice

12.2Ei IntheUnitsfieldent er t he t ot al number of wunits
or from the sales receigExamples of units areumber of hourer number of
items.

12.2Fi In theRatefield enter the cost per unit.

12.2Gi TheTotal field is automatically calculateby E-Bill (Units x Rate) wheou
click thesave changesutton
12.2H7 Click thesave changesbutton to save the miscellaneous voucher. If you are
enteringa voucher for an expert witness or a miscellan&mrsice Typeyou
must save the voucher after each ent&weld Typdine item.
12.31 To delete a Sub Type line item for the Servigpds: Expert Witness expenses and Misc.
12.3A71 Locate the item in ik list

12.3Bi Next to the line itenthat you want to deletelick the boxin the Mark for
Deletecolumn

12.3Ci Click the save changes button to detéie item(s) marked for deletion.

12.471 Submittinga Miscellaneoud/oucher

12.4A7 Before you sbmitthe displayedMiscellaneous/oucher save the voucher. To
submit thedisplayedMiscellaneoud/oucher click the submit voucherbutton.

12.4B i If CPCS accepts yowliscellaneous/oucher, theée-Bill Voucher Confirmation
pagewill be displayedsee the exaple below) PRINT THIS PAGE before
you click thecloseform button.

12.4C7i Click theclose formbutton at the bottom of tHe-Bill Voucher Confirmation
page E-Bill will return to the Voucher Overvieypage

12.4D 7 IMPORTANT: Miscellaneous Bill vouchers that total $50 or less do not need
to be mailed to CPCS for payment consideration. However, they should be

41




printed, signed and maintained in the case file with receipts and/or proof of
payment.

Miscellaneous Ebill vouchers that total more than $50ust be printed, signed
and mailed to CPCS with receipts and/or proof of payment attached in order to
be considered for payment. A copy should be retained for your records.

/= Voucher Confirmation: Miscellaneous - Windows Internet Explorer

e

Bl & tips://unw.cpesebil.com/Ebill asp?page=SubmitVoucher asp&calichain= Menu.asp:NacOverview,zsp:SingleNac,aspVoucherOverview.aspiVoucl v 44 |43 | & Bing o -
£

Eile Edit View Favorites Tools Help
5.7 Favorites S5 &) Get More Add-ons v @& Suggested Sites

{& Voucher Confirmation: Miscellaneous fi =~ E) v [ = v Page~ Safety~ Took~ @~

E\II Committee for Public Counsel Services
Voucher Confirmation

! Important: Print this for your records.

Attorney Name: JOHN Q. DOE Jr.  Confirmation # 08176480

Client Name: John Test Receipt Date:  07/11/10
NAC#. C00000011 Voucher Type: O
Vendor Code:  000001A Total: $15.12

For CPCS use only

Req No- P.V_ No:

Semvice Type - Ml

Sub Type Begin Date End Date Units Rate Total

TE 7/1/2010 7/1/2010 1 §5.00 §5.00

PO 7/1/2010 7/1/2010 23 §0.44 §10.12

Signature: Date:
@ close form
Dene & Intemnet | Protected Mode: On 3 = ®100% ~

12.571 If you are not submitting the enteradscellaneousoucher, click thelose formbutton
on the Mscellaneoud/oucher entry pagt return to the Voucher Overvigpage If you
have added or modifiedraiscellaneousoucher,EBi | |  wi I | di spl ay t he
have made changes to this fvoucherd6, and of fer

e Click the OK button to keep thdiscellaneoud&/oucherpageopen so you may
savethevoucher

e Click the Cancel button to close thEscellaneoud/oucherpagewithout saving
any time additions or changes.
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Section 13i E-Bill Criminal/Delinquenc y Disposition

E bill Commiittee for Public Counsel Services
Criminal/Delinquency Disposition

Attorney Mame: JOHN DOE MNAC # c000D0140

Client Mame:  Test interium Docket:1234CR009234

Client Status: Reason for filing:

O committed O court approved transfer to new attorney.
O not carmmitted O default: case closed

O not applicable O case disposed of

Trial Route:

[ dangerousness hearing [ interlocutory appeal argued
O complaint dismissed [ natice of appeal filed
O cormplaint nolle pras. O ration ta revise and revake filed

[ probahle cause hearing
[ grand jury indictment
[ complaint

Result Incarceration Status Institution
Offenze A
Oftense B:
Offense

Disposition by:

® OK @ cancel

When submitting a legal serviceHll with a billing status of Closed and a NAC type of
criminal, murder, or criminal mentor, you must complete the Criminal/Delinquency Disposition
form.

