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Section 1i Welcome

1.17 E-Bill Manual Updates
1.1A7 Inclusion of Grant of Conditional Liberty (GCL) Billing Categoriesand
Disposition Page
CPCS has created a new trial panel for GCL cases. The Billing Categories fogwhi
panel have been included in Section 7.2, on page 26 of this manual.

The GCL Disposition page is currently under construction. GCL panel attorneys are
advised to review Section 16, on page 47 of this manual for additional information and
instructions.

1.27 Welcome to EBIll

E-Bill is a World Wide Web {Veb) based prograaeveloped by the Committee for Public for
Public Counsel Services (CPCS)}BHl allows attorneys tenter andsubmit billsto CPCS
electronicallyfor legal services rendered and-@fHpocket expenses related to assigned cases.
To use EBIill 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://wwwcpcsebil.com/ Not i ce t he fAso
Ahttpo in the Web address, Theuiwbdbl |l ehsed heo we
know that the site to which you are navigating is secwillis a secure site. There are many
safeguards in plade 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 in the
br owser 6 s me methgweb lorawser wingawvuTo avbie revigation errors and to
maintain the security of your billing information, close the browgiedow after using EBIll.

E-Bill is a selfnavigating program. WhileusingEBi | | do not t ofi Buascek ot he L
and darodonv b Clicking on she Back or Forward buttonsycause unanticipated
errors in the BBIll program.

1.37 Advantages of EBIll

E-Bill offers you the ability toeenterbilling informationon a daily basis by setting up a Work in
Progress (WIP) recordr 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 owtf-pocket expenses) for a specific NAC, even if the NAC

( A CAC nNmbers only)s not on file with CPCS. 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 addressed in detail within this manual.

1.47 About this Manual

This manual reflects curreand, as necessary, previd@BCS billing policies and procedures.
Please revieweurrent billing policies irchapters five and six of the CPCS Assigned Counsel
manual, available on line attp://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

1.57 E-Bill Web Site Status Notification


https://www.cpcsebill.com/
http://www.publiccounsel.net/

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

CPCS will also place important web site information between thestedsks {* ) 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 attorneys important information aboutchanges to the-Bill system.

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

the email addressonotreply@publiccounsel.nas a contact as well as af€ Sender to the

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

refer to your installed 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

Before reporting an Bill problem, pleaseecord, 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
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Section 2i E-Bill Log In Page

<3 Ebill Log-In Page - Microsoft Internet Explorer

Flle Edit Wiew Favorites Tools  Help ".'
y A, ™ < . 5 2 T ] @

Dt © WA G Prerr Frremis @ @ 25 B A B

Address |f§] https{ femen, cpcsebil, com/ v| e

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

oo: 1 e[| [T

&l S @ Internet

The EBIll Log In page is the first page of the-Bill 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 CPCsssigned PIN. Please make sure this number is accurate.
You will getan error ressage 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 Counsel Manual chagecti®n 8b on th
CPCS websitéhttp://www.publiccounsel.net/Billing_Information/e_bill/pdf/ebillPIN.pdf
Please complete the form and malil it along with a written request for mPOYmmittee

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 EBIll 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 PIN Agreement form with your
PIN writtenon the form.

If you forgot your PIN please call the Hll Help Line (617) 9888327 or email the EBIll
Help Desk aebill@publiccounsel.net Pl ease i nclude the words
subject line.

f
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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 CPCS Assigned Counsel Manual chapter 5
sectons 8a, 8b, and 8c on the CPCS web sitg(//www.publiccounsel.ngt/ 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@&RIN, click theLogin 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 Form button at the bottom of the notte&ill 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 reviewedwatreviewednotices.

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 8ill 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 the Review Datand then is automatitg removed from thgpage 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 peature 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 of the Notices list, click tlaelete maked items button. All reviewed
notices with a check mark will be deleted.

C



Section 4i E-Bill Main Menu

/= Ebill Main Menu - Windows Internet Explorer
®

* bl £ | https://www.cpcsebill.com/Ebill asp?page=Menu.asp < g 2| X Bing P~

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

@ Ebill Main Menu i = B ~ [ @ v Pagev Safetyv Tools~ @~

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) wibbe displayedBelow are the desgtions 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 thelog 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 access the NAOverviewpage to enteand 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 Servicallows the entry of a date of service fospecific 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 serviceBil for payment using Quick Entry. 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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43A7 Inthe NACNu mber field enter the NAC number (1
specific to the date of service to be entef®ol.not include any spaces or hyphens.
Important: I f t he NAC number begins with the |e
characters (letters andimbers only). If the total number of characters counted is less

than nine then enter a zero A00 after the
(i.e. The NAC number I isted.onThhet NAGI f o
of characters counted is g h t . Enter the NAC number as f
field.)

4.3B7 In the Date field, enter the date of service.

4.3Ci Click Go.