Following are the instructions for completingstiorm.

13.17 UnderClient Status select the appropriate status.

13.21 UnderReason for filing select the appropriate option. If you select the first option and
your client obtained privater pro-bonocounseldo not enter anything in the new NAC
field.

13.31 UnderTrial Route click all boxes that apply.

13.471 For each offense on the NA€&lect the Result, Incarceration Status, and Institutidhe
NAC has more than three offenses/charges, enter the three that have the most serious
penalties.

13.4A7 From theResultdrop down list boselectaresult.

13.4Bi For eaclcharge if necessary, seleanincarceration status from the
Incarceration Statusdrop down list box.

13.4C- For eacltharge if necessary, seleeninstitution from thelnstitution drop down
list box.
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13.571 Select the mode of disposition from thesposition bydrop down list box.

13.61 When you have completed the disposition foRRINT THIS FORM .

13.771 Click theOK button to ontinue submitting your Bill, or click the cancelbutton to stop
the submission process and return to the NAC Billing Informadagefor thedisplayed
NAC.




Section 14i E-Bill Appeals Disposition

@ ozl Mg unsiiun - sileyusuie [isrnas Senlnyey Jdal
Filz  Edit Wiew Favorites  Tools  Help |';'
0 Back * () \ﬂ \ELI ;\] j.'- ) search ‘:1\?’ Favorites @ Media @“t = 2 = ‘i‘i
Address @hlhttps:,l'll'www.cpcsebill.com,l'EbiII.asp?page=CheckBilI.asp&callchain=Menu.asp:NacOverview.asp:SingleNac.asp D [eti] Links **

% 4]
=¥ bill Committee for Public Counsel Services
Appeals Disposition
Attorney Mame: JOHN DOE MAC # c00000136
Client Mame: test test Docket: 1234teste
Digposing court: Trial route:
O trial court O appeal withdrawn
O appeals court [ settlement agreement / voluntary dismizasal (civil appeals only)
O supreme judicial court O appeal dismissed 3
O federal district court [0 moatness
O circuit court of appeals O affirrned
O supreme court O reversed

[ reversed and remanded

O] affirmed in part freversed in part

T new trial mation allowed

[ new trial mation denied

[ federal habeas corpus petition allowed
[ federal habeas corpus petition denied |

® OK @ cancel D

@ Done é 0 Internet

When submitting a legal serviceHll with a billing status of Closed for any appeal NA@pe,
you are required to complete the Appeals Disposition form.

Following are the instructions for filling out this form.
14.17 UnderDisposing Court select the appropriate court.
14.271 UnderTrial Route check all boxes that apply.

14.31 When you have compleddhe disposition fornrPRINT THIS FORM .

14.47 Click theOK button to continue submitting yourHill, or dick the cancelbutton to stop
the submission process and return to the NAC Billing Informatamyefor thedisplayed
NAC.
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Section 151 E-Bill Mental Health Disposition

bill Commiittee for Public Counsel Services
E Mental Health Disposition
Attorney Mame: JOHH DOE MNAC # c00000136

Client Mame: test test Docket: 1234teste

Disposing court: Authorization to treat:

O superior court O client found competent

O district court

O probate court O client found MOT competent

O treatrment MOT orderad
O client wauld refuse if competent
O less intrusive alternative available

Commitments:
O petition withdrawn prior to hearing

O client discharged O other
O conditional waluntary admission signed
O 3-day notice retracted O treatment ordered
O discharged after hearing [ review scheduled
O committed O 3mo O Bmo O other
O 6 months [ expiration day set
O 12 months O 12mo O ather
] Judicial review ordered
O ather
& OK | #® cancel |

— —

When submitting a legal serviceHll with a billing status of Closed and a NAG/pe of
Mental Health, you are required to complete the Mental Disposition form.

Following are the instructions for filling out this form.
15.17 UnderDisposing Court select the appropriate court.
15.21 UnderCommitments select the appropriate option.

15.2A7 If petition withdrawn prior to hearing is selected, also select one of the three sub
options.

15.2Bi If committed is selectedalso select anof the four sutmptions.

15.31 UnderAuthorization to treat select the appropriate optioli.the optionclient found
NOT competentis selectedalso select one of the two saptions.

15.3A7 If the treatment NOT ordered suboption is selectedalso séct one of the three
suboptions boxes.

15.3Bi If the treatment ordered is selectedalso select the appropriate option from the two
suboption boxes.

15.47 When you have completed the disposition foRRINT THIS FORM .

15.57 Click the OK button to ontinue submitting your 8Bill, or click the cancelbutton to stop

the submission process and return to the NAC Billing Informatagefor thedisplayed
NAC.
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Section 161 Grant of Conditional Liberty Disposition

Under Construction

While theGrant of Canditional Liberty (GCL)Disposition page is under construction, attorneys
who are members of the GCL pamell not be able to provide disposition information, laue

still required to submit a bill with a Bill Status of Closed when their representatianGCL

NAC has concluded. Please revi@RCS Policies regarding Closed billscimn 5 s.12, 13, and

14 of theCPCS Assigned CouesManual

When this page is comple@CL panel attorneywill be required to complete a separate
Disposition for each closed GCL NAC. CPCS will notify you b¥H notice or email with
further instructions when the page is complete.
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Section 71 E-Bill Children and Family Law Disposition

Eill Commiittee for Public Counsel Services
Children and Family Law Disposition

Attorney Mame: JOHN DOE MNAC # c00000136

Client Mame: test test Docket: 1234teste

Type of petition:
O CHINE

O Care and Protection / DSS Custady / 23c.
O dispensation of parental conzent to adoption

O judicial consent for minars

O other

Date of withdrawal of appearance:

Disposition hy:
O trial
O stipulation
open adoption agreement filed [
O petition allowed date

O petition dismissed date

Enter the dates when: Child 1

Child 2

Child 3 Child 4 Child 5 Child 6

Child 7

Childiren) returned horne

Adoption finalization
[Completed by child's counsel)

FPermanent guardianship

Child(ren) attained majarity

8 OK J

'.'C:.Inl:{‘.'lJ

When submitting a legal serviceHll with a billing status of Closed and a NAG/pe of
Children and Family Law or Other Neg@riminal, you are required to complete the Children and

Family Law Disposition form.

Following are the instructions for filling out this form.

17.17 UnderType of petition select the appropriate petition.

17.271 UnderDisposition by check all that apply and provide additional information as
et it i on edheshitretuwsnedhomeiomattainedd e s

indicated.
majority (age 18).

17.317 When applicable enter thiate you withdrew from the case in thate of withdrawal of

appearancefield.

17.471 In theEnter the dates whentable, br each child, the oldest bei@hild 1, ener the date

n P

of each applicable event.

17.57 When you have completed the disposition foRRINT THIS FORM .

17.67 Click theOK button tocontinue submitting your 4Bill, or click the cancelbutton to stop
the submission process and return to the NACgjlinformationpagefor thedisplayed

NAC.
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Section Bi1 E-Bill Client Contact