4.3D7 E-Bill will display a box to verify the client name on the NAC. If the client name is
correct, click the OK button. 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 be returned to i#C Billing
Informaion page Enter the date of service again on tfage Click the add
date button.

4.3E7 TheTime Entrypagewill be displayedReview thanstructions for thé=-Bill Time
Entry page insection7 of this manual for entering 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 he instructions for the use of Quick Entry/ouchers:

44ATl n t he NAC Number field enter the NAC nun
specific to the date of service to be entef2al not include any spaces or hyphens.

Important : Ifthe NAChumberbgi ns with the | etter AB, O
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 listed ontiheAC f or m r e a7d.s0 ATBh €l 2t3c4t5&61 n

of characters counted is eight. Enter the
field.)
4.4B7 Click Go.

4.4C7 E-Bill will display the Voucher OvervieWwage Review thanstructions for thée-Bill
Voucher Ovenew page 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 fornstructions on entering NAC information.) beford3#
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 entering your voucher.

11



4.57 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 number 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
the number and delete Enter the confmation 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 return to the BBill 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 Confirmatiofiorm click on the confirmation raber 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 threddisplay other EBills 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 first date of the range in the Begin Dfidd, 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)i To display a Billing Confirmation form click on the confirmation numbégr
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 tgpthy other EBills. To return to the Eill
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 you want to retrieve, highlight the epusufd
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 forim displayedyou may print it.
4.7D17 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 or within a range of dates.
4.8AT Toretrieve 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 display a Voucher Confirmation formaii 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 dates:

4.8B (1)1 Enter the first datefdhe 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 display a Voucher Confirmation form click tme 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 return 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 Payment Detgiage Review thanstrucions for thePayment
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 from any EBill pageby exiting the braser.

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
numberghat hare been entered by thaa@ney, andbpeni 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 (with the exception of BMC Central,dgkton, 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 attorneig notified ofthei s s u eNIAC Auhber by EBIill notice. The A DO
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 system byl2istrict Courton the sameate for the same defendaRtobate

and Family court assignments are issued one

Multi-Part paper NAC forms with ACO0 NAC number :
for all other cases in all other courts, including thosenftbe 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-gning cases where the NAC number ba torm 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 Overvievpageand completed on tHeAC
Billing Informationpage
5.2A7 In the NAC Number field enter tteompleteNAC number (i ncluding t
o r AOd @ot include any spaces or hyphdngportant : If the NAC number
begins with the | etter 0 Bter®anctnombersonty)he n
I f the total number of characters count
thelettedi BO t hen the rest of the NAC number.
NAC form r ead.s0O ABh el 2t3c4t5&61 oourted iseighto f char a
Enter the NAC number as .AB0123456706 in th
5.2B71 Click theadd nacbutton.
5.2Ci The NAC Billing Informationpagewill be displayed

5.2C ()i If the NAC is on file with CPCS the NAC Billing Informatigragewill
automattally populate with the datan 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 client name.

ii. If the client name is corregatlick theOK 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 tleancelbutton; verify that the NAC
numkber that was entered is the correct number, and repeatts8zpB,
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 create a pending NAC recBlelase review
section 6.1 on page 18 ofthis manfaDo not <click Yes fo
NAC number asthese NAC numbersshould always be on file at
CPCS. Please click No and send an email to
dboyd@publiccounsel.netand reportthatt he A D0 NAC numbe.i
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 is Client Name. To change the sadeorselect a different sort option from
the list. Below is a list of the four sort options along with the sort direction.

un
ed

Sort Type Sort Direction

Assignment Date Descending

Client Name Ascending by client last name
NAC Number Descending

TotalHours 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 Tot al Hours. The Tot al Hour s
no entered Legal Servicdllio 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 payment with a billing status of Closed,NiA¢C 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 description of each
button.

First T brings you tahe 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 the WIP list.

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 61 E-Bill NAC Billing Information

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, EBiIll will inform you that theNAC 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
not click Yes f or aeNAQaumbetsGhouldiaiwhys Ibe orafde t h e s
at CPCS. Please click No and send an email tihoyd@ publiccounsel.netand report
that the ADO NAC number is not on file.)

6.1A7T Enter the client name and date of assigntrirom 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 it/they app@on the NAC form/complait (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
Informationpage While the NAC is pending yomay 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 the original NAC form, it should be imaedy
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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 File, o and all NACretlinthd ds wi |
CPCS computer. You will need to notice and report any discrepancies teBilie E
help desk.

6.27 Following is a description of all the elements of the NAC Billing Informagiagefor
pending NACs and NACs that are on file. Tgagedepiced 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 data from CPC& If
A Co oNAC is Badon file you will have to enter thiemporarydata as
described earlier in this sectidh.l ease r emember that a fADO
be added as a Pending NAC. You must contact CPCS if this occurs.
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