=
Em Committee for Pablic Counsel Services
Client Contact
! Please print this for your records.
Attorney Marme: JOHHN DOE [EN e c10000136
Client Mame: test test Docket: 1234teste
Date of Assignment: 0F01/2002 Attarney Address: 470 ATLANTIC AVE. BOSTON, MA 02210
Court Marme: Attarney Phone: 6174826212
Case Mame: | |
Client: O parent O children O Dther(explain):|
Mame: | | Fhone Mumber: | |
Address: | | Care Provider: | |
city: | | state:|| Zp| |
List each in-person contact you had with your client(s) since you were assigned the case,
or since your most recent submission of this farm.
Location of meeting {office, home visit)
Date of Meeting Give address if differs from above Duration
i R R R R - |
O .
[ I certify that the infarmation not provided has been withheld pursuant to rule 1.6 of the Massachusetts
Rules of Professional Conduct, and the client has not exercised a waiver.
[ I certify that the infarmation not provided has been withheld because it is confidential under governing law.
Attorney Signature Date
@ next @ cancel
1 1 1

**The abovepageappears in two images because it is too large to fit in one.

When submitting aelgal service BBill with a NAC Type of Children and Family Law or Nen
Criminal, you are required to complete the Client Contact form. Please print the completed form
then sign and date the form and maintain the form on file with your confirmation form.
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Following are the instructions for filling out this form.
18.171 In theCourt Name field enter the name of the court where the case is being heard.
18.271 In theCase Namdfield enter the name of the case as it is recorded in the court docket.

18.371 In theClient field select the appropriate description of the client you aresssmting. If
Other is selectedin explanation must be entered in the field to the right of the Other

option.
18.47 Enteryourc | i e n nhades adtiress, tity, state, and zip code the corresponding
fields. I f the cl i enidénsal @edst leavsisblamke eds t o be

18.57 In thePhone Numbefield enteryourc | i ent 6s t el ywwbbinennambeel e
number needs to be kept confidential, please leave it blank.
18.61 In theCare Provider field enter the name of the careopider.
18.71 List each date that you met with your client in the table provildglill allows the entry
of only twentyone client meetings per submission per NAC.
18.7A7 In the Date of Meeting field enter the date you met with your client. If you have
no client contact to report, enter the current date.

18.7B1 In theLocation field enter the location of the meeting. If you have no client
contact to r epQdNaitP e resnatnerCltiHédmetlacaGoodnst afic t 0

is the same as the previous logati, you may enter the woro
enter ditto marks as this will cause an error in tHailEsystem.

18.7Ci In theDurationfield enter the actual duration of the meeting in (hours: minutes)
for mat . I f you have no meeting to repor

18.81 If any information was intentionally omitted from this form, one or both of the options at
the bottom of the form must be checked.
18.917 When you have completed the client contact fdPRINT THIS FORM .

18.107 Click the Next button tocontinue subntiing your EBIll, or click the cancelbutton to
stop the submission process and return to the NAC Billing Informptigefor the

displayedNAC.
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Section BT Payment Review/Detalil

/= Payment Review - Windows Internet Explorer

@ S - B e — > 04| x

File Edit View Favorites Tools Help

< Favorites 515 ] Get More Add-ons ~ & Suggested Sites ~

(& Payment Review

E\H Committee for Publi¢c Counsel Services
Payment Review
Attorney: JOHN Q. DOE Jr. e

To review a document, click on the Payment Reference #

Fiscal Year of Payment 2007 ~

Payment Date Submitted
Reference # $ Amount for Payment Payment Type
$20.00 1/31/2007 LEGAL SERVICE

/= Payment Review - Windows Internet Explorer

@ ’ Rl € | https://www.cpcsebill.com/Ebill.asp?page=PmtReview.asp - % 45 X Bing oy

File Edit View Favorites Tools Help
<z Favorites 5% &) Get More Add-ons v & Suggested Sites

@ Payment Review v B v O @ v Pagev Safetyv Toolsv @~
E\H Committee for Public Counsel Services
Payment Review
Attorney: JOHN Q. DOE Jr. @ close form

To review a document, click on the Payment Reference #

Fiscal Year of Payment 2010 ~

Payment Date Submitted
Reference # $ Amount for Payment Payment Type

$1.495.00 6/23/2010 EXPENSE

CPCstransmitsprocessed legal service bills to the State Conlptrédr paymenin accordance
with the CPCS Attorney Payment Schedule policy in ch. 5 s. 37 of the CPCS Assigned Counsel

Manual

CPCS also transmits weekly, processeBliEMiscellaneous Vouchers for owtf-pocket
expenses to the Comptroller for payment.

19.17 Prior totransmissiorio the Comptrollerall legal service billand vouchersubmitted by
an attorney that have been processed and are awaiting payment are compiled and a

Payment Reference Record is credwsparate records are created for llsgavice bills
and vouchersand assigned a unique Payment Reference Number (depicted above).

19.27 The payment amount of each compiled/tadlicheris added together and that total
(depicted above) is the payment total for the payment reference réberdewly created
Payment Reference Record is then sent to the State Comptroller for payment processing
and is available for review on theHll Payment Review and Detaflage.

19.317 The Comptrolleiis not aware ofhe bills that make up the detail thie Payment

Reference Record. This detail is provided bRilt on the Payment Detaglage The
payment reference number is printed on the stub portion of the check issued by the State

Treasurer. For those attorneys who receive payments by direct ddpmopiyment
reference number is included in the electronic fund transfer (EFT).
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19.47 Belowis the procedurt® review the Payment Detddr a Payment Reference Record:
19.4A71 On the EBIll Main Menu, click GO at the Payment Detail menu optiorBaI will
display the Payment Revielage

19.4Bi Select a fiscal year of payment from ffiscal Year of Paymentdrop down list.
The Stateds fiscal year begins July 1 ani
for a bill paid on July 1, 20is 2011.)

19.4Ci E-Bill will display a list of all payment reference records that were created for you
during the selected fiscal year.

19.4D7 To review the payment detail of any payment record, click on the payment reference
number.

19.4E71 E-Bill will display the Payment Detajpage*of the selected payment reference
record.

19.4F71 After reviewing/printing the payment detail, click tblese formbutton.

19.4G1 E-BIll will return to the Payment Reviepage Select another payment record or
click theclose formbutton to return to the Main Menu.

*The Payment Detadagedisplays all of the legal serviceHills or voucherghat make up the
payment reference record. To identify each bHBilt provides the NAC number, client name,
dollar amount of the bill, thedginning and ending date of service, and the confirmation number.

To assist you and CPCS in researching unpaid bills, it is recommended that you periodically
review the Payment Review and Defdges. You should print or record in some manner the
informaton contained on the Payment DeRdgeof eat payment reference record.
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20.17

Section 20i How To Submit An E-Bill
Legal Service EBIll
Go to the EBIll web site Log In Pagenhttps://www.cpcsebill.com

. Log into EBiIll.

E-Bill will display the EBIll Notices page Review any new notices on theBHl Notices
pagethen click thego to menubutton.

E-Bill will display the EBill Menu. On the EBIll Menu click GO at the Review NACs
and Prepare Bills for Submittedenu option.

E-Bill will display the NAC OverviewPage Add a NAC to or select a NAC from the
Work-In Progress list.

E-Bill will display the NAC Billing Informationpagefor the NAC selected/added. Enter
the date(s) of service and time spent on eachfdatbe NAC you are billing.

. Submit the bill.

E-Bill Voucher

Go to the EBIll web site Log In Pagehttps://www.cpcsebill.com

Log into EBIll.

E-Bill will display the EBIll Notices Page Review any new ri@es on the EBill
NoticesPagethen click thego to menubutton.

E-Bill will display the EBill Menu. On the EBIll Menu click GO at the Review NACs
and Prepare Bills for Submittal menu option.

E-Bill will display the NAC OverviewPage Add a NAC to or slect a NAC from the
Work-In Progress list.

E-Bill will display the NAC Billing Informationpagefor the NAC selected/added. Click
on thevouchersbutton.

E-Bill will display the EBill Voucher Overviewpage Select a voucher type from the
drop down listand click theadd voucherbutton.

Enter the voucher information and submit the voucher.
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Appendix AT Certify a Vendor Invoice (Vbill)

Your vendorgcurrently Private Investigators as well as Medical and Forensic Expegts
submitting theirnvoicesusing Vbill, our new billing system for neattorney vendors.

Vhill allows the vendor to enter thamvoices ortline, and to track their progress through the
entire billing processrom submittal, through attorney certification and finally to successful
payment.

Through Vbill, rather than signing off on
be able to view a computer image of the invoice and then certify or reject it by clicking a few
buttons.

Hereds how:

When your vendor(s) submit(sip avoicethrough the Vbill system, you will receive amsil
(similar to the one depicted below) regarding your required review and certification of their
invoice

B YBILL SUBMISSION - Message (HTML) Egl

: File Edit Wiew Insert  Format  Tools  Actions  Help

P gReply | ClReplyto Al | C3 Forward [ B | v [ 3 K | e - o - & @JH

From: na-reply@publiccounsel, net Sent:  Tue 8/12)2008 9:33 AM

To: dboyd@publiccounsel.net
Cc:
Subject:  WEBILL SUBMISSION

TESTOE Has submitted a VBILL, Confirmation Number:(W 0468017}, for services rendered for client Pastor Wrght MAC# C00000011
Please Logn to EBILL and follow the instructions in the associated EBILL Motice.

CPC3S Private Attorney Payment Department.

To review and certify your vendoroés Vbill

1. Log into EBIll and goen the related Bill notice.

2. At the bottom of the notice, above tblese formb ut t on , cl i clikk heren t
to reviewlloVendor 6s
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E-Bill will display the Vbill Certification Login page.

Next, login to the Vbill Certification pagesing your BBO number and your assigned PIN.
(Same agour E-Bill PIN.)

2 Welcome To CPCS Ebill - Microsoft Internet Explorer E{@@
a
u

File Edit View Favorites Tools Help

@Back = \_) @ @ «b /:j Search *Favorites @ C::v :; ) ._pJ ﬁ

=
Address @ https:{{192.168.0.4/atty/Login.aspx v\ Go | Llinks *

Gopmittee Lor Buflic Founsel Secvices

ATTORNEY INFORMATION MAINTENANCE LOGIN SCREEN

BBO Number: |:|
Pin:

The Vbill Certification page lists all Vbills that are pending attorney review and certification,
including the one specified in your notice. Click the confirmation numbeediinks with a V)
that matches the number in the email.

3 Untitled Page - Microsoft Internet Explorer = 15[5]

File Edit View Favorites Tools Help I -
eBack v Q v U @ f h | /‘:) Search *Favorites e)‘ [:),v :}; | ,_1 _J ﬁ 3
Address [&] https://192.168.0.4{atty{Vbillist.aspx =] Eeo [unks >

Committee for Bublic Counsel Services

Logout of vbill I Manage Information I

Below is a list of Ybills waiting For your review:

Whill Number  Client Name Yendor Name 4 Amount
V0478818 John Test TESTOR $150.00
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The Vbill is now displayed and ready for review and certification (see Attorney Certification
requirements section of Chapter 6, Section Al, of the CPCS Assigned Counsel Manual).

Services

Date Activity Type  Hours Amount Note

Conference With
7112008 4 200,00
& Counsel §

7jzfz008 Site Investigation |1 $50.00

Takal $250.00

Type of case; | (seleck bype of case) v

[Acceptl [ Reject for Madification ] [ Reject Permananthy ]

At the bottom of the Vbill page (depicted above) select the type antypealof your related case
from the drop down list.

Review the d
button and t

isplayed Vbill and if you agree w
h e n tnhl popup @ikKdow; theinnvoice is now ertified.e i
If you wish to dispute all or part of thevoice you have two options: total or partial/oice

rejection.

To reject a Vbill (the vendor will not be paid for these services):
i) Provide an explanationingh A Not es o fi el d.
i) Click the fiReject Permanentlyo button

Theinvoiceis now rejected.
To dispute a Vhill inpart:

i) Provide an explanation in the ANoteso fie
v)Click the fAReject for Modificationdo butto

Theinvoicei s now rejected peaatbnshng t he vendor ds mod
When the vendor complies with your requested modification asdlenits the Vbill, you will
receive an-amail requesting your certification.

Once you have certified thamvoice, the vendor will be able to submit it to CPCS for review
and paymeat.

~—+

cat
Lo

(0]

After completing you I
cli ut o

top of the page,

ot

r i foi on g
cking the go bu

o
=)

You will be returned to theBill notice.

If you have ay questions regarding this process, please submit them to
vendorbills@publiccounsel.net
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(= Time Entry - Windows Internet Explorer

%ﬁ - |g, https:ff10.10.10.41/Ebil. asp?page=DateCfService aspicallchain=Menu. asp:MacOverview, asp: Single ¥ | @ Certificate Error H‘"ﬂ | e | |Live Search

&8l

File Edit View Favorites Tools  Help

w 88|~ [ (€ Time Entry x [@Cernﬂcate Error: Mavigation .., l l

@' @'@Pagev” Tools -

RRT Preparation::
Court Waiting Time::

Legal Research::

Other:-

ill Committee for Public Counsel Services
Time Entry Screen: Add Entry
NAC#: c00000136 Date: 111512010
Attorney Mame: JOHN Q. DOE Jr. Total Hours:
Client Name:  Test Test Total Mileage
Docket#: 123ABC
Hearing - RRT Hearing- Collateral Contact:

Appeal Preparation:: Hrg/Trl Prep::

In-Prsn Clnt Cntact:: Client Tele Cntact::

Jooo

Investigation:: Travel:

@ enter miles

10000
i

@ save changes j @ close form j

e Inkernet

H100%
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Em

General Info
Nac #

Attornev

Date of assigntnent
Nac tvpe

Docket #

Client last name
Client first name

I. Demographic info
Birthdate

Gender
Race/ethnicity
Primary language
Cutrent grade

II. Health. education. &
welfare

IEP.
Emplovment
Community involvement

DCF involvement

Medications
Hospitalizations

Other agency involvement

Committee for Public Counsel Services

c00000136 Nac Status
JOHN Q. DOE Ir. Bill Summary
10/01/2010 Rate
Criminal Total hours
123ABC Total mileage
Test Total §

Test

H

O male O female O transgender
O white O black O asian O latino

I
<

On File

50.00
32.70
372
1746.60

Oyes Ono disability

Oyes Ono

custody fype temporary custody | permanent custody

>

Dane

@ Inkernet

H100%
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III. DYS History

Committing offense (choosegridlevel) ©1 ©2 O3 04 O3 Q6 0O7F
DYS region O metro O north east O south east O central O west

DYS caseworker |

Date placed in custody

Placement

Date of first contact

I

IV. Reason for filing O waives counsel O case disposed of O transferred to new attorney

V. Discovery received [+iolation notice [viclation supporting documentation [ placement history [ prior revocation history
[Jassessment summary OIEP [CCORI [ prior counsel
[ parent/guardian contact info [ other

VI. Reason for violation [ curfew [Jdrug test [ affiliation [failure to meet with case worker
[faiture to attend schoolwork [failure to attend counseling [new offense juv [Jnew offense adult
[ other

VIL If new offense [Omisdemeanor ~ [Jfelony [ crime against property [ crime against person Ogun On'a [Dother

VIII. Hearing preperation

A Hearing preperation [ contact with parents/guardians [ school personnel [ counselor /therapist O program provider
[ prior attorney [Jwitnesses [ other [legal research

B. Continuance requested Ovyes Ono

IX. Hearing Oyes Ono

|

B

Done O Inkernet

59

100%



ooy
g o

i
&

H. D

X. Regional Review Team O yes Ono

A Regional Review Date |:|

B. Parties present Cattarney [Jelient [Jeaseworker [Jdvs clinician [ others

C. DYS recommendation |

D. Defendant rec Azt |
N |

F. Placement O secure O non-secure O cummunity
XI. Appeal Oyes Ono
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